Leamning In Libraries

Who is this course aimed at?
This is a leisure course which is aimed at someone who has a computer but
What will | need?

No formal qualifications required, but access to a computer for practise is advise
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ThIS course is desngned to help you understand the basics of what your computer can d
your way around the software

What will 1do?

By the end of the course, §Idu will be able to do the following:
1. Use the mouse and ke'yboard confidently on a mouse mat without looking at your hand
Hold the mou$e correctly and confidently in palm of hand
Use single and double clicking in the correct situations
Use click and dr ag to move objects around the screen
Locate and us delete keys correctly
Use space L)a nter key and directional keys correctly
Correctly use tlhl shift key and caps lock keys
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2. Use the computer Des,kfop (screen) and the Start menu to locate specific programs
E  Name individual areas of the desktop,
E  Use the start menu to locate and open specific areas of the computer
Follow a filev-path from the Start menu to locate a specific program

3. Create afolder a’ﬁd save document s
El Create and name a folder within My Documents
B Create a simple word processed document
Q_ -Save the document to a specific location
o ’:How /v,v‘ii'l"-t be taught?

Group lessons consisting of presentations, individual and group discussions, and some 1-2-1 support will
also be available.

How will | be assessed?
No formal assessment is used
What could | progress on to?

e Computing for Fun level 1
¢ Informal learning group

What equipment should | bring?
Pen, pencil and note book

Will 1 gain a qualification?
No

Find out more online: worcestershire

www.worcestershire.gov.ul/adult learning county council




