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MS Windows & Internet Explorer Introduction

	Duration:

· One Day

Pre-Requisites:  

No previous experience of computers or the internet is necessary.  

Objectives:

· List Components of a PC
· Use Windows Fundamentals
· Create Folders
· Work with Files
· Change Settings in Control Panel
· Create Shortcuts
· Copy and Paste with Windows Applications
· Understand the Internet
· Navigate through a Web Site

· Use Search Engines

· Use Favourites

· Copy, Paste & Download from Internet


	
	Core Topics:

Components of a Personal Computer

Overview of components
MS Windows

Using a Mouse; Windows Desktop; Desktop Icons; Task Bar; Start menu; Help; Multitasking

Windows Fundamentals

Title Bar, Minimise, Maximise, Restore and Close; Moving and Sizing Windows; Scrolling; Working with Multiple Windows; Menus, Toolbars, Keyboard Shortcuts

Working with Folders

Windows Explorer and My Computer; Creating Folders and Subfolders; Renaming & Deleting
Working with Files

Locating Files; File Names and Display Options; Renaming Files; Moving and Copying Files; Selecting Multiple Files; Deleting Files; The Recycle Bin; Working with a Floppy Disk

Control Panel

Date & Time Settings; Display Settings

Working with the Desktop

Creating Shortcuts; Customising the Start Menu and Task Bar
Using Windows Applications

Accessories; Games; Calculator; Paint; WordPad

The Clipboard

Cut and Paste; Copy and Paste; Copying Between Applications
Internet Overview

What is the Internet?; 
The Internet Explorer Web Browser

Getting Started with MS Internet Explorer; The Main Explorer Window; Toolbar Buttons; The Address/Links Window; The Status Bar; Help
Web Sites

What is a Web Site? ; What is The Home Page?; Navigation Techniques; Drilling Down; Finding Items on a Page; Viewing Page Text; Printing Pages

Web Site Addresses

Uniform Resource Locators & Domains; Understanding Web Site Addresses

Searching for Information 

Using Search Engines & Directories; How to Search & Refine a Search; Understanding Search Results 

Favourite Places

Creating a Link to Favourite Sites ; Organising Favourites with Folders; Deleting Favourites

Saving Files

Saving Text, Graphics, Sounds & Programs; Downloading  Files; Copy & Paste from the Internet











