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BASIC COMPUTING CURRICULUM 

COURSE OVERVIEW  

In an increasingly digital world, foundational computing skills are essential for personal 
and professional success. The Basic Computing Program at the WITU Digital Jobs 
Center equips participants with the essential knowledge and skills needed to navigate and 
utilize computer technologies effectively. Through a blend of theoretical instruction and 
hands-on practice, this program prepares individuals to confidently use computers for 
various tasks, enhancing their employability and everyday efficiency. 

Throughout this 12-week program, you will: 

• Master Fundamental Computing Skills: Gain proficiency in essential computer 
operations, including hardware, software, and operating systems. 

• Develop Practical Applications Usage: Learn to use key applications such as word 
processors, spreadsheets, and presentation software. 

• Navigate the Internet Safely and Effectively: Understand internet basics, online 
communication, and digital safety practices. 

• Enhance Productivity and Efficiency: Utilize productivity tools and techniques to 
manage tasks and information effectively. 

• Prepare for Microsoft Office Specialist (MOS) Certifications: Receive dedicated 
training to obtain MOS certifications in Word, Excel, and PowerPoint. 

• Build Confidence in Digital Environments: Develop the confidence to 
troubleshoot basic computer issues and maintain optimal computer performance. 

• Create a Professional Portfolio: Showcase your computing skills through practical 
assignments and a capstone project that demonstrates your ability to apply learned 
skills in real-world scenarios. 

 



   
 

   
 

By the end of the course, you will: 

• Operate Computers with Confidence: Understand and manage basic computer 
functions and settings. 

• Utilize Key Software Applications: Effectively use word processing, spreadsheet, 
and presentation software to create and manage documents. 

• Navigate the Internet Safely: Browse the web, manage email communications, 
and practice safe online behaviors. 

• Troubleshoot Basic Issues: Identify and resolve common computer problems to 
maintain smooth operation. 

• Enhance Productivity: Implement productivity tools and techniques to organize 
and manage information efficiently. 

• Achieve MOS Certifications: Obtain recognized certifications in Microsoft Word, 
Excel, and PowerPoint. 

• Build a Comprehensive Portfolio: Compile a collection of projects that 
demonstrate your computing proficiency to potential employers and stakeholders. 

COURSE DURATION 

Duration Details 

12 Weeks 
- Sessions: 3 sessions per week 
- Session Length: 3 hours per session 

LEARNING OBJECTIVES 

By the end of this program, participants will: 

• Understand Computer Fundamentals: Grasp the basics of computer hardware, 
software, and operating systems. 

• Develop Practical Software Skills: Master the use of essential applications such 
as Microsoft Word, Excel, and PowerPoint. 

• Navigate the Internet Efficiently: Learn to browse the web, manage email, and 
utilize online resources safely. 

• Enhance Digital Literacy: Improve digital communication skills and understand 
digital safety and security practices. 

• Troubleshoot Basic Computer Issues: Identify and resolve common hardware and 
software problems. 



   
 

   
 

• Boost Productivity: Utilize productivity tools and techniques to organize tasks and 
manage information effectively. 

• Prepare for MOS Certifications: Gain the skills and knowledge required to pass 
Microsoft Office Specialist exams. 

• Create a Professional Portfolio: Assemble projects that showcase your computing 
skills and practical applications. 

TARGET AUDIENCE 

• Young women aged 18 to 35 from financially disadvantaged backgrounds. 
• Individuals seeking to develop foundational computing skills. 
• Professionals aiming to enhance their digital literacy for career advancement. 
• Students and job seekers looking to improve their employability through essential 

computer skills. 
• Entrepreneurs and small business owners who wish to utilize computer 

technologies effectively for their businesses. 

 

Enhanced 12-Week Basic Computing Course Curriculum 

Week Title Module Description 

1 
Introduction to 
Computing 

Module 1: Understanding Computers and Their 
Components 
- Overview of Computer Systems: Hardware and Software 
- Introduction to Operating Systems (Windows, macOS, 
Linux) 
- Understanding Computer Hardware: CPU, RAM, Storage, 
Peripherals 
- Basics of Software Applications 
- Setting Up and Configuring Your Computer 
- Practical Demonstration: Navigating the Operating 
System Interface 

 Operating 
Systems Basics 

Module 2: Navigating the Operating System 
- File Management: Creating, Saving, and Organizing Files 
and Folders 
- Customizing Desktop Settings and Preferences 



   
 

   
 

- Using System Utilities and Tools 
- Introduction to Keyboard Shortcuts 
- Practical Exercises: File Organization and System 
Customization 

 Introduction to 
Word Processing 

Module 3: Introduction to Word Processing 
- Overview of Word Processing Software (Microsoft Word, 
Google Docs) 
- Creating and Formatting Documents 
- Utilizing Templates and Styles 
- Inserting Images, Tables, and Charts 
- Saving and Sharing Documents 

2 
Word Processing 
Skills 

Module 3 Continued: Advanced Word Processing 
Techniques 
- Managing Document Properties 
- Creating and Modifying Headers, Footers, and Page 
Numbers 
- Applying Styles and Themes 
- Creating Tables and Lists 
- Formatting Text and Paragraphs 

 Introduction to 
Spreadsheets 

Module 4: Introduction to Spreadsheets 
- Overview of Spreadsheet Software (Microsoft Excel, 
Google Sheets) 
- Creating and Formatting Spreadsheets 
- Basic Formulas and Functions (SUM, AVERAGE, MIN, 
MAX) 
- Sorting and Filtering Data 
- Creating Simple Charts and Graphs 
- Practical Exercises: Building and Analyzing Data Tables 

 
Advanced 
Spreadsheet 
Techniques 

Module 5: Advanced Spreadsheet Techniques 
- Using Conditional Formatting 
- Introduction to PivotTables 
- Data Validation and Protection 
- Basic Data Analysis Tools 
- Practical Projects: Creating Dynamic Spreadsheets for 
Data Management 



   
 

   
 

3 
Introduction to 
Presentation 
Software 

Module 6: Introduction to Presentation Software 
- Overview of Presentation Tools (Microsoft PowerPoint, 
Google Slides) 
- Creating and Designing Presentations 
- Incorporating Multimedia Elements (Images, Videos, 
Audio) 
- Using Templates and Themes 
- Best Practices for Effective Presentations 
- Practical Exercises: Building a Complete Presentation 

 Productivity Tools 
and Techniques 

Module 7: Productivity Tools and Techniques 
- Introduction to Note-Taking and Task Management Tools 
(OneNote, Trello) 
- Utilizing Calendars and Scheduling Applications 
- Time Management Techniques 
- Collaborative Tools for Teamwork 
- Practical Projects: Organizing Tasks and Managing Time 
Effectively 

 Microsoft Word 
Certification Prep 

Module 3 Continued: MOS Word Associate Preparation 
- Detailed coverage of MOS Word objectives 
- Hands-on practice with MOS-aligned tasks 
- Tips and strategies for passing the MOS Word exam 

4 
Microsoft Excel 
Certification Prep 

Module 4 & 5 Continued: MOS Excel Associate 
Preparation 
- Detailed coverage of MOS Excel objectives 
- Hands-on practice with advanced Excel functions and 
PivotTables 
- Tips and strategies for passing the MOS Excel exam 

 
Microsoft 
PowerPoint 
Certification Prep 

Module 6 Continued: MOS PowerPoint Associate 
Preparation 
- Detailed coverage of MOS PowerPoint objectives 
- Hands-on practice with advanced presentation 
techniques 
- Tips and strategies for passing the MOS PowerPoint exam 

 MOS Certification 
Review 

Module 8: MOS Certification Review Sessions 
- Comprehensive review of MOS Word, Excel, and 
PowerPoint topics 



   
 

   
 

- Practice exams and feedback 
- Final tips for exam day 

5 
Navigating the 
Internet 

Module 8: Navigating the Internet 
- Introduction to Web Browsers and Search Engines 
- Effective Web Searching Techniques 
- Understanding URLs and Web Navigation 
- Utilizing Online Resources and Tools 
- Practical Exercises: Conducting Research and 
Information Gathering 

 Email and Online 
Communication 

Module 9: Email and Online Communication 
- Setting Up and Managing Email Accounts 
- Composing and Sending Emails 
- Email Etiquette and Best Practices 
- Managing Email Folders and Filters 
- Introduction to Online Communication Tools (Zoom, 
Slack) 
- Practical Projects: Creating and Managing Professional 
Emails 

 
Cloud Computing 
and Storage 
Solutions 

Module 11: Enhancing Digital Literacy 
- Introduction to Cloud Computing 
- Using Cloud Storage Solutions (OneDrive, Google Drive) 
- Sharing and Collaborating on Documents Online 
- Practical Projects: Implementing Cloud Storage and 
Collaboration Tools 

6 
Safe Browsing 
Practices 

Module 11 Continued: Safe Browsing Practices 
- Understanding Digital Footprints and Privacy 
- Recognizing and Avoiding Online Scams 
- Best Practices for Online Safety 

 Advanced 
Troubleshooting 

Module 10: Basic Computer Troubleshooting 
- Identifying Common Hardware and Software Issues 
- Basic Troubleshooting Steps and Techniques 
- Maintaining Computer Health and Performance 
- Introduction to Antivirus and Security Software 
- Practical Exercises: Diagnosing and Resolving Simple 
Computer Problems 



   
 

   
 

 
Advanced 
Troubleshooting 
Projects 

Module 10 Continued: Advanced Troubleshooting 
Projects 
- Hands-on projects addressing complex computer issues 
- Peer review and collaborative problem-solving 

7 
Capstone Project 
Development 

Module 12: Capstone Project 
- Comprehensive Project Integrating All Course 
Components: Operating System Navigation, Word 
Processing, Spreadsheets, Presentations, Internet Usage, 
and Troubleshooting 
- Addressing a Real-World Computing Challenge 
- Developing and Presenting a Solution 

 Capstone Project 
Development 

Module 12 Continued: Capstone Project 
- Continued development and refinement of capstone 
projects 
- Creating a Portfolio Showcase of Your Computing Skills 

8 Capstone Project 
Preparation 

Module 12 Continued: Capstone Project 
- Finalizing projects 
- Preparing for presentations 
- Peer Review and Instructor Feedback 

9 
Capstone Project 
Presentation 

Module 12: Capstone Project Presentation 
- Present your comprehensive computing project to 
instructors and peers. 
- Showcase your ability to navigate operating systems, use 
key software applications, and troubleshoot basic 
computer issues effectively. 
- Receive feedback and refine your portfolio for 
professional opportunities. 

10-12 

MOS Certification 
Exams 

Module 8: MOS Certification Exams 
- Participants take MOS Word, Excel, and PowerPoint 
certification exams. 
- Support and supervision during exams 

Final Review and 
Feedback 

Module 12: Final Review and Feedback 
- Comprehensive review of course content 
- One-on-one feedback sessions 
- Guidance on next steps and job placement support 

 



   
 

   
 

ASSESSMENT AND CERTIFICATION 

Assessment 
Method 

Description Purpose 

Quizzes and 
Tests 

Short quizzes at the end of each 
module. 

Assess comprehension and 
retention of key concepts. 

Assignments 
Weekly assignments based on the 
modules covered. 

Provide hands-on practice and 
reinforce learning through 
practical application. 

Projects 
Hands-on projects to assess practical 
application of skills. 

Enable participants to 
demonstrate their ability to use 
computing tools effectively in 
real-world scenarios. 

Capstone 
Project 

A comprehensive project integrating 
all course components. 

Showcase participants' ability 
to apply their skills cohesively 
to solve a real-world computing 
challenge. 

MOS 
Practice 
Exams 

Simulated MOS certification exams. 
Familiarize students with the 
MOS exam format and question 
types. 

MOS 
Assignments 

Assignments aligned with MOS 
objectives (e.g., creating formatted 
Word documents, advanced Excel 
spreadsheets, dynamic PowerPoint 
presentations). 

Ensure mastery of specific 
skills required for MOS 
certifications. 

CERTIFICATION OPTIONS 

Certification 
Type 

Issuer Description Benefits 

Basic 
Computing 
Certificate 

WITU 
Digital Jobs 
Center 

A certificate acknowledging 
the successful completion of 
the Basic Computing 
Program, covering 
foundational computing skills. 

- Recognized by 
industry partners and 
employers 
- Validates essential 
computing proficiency 

Microsoft 
Office 

Microsoft 
Available Certifications: 
- MOS: Word Associate 

- Industry 
Recognition: Globally 



   
 

   
 

Specialist 
(MOS) 
Certifications 
(Optional) 

- MOS: Excel Associate 
- MOS: PowerPoint 
Associate 

recognized and 
respected by 
employers 
- Skill Validation: 
Demonstrates verified 
proficiency in essential 
Office applications 
- Enhanced 
Employability: Boosts 
resume and job 
prospects 
- Career 
Advancement: Opens 
opportunities for 
specialized and higher-
level roles 

 

Combined Certification Benefits 

Participants who obtain both the Basic Computing Certificate and Microsoft Office Specialist 
(MOS) Certifications will have a robust credential portfolio that showcases both foundational 
computing skills and specialized proficiency in key Office applications. This combination 
enhances their marketability and readiness for a wide range of job opportunities. 

 

POSSIBLE JOB OPPORTUNITIES 

Upon completing the Basic Computing Program and optionally obtaining Microsoft Office 
Specialist (MOS) Certifications, participants will be well-equipped for various entry-level roles 
that require foundational computing skills. Below is a table outlining potential job roles, their 
responsibilities, and the skills utilized: 

Job Title Responsibilities Skills Utilized 

Computer 
Support 
Specialist 

- Provide technical support to 
users. 
- Troubleshoot hardware and 

- Understanding of computer hardware 
and software. 
- Basic troubleshooting techniques. 



   
 

   
 

software issues. 
- Install and configure computer 
systems. 

- Operating system navigation. 
- Microsoft Office proficiency (MOS 
Certification enhances capabilities). 

Administrat
ive 
Assistant 

- Manage office tasks using word 
processing, spreadsheets, and 
presentation software. 
- Organize and maintain digital 
files and documents. 
- Assist with scheduling and 
communications. 

- Proficiency in Microsoft Word, Excel, 
and PowerPoint. 
- File management and organization. 
- Effective digital communication. 
- MOS Certifications demonstrate 
advanced skills. 

Data Entry 
Clerk 

- Input and manage data using 
spreadsheet software. 
- Maintain accurate records. 
- Ensure data integrity and 
confidentiality. 

- Spreadsheet proficiency. 
- Attention to detail. 
- Basic data management. 
- MOS Excel Certification can be 
advantageous. 

Junior IT 
Technician 

- Assist with setting up and 
maintaining computer 
hardware. 
- Support users with basic 
technical issues. 
- Perform routine maintenance 
and updates. 

- Understanding of computer 
components. 
- Basic troubleshooting. 
- Operating system and software 
navigation. 
- MOS Word and Excel Certifications 
can support documentation and 
reporting tasks. 

Customer 
Service 
Representa
tive 

- Use email and other digital 
tools to communicate with 
customers. 
- Manage customer inquiries 
and provide solutions using 
computer systems. 

- Email management. 
- Effective communication. 
- Problem-solving using digital tools. 
- MOS Word Certification for creating 
and managing support documents. 

Virtual 
Assistant 

- Provide remote administrative 
support. 
- Utilize productivity tools to 
manage tasks and schedules. 
- Handle communications and 
data management. 

- Productivity tools (OneNote, Trello). 
- Email and calendar management. 
- Digital organization and multitasking. 
- MOS PowerPoint Certification for 
creating presentations. 

Office 
Manager 

- Oversee office operations and 
administrative staff. 

- Comprehensive use of office 
software. 



   
 

   
 

- Manage digital files, 
scheduling, and office software. 
- Coordinate meetings and 
communications. 

- Organizational and leadership skills. 
- Effective digital communication. 
- MOS Word, Excel, and PowerPoint 
Certifications enhance managerial 
documentation and reporting. 

Digital 
Content 
Assistant 

- Assist in creating and 
managing digital content. 
- Use word processing and 
presentation tools to develop 
materials. 
- Organize and maintain content 
repositories. 

- Content creation using Word and 
PowerPoint. 
- Digital file management. 
- Basic design and presentation skills. 
- MOS PowerPoint Certification for 
advanced content presentation. 

Technical 
Support 
Representa
tive 

- Provide technical assistance to 
customers or internal staff. 
- Resolve software and hardware 
issues remotely. 
- Document and track support 
tickets. 

- Technical troubleshooting. 
- Use of support software. 
- Effective communication and 
problem-solving. 
- MOS Word and Excel Certifications 
for maintaining support 
documentation. 

Social 
Media 
Coordinato
r 

- Manage and update social 
media accounts. 
- Create and schedule posts 
using presentation and 
spreadsheet tools. 
- Monitor and report on social 
media engagement. 

- Content creation and scheduling. 
- Spreadsheet management for 
tracking metrics. 
- Presentation tools for reporting. 
- MOS Excel and PowerPoint 
Certifications support data tracking 
and reporting tasks. 

 

COMBINED SKILLS OPPORTUNITIES 

Participants who complete multiple programs (e.g., Basic Computing and Data Analytics or 
Digital Marketing and Basic Computing) can qualify for more advanced roles, such as: 

Job Title Description Skills Utilized 



   
 

   
 

Digital 
Marketing 
Assistant 

Combine basic computing skills with 
digital marketing knowledge to assist 
in managing marketing campaigns 
and using digital tools effectively. 

- Computer operations. 
- SEO. 
- Social media management. 
- Data analysis. 
- MOS Certifications. 

Administrat
ive Data 
Analyst 

Use data entry and management 
skills along with basic data analysis to 
support administrative functions. 

- Spreadsheet proficiency. 
- Data management. 
- Data analysis tools. 
- MOS Excel Certification. 

Virtual 
Data 
Assistant 

Provide remote data management 
and support, leveraging spreadsheet 
and data entry skills alongside virtual 
assistant capabilities. 

- Data entry. 
- Spreadsheet management. 
- Virtual communication tools. 
- MOS Excel Certification. 

IT Support 
and 
Administrat
ion 

Combine IT troubleshooting with 
administrative support to manage 
both technical and office tasks. 

- Computer troubleshooting. 
- Office software proficiency. 
- Organizational skills. 
- MOS Certifications. 

Content 
Manageme
nt 
Specialist 

Use computing and content creation 
skills to manage and organize digital 
content across various platforms. 

- Content creation. 
- File management. 
- Presentation skills. 
- MOS PowerPoint Certification. 
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