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	Title
	Introduction to Computer Technology

	Keywords (meta tag)
	Computer Hardware & Software, Microsoft Word & Excel

	Provided by
	Irish Rural Link

	Language
	English

	Objectives / goals / learning outcomes

	At the end of this module you will learn about:

Basic Computer Technology
The basics of Microsoft Word & Excel.

	Training area: (Select one)

	1. Digital Communication                                                                              
2. Online Content Creation

3. Virtual Reputation

4. Audience Engagement

5. Safety and Data Protection including GDPR

6. Creativity and Critical Thinking in a Digital Era

7. Copyrights and Legal Assessment

8. Programming and Basic Introduction to Computer Technology

√
9. Netiquette
10. Identify and Face Virtual Threats



	Description

	This section of the programme deals with the basics of Computer Technology.

An ever expanding number of devices are now used to connect to and use the      Internet. Some of the most popular computing devices are outlined in this module. You will also learn the basics of Microsoft Word & Excel.


	Contents arranged in 3 levels

	1. Module Name: Introduction to Computer Technology
1.1. Unit name:  Introduction to Basic Computer Technology
1.2 Module Name: Introduction to Microsoft Word 
   1.3 Module Name: Introduction to Excel
1.1.1.1. Contents:
   Introducation to Computer Technology

   What is Hardware & Software

   Introducation to Microsoft & Excel 

	Practical tips

	· Learn at your own pace
· Use Strong Passwords
· Keep practicing 

	5 glossary entries

	1. Software is the term given to the programs used by a computer, for instance if you have a game on your computer, the game is considered software. Computer software, on the other hand, is not something you can touch.
2. Computer hardware is the collection of all the parts you can physically touch.
3. Microsoft Word or MS Word (often called Word) is a graphical word processing program that users can type with. It is made by the computer company Microsoft. Its purpose is to allow users to type and save documents. Similar to other word processors, it has helpful tools to make documents.
4. Microsoft Excel is a helpful and powerful program for data analysis and documentation. It is a spreadsheet program, which contains a number of columns and rows, where each intersection of a column and a row is a “cell.” Each cell contains one point of data or one piece of information.

	Bibliography and Further References

	

	Useful links

	Link 1 :  https://support.microsoft.com/en-us/office/basic-tasks-in-word-87b3243c-b0bf-4a29-82aa-09a681999fdc
Link 2 : https://support.microsoft.com/en-us/office/basic-tasks-in-excel-dc775dd1-fa52-430f-9c3c-d998d1735fca
Link 3: https://www.collinsdictionary.com/dictionary/english/computer-technology

	1 multiple-choice self-assessment questions

	Name two computing devices?

What is Hardware?

What is Software?

Name one functions of word?
Name one functions of Excel?

	Related Material
	

	Related PPT
	

	Reference Link
	

	Video in YouTube format (if any)
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