COMPUTER TRAINING





Basic Computer Concepts

	Microcomputers:  Concept, Uses, & Capabilities

	Hardware & Software

	Types & Uses of Hardware

		System Unit					Disk Drives

		Video Display Unit				Printer(s)

		Keyboard & Mouse				Modem

	Types & Uses of Software

		Operating Systems (DOS & Windows) 

		Operating Environments (Windows)

			The Importance of Graphical User Interfaces

		Application Software

			Word Processing

			Spreadsheet

			Database

			Desktop Publishing

			Presentation Graphics

			Communications

		Integrated Software

		Anti-Viral Software

	Files & Directories

		Filenaming Conventions

		Directories & Subdirectories

		The Importance of Organizing Files

		Designing a Directory System

	Using the Mouse

		Pointing

		Clicking

		Double-Clicking

		Dragging

		Right-Clicking





�







 



 









