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Syllabus 1.0 for "e-Kids" Program - Croatian Model
1.  Computers in our daily Life

1.1  Computers are everywhere around us

1.2  Big and small Computers 

1.3  What are Computers used for

1.4  Binary Numbers, Bits and Bytes

1.5  Data in the Computer

1.6.  Hardware - Software

1.6.1    Processor – Brain of  a Computer

1.6.2 How  Computer memorises

1.6.3    Computers in Network

1.6.4    Internet

1.6.5    Program

1.7.  Input  Output Devices

1.7.1.   Mouses, Sticks, Keyboards

1.7.2    How  Computer looks and hears
1.7.3.   How Computer writes

1.8.  Protection Measures

1.8.1.   Computer Sickness

1.8.2    Caution on Internet

1.8.3.   Computer Ergonomics
1.8.4.   Keeping the Secrets and Data

1.9.   Learning by Playing

2.   Computer

2.1.  Starting the Computer

2.2.  Restarting the Computer

2.3.  Using the Mouse

2.3.1.   Mouse Pointers

2.4.  Using the Keyboard

2.4.1.   The Meaning of the Keys

2.4.2.    Giving Comands by using Keys

2.5.  Recognizing Icons on the Desktop

2.6.  Selecting and moving Icons

2.7.  Recognizing different Parts of the Window

2.7.1.   Parts of the Window

2.7.2.   Working with a Window

2.7.3 Arranging Windows
2.8.  Adjusting the User Account (Name, Picture, Password)

2.8.1     Creating own User Account

2.8.2    Password for the User Account

2.8.3.   Changing the Picture of the User Account

      2.9. Working with files
2.9.1.  Windows Explorer

2.9.2    Folders Structure (Folders and Subfolders – Folders within Folders)

2.9.3.   Moving the Files and Folders (Move)

2.9.4.   Moving the Files and Folders (Cut/Paste)
2.9.5.   Moving the Files with Mouse
2.9.6.   Copying the Files and Folders
2.9.7.    Copying the File on Floppy Disk

2.10. Distinguishing the terms Disk, Floppy Disk, CD,DVD,USB removable Disk 

2.10.1. What is shown on the Address Bar
2.11. Difference between  Files and how to use them
2.12. Creating Folders

2.13. Saving Files

2.13.1. Creating new Folders by saving a File

2.14. Closing Files

2.15.  Opening Files

2.15.  Deleting Files

2.16.1 How to restore deleted File ?
2.17. Writing to CD
2.18. Turning the Computer off
3.  Drawing and Painting
3.1. Starting the Program 

3.1.1.  Closing the Program

3.1.2.  New Drawing
    3.1.3.  Saving the Drawing                     

3.1.3.1. What and how to save
3.1.4 Using Help
3.2 Closing the File containing a drawing 
3.3 Using Lines and Shapes                        
3.3.1 Forms and Shapes
3.3.2 What if we do something wrong
3.3.3 Using the Pencil                                    
3.4 Painting Forms and Shapes

3.5 Writing Text 

3.6 Inserting Pictures
3.7 Printing the Drawing                                      
4. Input and Formatting Text 
4.1 Starting Text processing Program

   4.1.1.Closing the Program
4.2. Creating new Document 
4.3. Saving the Document
4.4. Using Help                                                  
      4.5. Chaging Size and  Letters               
4.5.1 Using  Font Frame                             

      4.6. Applying bold, italic and underlined  Text
      4.7. Using Wordart                                                   
      4.8. Inserting Pictures
4.8.1.Where are the Pictures
4.9 Cut, copy and paste
4.10.Deleting Text
4.11.Printing the Document  on Paper                                   
      4.11.1.How will the Document look on Paper      
      4.11.2 Printing the Document                             
5. Internet

5.1.What is Internet? 

      5.2.What is an Address

      5.3.Web Browser and Search Engines

      5.4. Starting and closing Web Browser

5.6 Access to Web Pages
5.7  Hypelinks  
5.8  Moving forward and backward on the Page
5.9. Setting the starting Web Page

5.10.  Saving Web Page Address in Favorites

5.11. Opening Web Page from Favorites

5.12. Saving Pages 
5.13.  Downloading and saving Data from Internet

5.14.  Printing Web Pages

5.15.  Printing selected Text from Web Page

.
6. Electronic mail (e-mail)
6.1.What is eletronic Mail?

6.2. Advantages of  e-mal
6.3  Using e-mail

       6.3.1 Web-mail
6.4 .How to open an e-mail Account
6.5  Signing to a Web-mail and opening a Message

6..6. Creating new Message
6.7. Inserting e-mail Address in the Field ¨To¨

6.8  Inserting e-mail Address in the Fields ¨Cc¨ and ¨Bcc¨

6.9  Inserting Title in the Field ¨Subject¨ 

6.10. Adding an Attachment to an e-mail 

6.11. Replying and Forwarding an e-mail 

6.12. Printing an e-mail

6.13.  Finishing the work and signing off
6.14. Mail Clients – Outlook express

7. Presentations
     7.1. What is a Presentation

     7.2. Starting the Powerpoint 

     7.3.  Creating a new Presentation

     7.4 . Saving the Presentation

     7.5. View of the Powerpoint Window

     7 .6. Using Help

      7.7. Formatting Text in the Presentation
          7.7.1. Graphics  
          7.7.2.  Indents

          7..7.3. Writing in several Columns

      7.8. Inserting Drawings, Pictures, Animations and Sound

       
7.8.1. Inserting Drawings

       
7.8.2. Inserting Pictures

       
7.8.3. Inserting Animations

            7.8.4. Inserting Sound

       7.9.  Slide Design

       7.10. Slide Show

       7.11. Printing the Presentation

       7.12. Opening the saved Presentation         
8. Spreadsheet Calculations
       8.1. Opening and Closing Excel

       
8.1.1. View of an Excell Window 

            8.1.2. Closing Excel

       8.2. Creating new Workbook
 8.3.  Saving the Workbook
 
8.3.1.  Saving the Workbook under different Name and Folder

 
8.3.2.  Creating your own Folder

 
8.3.3.  Saving the Workbook
         8.3.4   Opening the saved Workbook
 8.4 .  Using Help

 
8.4.1   Content table in Help

 8.5. Input of  Numbers and Text in Cells

8.5.1. Changes or Correstions of the Cells Content

         8.5.2. View of the cell Content

 8.6. Writing a simple Formula

        8.6.1. Quick Calculations

        8.6.2. Adding Function

 8.7. Marking Cells, Rows and Columns

        8.7.1. Marking a Range of Cells

        8.7.2. Marking separate Columns

        8.7.3. Marking Rows

        8.7.4. Marking separate Rows

        8.7.5 Marking Columns

  8.8. Formatting  a Content of a Cell

        8.8.1. Printing Cotent in Bold and Undeline

        8.8.2. Changing Font Size

        8.8.3. Changing Font Color

        8.8.4. Adjusting the Content of The Cell

        8.8.5. Changing the Font

        8.8.6. Bordering and coloring the Workbook

        8.8.7. Changing the Format of the Cell
        8.8.8. Clearing the  Cell

8.9. Moving and copying the Content of the Cell

        8.9.1. Moving the Content with Mouse

        8.9.2. Copying the Content with Mouse

        8.9.3. Moving the Content with Cut an Paste 

8.9.4. Copying the Content with Cut and Paste

8.10. Deleting the Cell Content

         8.10.1. Backspace and Delete

8.11. Printing the Workbook

         8.11.1. Landscape or Portrait View
         8.11.2. Print Preview

