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small steps to greater success



Introduction to IT - 5 week overview

Contact us for more information about this course, and to discuss your needs and interests with our friendly staff.

Session duration:1 hour



Cost per session: £7.50

WEEK 1
1. Introductions and overview of the sessions

2. Identify parts of the computer 

3. Switching on the power button

4. Introduction to the desktop 

6. Introduction to the mouse and how to use it.  

7. Loading MS Word 

8. Introduction to MS Word
9. Exploring the keyboard 

10. Closing Word

11. Shutting the computer down safely.

Homework: Starting up and shutting down safely. 

WEEK 2

1. Recap on week 1.

2. Navigating your way around MS Word

3. Saving onto the hard drive: files and folders

Homework – saving a document in ‘My Documents’

WEEK 3

1. Recap week 2 

2. Saving files externally.

3. Printing 

Homework: Open your saved file and print it. 

WEEK 4

1. Recap on week 3

2. Printing from a flash drive

3. Changing print orientation 

4. Changing font and font size

5. Spelling and grammar checks. 

6. Typing conventions.

7. Typing a short letter.

WEEK 5
1. Recap on week 4

2. Self-directed practice to apply new skills individually, with help and guidance of the teacher. 

3. Overall recap of the course.

4. How to develop skills and get further help.
To reserve a place on this course the total course fee of £37.50 is required in advance.

