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Cyberwaka Training 
In todayʼs computer environment most people think if they can read their e-mail or put 
a letter or CV together on a computer then thatʼs enough. However many peoples 
ability to get the best out of modern computer technology in business or private use is 
often hampered by a lack of computer literacy. Most people learn the functions of 
their computer such as how to operate a word processor but have little knowledge of 
the essential literacy knowledge that would allow them to expand and specialize their 
use of information technologies. This course will take the participant back to the 
foundation knowledge that will allow the computer user to achieve computer literacy 
and use this foundation knowledge in extending their use of computers in their 
business and private lives. 
Peter Shields CCAI. 
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IT LITERACY 
Cyberwaka Training Academy owned by Te 
Runanga O Te Whanau. Cyberwaka is a Cisco 
Networking Academy running IT Essentials and 
CCNA courses.  

Cyberwaka runs its courses under what 
government contracts it can acquire and aims for 
low or nil fees to students. 

Computer literacy is an understanding of the 
concepts, terminology and operations that relate to 
general computer use. 

Computer Literacy is the essential knowledge 
needed to function independently with a computer.  

This includes being able to solve problems, adapt to 
new situations, keep information organized and 
communicate effectively with other computer 
literate people. 

Myth: Using a computer means understanding 
computers. 

Fact: Many people use computers and get good at 
using certain programs but are unable to function 
on their own. They do not understand computers. 

Myth: Learning the terminology and how a 
computer works is "too technical" and difficult to 
understand. 

Fact: It is no more difficult to learn the essential 
workings of a computer than it is to learn to drive a 
car. If people would put the same amount of time 
and effort into learning about computers that they 
do into learning to drive, most of the problems and 
anxieties would evaporate. 

Myth: Most people use computers and know a little 
bit about them. 

Fact: You either understand computers or you don't. 
There is no "little bit" about it. Just like driving a car: 
you either know enough to be able to function on 
your own with a car or you don't. It would be very 
disturbing to hear someone who drives say "I know a 
little bit about driving." 

Myth: The definition of computer literacy must 
change as the technology advances. 

Fact: Computer literacy has many definitions, most of 
them centering on what we do with computers rather 
than understanding them. Any definition that centers 
on understanding computers should not change over 
time. 

Myth: The technology keeps changing, and there is so 
much more to learn that it is very hard to catch up. 

Fact: While it is true that more programs are being 
developed to allow us to do much more with our 
computers, computers themselves have not changed 
in principle since the first PC's of the 1970's. It is 
important not to confuse being ‘computer literate’ 
with what we do with them. 

Myth: If you keep working at it you will eventually 
figure your computer out. 

 
Fact: While it is true that more technologies are being 
developed all the time, allowing us to do much more 
with our computers, the principal technologies of 
computers themselves have not changed since the 
first PC's of the 1970's.  

It is important not to confuse computer theory with 
what we do with them in practice. 
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Myth: Today's high school kids 
are up to speed with computer 
technology. 

Fact: Generally, kids are fearless, 
under no pressure and have 
plenty of time to experiment, 
they figure out how to do many 
useful and impressive looking 
things.  

But their knowledge is very 
superficial.  

Most teachers and parents are 
not only computer illiterate, they 
are not fearless and don't have a 
lot of time.  

Naturally most kids take 
advantage of every opportunity 
to lord something over adults, 
and computers are one of the 
greatest vehicles for this.  

 _______________ 

Q1: "Why is it I can't always find 
my letters after I 'save' them?" 

Answer:  People who have this 
kind of problem are usually not 
clear about what a "file" actually 
is, even though they may work 
with files every day. A file is 
certainly not an "icon" on the 
"desktop" or in a "folder."  

(These things are not even real.)  

Many computer users do not 
have an understanding of some 
of the most basic concepts such 
as the difference between the 
"hard disk" and "memory," or 
how files are organized into 

"subdirectories," and that 
Windows is involved in its 
capacity as an ‘operating 
system’. 

Q2: "I've taken some computer 
classes so why am I still having 
problems?" 

Answer:  Today's "Intro to 
Computer" classes rarely teach 
anything of significance about 
computers. Or if they do it is 
either far too deep or technical 
than the average person needs or 
so superficial that it is almost 
worthless.  

The most popular classroom 
approach is to sit people down 
to a computer and have them 
work through a number of 
exercises.  

The idea is that by memorizing 
procedures you will somehow 
learn how to use a computer.  

The biggest misconception is 
that using a computer means 
having an understanding of 
computers.  

Q7: "I just want to write letters 
and do e-mail, why do I need to 
understand computers?" 

Answer:  If this is really true you 
do not want to become computer 
literate.  

Your best approach is to find 
someone who has the patience to 
show you how to do what you 
want to do.  

Introduction continued:  
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And as long as what you do 
doesn't deviate from what you 
have memorized you will be 
fine—in fact many people 
function quite happily like this.  

You will just need to be sure that 
someone is always available to 
help you when you have 
problems.  

Q11: "I thought this was all 
supposed to be so easy to do. 
Why am I so confused?" 

Answer:  This is the deceptive 
message the industry is putting 
out. They are right in saying that 
this is all easy to do—hitting 
keys on a keyboard and 
"pointing and clicking" with a 
mouse are very easy things that 
anybody can learn to do.  

Unfortunately, we are led to 
believe that we don't have to 
understand computers in order 
to use them.  

However, once we get involved 
with computers all the 
information we get about how 
we're supposed to use them 
assumes we have this 
understanding.  

The Three Steps to Computer 
Self-Sufficiency 

1. Literacy 

2. Functionality 

3. Specialization 

 

Step 1: Literacy 

Understanding the basic 
principles and concepts 
underlying everything we do 
with computers. This is the most 
critical step and the one that 
most people fail to take. 

Step 2: Functionality 

Learning the basic keyboard and 
mouse procedures used by most 
programs to edit, save, print, 
minimize and maximize, cut and 
paste, work with menus, manage 
files, etc.  

Today basic functionality also 
includes using the Internet for e-
mail and web browsing.  

Many people have achieved this 
level of functionality without 
first becoming computer literate, 
which severely limits their 
ability to progress. 

Step 3: Specialization 

Learning in-depth the details of 
specific programs.  

This can range from Microsoft 
Office programs, Web 
Development and to 
programming graphic designs.  

Many people have become 
"specialized" in using programs 
such as Word and Excel without 
first becoming computer literate. 
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If everyone over the age of 14 
were to suddenly become 
computer literate, the effects 
would be immediate and far-
reaching: 

1. People would embrace 
the technology rather 
than feeling like victims. 

2. User limitations, that 
most people have, would 
dissolve. 

3. Meaningful 
communication about 
computers could take 
place. 

4. There would be far less 
stress. 

5. Computer users would 
become avid self-
learners. 

6. Computer users would 
be able to solve many of 
their own problems. 

7. Fewer problems would 
arise. 

8. Much less time would be 
wasted fixing the same 
problems over and over. 

9. Help desk activity would 
drop instantly and 
dramatically. 

10. Talented, high-
functioning computer 
specialists would not 
have to spend so much 
valuable time with      

…people who need 
constant attention and 
cause problems. 

11. Productivity would 
skyrocket in business and 
education. 

Using applications such as 
Word and Excel 

    What we must be able to DO: 

1. Edit. 

2. Save and open. 

3. Print. 

4. Cut and paste. 

5. Click and drag. 

6. Minimize and maximize 

7. Navigate menus. 

    What we must KNOW: 

Memorizing procedures is all 
that is required here. No 
computer knowledge is needed 
if learning to use specific 
programs is the only goal. 

Managing Files 

    What we must be able to DO: 

1. Create directories. 

2. Copy and move files. 

3. Delete files. 

4. Rename files. 
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    What we must KNOW: 

1. What a file is physically. 

2. File naming conventions. 

3. What hard disk is and 
how it works. 

4. How all disks store files. 

5. Disk formatting. 

6. What a directory is. 

7. How the operating 
system is involved. 

8. The digital nature of files. 

Maintaining the Computer 
System 

    What we must be able to DO: 

1. Install and uninstall 
programs. 

2. Install hardware and 
drivers. 

3. Configure/customize 
software and hardware. 

4. Deal with 
problems/prevent 
problems. 

5. Communicate with 
computer literate people. 

     

 

 

 

What we must KNOW: 

1. How operating systems 
(like Windows) work. 

2. How hardware 
components work. 

3. How programs maintain 
themselves. 

Using the Internet (and Other 
Networks) 

    What we must be able to DO: 

1. Send/receive e-mail and 
attachments. 

2. Browse the web. 

3. Upload and download 
files. 

4. Deal with security issues. 

    What we must KNOW: 

1. How networks are 
configured (in a general 
sense). 

2. What an IP address is. 

3. What a URL is. 

4. What a server is. 

5. How information is 
routed through a 
network.   
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The learning process can only be effective if there is a 
proper balance of DOING and KNOWING. 

 

In nearly all "Intro to Computers" books, classes and 
courseware, the emphasis is almost exclusively on 
"doing." We need to shift the emphasis to include 

"knowing." 
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