
In the last decade, computers have become an integral part of everyday life 
at home, work, school and nearly everywhere else. Of course, almost every 
computer-user encounters an occasional problem, whether it is the annoyance 
of a forgott en password or the disaster of a crashing hard drive. The explosion 
of computer usage has created a demand for specialists to provide user advice, 
as well as the day-to-day administrati on, maintenance and support of computer 
systems and networks. 

This workshop series is designed to provide the Youth with basic computer 
support skills, including workshops in building a computer and the installati on 
and troubleshooti ng of operati ng systems and uti liti es. Upon successful 
completi on of post training assessment, the Youth will receive the Internati onal 
Business Training Associati on (IBTA) Certi fi cati on as a Certi fi ed Business 
Professional in Computer Technology Specialist (CBP). Students will also 
receive training in leadership competencies, which are valuable skills to many 
occupati ons.

This certi fi cati on establishes a foundati onal-level, industry-neutral certi fi cati on 
that validates each recipient’s computer support skills. Each student will receive 
a new laptop or desktop computer, depending on the program purchased, 
upon successful completi on of the course. Further training in A+ Computer 
Service principles could qualify the parti cipant for entry level employment as a 
Computer Support Specialist.
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The Certi fi ed Business 
Professional (CBP) is an 

internati onally recognized 
industry credenti al that 

validates and develops the 
parti cipant. Achieving CBP 
certi fi cati on gives students 

the marketable skills 
necessary to set them apart in 

the competi ti ve job market.

The Computer Specialist 
positi on is currently on the 
“Hoosier Hot 50”  top jobs 

list, and skills required for this 
entry-level IT fi eld occupati on 

are stepping stones to the 
current top 3 occupati ons on 
the “Hoosier Hot 50” jobs list: 
Computer Soft ware Engineers, 

Network Systems and Data 
Communicati ons Analysts, 

and Computer Systems 
Analysts.

The class schedule can 
be tailored to meet your 

organizati on’s needs.

Cost: 
$2400 per student for the • 
laptop computer class

$2000 per student for the • 
desktop computer class

6-12 students required 
per class

Students will receive: 
Introducti on to Personal Computers workbook• 
Computer Support Specialist Workbook• 
Customer Service Workbook• 
Windows XP Basic workbook• 
Understanding Leadership Competencies workbook• 
Classroom Instructi on• 
Laptop or Desktop  Computer• 
Hardware Workshop – Build Computer and install Operati ng System and Uti liti es• 
Soft ware Photo Editor, Budget Express, Open Offi  ce, Typing Instructor, Vista • 
Instructor, Family Tree and miscellaneous games
IBTA Certi fi cati on as a Certi fi ed Business Professional in Computer Technology.• 

Upon successful completi on of the course, the student will earn the 
Computer Support Specialist Certi fi cate through the Certi fi ed Business 

Professional program.

These workshops are primarily hands on courses working with Microsoft  
Windows XP, Open Offi  ce and customer service role play. Curriculum will be 
arranged in the schedule to promote parti cipati on and successful completi on.



Module 1
Introducti ons• 
Computer Technology Specialist Workbook• 

 Introducti on to Personal Computers
 PC Architecture & Components

Build a Computer• 

Module 2
Computer Technology Specialist Workbook• 

 Computer Storage Systems
 Input/Output Devices

Install Operati ng System• 
Distribute Laptops and install virus and spy • 
ware.

Module 3
Computer Technology Specialist Workbook• 

 Computer Soft ware
 Networking Essenti als

Load applicati on soft ware• 
Typing Lab• 

Module 4
Computer Technology Specialist Workbook• 

 Internet Technology & Concepts
 Electronic Commerce

Windows XP Workbook• 
 Getti  ng started with Windows XP
 Getti  ng help
 Working with My Computer
 Working with fi les
 Working with WordPad and Paint

Module 5
Computer Technology Specialist Workbook• 

 Computer Security Measures
 Computer Health & Safety Considerati ons
 Intellectual Property Rights

Windows XP Workbook• 
 Customizing your workstati on
 Using Internet Explorer

Computer Troubleshooti ng• 

Module 6
Leadership Competencies• 

Module 7
Test Prep • 
Certi fi cati on Test• 
Class Evaluati on• 
Pass out certi fi cate of completi on• 

“Build Me Keep Me” 48-Hour Computer Workshop 
Curriculum Schedule


