Basic Computer Skills
	Module 1: COMPUTER and WINDOWS BASICS
	Completed

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

	Turn on the computer/log in 
	

	Use the mouse: moving the mouse pointer, clicking/double-clicking/dragging, highlighting
	

	Use of desktop: start menu, my computer, Windows accessory programs
	

	Correctly exit all programs and turn off/shut down a computer
	


	Module 2: WORD PROCESSING BASICS
	Completed

	Create, save, open and print a document
	

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

	Copy, cut, and paste text
	

	Create and use tables
	

	Use templates for resumes, letters, other
	

	Insert clip art
	


	Module 3: INTERNET BASICS
	Completed

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

	Save sites to bookmark list/use bookmarks to access favorite sites
	

	Download (save) text and image files to a disk
	

	Evaluate an Internet site
	

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


	Module 4: E-MAIL BASICS
	Completed

	Open an online e-mail account/log into and sign out of your account
	

	Read, compose, send, reply, forward and delete messages
	

	Use folders (draft, trash...)
	

	Keep e-mail addresses in an address book
	

	Send and open attachments
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