
 

 

     

1. Identify common uses for computers in a variety of  
workplaces. 

2. Learn about different kinds of computers.  

3. Recognize the different parts of the computer and gain 
an understanding of their uses, such as what is on the  
computer screen. 

4. Understand the basic functions of the mouse and  
keyboard. 

5. Learn how to store files such as documents and photos 
on the computer, as well as how to modify and move 
these files.  

6. Learn how to store files such as documents and photos 
on a memory stick, as well as how to later access these 
files.  

7. Practice your computer typing skills.  



 

 

     

1. What is the Internet? 

2. Using Web Browsers 

3. Search Engine Techniques  

4. Uses for Social Media such as: LinkedIn,  
Facebook, Twitter, YouTube and Blogging 

5. Writing and sending Emails  

6. Attaching documents and photos to Email, as well  
as opening attachments received by Email  

7. Internet and Email safety basics  

8. Sign up for Email (if desired) 



 

 

     

1. Identify the basic parts of a Word document. 

2. Learn how to add, move, and modify text and  
paragraphs.  

3. Understand how to use formatting to change the  
appearance and layout of text and paragraphs.  

4. Gain familiarity with tables, including their creation,  
modification, and formatting. 

5. Learn how to add, move, and modify images into  
a Word document. 

6. Control the appearance of a page using page  
borders, headers and footers, and watermarks.  

7. Use Word’s Spelling & Grammar functions to  
proofread a document. 

8. Effectively print exactly what you need. 



 

 

     

1. Identify more complex components of Word. 

2. Learn to work with tables in detail. 

3. Understand the concepts involved with adding and  
working with charts. 

4. Learn how to further manipulate images and other  
graphic elements such as text boxes and pull quotes. 

5. Learn how to use Building Blocks and Fields to  
quickly insert content. 

6. Gain familiarity with more advanced methods of  
controlling the flow of text, such as section breaks  
and columns.  

7. Simplify longer documents through adding an Index  
or a Table of Contents.  

8. Use Mail Merge to create 



 

 

     

1. Identify the basic parts of an Excel spreadsheet. 

2. Learn to perform basic calculations using formulas  
and functions.  

3. Understand how to edit and manipulate spreadsheets. 

4. Comprehend how to format spreadsheets through  
the use of fonts, borders, and shading, including  
the use of number styles and conditional formatting. 

5. Learn how to perform a spell check within a  
spreadsheet. 

6. Learn how to add, remove, and hide additional sheets. 

7. Effectively print exactly what you need. 



 

 

     

1. Create and use range names to have greater control  

over your data.  

2. Learn how to write more advanced formulas using  

comparison operators.  

3. Learn how to perform more advanced calculations  

using specialized functions. 

4. Practice creating tables to sort and filter data.  

5. Create various kinds of charts based on your data.  

6. Use PivotTables, Slicers, and PivotCharts to narrow  

down large amounts of information. 


