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SITEL-UC Academic Partnership Program
Call Center Training Program

Technical Skills Module
	Name
	Section


Basic Windows Tasks
	1
	How to open Notepad and save a Notepad document to disk
	
	11
	How to change Screen Resolution
	

	2
	How to created a compressed folder or archive
	
	12
	How to re-size a window
	

	3
	How to change the way files and folders are viewed:

     a. Through the Menu Bar

     b. Through the Toolbar

     c. Through a pop-up menu
	
	13
	How to reach Windows System Properties
	

	4
	How to COPY a file or folder from one location (directory) to another
	
	14
	How to reach the Device Manager
	

	5
	How to MOVE a file or folder from one location (directory) to another
	
	15
	How to use Windows Task Manager when a program LOCKS UP or HANGS
	

	6
	How to DELETE a file and how to RECOVER a deleted file
	
	16
	How to shut down your computer properly
	

	7
	How to use HELP and SUPPORT to:

   Look for instructions or “How  To’s”

   Look for definitions or computer terms
	
	17
	How to CREATE and RENAME a file or folder
	

	8
	How to use the SEARCH function to locate a file or folder
	
	18
	How to create a SHORTCUT on the Windows Desktop
	

	9
	How to change the Desktop Background
	
	19
	How to open the Windows Command Prompt
	

	10
	How to change the Screensaver
	
	20
	How to check for:

     a. The maximum usable space for a storage  device

     b. Available space for a storage device

     c. Used space for a storage device
	


