Basic Computer Usage

This course will provide an introduction to the basics of computer usage for users with little or no prior experience with computers.  It emphasizes the use and understanding of the personal computer (PC) and Windows applications.  The topics covered will include: hardware, operating systems, Internet use, email, and Microsoft Word.  Other topics that may be explored include instant messaging programs, viewing and typing Vietnamese fonts, and communication using Skype.

Course Outline (18 classes)
	June 8
	Introduction to Computers

· Hardware, BIOS, operating systems, software

· Advantages of computer usage

	June 10
	Introduction to Windows XP

· Exploring basic and essential features

· Installing and maintaining programs

· Introduction into basic Windows applications

	June 15
	

	June 17
	Typing Skills

· Practice touch-typing 

Using the Internet

· Exploring browser options

· Secure web surfing

· Media options

	June 22
	

	June 24
	

	June 29
	

	July 1
	Canada Day

	July 6
	E-mail

· Creating an email account on Yahoo.ca

· Using Yahoo.ca

· View and compose emails

· Maintaining your Inbox

· Sending attachments

Instant Messaging

· Using Yahoo Messenger

· Possible video chatting

· Sending files

	July 8
	

	July 13
	

	July 15
	

	July 20
	Introduction to Microsoft Word 2003

· Creating and saving documents

· Formatting documents and using Word tools

· Using VPS keys

	July 22
	

	July 27
	

	July 29
	Media Programs and other uses for Windows

· Playback of music, videos

· Possible video conversion, codec usage

· Viewing and organizing photos

· Burning and copying optical media

· Learning how to use Amazon.ca and Ebay.ca?

	August 3
	

	August 5
	Review and testing


