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Course Title: Introduction to Computers

Course Duration: 4-5weeks (can be adjusted based on the pace of learners)

Course Overview:

This course is designed for individuals who are new to computers. It will cover the basics of computer
hardware, operating systems, essential software applications, internet usage, and safety measures. By the
end of the course, students will have a strong foundational understanding of computers and how to use
them effectively for personal and professional tasks.

Course Outline:
Week 1: Introduction to Computers

e Lesson 1.1: What is a Computer?

o Definition of a computer

o Components of a computer system: hardware and software

o Types of computers: desktops, laptops, tablets, smartphones

o Basic uses of a computer (e.g., communication, entertainment, work)
e Lesson 1.2: Understanding Computer Hardware

Central Processing Unit (CPU)

Monitor, Keyboard, Mouse

Storage devices (Hard drives, SSDs, USB drives)
o Ports and connectors (USB, HDMI, etc.)

e Lesson 1.3: Introduction to Software

o O O

o System software vs. application software
o Operating systems overview (Windows, macOS, Linux)

Week 2: Operating Systems Basics

e Lesson 2.1: Introduction to Operating Systems

o Functions of an operating system
o Basic OS navigation: Desktop, Start Menu, Taskbar
e Lesson 2.2: File Management

Understanding files and folders
Creating, deleting, and organizing files
Saving files in different formats

o File extensions (e.g., .txt, .docx, .jpg)
e Lesson 2.3: Managing System Settings

o O O

o Adjusting display settings
o Changing system preferences (Language, Date/Time)



o Installing and uninstalling software

Week 3: Word Processing Document Creation and Basic Spreadsheet Skills

e Lesson 3.1: Introduction to Word Processing

o Using Microsoft Word (or Google Docs)
o Creating a new document
o Formatting text (font styles, size, color)
o Aligning and spacing text

e Lesson 3.2: Working with Tables and Images

o Inserting tables, charts, and graphics
o Formatting tables
o Inserting and resizing images

e Lesson 3.3: Printing Documents

o Understanding print settings
o Printing documents in various formats
e Lesson 3.4: Introduction to Spreadsheets

o Overview of Microsoft Excel or Google Sheets
o Understanding cells, rows, and columns
o Entering and editing data

e Lesson 3.5: Basic Formulas and Functions

o Sum, average, and basic mathematical operations
o Using auto-fill and simple functions
e Lesson 3.6: Formatting and Charts

o Formatting cells (font, borders, colors)
o Creating basic charts and graphs

Week 4: Introduction to the Internet , Browsers, Email and Communication Tools

o Lesson 4.1: What is the Internet?

o Understanding the internet and how it works
o Types of internet connections (Wi-Fi, Ethernet)
o Internet service providers (ISPs)

e Lesson 4.2: Web Browsers Basics

o Introduction to browsers (Chrome, Firefox, Edge)
o Searching for information using search engines (Google, Bing)
o Opening, closing, and managing browser tabs



Lesson 4.3: Internet Safety and Security

o Safe browsing practices

o Understanding online scams and phishing

o Using passwords and authentication
Lesson 4.4: Introduction to Email

Setting up an email account (e.g., Gmail)
Sending and receiving emails
Attaching files to emails

o Organizing your inbox (folders, labels)
Lesson 4.5: Online Communication Tools

o O O

o Using instant messaging and video calling (e.g., WhatsApp, Zoom)
o Introduction to social media platforms (e.g., Facebook, Twitter)

Course Materials:

Computer with internet access

Microsoft Office or Google Docs/Sheets

PDF handouts or slide decks (provided by the instructor)

A basic online course platform for submitting assignments (optional)

Learning Outcomes:

By the end of the course, students will be able to:

Understand the basic components of a computer.

Navigate an operating system and manage files effectively.
Create and format documents and spreadsheets.

Safely browse the internet and use email for communication.
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