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Checklist for Computer Tutors

The following checklist will help computer tutors working with new computer users. Do not expect to get through the entire sheet in one day. Pay close attention to your student and go over only as much as they can handle.  Please return this sheet at the end of your session.

Computer Skills

· Parts of the computer: monitor, keyboard, CPU, mouse

· Opening a program

· Moving and resizing windows

· Using the Start Menu

· Understanding vocabulary: desktop, icons, task bar, double-click, folders

· Knows where to get more help

Keyboarding Skills

· How to copy and paste: using the edit menu, right-click menu, keyboard shortcuts

· Knowing how to type. Great free typing website: typing-lessons.org

Word Processing Skills

· Creating a basic document

· Saving to the My Documents folder

· Opening existing document 

· Using basic formatting: font, font size, bold, italic, center, bullets 

· Understanding the toolbars

Web Skills 

· Viewing a web page by typing in a URL in address box

· Navigating to web pages by following links

· Using the BACK button

· Filling in forms

· Conducting simple web searches (Google or Yahoo) 

Skills 

· Logging into an e-mail account 

· Reading messages 

· Replying to messages 

· Forwarding messages

· Creating messages 

· Attaching files 

· Navigating from a URL in an e-mail message to the web page, both by clicking the link and by pasting the URL into a web browser
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Computer Learner notes

Website for email (yahoo, gmail, hotmail)


Username
Password


Where to get more help

Interesting websites
