Facilitators Guide

Basic IT Skills for PHC Managers In Liberia

Module Overview: The purpose of this module is for participants to gain practical skills in Navigating the Operating System (using a mouse, keyboard); Understanding file systems (opening, saving, and managing files and folders); Using Word, Excel, PowerPoint; and Understanding Email management.

Logistics/Time Breakdown 
The Module is an all-day (as in work hours) training module, consisting of:
1. Lectures and
2. Practical Group Exercises

Materials Checklist 
● Projector and screen 
● Laptops 
● Training Booklet
● Exercise Instructions, etc.

Learning Objectives and Skills 
By the end of this training module, participants should be able to:
· use a mouse and keyboard
· open, save, and manage files and folders
·  use Word, Excel, PowerPoint; and 
· Create email account and understanding email management.

Sessions of the Training Module 

1. Navigating the Operating System (45 minutes)
The introduction to the session will review the primary objectives and outline the session's structure. The facilitators will emphasize that this session will be focused on “learning by doing.” There will be whole group exercise (s) as the lectures go on since it is a practical computer skills application training on the usage of the mouse and keyboard. At the end of session, there will be opportunity to discuss session outcomes.

2. Understanding File Systems (45 minutes)
This session of the training focuses on opening, saving, and managing files and folders. There will be lectures and practical group exercise (s).
The presentation will be followed by group exercise (s). There will also be room for Questions and Answers.
Note: Prior to the training, it is recommended that the facilitator conduct a quick survey of which tools 
(Microsoft office or Google Suite, etc.) the group is familiar with, type of computer (Mac or PC), and which versions of the applications (e.g., If Microsoft, is 97-2004, 2016, 2019, 365, 
etc.?). Conducting this survey will allow trainers to adjust their materials to reflect the version the participants use. 

3. Using Word, Excel, PowerPoint (2hr, 15 minutes)
There will be presentation on tools such as Word, PowerPoint, and Excel. Group Exercises mainly focused on creating charts and tables when using these tools. 
While one facilitator is presenting during the demonstration, the other facilitators will be walking around the room in case anyone has any issues or questions. The participants are expected to follow along as best they can. 
The following are the tasks that will be covered by each software tool. As the facilitator provide instructions and demonstrate each task (which are to be projected), the participants follow along on their computers. If they are struggling or need help, one of the floating facilitators can help them. 

For presentation on Excel, Facilitator (s) should spend less time in explaining the slides on different tabs, especially tabs that will not be used, for example, page layout, review, formulas. 

4. Creating Email Account and Understanding Email Management (60 minutes) 
The facilitators will present for 30 minutes followed by practical exercise (s). The slides will contain exercises and instructions and also state how the group will be split up and the specific tasks they’ll have to complete. 
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