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Trainer Outline
Computers for Beginners

Title: Computers for Beginners 
Length: 90 minutes
Description: Get to know computers (Don’t be afraid!)
Learn to use a computer, and use the mouse.
Audience: New to the computer and beginning computer users

Learning Objectives:
Students will :
1. Be introduced to components of the computer.
2. Be able to turn on the computer.
3. Become familiar with the keyboard
4. Become familiar with the computer mouse.
5. Create a file, save it, close it and reopen it.
6. Be less apprehensive about using a computer.

To Prepare Before Class:
· Handouts at each computer
· Write the outline of class 

· Write out any upcoming computer classes

· Add bibliography of books about basic computer use (available at your PCC or library) to the handout
· Put an icon for the Paint, Notepad or mousersize program on the desktop
· Get Chocolate
Materials needed:
Handout – Computers for Beginners

Special considerations:
This class was created using Windows XP. Content and handouts should be adapted for use with other systems.




Introduction                    
Time: 5 minutes
· Introduce yourself.

· Go over the Class Outline.

· Note any upcoming computer classes.

· Ask if there are any questions.

· OK to ask questions

· Pair share – meet your neighbor and ask them one thing they would like to learn from this class. Listen in to their conversations to get an idea of what their interests are, and incorporate them into the class if possible.

Be less apprehensive about using a computer
Time: 10 minutes
· Ask the students what is the biggest thing that prevents them from learning to use the computer. (Answers like, I don’t know how, Someone will usually say they are afraid they are going to break it.)
At this point tell them there are 3 ways you can break a computer so it cannot be fixed. 
· Smashing 

· Throwing it out the window

· Don’t have food or drink next to your computer, It gets into the computer, under the keys, liquids can short it out, food and sugar make it sticky and it is almost impossible to clean.  
Almost any think else you do can be fixed by someone.  It may cost money but it can be fixed.
· Talk about overcoming a frustration with a computer or the last time you learned something new and how you kept going through frustrating moments.

Be introduced to components of the computer
Time: 15 minutes
· Learning how to use a computer is somewhat like learning a new language. It takes time before all these new words and terms make sense. If you get frustrated, take a deep breath, eat some chocolate. There is a piece by your computer and I have more if you need it.

Using The Computer handout and the computer itself point out the following parts:
1. Monitor
The monitor is very much like a television set.

The monitor can be turned off without harming the machine.

Show how to turn off and on the monitor.

2. Computer/CPU-the brains of the computer
Show the following:
Headphones - 

· Do they need to check out at the front desk using library card?

· Volume control

· Do they need to plug into cord?

CD and how to open and close the CD drive 

· This is not a coffee cup holder

· A CD will hold an encyclopedia

USB Flash Drive how to plug it in
· Demonstrate how to put into computer

On/Off button
3. Keyboard show following keys
Delete key

Enter key

Shift key

Control key

ALT key

Backspace key

Escape key

Number pad and number lock

Tilde key

Control – Alt – Delete key to soft reboot computer (don’t have them press the keys)

Control press down and tap the + key 

This makes the text bigger

Control press down and tap the – key 

This makes text smaller

Any questions?

Become familiar with the computer mouse.
Time: 30 minutes

Using the MS Paint icon you put on the desktops
1. Show how to select the icon and hit enter to open (not double clicking).
2. Have them click on the line tool.
3. Show how to drag to make a line.
4. Demonstrate picking a color from the palette.
5. Show the circle tool (ellipse tool).
6. Let them have fun.

Watch for anyone having trouble, and be ready to answer any questions.

Create a file, save it, close it and reopen it

Next show how to save;

1. Click on file
2. Click save
3. Choose a name
4. Type it in
5. Click save
6. Show how to close the Window (using the X)
Have everyone start again, on their own as much as possible, by opening Paint by double clicking on the icon. Show the pencil tool and have the students see what all the tools below it do.

spray paint (airbrush)

line

rectangle

oval (ellipse)

Tell the students they can draw a picture. This will give you some time to help and reassure those who need it.

Make sure everyone has saved their picture

If possible, save on a flash drive
Show and explain Trash

Take file to the Trash

Conclusion                                
Time: 10 minutes
Briefly review the objectives or key points that you covered.

Give some ideas for practice (3 times a week, use library computers, http://www.bbc.co.uk/webwise/abbeg/abbeg.shtml , etc.)

Have participants write down 3 things they will do to practice and to continue learning about the Internet

Any final questions?

Evaluation & Thank You
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