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Skills for Office Work

Overview:

Are you looking for employment in the Office Administration field but don’t feel you

have the skills required?

This course is designed to prepare students for modern entry-level administrative

positions, or to upgrade the skills of individuals who are already employed in an

administrative capacity.

Learn to solve problems, multi-task, and work effectively in a team. Develop basic

computer skills in Microsoft Word, e-mail and internet. Master basic office procedures

and learn office etiquette.

Days:

Tuesdays

29th October to 17th December

(8 sessions)

Times:

9:30am – 3:00pm
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Induction

Course Overview

Course dates

Week 1 - 29th October

Week 2 - 5th November

Week 3 - 12th November

Week 4 - 19th November

Week 5 - 26th November

Week 6 - 3rd December

Week 7 - 10th December

Week 8 - 17th December

Expectations

 Attend every day

 Arrive on time

 One 15 minute break (10:30)

 30 minutes for lunch (12:30)

 Go home at 3:00 pm

 Phones on ‘silent’

 Answer calls outside

 Conversations are not for when

trainer is teaching

 Leave room clean & tidy

 PCs turned off

 No drinks in class

 No kids in class

Student expectations

Preparation for modern entry-level

administrative positions, or to upgrade

the skills if already employed in an

administrative capacity.

Learn:

 Problem-solving

 Multi-tasking

 Work effectively in a team.

 Develop basic computer skills in

Microsoft Office

 Master basic office procedures and

learn office etiquette

 Examine and refine a resume

Expected outcomes

At the end of this course you may be

ready to apply for entry level Reception

positions.

However, you may also identify additional

areas that you wish to train in such as

Intermediate Computers or an ESL course.

Pathways also include; Cert III. Office

Admin

Housekeeping

 Emergency Evacuation Procedure

 Facilities

 Attendance

Other
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Rundown of the 7 weeks and what will be covered

Week 1 - Introductions and basic computer use

Week 2 - Microsoft Word & Office Administration

Week 3 - Communication and PowerPoint

Week 4 - Microsoft Publisher

Week 5 - Self Assessment Skills

Week 6 – Microsoft Excel

Week 7 - Getting a Job

Week 8 - Student driven content

Student Book

This student book you have received has content that will be used during the entire

course. It is designed to be paired with the presentation that your trainer will present

each week and also serves as a place for you to take notes. If a replacement copy of

this book is required, a reprinting fee of $x will be required.

Activities have been included within this book that will extend the student’s learning

and allow for practice of important Office Administration skills and\or concepts.

Although space has been provided within this book for completing activities, you will

also occasionally receive additional handouts or forms that will be needed to be

completed and returned or retained.

Some pages have space deliberately left blank and some pages are left completely

blank. This is to allow space for note taking or to group information in a more logical

way. Note taking is highly encouraged as you will keep the book at the end of the

course and will become an invaluable resource in the future.
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Week 1 - Introductions and basic computer use

Activity - Icebreaker - Get to know your class mates

We are going to start by doing a round of introductions, starting with your instructor.

Please share as little or as much as you like, take the time to write down each

student’s name and a bit about why they are doing this course in the space below.
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What is Office Administration?

Definition:

Office administration is the process of overseeing the day-to-day operations of an

office. The task of administration is usually the responsibility of an office

administrator or manager. Depending on the general operating structure of the

organization, and the complexity of tasks associated with the operation in general, the

responsibilities of the manager or administrator may focus on a few core tasks, or

involve the management of a wide range of functions.

 An all-encompassing job

 Applies across all departments within an organisation

 The OA is often the public face (customer facing) of a company

 Responsibilities include, but are not inclusive of;

 Answering phones

 Directing calls

 Advising customers (product / service knowledge)

 Filing work

 Photocopy/ faxing/ scanning and printing

 Organising meeting

 Manage stock levels/ ordering

 Desirable Skill;

 Organisation Skills

 Time Management

 Computer Skills

 Payroll Trained

 Good Communication Skills

 Problem Solving

 Adaptable to Change

 Customer Service

 Show Good Initiative

 Lateral Thinking

 Work Under Pressure
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Roles

Receptionists play a key role in the organizations management, as they are entrusted

with arranging and greeting the clients, suppliers and visitors directly via emails,

phone calls or direct mail. The employee undertaking the role of a receptionist must

show good organisational, communication and customer service skills in order to

ensure efficiency with the organisation. Other responsibilities that a receptionist is

entrusted with are;

 Ensure that the outgoing and incoming mail is allocated to the right department

within the organisation

 Organise and assist fellow employees with meetings, conferences and direct

telephone calls when required

 To communicate with members of the public when an inquiry is made

 Manage and maintain the filing system that has been implemented into the

organisation e.g. information systems

 Clerical duties that involve the ordering of equipment, office supplies and other

inventories that are required

Personal Assistants are commonly associated with an office manager that help

maintain the efficiency of their day-to-day work, this is through providing secretarial

support and assistance. Becoming a personal assistant requires the employee to have

experience in previous administrative jobs, in which entailed the use of computers

and information systems. The duties that a personal assistant must carry out each

day are the following;

 The task of inputting, filing and managing the data that is stored within the

organization's office system

 Personal assistants act as a first hand to the office manager so they must ensure

that all contacts from third party individuals are processed through them

 To arrange transportation and meetings that are of importance to the office

manager

 Ensure that documents, reports and presentations are set up prior to any

meetings

 Process emails and letters that are received in correspondent to the office

manager
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Basic computer use

Introductions

On any given day, you will encounter computer systems in much of what you do, even

if you don’t realise it. The television channels you watch, the radio stations that you

listen to, the car that you drive in, and even the cash register at the local supermarket

are all controlled in some way by computer systems! They help us perform tasks,

keep track of information, and even control the air planes that fly above us.

In almost every workplace, computers are used daily in almost every aspect of the

business. From entering in customer details, to typing up reports, to taking orders at a

restaurant, computers have been integrated into every corner of the business world.

Throughout the course of this class, you will learn about how computers are used

within the workplace, and how they can be used to make tasks easier to complete.

Today we will be covering the basic components of a computer, how to use the

mouse and keyboard as well as using Microsoft Word (introduction)

Topics covered in other Djerriwarrh courses include;

 Safety, privacy and security; the three corner stones of living in a connected world

 Basic computer programming

 A more in-depth look at the Microsoft Office software suite

 Social media

 Computer software, protecting your computer with free software
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Anatomy of a Desktop Computer

As with most products, computers are designed in a variety of ways. There are,

however, major similarities regardless of the brand (e.g., Dell, Apple, Acer, HP, Lenovo)

of the computer. There are two main types of computers, desktops and laptops. We

will mostly be discussing the desktop computers which have the following

components:

The Monitor

The monitor looks like a television screen and is where you see what is

happening on your computer. By using shadows and graphics with over a million

different colours, much of what you see will appear 3-dimensional. Think of this as

the ‘face’ of the computer. This is one of the two main types of ‘Output Devices’ for a

computer.

The Tower

A computer case, also known as a computer chassis, tower, system unit, cabinet, base

unit, or simply case, is the enclosure that contains most of the components of a

computer (usually excluding the display, keyboard and mouse)

The Keyboard

The keyboard is one of two main ways to interact with your computer. The keys

should

mostly mimic a traditional typewriter. Such devices are referred to ‘Input Devices’

The Mouse

This is the other main way to interact with your computer. Most mice have two

buttons, a right and a left button, and a scrolling wheel. This is the second ‘Input

Device’ we will be using for this course.

Other Input Devices

Scanner, graphics tablet, digital camera, microphone
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Anatomy of a Laptop Computer

Laptops have become more powerful in the past few years, and allow for completing

daily business operation in an ‘on-the-go’ fashion. Some business will use a ‘docked’

laptop as it is powerful enough to complete simple tasks like emails, word proccessing

and internet browsing, whilst still having the option to ‘un-docking’ and taking said

laptop with you to meeingings or other sites.

The likelihood of this is dependant on the type of job you have and you may never

need to use one. It is useful, however, to understand the differences between laptops

and desktops. The first and foremost is that laptops have their own internal battery,

which allows for use when away from a power supply (while the battery is charged).

Keep your battery charged but also allow it to fully discharge sometimes.

The next big difference is that the Laptop is designed to have all of the main

components contained in a single unit. The case, screen, keyboard and track-pad

(pointing device) are all contained within the whole laptop. Many laptops also come

with a built in camera and microphone and an optical device (aka DVD burner/player)

1https://www.iamyourguide.com/?page_id=80

It should also be noted that a laptop is much easier to use when you add a mouse to

use instead of the built in track-pad. This is a personal choice, but I find it much easier

to navigate with a mouse, especially if you are doing graphic design work of any sore.
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USB Flash Drive

A USB (Universal Serial Bus) flash drive, also known as a thumb drive, pen drive, jump

drive, disk key, disk on key, flash-drive, memory stick or USB memory, is a data

storage device that includes flash memory with an integrated USB interface. That all

just means that you can store information on it and you can plug it into a computer.

An 8GB USB Flash Drive is provided to each student to save their work onto. It should

be noted that flash drives are an excellent way to transport data from one computer

to another, but should NEVER be the only place that important files are stored.

All USB devices should be carefully inserted into the USB Port on your computer or

device. Some advanced type of USB’s (Type C) can be plugged in either orientation,

but the ones we are using (Type A) can only be plugged in one orientation.

Other types of connectors that you may encounter include;

Type A: The most common connector for most USB Devices

Type B: Commonly found on

Printers and microphones

Mini A and B mini and micros:

These are found on digital devices

including cameras and mobile

phone

Type B Micro USB3: A type of cable

that Is usually only found on

external hard disk drives

Type C: These are most commonly

found on newer mobile phones and

high end devices
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Keys on the Keyboard

1. Backspace: This key deletes letters backward
2. Delete: This key deletes letters forward
3. Shift: This key, when pressed WITH another key, will perform a secondary function.
4. Space-bar: This key enters a space between words or letters.
5. Tab: This key will indent what you type, or move the text to the right.
The default indent distance is usually ½ inch.
6. Caps Lock: Pressing this key will make every letter you type capitalized.
7. Control (Ctrl): This key, when pressed WITH another key, performs a shortcut.
8. Enter: This key either gives you a new line, or executes a command (pressed in a word
processing program, it begins a new line).
9. Number Keypad: These are exactly the same as the numbers at the top of the keyboard; some
people find them easier to use in this position. When the “Num Lock” is turned off you can use it
for its other functions.
10. Arrow Keys: Like the mouse, these keys are used to navigate through a document or page.
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Touch Typing

First you have to know the starting finger positions; each finger is placed on its own

key.

The starting position is as follows: the main keys are F and J. You can find these

positions without even looking at the keyboard; feel for the small plastic, elevated

'tabs' on the F and J keys and place your index fingers on those keys.

Place the fingers of your left hand on the keys A, S, D and F and the fingers of your

right hand on the keys J, K, L and ;. This positioning is called 'home row'. Once a key is

pressed remember to put your fingers back on the home row. This will help you to

stop looking at the keyboard.
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Activity - Touch Typing Practice

Brief:

Use the website provided to learn and practice touch typing.

Link:

Search for “Typing Study”

OR

Use the link; www.typingstudy.com

Or

Search for “Typing Club”

OR

Use the link; www.typingclub.com

Instructions:

Spend 15 minutes typing and learning where the keys are. Try your best to NOT look

at the keyboard during this time.

Review:

How did you find this task? Was it harder than you expected?

Homework:

Before the next class, find time to visit the site again and spend at least another 15

minutes practising your typing
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Mouse Skills

Basic Mouse Controls
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Activity - Mouse Practice - Solitaire

Brief:

Use the website provided to learn and practice your mouse skills.

Link:

Search for “World of solitaire”

Or

Use the link; www.worldofsolitaire.com

Instructions:

Spend 15 minutes using Solitaire to practice, Left Mouse clicking, Clicking and

Dragging, and Double Left Clicking.

Review:

How did you find this task? Was it harder than you expected?

Homework:

Before the next class, find time to visit the site again and spend at least another 15

minutes practising your mouse skills.
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Your Windows Desktop

So let’s talk about your Desktop. It’s design a bit like a real desktop, covered in all of

your possessions and memories, or at least mine is. There a few useful things here

too. You have a clock and calendar down here(1). If you Left Mouse Click on it once it

opens the computer’s calendar (note: don’t try and set reminders here, that’s not

what it’s for). You might also see ‘icons’ along the bottom (2), these are visual

references to programs that are installed on your computer. If you Left Mouse Click

(just once) on one of them it will open that program. IF the program was already open,

it will either minimise or maximise it (more on that later.) You will also find the [Start]

button down here as well (3). This whole section of the screen is called your ‘task bar’

and it is a useful space that aids in switching between different tasks or programs.

Some of the programs you have installed might show up down here on the task bar,

but not all will. In fact, you wouldn't want them all down here, it would get way to

crowded. I use this space to ‘pin’ a few programs that I use a lot or that I want to have

super quick access to, OR, for programs that my family need to use and can have

access to without having to go looking for them.

It should also be noted that the screenshot here has a lot more in it than the desktops

in front of you right now. The computers here have all of those colourful boxed

removed. Those are there by default, but many people disable and remove them.
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OH&S

Weather in a modern office or at home, a computer is a common and essential tool

for work and play however, it can cause a variety of injuries to a user.

Occupational Overuse Syndrome (OOS), also known as Repetitive Strain Injury (RSI), is

a condition that can be caused by a mixture of poor ergonomics, repetitive motion,

stress and poor posture.

The symptoms of OOS often include swelling, numbness, restricted movement and

weakness in or around muscles and tendons of the back, neck, shoulders, elbows,

wrists, hands or fingers. It may become difficult to hold objects or tools in the hands,

affecting your ability to function at work and at home. Symptoms can vary from

person to person and may often involve more than one part of the body.

The more a keyboard is used, the higher the risk of OOS-related injuries. This does

not mean that people should not use a keyboard extensively in their work. However,

job design and adjustable equipment and furniture are important considerations for

people who use computers for extensive periods of time.

The following steps help to ensure workers get maximum comfort from their monitor,

keyboard and mouse.

Monitor

● Incorrect positioning of the screen and source documents can result in

awkward postures. Adjust the monitor and source documents so that your

neck is in a neutral and relaxed position.

● Centre the monitor directly in front of you above your keyboard.

● Set the screen distance to approximately an arm’s length away (350mm-

750mm)

● Set the height of the monitor so that the top third of the screen is at eye level

and the bottom of the screen can be read without having to incline your head.

(If you wear bifocals, lower the monitor to a comfortable reading level.)

● Place screen at right angles (90 degrees) to windows

● Adjust curtains or blinds as needed

● Adjust the vertical screen angle and screen controls to minimize glare from

overhead lights

● Other techniques to reduce glare include use of glare filters, light filters, or

secondary task lights

● Position source documents directly in front of you, between the monitor and

the keyboard using a stand.
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Keyboard

● The keyboard should be detachable from the screen

● Place the keyboard at the front edge of the desk so that it is within range of

your hands without straightening your elbows.

● Place the keyboard in a position that allows your forearms to be at a 90-degree

angle and the wrists to be straight (hand in line with the forearm)

● Determine what section of the board you use most frequently, and adjust the

keyboard so that section is centred with your body.

● The keyboard angle should sit flat on the desk to help maintain a straight wrist

position.

● Wrist rests can help to maintain neutral postures and pad hard surfaces.

However, the wrist rest should only be used to rest the palms of the hands

between keystrokes. Resting on the wrist rest while typing is not recommended.

Wrist rests are primarily for periods of rest between bouts of typing.

Mouse

● Position the mouse as close as possible to the keyboard. Avoid reaching over

the keyboard to use your mouse.

● Don’t squeeze or grip the mouse between your thumb and pinky. Your hand

should be relaxed, not tensed when using the mouse.

● Work with your shoulder relaxed.

● Keep your arm close by your side.

● Keep your wrist in a straight or neutral position.

● Lightly supporting your forearm on your armrest or desk can help you keep

your shoulder relaxed.

● Do not twist or move your wrist from side to side, or up and down when

working. Keep your hand relaxed. Move the mouse with the whole arm, using

the elbow as a pivot point, keeping your wrist in a straight neutral position. Do

not hold your pointing device with a tight grip.

● When not using the pointing device, let it go.

● Keep your fingers relaxed on the buttons without inadvertently pressing them.

● Keep your thumb relaxed. Do not keep your thumb in a bent position when

using the mouse.
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Workstation Ergonomics: Take a Break!

Written by Alan Hedge, PhD, CPE

Source: https://www.spineuniverse.com/wellness/ergonomics/workstation-

ergonomics-take-break

Creating a good, ergonomic working environment is important to protecting your

back and neck. From simply taking more breaks to overhauling your work space with

a sit-stand desk, the tips below will protect your spine and overall health.

Take a Break

Staying in the same position and using the same muscles for hours at a time is not

good for your back or neck. Ergonomists (those who design spaces to reduce

discomfort and fatigue) agree that it's a good idea to take frequent and brief rest

breaks. And, it’s not just your legs that need a break every now and then.

While at work, practice the following:

 Eye breaks: Looking at a computer screen for extended periods causes some

changes in how your eyes work, including blinking less often and exposing more

of the eye surface to air. Every 15 minutes, briefly look away from the computer

screen for a minute or two to a more distant scene, preferably something more

than 20 feet away. This lets the muscles inside the eye relax. Also, blink your eyes

rapidly for a few seconds. This refreshes the tear film and clears dust from the eye

surface.

 Micro-breaks: Micro-breaks are less than two minutes long and perfect to do

between bouts of typing. Most people type in bursts rather than continuously.

Between these bursts of activity, rest your hands in a relaxed, flat, straight posture.

Though micro-breaks are short, you can stretch, stand up, move around, or do a

different work task (such as make a phone call). A micro-break isn't necessarily a

break from work, but it's a break from using a set of muscles (such as the finger

flexors if you're doing a lot of typing).

 Rest breaks: Every 30 to 60 minutes, take a brief rest break. During this break,

stand up, move around, and do something else. Get a beverage, chat up a

coworker, or take a lap around the office. This allows you to rest and exercise

different muscles, and you'll feel less tired.

 Exercise breaks: There are many stretching and gentle exercises you can do to

help relieve muscle fatigue. You should do these every one to two hours.
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 Ergonomic software: Working at a computer can be hypnotic—you can easily lose

track of how long you've been working. Ergonomic software is available that will

monitor how much you've been using your computer. It will prompt you to take a

rest break at appropriate intervals and suggest simple exercises.

Sit-Stand Desks and Other Ergonomic Products

Many ergonomically designed products are available to help improve the comfort of

your workplace environment and promote spine health. You might consider a special

chair, computer accessory, or sit-stand desk (also known as a sit-to-stand desk) to

promote proper posture.

These items may be adjusted and customized to meet your specific needs. They may

also encourage healthy long-term habits that can reduce or prevent back and neck

pain. Sit-to-stand desks, for example, allow the seamless transition from working in a

sitting position to a standing pose. These desks encourage you to vary your posture

throughout the day, which has a wealth of health benefits (including burning a few

extra calories).

Ergonomic products are an investment in your health, so you should take time to

research any potential purchases before buying. If you're thinking about buying an

ergonomic product, ask yourself the following four questions:

1. Does the product design and the manufacturer's claims make sense? What

research evidence can the manufacturer provide to support their claims?

2. Has the product been studied by researchers?

3. Are you comfortable using the product for a long period? Some ergonomic

products may feel strange or slightly uncomfortable at first because they often

produce a change in your posture that's beneficial in the long run. Think of some

products as being like new shoes that initially feel strange but then are eventually

comfortable. If a product continues to feel uncomfortable after a reasonable trial

period (at least a week), it’s time to stop using it.

4. What do ergonomics experts say about the product? If they don't recommend it,

don't use it.

If you’re considering a flexible height desk, there are additional considerations when

buying a sit-stand desk.

Improving your spine health at work can be as simple as making time for some gentle

stretches. Or, you might consider making an investment in a sit-stand desk that

encourages you to vary your posture throughout the day. Whatever you choose,

keeping your back and neck in mind during your workday using basic ergonomic

practices will infuse a bit of health into your 9-to-5 and may prevent pain in the future.
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OH&S Images
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Intro to Microsoft Word

Microsoft Word 2016 is a word processing application that allows you to create a

variety of documents, including letters, resumes, and more. In this lesson, you'll learn

how to navigate the Word interface and become familiar with some of its most

important features, such as the Ribbon, Quick Access Toolbar, and Backstage view.

Word 2016 is similar to Word 2013 and Word 2010. If you've previously used either

version, then Word 2016 should feel familiar. But if you are new to Word or have

more experience with older versions, you should first take some time to become

familiar with the Word 2016 interface.

Word can be used to type up notes, create resumes and type letters and even make

simple flyers and advertising material (but Publisher is better suited for that). It also

has some advanced features like citation and mail merge.

Getting Started

Click the Windows Start Button (Bottom Left Corner of the screen)

Scroll down the list of programs and click on “Word 2016”
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The Word Interface

When you open Word for the first time, the Start Screen will appear. From here, you'll

be able to create a new document, choose a template, and access your recently

edited documents. From the Start Screen, locate and select Blank document to access

the Word interface.
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1. Quick Access Toolbar

The Quick Access Toolbar lets you access common commands no matter which tab is

selected. By default, it includes the Save, Undo, and Redo commands.

2. The Ribbon

The Ribbon contains all of the commands you will need to perform common tasks in

Word. It has multiple tabs, each with several groups of commands

3. Command Group

Each group contains a series of different commands. Simply click any command to

apply it. Some groups also have an arrow in the bottom right corner, which you can

click to see even more commands.

4. The Ruler

The Ruler is located at the top and left of you document, It makes it easier to make

alignment and spacing adjustments.

5. Tell Me

The Tell me bar allows you to search for commands, which is especially helpful if you

don’t remember where to find specific commands.

6. Microsoft Account

From here, you can access your Microsoft account information, view your profile, and

switch accounts.

7. Document Pane

This is where you’ll type and edit text in the document.

8. Scroll Bar

Click and drag the vertical scroll bar to move up and down through te pages of your

document.

9. Page and Word Count

From here, you can quickly see the number of words and pages in your document.

10. Document Views

There are three ways to view a document: a) Read Mode: displays your document on

full-screen mode. b) Print Layout: is selected by default. It shows the document as it

would appear on the printed page. c) web Layout: shows how your document would

look as a web page.

11. Zoom Control

Click and drag the slider to use the zoom control, or click the [-] and [+] buttons next

to the slider. The number to the right of the slider bar reflects the zoom percentage.
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Entering text into Word
Before we look at anything else, we are going to enter some text into Word so we can

then learn how to manipulate it. My favourite sentence to type is; “The quick brown

fox jumps over the lazy dog.”

Type this into Word now, then press the [Enter] key and type it again. Do this a few

more times.
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Working with the Word environment
Like other recent versions, Word 2016 continues to use features like the Ribbon and

the Quick Access Toolbar—where you will find commands to perform common tasks

in Word—as well as Backstage view.

The Ribbon

Word uses a tabbed Ribbon system instead of traditional menus. The Ribbon contains

multiple tabs, which you can find near the top of the Word window.

Each tab contains several groups of related commands. For example, the Font group

on the Home tab contains commands for formatting text in your document.

Some groups also have a small arrow in the bottom-right corner that you can click for

even more options.
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Using the tools

Highlight each line by clicking and holding the Left Mouse Button at either the start of

or end of the line you want to select. Move the mouse to the opposite side. Release

the Left Mouse Click.

Note: If your selection is going a bit ‘everywhere’ don’t let go of the Left Mouse Click,

just pull it back into line.

Make each line different by selecting it and changing the; font, type, font size,

colour,underline, etc.

There are also more advanced options to explore like WordArt (Insert tab) to make

some really interesting text.
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The Ruler

The Ruler is located at the top and to the left of your document. It makes it easier to

adjust your document with precision. If you want, you can hide the Ruler to create

more screen space.

To show or hide the Ruler:

1. Click the View tab.

2. Click the check box next to Ruler to show or hide the Ruler.

Backstage view

Backstage view gives you various options for saving, opening a file, printing, and

sharing your document. To access Backstage view, click the File tab on the Ribbon.

Here you can perform functions such as

“Save,” “Save As” and many other important actions.
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How to save (to a USB)

When is a good time to save? Once you already have a heap of work entered into your

document? Or perhaps it’s best to save your work before you have even typed your

first line of text?

Word, and all of the Office products, has fairly robust ‘auto-save’ features which can

work even if you have not yet saved a document… most of the time. It is better,

therefore, to err on the side of caution and save your work before you begin.

There are two types of save that we need to remember, the first is ‘Save As’ and the

other is ‘Save.’ The difference can trip up first time users but there are very limited

consequences in getting it wrong. First let's define the two.

Save As: Give a document a name and tell it where to be saved. This is used the first

time you save a document OR if you want to make a copy of the document with either

a different name, different location or both.

Save: Update changes to an existing document which has already been named. The

file stays where it has already been saved when you did your “Save As” and it keeps

the same name as well.

A good time to use the “Save As” option is when you want to save a version of a

document or make a copy to put onto a USB Drive.

So what can go wrong? If you always use “Save As” and change the directory or file

name, you might end up with many version of the same file but in different locations

and stages of progress. This can make it very hard to work out which is the correct

one you are supposed to be working on.
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How to ‘Save As’
1. Select [File] from the Ribbon

2. Select [Save As] option

3. Select [Computer] and then [Browse]
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4. Here you can choose the location and the file name

Save As - Detailed Steps
1. Click [File]

2. Click [Save As]

3. Click [Browse]

4. Locate where you want to save. Options;

a. This Computer -> Local Disk (A:) -> DISK_TOSHIBA -> {Folder Name}

b. Documents

c. Somewhere else

5. Click in the box next to ‘File Name’ and give your file a name that will help you

to find it again, e.g. Recipes, Letter to Mum, My Story

6. Click the [Save] button, you will now see the name of the file appear at the top

of the window once it has finished saving.
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Retrieving Your Files

Option A
If you know which program you created your file in, you can open that program first

and then open the file you want. Note: You will not see file created in other programs.

1. Open your program, e.g. Word, Excel, Powerpoint or Publisher

2. Click [File]

3. Click [Open]

4. Navigate to where you save your file, e.g.

a. This Computer -> Local Disk (A:) -> DISK_TOSHIBA -> {Folder Name}

b. Documents

c. Somewhere else

5. Click on the file you want to open, click [Open]

6. Alternatively; Double Left Click on the file you want to open

7. PRO TIP: If you do not Double Left Click fast enough (technically two single

clicks) you will move to edit the file’s name. If you do not want to rename the

file you can either click somewhere else on the screen or press the [Esc]

(Escape) key on the keyboard

Option B
If you are not sure which program you made your file in, or you simply wish to view

the files saved on your computer, follow the steps below.

1. Click the icon for Windows Explorer on your Task-bar

2. Using the Navigation Panel on the left hand side of Windows Explorer to locate

where your files have been saved, e.g

a. This Computer -> Local Disk (A:) -> DISK_TOSHIBA -> {Folder Name}

b. Documents

c. Somewhere else

3. Click on the file you want to open, click [Open]

4. Alternatively; Double Left Click on the file you want to open
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Week 1 Wrap Up

Induction

Course Overview

Rundown of the 7 weeks and what will be covered

Student Book

Activity - Icebreaker

What is Office Administration?

Introductions and basic computer use

Computers Basics

Touch Typing

Activity - Touch Typing Practice

Mouse Skills

Basic Mouse Controls

Activity - Mouse Practice - Solitaire

OH&S


