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	Programme  Information  
	Course Title
	ASET Introduction to computers certificate



	
	Objectives
	At the end of the course you will be able to understand

· How to buy computers and what to look for

· How to look after your computer and carry out basic operations

· How to use Windows commands

· How to produce documents in MS Word

· How to use email to communicate with other people

· How to use the internet, search for information and download from the NET

· How to use chat rooms safely



	
	Student Profile
	This programme is designed for people seeking to understand basic computing principles and to get the best out of a personal computer.  No prior knowledge of computers is required.



	
	Study Method
	The course is designed for study by distance learning at work or at home.  Students receive course manual, assignments and studyguide plus tutor support by telephone, mail and email.

No computer access is required for this course.

For further details see Study House General Information sheet.



	
	Course Outline
	The course consists of 5 modules:

Unit 1:

What are  computers and what do they do?

Unit 2:

Buying a computer

Unit 3:

Looking after your computer

Unit 4:

Using email

Unit 5:

The Internet

Appendix 1
Glossary of terms

Appendix 2 
Glossary of technical terms




In addition to the above course, your pack includes a  free copy of the ECDL CD covering

· Basic Concepts of IT

· Using the Computer and Managing Files

· Word processing

· Spreadsheets

· Databases

· Presentations

· Information & Communication
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