
This course is based upon the British Computer Society 
EqualSkills course and is designed as a first step for 
those new to the world of PCs.  It will benefit anyone 
who is intimidated by computers who wish to know the 
basics of starting-up a computer, creating files and send 
and receive emails.  

By the end of this course attendees will understand 
basic computing jargon, have the confidence to start-up 
a PC, create a file and understand email 

This course will enable attendees to:

¶ Understand computer terminology 

¶ Use the keyboard and mouse 

¶ Print files 

¶ Store files 

¶ Send and receive email 

This course is designed for attendees with no 
experience in using a PC, keyboard or mouse. 



¶ ¶ ¶ 

¶ 

¶ Types of computer 

¶ Hardware and Software 

¶ Basics of how a computer 
works 

¶ Turning on the computer 

¶ Using the mouse 

¶ Click, double click and drag 

¶ Using the keyboard 

¶ Special keys 

¶ Uppercase and lowercase 
letters 

¶ Adding printers 

¶ Overview 

¶ Understanding icons 

¶ Navigating through the Start 
menu  

¶ The Taskbar 

¶ Shutting down the computer 

 

¶ Overview 

¶ Identifying parts of a window 

¶ Title bar 

¶ Scroll bars 

¶ Menus  
 

¶ Entering text 

¶ Editing text 

¶ Spelling & Grammar check 

¶ Printing documents 
 
 
 
 

¶ Drives and Network Drives �± 
the jargon explained 

¶ Navigation through drives 

¶ Creating folders 

¶ Selecting adjacent & non-
adjacent files 

¶ Moving & Copying Files 

¶ Deleting files 

¶ The Recycle Bin 
 

¶ Overview and explanation 

¶ Web mail 

¶ Sending email 

¶ Email addresses 

¶ Receiving mail 

¶ Replying and forwarding mail 

¶ Attachments �± security 

¶ Junk Mail and Spam 
 


