











Additional Learning Exercises
Practice performing basic mouse operations (e.g. click, right-click, double click, drag, etc.).
Move, resize, minimize, and maximize a window.

Create new directories or folders. Copy and move files from one folder to another to practice navigating
between folders.

Use your keyboard to navigate a software program (e.g. selecting menus, opening files, etc.).

Create a new document in a word processing program. Use different formatting techniques to change the
look of the document (e.g. font type and size, bold and underline text, text alignment, make a numbered
list, copy and paste text, insert a picture, etc.).

Ask a co-worker, supervisor or friend to show you how to do something new on a computer.

Read operating manuals for the various types of equipment used in your workplace (e.g. computers, sales
terminals, telephones, fax machines, etc.).
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My Learning Plan

Compilete this worksheet to help guide your skills development. Set a target date to reach your goals and use
this date to track your progress.

My learning goal is to improve my Computer Use skills by: (insert date).

Keyboard shortcuts, tips or practice exercises | can use to improve my Computer Use skills include:

Additional resources (e.g. books, courses, workshops, co-workers and/or supervisors, etc.) to help improve
my Computer Use skills include:

Additional learning activities (e.g. job shadowing, new work responsibilities, volunteering in my community,
etc.) to help improve my Computer Use skills include:

Examples that show | have improved my Computer Use skills include:

To learn more about Essential Skills and other related tools, visit
hrsdc.gc.ca/essentialskills.

4 | Office of Literacy and Essential Skills





