	DCW IT Meeting


	28-Feb-07

	
	18:30hrs

	
	Millburn Academy.

	Meeting called by:
	DCW Group
	Type of meeting:
	IT Skills

	Facilitator:
	Noel McLaughlin
	Note taker:
	

	Timekeeper:
	
	
	

	Attendees:
	George Hawco; Jennifer Laws; PaulaThomson; Ron Lyon, sonya rose; ellie wolf; Sophie Lasota, Brenda Cheadle; Phyllis Pieraccini; Lezlye Sutherland

	

	Please read:
	www.dunainwood.co.uk – library/Training/News story template.

	Please bring:
	Notepad and pen

	Agenda Items



	Topic
	Presenter
	Time Allotted (minutes)

	

	· The basics; terminology.

	Noel McLaughlin
	5-10

	· Tools of the trade; Laptop/PC and projector.
	Noel McLaughlin
	5

	· Word processing; How to complete a news item.
· 
	Noel McLaughlin
	20-30

	· Email and attachments.
	Noel McLaughlin
	10-15

	· Website and future design.
	Noel McLaughlin
	20-30

	· 
	
	

	Other Information

	Resources:
	

	PC/laptop and projector required. Also access to the internet if we wish to discuss the website.

	Special notes:
	

	If there are other areas you wish to see covered then a further session could be arranged. Please consider what it is you wish to learn. 


