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Section Computer Instruction

Introduction to the

Computer
Section Outline
Student:/Tut
Egmputer
TiikAr:
Start
NAat+A.
Completion
NAat+A.
General Objectives
oTurn computer on/off oDesktop
oBooting/rebooting oStart-up Menu
oBasic keyboard awareness oTaskbar
oMost used keys olcons
oUse a mouse: Solitaire oPasswords
oProgram overview oBasic computer
vocabulary

Practice/review needed:

Notes/comments
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Section Computer Instruction

Word Processing

Section Outline

Student:/Tut

Computer
TiikAr.

Start

NAatA.

Completion
NAa+A.

General Objectives

oOpen Word File menu: Edit menu:

oOpen a document oNew oPage set up

oBasic toolbar oOpen oCut/paste/copy

oCreate a new oClose olnsert (Clipart, file, etc.)
document oMinimize oUndo/clear/delete

oSave oMaximize oFont size/color

oPrint oExit oFormat

oPreview Mouse: oBold, italicize and

olemplates oReview underline

oDate/time oScrolling oMove

oHelp: Office oHighlight
Assistant oUse spell

check/thesaurus

Practice/review needed:

D. Brown/2005
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Notes/comments
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Section Outline

Student:/Tut

nr-

Section Computer Instruction

Using E-Mail

Computer

TitAr:

Start

NAatA.

Completion

NAatA.

General Objectives

oGeneral overview

oSet up an e-mail account
oSave/Store/Folders
Addresses:

oQuick address list

oSave addresses

oCreate group addresses
Compose:

oDrafts

olools

Practice/review needed:

Inbox:

oReceive

oSend
oReply/Forward
oAttachments
oBlock

oDelete

oStorage capacity
ojunk mail

D. Brown/2005
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Notes/comments

Section Computer Instruction

Using the Internet

Section Outline
Student:/Tut

Computer
TiikAr.

Start

NAatA.

Completion
NAa+A:.

General Objectives

oActivating the Internet Toolbar:
oURL/ Address oFavorites
oWhat www means oSearch
oConducting/defining a search oBack/Forward
oHome Page oRefresh/stop
o.com/.ca/.org oPrinting
oUsing search engines olools
oExploring web sites oHome

oFile

Practice/review needed:

D. Brown/2005
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