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Basics of Using a Computer (PC or Laptop)   

Who is this course designed for? 

Individuals who are wanting to, or just starting to use a 
computer, want advice in plain English, and would like to 
know how to use a PC or laptop, a keyboard, mouse, 
screen and printer.  

 What’s in the course?  

 

 How to hold and use a mouse 

 Using the keyboard 

 Understanding the `language’ of computers 

 Adapting the computer to suit your needs (e.g. for 
eyesight problems) 

 Finding and Storing information 

 

 

What are the course objectives? 

By the end of this course, you will know how to: 

 Turn on and use a personal computer (PC) and 
printer 

 Access files on a computer  

 Use basic tools and techniques (e.g. open, close, 
save and print files in folders) 

 

 

Our  approach to this course:   

theory and              Yes   No             
discussion  

participation in group      Yes   No
/individual activities 

workbook                    Yes   No                     
exercises 

practice                   Yes    No                
exercises 

presentations                     Yes   No  
(informal and/or formal)  

handouts                     Yes   No  

case studies           Yes    No  written/multiple              Yes    No               
choice test 

work based                 Yes   No                 
assignment  

 
  

What next?                                                                                     
 
Please CONTACT US to book this course:           
enquiries@thewayahead.org.uk  

 Price: £99 
(+ VAT) 

 
½-day workshop 

 

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