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Course Outline
This course outline describes what will be covered in your course. 
It also sets out what you should expect to learn. There will be an opportunity for course members to discuss the course content with the tutor.
	Course Title
	Making Friends With Your Computer – The Next Step

	Course ID
	C3731404
	Tutor
	Terry Pullen www.tmpullen.org.uk/wea 

	Start date
	27-09-11
	Day(s)/time(s)  
	Tuesday 2 – 4pm

	No. of sessions  
	10
	Hours per session   
	2 hrs
	Fees
	£79

	Venue:  Waterfield Room, The Old Barn Hall, Church Road, Bookham Surrey KT23 3PQ


	Branch/Partner 
	Fetcham & Bookham WEA

	Branch/Partner contact details
	Mrs Joy Tapping Tel 01306 713355 email wea@fetchamandbookham.org.uk
Website address www.weafetchamandbookham.org.uk/

	Publicity Description    

	A course for those who feel comfortable with the ‘basics’ of computing and now wish to explore putting their knowledge to use. Suitable progression for those who attended the WEA’s beginner computer courses. Use your own or borrow a WEA laptop.


	Course Aims 

	This course aims to help you consolidate your basic computer skills and confidence, acquired in the WEA’s previous computer courses for complete beginners, and to build on this knowledge by exploring the use of specialised software and more complex tasks.
Course members can reinforce their basic understanding by recapping key concepts before learning to use more advanced and specific software for Word Processing, Spreadsheets, Image Editing, Email Clients etc and in order to produce documents, images and other forms of output to suit their requirements.
Taking basic knowledge further with the challenge of using more powerful software than that experienced during the beginner’s courses will further build confidence and computer skills.

	Main Topics Covered

	The key topics covered, using minimal jargon, during this course will largely depend on members requirements, interests and the software available on members and WEA computers but is anticipated to include at least, but not be limited to, the following:-
· Use of an advanced Word Processor, i.e. Microsoft Word or equivalent, to produce multi page documents utilising page layout tools and features such as columns, photos, varying type size and choice of font, underlining and emboldened text etc.;


	· Use of Spreadsheet software, e.g. Microsoft Excel or equivalent, to design a spreadsheet to display data in textual, numeric and graphical formats and or carry out simple calculations;

· To rationalise and help arrange member’s [My] Documents folder hierarchy, on their own computers, in order to produce a structured system of folders and sub folders in which to logically store a variety of data, including – text documents, spreadsheets, digital photo collections, digital videos and sent and received emails etc;
· To assist course members in achieving their own home computing goals by demonstrating techniques and suggesting software etc which may help solve members particular computing requirements;

· To offer advice on how to access the Internet and www safely and thereby avoiding or dramatically minimising the possibility of online problems such as Identity Theft, malicious software, destructive virus infection and more. Also including the importance in keeping anti malware and anti virus applications up to date;

· Accessing Microsoft’s software update website and checking for, downloading and installing essential updates to Microsoft Operating Systems and other software products;
· Creation of simple webpage[s] for upload to members own webspace provided by their Internet Service Provider [ISP] including acquisition of own Domain Names such as FredBloggspages.org.uk;

· Downloading and installing ‘free’ and purchased commercial software;
· Removal of unused, unwanted or expired software using ‘Control Panel’;

· Online shopping and banking demonstration;
· Using online Auction Sites to sell and purchase a variety of objects;

· Efficient use of www Search Engines using additional filtering terms to better target your search and improve the ratio of ‘successful / meaningful’ ‘hits’;
· Designing and implementing some form of file backup regime on your computer.



	Pre-course preparation, reading, internet research etc.

	Brush up your basic computer skills as learned during previous basic courses, WEA’s or equivalent, especially using Windows™ Explorer to browse or navigate around your computer – often a weakness with beginners. 

Give some prior thought to something, a goal or challenge your really wish to achieve or succeed at during the course. Make a list of any areas or activities that still have the potential to confuse or problem areas remaining in order to raise them with the tutor either before or during the course.  If you know or think you will need some additional software installed on your computer in order to accomplish a certain task but are unsure what to get then contact the course tutor in advance to discuss your requirements.

The tutor can be contacted by email at the following address - – wea_tutor@tmpullen.org.uk [note the underscore _ between ‘wea’ and ‘tutor’].



	TITLE
	AUTHOR
	PUBLISHER

	The tutor will discuss suitable reading and reference material during the course.

	
	

	Essential costs/materials

	There are no essential extra costs directly associated with this course. However the purchase of any specific software you really require will obviously add cost. You can contact the course tutor before the course starts to raise any query, question or topic using this email address – wea_tutor@tmpullen.org.uk [note the need for the underscore _ between ‘wea’ and ‘tutor’].


	Entry Requirements/Level  

	Firstly you will need enthusiasm and an interest for the subject plus a sense of fun. 
Ideally you would have attended one of the earlier WEA ‘Beginner’ computer courses or be of an equivalent level with sound basic skills. Contact the tutor if you have any queries with regard to this or simply come along to the first session to see if it is suitable for you, if not simply do not attend and further sessions and pay nothing. 
You will need your own laptop or portable computer running a Microsoft Windows™ Operating System such as Vista or Windows™ 7, the course is not suitable for Apple Macintosh computers or any sort. There will be a small number of WEA Windows™ 7 laptops that can be loaned on a first come basis per session – please emphasise the need to borrow one of these on your application form.

This course, due to its nature and frequent need for tutor input on a 1:1 basis, will be capped at 12 members. Please make sure you apply in sufficient time to ensure a place. If demand is high it may be possible to run a further course in Jan 2012 for those who wished to but could not attend this Sept course.


	Qualification gained
	N/A

	Awarding Body
	N/A

	Teaching and learning methods used:-

	· A ‘light-hearted’ and hands-on practical, yet thorough approach to the subject matter will be adopted by the tutor. The idea is also to have fun while learning;

· ‘On Screen’ Powerpoint presentations using a digital projector will be used to demonstrate the key topics using text, images and animated graphics to aid understanding;

· ‘On screen’ practical demonstrations, using a digital projector, of the features and capabilities of all Operating System and other software will be used;

· Where possible important differences between Operating Systems for certain operations or techniques will be highlighted on screen;


	· The tutor will offer inter-session support, via email, should problems or queries arise with exercise material in between sessions;
· The tutor will provide detailed Session Notes, distributed via email as attachments, for most sessions/topics;
· Worked examples which address certain key techniques or hardware/software operations will be demonstrated in certain sessions;

· Course members will be expected to reproduce the work done in session at home either on their own laptop or their desktop computer;

· Where a course member has a specific computing need which the tutor judges will have sufficient broad interest in the class then the tutor will discuss and demonstrate the resolution with the whole class, otherwise the tutor will discuss this directly with the member;

· The tutor welcomes questions and challenges and normally will ensure time for Q&A sessions each week;
· Major topics and the previous session’s activity will generally be discussed /summarised before commencing a new session or topic.



	Learning Outcomes

	The actual Learning Outcomes for this course will be discussed and agreed during Session 1 but are likely to be similar to those proposed below. The outcomes may be different for some course members as the question of ‘software dependency’ may arise. Course members may also include their own additional goal they wish to achieve – see the Pre-course Preparation Section above. 

By the end of the course learners will be able to:

1.  Demonstrate the creation of a multipage word processed document which includes at least the following layout embellishments:-

· Use of two type faces;

· A paragraph or selected paragraphs having ‘justified’ text alignment;
· At least one page with text contained in two or more columns;

· A digital photo inserted into a text paragraph with appropriate text ‘wrap’ settings allowing text ‘flow’ around the photo.

2.  Demonstrate how to download and install a specified software programme, use the software and then uninstall it from the computer;

3.  Design and describe [implement if possible] a file backup regime to safeguard against a catastrophic computer/hard disk failure ; 

4.  Design and implement a simple spreadsheet containing tabulated text and calculations to a requirement advised by your tutor or as agreed between you and the tutor;


5. Browse the www, search for, locate and load a specific webpage, as defined by the tutor, using a popular Search Engine and refined, filtered search terms.



	How do you know you are learning? 

	Learner’s will know if they are progressing from a combination of factors including:-

· Informal feedback from the tutor and other course members;
· The results from their own and in-session replication of DTP techniques;

· Opportunities for Q&A and group discussion on the various computing techniques; 
· From the results of specific projects or set example for completion in between sessions;
· No ‘exams’ will be used to determine learner progress however the odd fun quiz cannot be ruled out.


	Suggested Further Study and Progression Routes

	The tutor will address the topic of further study and possible progress routes with course members toward the end of the course.


	Brief tutor profile  

	Your tutor is a retired electrical engineer with long standing interests in photography, computing and Desk Top Publishing. An early adopter in the mid/late 1980s of several models of ‘Home Computer’ he has maintained a keen interest over the years which melded well with his interest in digital photography. Your tutor has taught a number of WEA beginner computer, digital photography and image editing courses over the past five years at several WEA venues and can be contacted via his dedicated course website where further course details and contact details can be found. www.tmpullen.org.uk/wea  also email address – wea_tutor@tmpullen.org.uk [note the underscore _ between ‘wea’ and ‘tutor’].



If you would like more information about other WEA courses, please contact 
WEA London and Southern Regions’ Support Centre.
You can now enrol and pay online. Go to: www.wea.org.uk
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The WEA is committed to equality of opportunity and inclusive learning.  
WEA London and Southern Regions' Support Centre

57 Riverside 2, Sir Thomas Longley Road, Rochester, Kent ME2 4DP

Tel:  01634 298600     Fax:   01634 298601     email:   london&southernrsc@wea.org.uk
The Workers' Educational Association is a charity registered in England and Wales (number 1112775) and in

 Scotland (number SC039239) and a company limited by guarantee registered in England and Wales (number 2806910)

