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This document reports the findings of a visit to 10 Nanasalas (telecenters) made on September 12-13 and presents a number of recommendations aimed at helping ICTA implement a successful nanasala program. A list of the centers visited, their location and some basic features are presented in Annex A. 
Summary of Findings

The Nanasala program is just starting. Nine of the centers visited have been in operation for less than 5 months and 3 of them were just open in mid-August. The exception is the Vanik Information Technology Center at Embilipitiya, which was opened as a pilot project on December 2003. 

Two types of center were visited: 5 e-Libraries and 5 Rural Knowledge Centers (RKCs). These two type of center had were established following a different selection process: the RKCs were selected by ICTA professional staff following a competitive process which assessed the qualifications of a local pool of applicants, mostly entrepreneurs; the e-libraries have been sited in temples and religious institutions selected under the direction of the Office of the Prime Minister, with a basic screening in place to ensure that the sites met minimum standards. Whereas there is a binding contract that sets out benefits and responsibilities for RKC operators, no similar contract or memorandum of understanding has been signed with the e-library operators. The ICTA has more leeway in enforcing or otherwise influencing the performance of RKCs than it does with respect to e-libraries. 

Both types of centers have community service as a general objective; but in practice the RKCs have a “business orientation”, whereas the e-Libraries follow a social service approach that varies from place to place depending on individual organizational objectives. 
Several potential problems were identified during the field visit. Since the program is just starting there is time to take corrective measures. Because the difficulties identified are important and potentially very damaging, they need to be addressed with a sense of urgency.

Mandate and Services
e-Libraries

Increasing access to ICTs by the neighboring community is a key feature of the nanasala program, but not all e-Libraries have assumed this responsibility. The Siri Revatha Vocational Training Centre and the Metha Social Sciences Foundation, for example, are both located within about 200 m of each other yet neither one is open to the public. At the time of our visit (15:52), the ICTA computers connected to the Internet in the Metha Social Sciences Foundation were in a locked room awaiting until a responsible attendant could be available to supervise the use of the computers and make sure that they were not improperly used. 
These centers may be making a very important contribution to the community through computer training. Digital literacy training is indeed essential, and in this sense what these two centers are doing is important. Nevertheless, it would seem not difficult to increase the hours of service in at least one of these centers, so that the community at large can actually practice and use the facilities on a regular basis.   
Two of the e-Libraries visited are open to the public. One (Kanade Vihara Temple) is located in a very important temple frequented by many visitors daily. The other one is also open to the public, but about 80% of its users are temple monks. 

In all of the e-libraries visited are located in a large apparently well run organization, and the center is well situated in places that are readily accessible by the public.

RKCs

Most RKCs visited appear to have good business sense. Most focus on Internet/computer time as their priority service, but other interesting and important services are arising. One (Business Creations, Danketiya) was helping about 50 Tsunami relief victims get email account so that they could receive notification of remittances from abroad and starting an online marriage matching service. 

At appraisal telephone service seemed to be a potentially important source of revenue. This expectation has not materialized. Local calls are very expensive through satellite on account of high interconnection charges to the SLT network; and demand for international calling does not seem to be significant. Typesetting appears as another common source of revenue in these centers. 

One RKC Ambalanthota Wandruppe) has a very particular business model based on a comprehensive plan to train rural communities in ICT use. However commendable in social terms such a service might be, it is difficult to see how residents situated anywhere from 4 to 40 km from the center will become regular customers, nor how this activity will lead to an improvement in ICT use given that rural connectivity is so scarce and expensive. 

The Center run by Vanik at Embilipitiya is large (20 computers, 17 supplied as an ICTA pilot project) and has been running for a year and a half. Its experience is noteworthy, as a harbinger of challenges other centers might experience. It is only recently, in the month of July, that the Center barely reached its break even point. There is no assurance that it will continue to be profitable, since much depends on schooling cycles as a significant part of its income is derived from training students. Revenues from training account for 60% of the total revenues; with Internet-email a distant second source of income (17%).

Sustainability

e-Libraries

e-libraries with a strong institutional base could be very sustainable even after they assume full responsibility for the cost of connectivity. This has not much to do with whether they charge for services or not; but rather with the financial power of the institution and its own sources of revenue. For example, the Kanade Vihara Temple probably generates sufficient funds from donations so that it probably can afford to provide Internet service to the public for free without difficulty. Following a different logic, the Metha Social Sciences Foundation is likely to be able to sustain the center, mainly thanks to its close links to a Singapore counterpart temple from which it derives support.  
RKCs

The challenge for the RKCs is more traditional and more daunting: to derive sufficient revenue from paying customers in order to achieve financial sustainability. The fundamental problem they all face is that the target communities – rural population - are unfamiliar with the benefits of computers and the Internet and are thus not customary users of ICTs. RKCs along the coast are likelier to succeed because they can generate an important source of income from tourists and aid workers. 


Gender

The centers visited exhibit a regular pattern of very low use by women (generally lower than 20%). If this trend persists it could create a serious imbalance in access to the Internet through ICTA sponsored centers, and is a potential problem deserving priority attention.

Quality of Service
Some operators complained (mainly in RKCs) about the quality of service – e.g. slow Internet speeds at times, low quality of calls, and inability to use chat services like MSN and Skype. An on site attempt to connect to MSN failed. This could be the result of a security measure instituted by a Firewall of Electrotks. It is a serious problem because chatting, VoIP, and videoconferencing are very important to communities everywhere.

These “teething” problems, if they persist, could turn into serious shortcomings with the potential to undermine customer satisfaction and compromise sustainability and benefits. Quality of service needs to be monitored on a regular basis to ensure that problems are addressed swiftly as they arise and do not become a serious burden for the program. 
Recommendations
To address the issues noted, it is recommended that the following measures be instituted by the ICTA:

i. Broadband Monitoring. Request the VSAT operator to issue 2 reports, one issued on a weekly basis summarizing the delivery of speed to each center and identifying any shortfalls in agreed quality of service as pertinent; a second one issued on a monthly basis. that gives the amount of broadband used by each center.
ii. Chat and Videoconferencing It is important to ensure that the Nanasalas are able to provide chat and videoconferencing services (and possibly also Skype – although this may compete with long distance telephony services). Some of the most important applications (e.g. health diagnostic, distance training) require videoconferencing. The difficulties experienced by the RKC at Polhena is likely affecting all Nanasalas and should be resolved. 
iii. Telephony. Telephone service is important to Nanasala users and to the income of operators. Nanasala operators are losing customers, from a failure to sell local calls, and also because their inability to provide this service probably discourages broadband and even long distance customers from using the Center. This works against not only the Nanasala operators, but also against Electrotects, who is not selling local calls and, in addition, probably also losing the opportunity to sell long distance calls. It would be worthwhile to explore with Electrotecs the possibility of reducing the cost of local calls, even if the new charge leaves no profit margin. 
iv. Service and Performance Monitoring and Operational Support. A regular system is proposed monitor complaints, identify problems and address them as they arise, and monitor the financial and operational performance of the telecenters. (Annex B.)
v. Operator Workshops. Realize periodic training events, every six months during the first year, to enable telecenter operators to exchange views, operational and marketing strategies, and get to know and network with each other. Support operator network through a mailing list. Use the first workshop of e-Libraries to strengthen the commitment of operators to broad community service and expanding access to the Internet 
vi. Digital Literacy. Launch of a digital literacy campaign, directed (to start) at women living within a 2 km radius of existing telecenters. This would help build up the market, increase the utilization of the connectivity that is being provided, and thus expand the social and economic benefits of the program. A prelinary draft description of a Digital Literacy Campaign is presented in Annex C. 
	Findings of Visit to e-Libraries

	Site Name Location
	Visit Date/Time 
	Opening
	Hours
	Occup.
	% Women
	Observations

	
	Sep
	Time
	
	
	
	
	Sustainability
	Other

	Kanade Vihara Temple
	12
	7:43-8:40
	5 June
	7:30 / 20
	30%+
	20-50%
	Major temple, good site,  many visitors. No charge for use but sustainability unlikely problem (donations).
	Managed by volunteer who is also engineer in charge of construction of temple monuments.

	Vigayananda pirivena temple
	12
	10:48-12:13
	10 Aug.
	6 / 21

Mo-Sat
	5-30%
	3%
	Sustainability is  questionable.  Center charges 40 Rupees/hr & price list is posted; 

but use by monks is free.
	20% of users are from community; 80% are monks.

	Palatuwa Baudodaya Pririvena – Matara
	12
	14:40
	5 July
	
	
	
	3 computers, one of them provided by the temple.
	Power was out, center was closed, Operator not around.

	Siri Revatha Vocational Training Centre
	12
	15:15
	10 Aug
	8 / 16:30
	2-10%
	15-25%
	2 ICTA Computers, probably more not connected. 

Probably sustainable (donations). 
	These two centers are within 200 m of each other. Neither is open to the public. 

One is a training center; the other is a newly established (8 mo.) social services center that also provides training (with links to Singapore Budhist temple)

	Metha Social Sciences Foundation
	12
	15:52
	5 July
	
	70%+
	40-60%
	2 ICTA computers used for training. About 25 other in computer lab.

Probably sustainable (donations).
	

	Notes: Estimates of occupation rate and % women are a rough guess based on information provided by operator.


	Findings of Visit to Rural Knowledge Center Sites

	Site Name Location
	Visit Date/Time 
	Opening
	Hours
	Occup.
	% Women
	Observations

	
	Sep
	Time
	
	
	
	
	Sustainability
	Other

	Mathara Four Gravets, Polhena
	12
	13:20
	7 Aug.
	8:30-18:30
	26%
	20%
	Good sustainability prospects. Charges R55/hr. Good business orientation. Four paying customers during our visit.
	Some complaints about speed of connectivity;  others had praise. 

Not possible to run Msn, Skype & chat apps.

	Business Creations, Tangalle,  Danketiya 
	13
	8:38-10:36
	10 May
	8 – 18
	30%
	10%
	Good sustainability prospects. 

Charges R 80/hr. 

Customer considers cheap compared to competition (which is not near)
	20 m from school; 75 m from Action Aid (has asked connectivity link).

email to help Tsunami victims receive remittances. Some dissatisfaction w. Internet speed. Power fails 8 hrs/day.

	Ambalanthota

Wandruppe
	13
	11:19-12:36
	19 May
	8 – 20
	10-20%
	20%
	Very particular business model. Manager has run courses for long time. Sustainability difficult to assess. Typesetting & courses appear to be main source of revenue. Internet R 60/hr but few customers.
	Training takes place in rural communities 4-40 km away; maybe good social policy but unlikely regular customers. 

	Halmillaketiya, Embilipitiya
	13
	13:52-

14:16
	mid-Aug.
	7 - 19
	3%
	20%
	Enthusiastic female owner with business experience.  Charges R. 60/hr
	Feels location i& quality of service is good. Cost of local calls is high.

	Vanik Information Technology Ltd.  Embilipitiya
	13
	14:33-

15:37
	Dec. 2003
	8:30
	17:30
	
	Business orientation, focus on training.

After 1½ yrs only now barely achieving break even. 
	Revenue sources: 

  Training 60%

  Internet/email 17%

  Fax, printouts, etc. 14%

  Hardware/soft sales 5%

  Other 5%

	Notes: Estimates of occupation rate and % women are a rough guess based on information provided by operator.


Service and Performance Monitoring and Support System
The proposed system is to be managed by a consulting firm specifically contracted for this purpose. The firm will be responsible for the following monitoring and operational support tasks.
Technical and Operational Support Service
In principle, all of the service providers are responsible for directly attending service and maintenance requriements of the Nanasalas. In practice these service requirements are not always met, at times because of lapses in compliance by service providers, at other times because of lack of training by novice nanasala operators.

The contractor will ensure that Nanasala operator service needs are met, and will essentially serve as a go-between Nanasala operators, service providers and ICTA Management. Upon receiving a complaint for poor service or a special service requirement, the contractor will first determine if the service request is the result of contract noncompliance by one of the service providers or by inexperience or lack of training of the nanasala operators. He or she will take whatever measures are necessary to swiftly resolve the problem or attend the service request submitted by each operator; which may involve dialogue with service provider or training of operators. 

To fulfill his tasks it is expected that the contractor will operate a technical and operational support service on ICTA’s behalf. It will be responsible for:

i. Installing and managing a help desk (using a suitable combination of mailing list – and the telephone) through which Nanasala operators will identify problems as they arise, with respect to:

- computer and IT service suppliers (hardware and software).

- connectivity and telephone services provided by Eletrotecs. 

ii. Keeping a record of complaints and service performance of Nanasala contractors, and their responsiveness to problems and as they arise.
iii. Issuing a weekly report to the ICTA, detailing the complaints and problems attended during the week, the solution given, as well as any outstanding issues that require immediate ICTA Management attention. 

Performance Monitoring
In addition to identifying, recording and resolving technical requests, the contractor will also maintain a record of performance of each nanasala. For these purposes, he or she will visit each and every participating Nanasala at least once a month. During these visits, performance indicators will be collected to identify progress, problems and areas deserving attention to ensure the satisfactory evolution of the program. 

A preliminary site inspection form is attached. This site inspection form should evolve with time, as the program and the support requirements of the Nanasalas evolve.  
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	Date of visit
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	Time of visit:
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	3
	No. of computers in use:
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	4
	No. of ICTA computers:
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	5
	No. of people in Sponsoring Institution at time of visit:
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	6
	No. of people in Knowledge Centre:
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	7
	Type of Institution (including religious affiliation if pertinent):
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	8
	Who is using the Centre's computers at the time of visit? (a visual, approximate estimate)

	
	
	
	
	
	
	
	
	
	
	

	
	
	No.of female children (up to 15)
	_______
	No. of male children:(up to 15 yrs)
	_______

	
	
	
	
	
	
	
	
	
	
	

	
	
	No. of female youths (15-25)
	_______
	No. of male youths (15-25)
	_______

	
	
	
	
	
	
	
	
	
	
	

	
	
	No. of female adults
	_______
	
	No. of male adults
	_______

	
	
	
	
	
	
	
	
	
	
	


	Operator Interview
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	9
	Name of respondent:
	____________________________________
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	10
	email of respondent:
	____________________
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	11
	Position of respondent:
	____________________________________
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	12
	Are you a paid employee of the Centre:
	
	
	
	
	
	
	

	
	
	Yes:
	______
	No:
	________
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	13
	Are you the person who runs the centre, if not, please specify who is responsible & your relationship to him or her.

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	________________________________________________________________________

	
	
	
	
	
	
	
	
	
	
	
	
	

	14
	What are the Centre's hours of operation?
	
	
	
	
	

	
	
	Morning
	______
	afternoon/evening:
	________
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	15
	Percent occupancy
	
	
	
	
	
	
	
	
	

	
	
	Morning
	______
	afternoon/evening:
	________
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	16
	Proportion of users by age:
	17
	Proportion of users by gender:
	
	

	
	% children
	______
	
	
	% female
	______
	
	
	

	
	% youth
	______
	
	
	
	% male
	______
	
	
	

	
	% adults
	______
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	18
	Types of service provided:
	19
	Price charged
	20
	Weekly income/source.

	
	Internet - Computer
	________
	
	________________
	________________
	

	
	printing
	________
	
	________________
	________________
	

	
	typesetting:
	________
	
	________________
	________________
	

	
	Comptuer supplies.:
	________________
	
	________________
	________________
	

	
	
	Other:
	________
	
	________________
	________________
	

	
	
	
	________
	
	________________
	________________
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	21
	Is there any control on the kinds of content seen or the activities that people engage in?
	

	
	
	_____________________________________________________________________

	
	
	_____________________________________________________________________

	
	
	
	
	
	
	
	
	
	
	
	
	

	22
	What kind of IT expertise do you have?
	
	
	
	
	
	
	

	
	expert:
	______
	
	
	
	
	
	
	
	
	

	
	Medium
	______
	
	
	
	
	
	
	
	
	

	
	beginner:
	______
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	23
	What do you consider are the most valuable achievements of the Centre, in order of importance:

	
	1
	_____________________________________________________________________

	
	2
	_____________________________________________________________________

	
	3
	_____________________________________________________________________

	
	4
	_____________________________________________________________________

	
	5
	_____________________________________________________________________

	
	
	
	
	
	
	
	
	
	
	
	
	

	24
	What do you consider are the most difficult challenges faced by the Centre, in order of priority:

	
	1
	_____________________________________________________________________

	
	2
	_____________________________________________________________________

	
	3
	_____________________________________________________________________

	
	4
	_____________________________________________________________________

	
	5
	_____________________________________________________________________

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	25
	How would you rate the centre's performance to date?
	
	
	
	
	

	
	
	good
	________
	
	
	
	
	
	
	
	
	

	
	
	satisfactory
	________
	
	
	
	
	
	
	
	
	

	
	
	poor
	________
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


	User Interview
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	26
	Name of respondent:
	__________________________________________
	

	
	
	
	
	
	
	
	
	
	
	

	27
	email of respondent:
	__________________________________________
	

	
	
	
	
	
	
	
	
	
	
	

	28
	Occupation of respondent:
	__________________________________________
	

	
	
	
	
	
	
	
	
	
	
	

	29
	Age:
	
	30
	Gender
	
	
	
	
	

	
	
	child (<=15)
	_______
	female
	_______
	
	
	

	
	
	youth (16-25)
	_______
	Male
	_______
	
	
	

	
	
	adult (>=26)
	_______
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	31
	What types of service do you use regularly?
	
	
	
	
	

	
	
	computer/Internet
	_______
	
	
	
	
	
	

	
	
	printing
	_______
	
	
	
	
	
	

	
	
	food/beverages:
	_______
	
	
	
	
	
	

	
	
	Other:
	__________________________________________
	
	

	
	
	
	__________________________________________
	
	

	
	
	
	__________________________________________
	
	

	
	
	
	
	
	
	
	
	
	
	

	32
	What kind of IT expertise do you have?
	
	
	
	
	

	
	
	expert:
	_______
	
	
	
	
	
	
	

	
	
	Medium
	_______
	
	
	
	
	
	
	

	
	
	beginner
	_______
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	33
	What do you consider the most valuable aspects of the Centre, in order of importance:

	
	1
	___________________________________________________________________

	
	2
	___________________________________________________________________

	
	3
	___________________________________________________________________

	
	4
	___________________________________________________________________

	
	
	
	
	
	
	
	
	
	
	

	34
	What do you consider are the problems faced by the Centre, in order of priority:
	

	
	1
	___________________________________________________________________

	
	2
	___________________________________________________________________

	
	3
	___________________________________________________________________

	
	4
	___________________________________________________________________

	
	
	
	
	
	
	
	
	
	
	

	35
	How would you rate the centre's performance to date?
	
	
	

	
	
	good
	_______
	
	
	
	
	
	
	

	
	satisffactory
	_______
	
	
	
	
	
	
	

	
	
	poor
	_______
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	36
	How did you hear of the centre?
	
	
	
	
	
	

	
	___________________________________________________________________
	

	
	
	
	
	
	
	
	
	
	
	

	37
	How far away do you live (from the centre)?
	
	
	
	
	

	
	___________________________________________________________________
	


Annex C. National Digital Literacy Campaign - Draft
Overview

Sri Lanka’s National Digital Literacy Campaign is a national effort to train 20,000 Sri Lankans in basic computer and Internet skills in 2006-2007. The purpose of the campaign is to build up computer skills in the countryside, starting in the vicinity of the nanasalas. This will provide an opportunity for citizens to use these facilities effectively to their own advantage and that of the community.

Some important lessons of experience will be followed:
1. Each trainee will work with his own computer during training sessions. Experience shows that when there is more than one student per computer only one of those sharing the computer learns and the other ones are left behind. 

2. The training will be provided for free. This is a national social program which aims to introduce computers and the Internet to people who are yet not familiar with its utility. It also aims to generate network effects in the local community to expand the customer base of the nanasalas established. It is a self targeting program, as it is unlikely that people who have are already familiar with computers will sign up for the program. 

3. Enabling practice time after training sessions is very important. This is why practice vouchers will be distributed to trainees after they complete the course satisfactorily.

Given their potential impact in the community the following target groups have been tentatively identified for attention under the program:

	Local Government Leaders

	Community Leaders
	

	Local school officials and teachers

	Local school teachers

	Local Government Leaders (2)

	Women Community Leaders

	School Leavers – Girls

	School Leavers – Boys

	Women in Small Industries

	Small business persons


For each nanasala, 10 groups configured this way will be made up of about 10 people, for a total of 100 trainees per nanasala.

Training by groups will enable the instructors to plan the training modules so that it better suits the needs of the trainees; e.g. putting together people with similar problems and interests. This makes for more effective and more entertaining training sessions.  

Every training participant will receive a certificate of attendance, provided that he or she attends at least 80% of the sessions of the course. No testing of competence will be introduced, to encourage potential adult trainees and let them feel confident and comfortable.  
Training will be carried out in each nanasala. The responsibility for organizing and motivating the training groups will be up to the Center operator.  

For preminary costing purposes, it has been assumed that each training session will require the use of the 4 computers in each center (adjustment to the e-library model is required) + 7 laptops which will be brought to the center for the duration of the training by the corresponding instructor. Each instructor will work with a total of 5 Nanasalas over an estimated 45 week period. Every week she or he will impart a 14 hour training course in a center. After finishing a training session, she or he will move to one of the other 4 centers for which she or he is responsible. He will work on those centers which are ready with a new well identified batch of trainees. 

The following is a preliminary estimate of costs:

	
	
	
	Months
	Unit Cost
	Total

	Training Coordinator
	1
	12
	600
	         7,200 

	Travel of instructors
	
	
	
	      120,000 

	Trainers
	20
	12
	500
	         6,000 

	Training Laptops
	140
	
	1500
	      210,000 

	Computer time in Centers
	
	
	
	20000

	Marketing Materials
	
	
	
	6800

	
	
	
	
	
	      370,000 

	
	
	
	
	Trainees
	10000

	
	
	
	
	
	

	
	
	
	
	
	         37.00 


A draft Curriculum is follows. It is based on that of Chile’s BiblioRedes Digital Literacy Training Program (Modules 1, 2 and 3).
	Digital Literacy Course: Computer Use to Keep Informed and Communicate with Others (Modules 1, 2 and 3)

	General Course Objective

· Demonstrate the technological and social benefits of computers, through Internet and email.
· Help new users acquire basic skills that will enable them to obtain information through the Internet and communicate via email.
Content of Course: Basic Computers + Word Processing + Internet + email

Target Trainees: The course is imparted in libraries and is open to everyone, but a special effort is made to target economically active adults 18 to 60 years of age, with little or no prior experience in the use of computers and limited possibilities for individual access to computers. 
Course requirements: None

Course duration: 14 hours

Course plan:

The course generally takes the form of a 2 hour session every day for a period of 7 contiguous days. This calendar works well in terms of maintaining the interest of beneficiaries and the focus of training staff, but may be adjusted to fit specific local needs.   

Flexible Implementation - Modules 2 and 3

Module 1 is designed to meet the needs of persons with no prior knowledge of computers. Nevertheless, the module is flexible and may be adapted to accommodate users with some prior skills. 

For example, for users who already have some basic knowledge of computers and know how to use the mouse and the keyboard, then “Module 2” is applied. Module 2 is essentially the same as Module 1, but omits the first 4 sessions and starts with word processing (session 5 below). The latter module then only lasts between 10 and 12 hours. Similarly, for users who are only interested in learning how to use the Internet and have their own email account, then Module 3 is applied, covering only sessions 8 – 14 (about 7 hours duration).

	Course Content & duration
	Specific Objectives

	1. Getting to know the computer

60 minutes approx.
	By the end of this session users will be able to:

· Visually identify and name the main computer hardware components. 

· Start and shut down a monitor, the computer and the printer. 

· Identify and name common computer peripherals: mouse, speakers, earphones, and printer.

· Identify input and output devices.

	2. The mouse

60 minutes approx.
	By the end of this session users will be able to:

· Identify parts of a mouse: buttons, sensor or displacement ball, roll. 

· Identify different functions of the mouse (e.g. open and close programs, turn computer off, adjust a computer’s volume).

· Recognize different forms of using the mouse (e.g. one click, double click). 

· Distinguish effects of right and left clicks of the mouse. 

· Drag icons along the Desktop screen. 

	3. Operating System Windows XP

60 minutes approx.
	By the end of this session users will be able to:

· Explain what the desktop is. 

· Understand the concept of “Operating System”.

· Understand basic concepts like icon, windows, folders, and direct access.    

· Open and close programs, folders, windows, using the mouse. 

· Create a personal fólder in My Documents. 

	4. The Keyboard

60 minutes approx.
	By the end of this session users will be able to:

· Identify different parts of the keyboard. 

· Use capital letters and accentuate. 

· Use space bar, enter key, Escape key, Tab key.

· Write a basic text document (name, personal information) using a word processor.  

	5. Word processing

60 minutes approx.
	By the end of this session users will be able to:

· Identify ways of opening the Word Processing application.  

· Identify and recognize the toolbars most frequently used when using a word processor: File, Edit, Format, Tools.

· Become familiar with basic functions needed to write a basic text document: letter types and fonts, alignment, tabs. 

· Write a basic document using a word processor. 
· Save a document in a floppy disk or in the My Documents folder. 


	Course Content & duration
	Specific Objectives

	6. Word Processing: Cut, Copy, Erase, and Move

60 minutes approx.
	By the end of this session users will be able to:

· Open a text document previously saved. 
· Select a part of the text, a word in the text, a sentence or a paragraph. 

· Use cut and copy functions to edit text.  

· Use paste function to add text within a document, or to a new document. 

· Use the move function to change the location of a word, sentence or text segment. 

	7. Text documents and images in a Word Processing Application 

60 minutes approx.
	By the end of this session users will be able to:

· Modify a document using cut, copy and paste functions.

· Add an image file or a graphic element to a document. 

· Move images or objects drawn within a document. 

· Change the size of an image. 
· Save changes made to a document. 

	8. ¿What is the Internet?

60 minutes approx.
	By the end of this session users will be able to:

· Identify the basic services and resources available through Internet. 

· Become familiar and recognize the structure of a suitable browser (e.g. Mozilla Firefox).

· Identify what each of the icons in the Internet Tools bar is useful for.

· Identify the basic elements that make up a web page. 

· Visit web pages with the assistance of the instructor. 

	9. Information Search using the  Internet

60 minutes approx.
	By the end of this session users will be able to:

· Carry out a simple specific guided search. 
· Select the information desired. 

· Print the information that they want to have.

· View a preview before printing. 

	10. Navigation the Internet with a purpose 

60 minutes approx.


	By the end of this session users will be able to:

· Visit different sites of interest to the user. 
· Receive or obtain information from various media – newspapers, radio, and television, through the Internet.

· Visit specific service sites, such as Banks and government services online.

	Course Content & duration
	Specific Objectives

	11. email: an email account

60 minutes approx.
	By the end of this session users will be able to:

· Create their own email account (e.g. hotmail). 

· Identify and work with their own email opening page inbox.  

· Identify the different functions of the main page: Inbox tray, Write, exit, etc. 

· Write and send messages.

· Become familiar with structure of Compose, e.g., To: Subject, CC: etc. 

· Reply and send reply and forward an email.

	12. email: functions

60 minutes approx.
	By the end of this session users will be able to:

· Enter their email service. 

· Review messages from their inbox tray. 

· Add contacts to their contacts list.

· Re-send a message.

· Send messages with copies (cc) and using blind copy (bcc:)

	13. email: attachments

60 minutes approx.
	By the end of this session users will be able to:

· Send an email with an attachment. 
· Open and save an attachment. 
· Send an email with an image file attached. 
· Use copy and paste in order to insert text from a source which is different from the message. 
· Erase the text of a message. 
· Delete a file attachment. 

	14. email: filing and managing messages

60 minutes approx.
	By the end of this session users will be able to:

· Manage their Entry tray: erase messages: send messages to the trash bin, empty the deleted items folder.

· Search for a message.

· Create a new emails fólder. 

· Move messages to the new emails folder created. 

· Order messages according to name, subject matter and date. 


� The author acknowledges valuable insight and support from H. P. Janaka Manjula, Training Coordinator, e-Libraries.
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