O fhe way ™, Training & Development for Your Business
aheado?’ Workshop Outline (%day)

Basics of Surfing the Internet and Using Emails

Who is this course designed for? What'’s in the course?

Individuals who are wanting to, or just starting to use a
computer, and need to learn how to access the Internet
and the world-wide web, to retrieve and exchange
information. o E-mail

What is the Internet?

- Skype
What are the course objectives? ° vp

. . o World-wide web
By the end of this course, you will know how to:

. . e Surfing the Web
e Use a search engine to find and select
appropriate information e Whatisa ‘browser’ for?
e Use basic 'send’ and ‘reply’ commands in e-mails e  Using your e-mail system successfully
e Find/Delete e-mails
e Send and open e-mails with attachments (e.g.
photos)
e Save attachments to appropriate places
Our approach to this course:
theory and Yes[X] No[] participation in group Yes[X] No[] workbook Yes[] NoX]
discussion /individual activities exercises
practice Yes|Z| No|:| resentations Yes|:| No|z handouts Yes|z No|:|
exercises informal and/or formal)
case studies Yes[] No[X] written/multiple Yes[] No[X work based Yes[] No[X]
choice test assignment
What next? Price: £99
. (+ VAT)
Please CONTACT US to book this course:
enquiries@thewayahead.org.uk %-day workshop

“Training today’s people for tomorrow’s world”

The Way Ahead Training & Consultancy
PO Box 7054, NEW MILTON, BH25 9DB

Tel: 0845 803 7768 www.thewayahead.org.uk
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