	Module 1: COMPUTER and WINDOWS BASICS

	Identify computer  mouse, mouse pad, monitor, keyboard, keys, computer tower (CPU), printer, and DVD/CD, floppy and other drives

	Use the mouse: moving the mouse pointer, clicking, double-clicking and dragging

	Use of desktop: start menu, my computer, programs 

	Activities:




	Module 2: WORD PROCESSING BASICS

	Create, save, open and print a document

	Edit a document: spell/grammar checks, font style/size, bold, italics, underline 

	Insert a photo or clip art into a text document 

	Activities:




	Module 3: INTERNET BASICS

	Find sites by doing a key word search, a subject index, typing a URL

	Download (save) text and image files to a disk

	Locate/use online reference materials...dictionary, encyclopedia
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