Computer Skills Workshop
Description:  Work on projects and practice skills from using the mouse and keyboarding to using email and Microsoft Office with our software instructors and volunteer assistants
Instructor notes: This class relies heavily on self-study. Be sure to familiarize yourself with the online tutorials website, and the tutorial links on that page.  Custom Guide is a wealth of learning information, but requires mouse familiarity and some understanding of browser navigation.
Time: 2 hours

Introduction

Welcome and orientation to building and room (bathrooms, water fountains, beverages with lids, etc.)

Handouts 
· Mouse Exercise & Keyboarding software

· Internet Explorer Command Buttons

Workshop overview
· Purpose

· Topics covered

· Student self introductions (time permitting)

· Online tutorial demonstration and access
(note limitations of use: MUST be on an HCL branch computer)

Individual projects
· Assess student needs and suggest appropriate tutorials
· One on One tutorials as needed
Break:

· Hand Stretch: have students lace fingers together palms in. gently rotate palms out to stretch fingers hands and wrists. 

· Shoulder Stretch: with fingers still laced together and palms out, have students bring arms over head, remind student that they can bend elbows if needed.

· 5 minute break for beverage, restrooms, etc
Continue Individual Projects

· Reassess students as needed
· Continue One on One tutorials
Last 15 minutes: 

Ask class to fill out Survey (on Classes page http://www.hclib.org/pub/events/Classes.cfm under More Resources)

Other resources 

· CustomGuide

· Suggested Reading

· Other classes and workshops (ours and others) 

· Registration process- 3 options 

