
The most important skill you can develop in any class is the ability to direct your own learning.  As a result of the Information/Technology Age, we are all now “life-long-learners.”  Our ability to teach ourselves and to solve the problems at hand has become more important than ever. 


In this class our focus will be on developing your ability to find your own solutions to the tasks you are presented with; specifically, that of learning new software and applying your new skills to real-world situations.  As your instructor, I will facilitate your learning by providing you with resources, pointing you in the right direction and monitoring your progress.


In approaching any new computer application, consider the following resources that are always at your disposal:

	Previous experience
	Previous experience with a similar program can often assist you in figuring out how the current program works.  Remember, software is intrinsically designed to be easy to use!


	Tool tips
	Tool tips identify the names of individual tools on a toolbar.  To display a tool tip, rest the mouse pointer on the tool.



	Screen tips


	Screen tips identify the tool and tell you how to apply it.  To activate a screen tip, press shift + F1 or select “What’s this?” from the help menu, then click on the item you want assistance with.



	Local help files
(from your hard drive)
	Local help files are the most comprehensive form of assistance available on your computer.  Get use to using them on a regular basis.  To access Help, press F1 or go to the Help menu.



	Remote help info
(from the web)
	Most major programs have web sites that support their product.  In addition, 3rd parties often simply want to share their knowledge thru web sites, user groups or discussion forums.



	Your notes
	During the process of learning, hopefully you’ve taken a few useful notes, and have organized them so that they are readily available when needed.



	Job aids (Handouts)
	Often times everything you need to know has been provided in a class handout (like this one!), you simply have to use it.



	Text/work books
	As a traditional form of reference, textbooks and/or workbooks are not to be over looked.  Try the local library or bookstore.



	Trial & error
	Play with the program, you can’t hurt it.  Discovery is an important part of learning anything new.  If you get in a jam, use the UNDO command (Ctrl+Z). Remember to have fun!
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