
Course Check List  Working with Computers and Devices 

 

1. Types of Computers and their components 

2. OS for Desktops/ Mobile devices 

3. OS Updates 

4. Creating Files and Folders 

5. Moving Files and Folders from different Locations 

6. Using Left/Right Mouse Clicks 

7. Applications (Mobile and Desktop apps) 

8. How to select right application for task e.g. ( When you create your Poster) 

9. Understand File extensions (.docx. xlsx. Pdf. Pptx) 

10. Strategies for creating secure passwords 

11. Getting online (wired and wireless connections) 

12. Office online 

13. Getting started with word /excel (Creating equation, formatting, spelling grammar, 

find and replace) 

 


