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For many of us it is a long time since we 
had any training in the use of a computer.  
We use them every day, often for 
significant lengths of time, but make very 
little investment in improving our skills, 
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Continual Improvement 
After all, computers have been 
improving. For example, for most of us 
the main operating system of our 
computers will have changed since our 
first experience with a PC. Perhaps you 
started on Windows 98 but now work with 
the latest version of XP, or you are on a 
network based on Windows 2000 
machine. Do you know the full capabilities of either? Many of us started our word 
processing on WordPerfect, but were forced to switch to the ubiquitous Word. And do 
you still browse with Internet Explorer? Maybe Firefox offers something, or perhaps 
you would get more out of email if you knew more about Outlook. In the last few 
years computing has changed faster than at any time, and the rate of change is 
accelerating. With the use of broadband the Internet offers so many useful 
possibilities, from diary and contacts organization to disaster protection. It is 
important to keep up-to-date with the changes, so you can make the most of them for 
your business and home computing needs  

Horses for courses 
Different people have different needs. For many people a formal course could be the 
answer, while for others working through a book such as 'Computing for Dummies' 
would be good. But try to make sure you have the latest UK edition of any computing 
book. Or if you have an enquiring mind consider just working methodically through 
the menus of a particular program, and don’t be shy of turning to the help section, it 
can be a great help in trying to understand the various functions. And if there’s the 
manual, even a quick skim through it may show you things you didn’t know about.  
Alternatively try typing a program name followed by ‘tutorial’ into Google.  If you 
choose carefully there is some excellent free, web-based, material out there. 

Practical Steps 
It’s a cliché, but the longest journey starts with a single step.  Why not put some time 
aside each day, or each week, to learn more.  Buy a book and work through a 
chapter each week.  Consider a training course, or a web tutorial. 
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This article was originally published in the Newbury Weekly News Business Review in September 2005. 

Charles Zealey is a consultant working with business professionals helping them to improve their 
organisation’s productivity and effectiveness with the use of Information Technology.  Typically a return 

on investment can be achieved with 6-12 months.  To access help sheets go to 
www.itsolve.co.uk./HelpSheets/.  For a free half-hour consultation on business IT issues phone 01635 
869863 or email lisa@itsolve.co.uk.. 
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