Basic course in computers
	Day 1


	10.00 - 13.00

	The basics of Word: theoretical explanation of basics of MS Word
- Basic commands in Word
- Ways to enter text into computer, memory, fonts, import and export, ways of typesetting;
- Practical work


	13.00 - 15.00

	Break

	15.00 - 18.00 

	The basics of Word - part II
- Tables, making reports;
- Difference between save and save as;
- Practical work


	Day 2


	10.00 - 13.00

	E-MAIL 
- Forming the message, connecting, folders and messages, creating electronic messages;
- Description of the main panel of the Outlook Express Programme;
- Description and survey of Inbox, Outbox, Sent Items and other folders;
- How to create a new message;
- Types of messages (New message, Forward, Reply)


	13.00 - 15.00

	Break

	15.00 - 18.00

	Using E-Address Book and sending messages
- Adding attachments, using electronic Address Book, sending messages;
- Sending a message;
- Creating a message with a File Attachment (File Attachment, Link, Picture);
- Using Address Book.


	Day 3


	10.00 - 13.00

	Using Internet
- Organization of Internet, Internet provider, ways to connect to the network;
- Organization of the network; 
- Connection to Internet (provider);
- TCP/IP configuration;
- Connecting to the system (Connect);
- Internet Explorer as one of the programmes for accessing Internet;
- Basic public search engines, security services;


	13.00 - 15.00

	Break

	15.00 - 18.00

	Search engines and their use 
- WWW as the most famous public service;
- Internet search engines;
- Yahoo! As one of the most famous search engines;



	


