	Course Name

Beginners Computing Part 2
	Typical Dates

Tuesdays
	Typical Times

am
	Maximum No

6

	Trainers

Rosie Cordell
	No of sessions

3 sessions of

2 hours each
	Cost

£25
	Minimum No

5

	Resources

Vista or Windows 7
Microsoft Office - Word 2007
	Handouts provided

	
	


	What is the course?

Aimed at the total novice or those with only a basic understanding, this course covers the basics of word processing so students can type letters and manage their computer documents. 

	Who would benefit

Someone who is a total novice or only understands the very basics of computing. The course is with a minimum of jargon and is truly aimed at those terrified of computers up to now!


	What previous experience is required

Must have done some basic computing, preferably Beginners Computing Part 1. 

Some understanding of a typewriter / computer keyboard would be useful


	Learning Objectives

To introduce complete novices to word processing and filing. At the end of the course the student should be able to type a letter, manage their files and generally gain confidence.

	Class sessions:

Week 1: Word processing
· Using Word 2007 learn to type a simple letter, including laying out the various elements (address on top corner etc), changing the font, margins etc, saving it and printing it. 
Week 2: Word processing continued
Week 3: Filing

· Using Windows and Word, learn how to structure the filing cabinet in your computer and how to file things away and retrieve them



	NB Please check that you have Word 2007 or 2010 on your computer before booking on this course.
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