
 

 
 

Term 2, 2022 

COMPUTERS AND DIGITAL 

TECHNOLOGY 

COURSE GUIDE: April - June 2022 
 
 

 
COVID-19 Restrictions: This guide is based on there being no class size restrictions in place 
at the Hub at the time classes commence in February 2022. Any changes required by 
Whitehorse Council will be notified before your first class. Members are required to adhere to 
any vaccination and mask wearing restrictions covering access to the Nunawading at the 
time of classes. 

 

These courses are either on Zoom, or in Classrooms as noted in this guide. 

 
 

 
About U3A Nunawading Inc. 

U3A Nunawading Inc. is a wholly volunteer-run, not-for-profit organisation providing low-cost 
learning opportunities for retired and semi-retired members of the community to encourage them 
to stay active and engaged. No one working at U3A Nunawading is paid. 

 

 

U3A Nunawading Inc.  

Nunawading Community Hub,  

96 – 106 Springvale Road, Nunawading 

ABN 13 738 482 624 

Reg No A0021951Z 

Phone: 03 9878 3898 

General Email:: admin@u3anunawading.org.au 

Website:: u3anunawading.com.au 

 
 

mailto:admin@u3anunawading.org.au
https://u3anunawading.com.au/
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IMPORTANT  INFORMATION FOR COMPUTERS AND DIGITAL TECHNOLOGY 
COURSES 

 
Enrolments: Enrol online at https://u3anunawading.com.au/members/ . If unable to enrol 
online, you may collect an enrolment form from the U3A Office and return it for processing. 

Fees: The 2022  Membership  Fee  for  returning  2021 financial members  is  $50.  The 2022 
Membership Fee for new members and previous members who were not financial in 2021 is 
$60. This fee enables you to attend classes with no additional payment unless specifically 
noted in the Course Guide. 

Acceptance into Classes: If you are on a waitlist for a class and a vacancy occurs, you will 
be contacted by email (or phone if you do not have email). Please do not attend a class 
unless you are advised that you have been accepted into that class. 

Attendance: Many classes have waitlists, so please do not enrol in a class unless you expect 
to attend most of the sessions. If you are going to be absent due to illness, travel or other 
reasons, please email your apologies to your class leader. If you are absent for three or more 
consecutive classes and we have not heard from you, you may be removed from the class. 

Zoom links will be sent to accepted members before the class 

If you are accepted for a Zoom class you will receive an email with the Zoom link for that class. If 

you are on a waitlist for a class and a vacancy occurs, you will be contacted by email. 

Zoom links will be sent to accepted members close to the start of the class and no later than the 

day before. The same link is used for every week of that class, so make sure you save the link 

where you can find it again. 

 

Join the Zoom class up to 10 minutes early 

Just as in a classroom, you need to allow time for the previous class to leave. The class leader 

can join to set up 15 minutes before the start. 

Click the link to join the Zoom class. If you have problems with the link: 

• Try typing in the meeting ID and passcode – sometimes the link gets ‘corrupted’ 

• Email your class leader for help, but if the class has already started you may miss your 
class for that session. 

 

Lost your Zoom link? Contact your class leader 

The Office Volunteers on the Reception Desk do NOT have details of the Zoom links for 

computer classes. If the class has already started you may miss your class for that session. 

Withdrawal from Class: If you decide to withdraw from a class for whatever reason, please 
use the “Request Removal” link on the My Enrolments page online, or complete an Orange 

Form available from the reception desk, or email  courseadmin@u3anunawading.org.au 

 

Zoom Guides - See our Zoom Resources page (https://u3anunawading.com.au/learning-
online/zoom-resources/) 

 
 

U3A Nunawading Inc. is governed by its Constitution and Policies, which are applicable to all members. 
Copies are available from our Nunawading Community Hub office and our website. The material 
presented in Courses is at the discretion of the Class Leader and does not necessarily reflect the 
views of U3A Nunawading Inc. 

Committee of Management, U3A Nunawading Inc., November 2021 
 

https://u3anunawading.com.au/members/
mailto:courseadmin@u3anunawading.org.au
https://u3anunawading.com.au/learning-online/zoom-resources/
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COMPUTERS AND DIGITAL TECHNOLOGY 

 
22COM013: Questions and Answers Type: AZoom Long 

Dates: 10/02/2022 - 24/11/2022 Weekly Course,  Thu 1:00pm - 2:30pm 

Location: Zoom   Tutor: Helen Smith 

This course is open for new enrolments anytime. In these sessions, I will attempt to answer your computer questions 
on any topic you need help with. (However, I will remind you that my experience is mostly with Windows (10), iPhones 
and iPads, as well as Microsoft Office software and security issues.) I would appreciate an email with your questions 

prior to the session as this will allow me to prepare and group related questions together. However, if time permits I will 
answer questions on the spot. The online ‘notice board’ will continue to be used to advise the topics requested, so you 

can choose to attend or not. Class limits have been set high, so you can enrol even if you just want to attend one 
session. Some of these sessions will be combined with one or two-week presentation sessions such as 22COM207 

How they hack your passwords and 22COM219 Two-factor authentication so if you are enrolled in this class you don’t 
need to enrol in these other sessions. 

 

 

22COM201: Android Phones: Basics and Beyond Type: AZoom Short 

Dates: 28/04/2022 - 23/06/2022 Weekly Course,  Thu 2:00pm - 3:30pm 

Location: Zoom   Tutor: Dennis Bareis 

Want to show your grandkids how it's done? Whether you are experienced or a complete beginner, you can expect to 

gain new Android knowledge to make better use of your smartphone or tablet. Learn how to solve some of your own 
issues and know where to go for extra information or help. The last 15-30 minutes of each session will be a dedicated 

question time for answers or solving any problems you might have. There are no silly questions. If you are prepared to 
participate by asking questions then I’ll be happy to explain it in more detail. 

Prerequisites: You will need an Android Smartphone or Tablet to practice and follow along during the course. Ideally, 
you would have a Windows or Mac computer (or at least a second device with a larger screen) for the zoom session (or 

you may need to zoom in and out and scroll to follow my screen sharing!). Remember, you will be following along on 
your Android device while zooming. Zoom links and instructions will be sent to accepted members close to the start of 

the class and no later than the day before (I reserve the right to cancel a course with less than 4 members, so get your 
friends to join also) 

 

22COM203: Better Phone Photos Type: Short Course 

Dates: 07/06/2022 - 21/06/2022 Weekly Course,  Tue 2:00pm - 4:00pm 

Location: Studio 4 NCH  Tutor: Helen Smith 

With smartphones we all carry a powerful camera with us almost all the time. But there’s a difference between happy 
snaps and photos that are worth sharing. In these sessions we will explore some of the tips and traps in smartphone 

photography. Our aim will be to tell a more powerful story with our photos to make them worth sharing – either on our 
newsletter and website, on social media pages or printed in albums. 

Suitable for anyone who wants to share better photos taken on a phone 

 

22COM205: Computer-Basic, Internet and Email Type: Short Course 

Dates: 26/04/2022 - 21/06/2022 Weekly Course,  Tue 11:00am - 12:00noon 

Location: Meeting Room 3 NCH  Tutor: June Cheung 

This course is for beginners, computer basic including opening and closing programmes. Management of files and 
folders, plus processing of Internet and Email. Learn how to use and control the mouse and understand the use of the 

basic keys on your computer keyboard. How to search confidently on the internet. The email component of this course 
will show you how to attach an article(document) or photos to an email. 

You must bring your own laptop to the class to practise on. Note book and folder to be brought to each class. 
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22COM207: How they hack your passwords Type: AZoom Short 

Dates: 05/05/2022 - 12/05/2022 Weekly Course,  Thu 1:00pm - 3:00pm 

Location: Zoom   Tutor: Helen Smith 

Think your passwords are safe? Find out how the ‘bad guys’ get your passwords without you knowing. Explore ways of 
protecting yourself, even if your passwords have been ‘stolen’. This session will help you appreciate the risks involved 

with poor passwords and give you some strategies for keeping your account logins safe. We will also discuss the best 
ways of generating and ‘remembering’ your passwords 

Suitable for everyone who connects online by computer, smartphone and/or tablet. 

 

22COM209: iPad Intermediate Type: Short Course 

Dates: 27/04/2022 - 01/06/2022 Weekly Course,  Wed 2:00pm - 4:00pm 

Location: Studio 5 NCH  Tutor: Tony Widdows 

Building on your basic knowledge of the iPad, this course will further explore some of the iPad’s many uses: storing 
and sharing your photos, accessing, sharing and managing your information, getting and playing music and videos, 

note taking, book reading, accessibility features and many other topics. We will also cover some important 
‘housekeeping’ areas: backing up, managing your iCloud storage, staying safe, and using the Settings App. Some 

opportunity will be given during the first class to choose the topics we cover, and time will be reserved each week for 
iPad questions/answers. 

This course assumes you have completed a Beginner iPad course or have an equivalent level of understanding. 
Please bring your iPad fully charged to each class, and make sure it is updated to the latest version of iPadOS 15. If 

your iPad is too old to get iPadOS 15, make sure it is updated as far as possible. 

 

22COM211: Libre Office Type: AZoom Short 

Dates: 29/04/2022 - 24/06/2022 Weekly Course,  Fri 9:00am - 10:30am 

Location: Zoom   Tutor: Wayne Henry 

LibreOffice is an open-source suite of office applications that can be used as an alternative to Microsoft Office. It runs 
on a personal computer, is free to download and use and is widely used around the world. It includes a word processor 
(Writer), spreadsheet (Calc), presentations (Impress), graphics, i.e drawings and flowcharts (Draw) and a database 

(Base).  The course will be suitable for people with limited experience of office applications, but also for those who 
have had some prior exposure or have attended a prior introductory course. The course is intended to be hands-on: to 

help you navigate the program and understand how you can use the various apps in everyday life. It. We will begin by 
looking at the word processor (Writer), but will also look at other apps in the suite (the length of time on each 

depending upon participants interests.) 

Prerequisites: Participants will need to download and install LibreOffice, available from the LibreOffice.org website, 

onto their own computer. A guideline for how to do this will be sent to participants prior to the commencement of the 
course. Participants will also need to be comfortable working with the application whilst also participating in the Zoom 

call. This can be achieved by either: 1. opening two windows on your computer: one for LibreOffice and the other for 
Zoom. or 2. participating in the Zoom call on a separate device, such as another computer, a tablet (e.g. iPad) or a 
smartphone. Zoom links will be sent to accepted members close to the start of the class and no later than the day 

before. 

 

22COM213: Photo Editing (Term 2) Type: AZoom Short 

Dates: 26/04/2022 - 31/05/2022 Weekly Course,  Tue 10:00am - 11:30am 

Location: Zoom   Tutor: Archie Kaan 

Digital photography has given us a lot of scope to modify and perfect our photos, if we know how to. In these classes, 
you will learn how to modify, enhance and bring out the best in most of your collection of photos. You will be pleasantly 

surprised to see what you will learn (with hands on) how to enrich your photos with just a basic photo editing software. 
You will also be introduced and taught how to use more advanced level free photo editing software in the last 2 

lessons. 

Prerequisites: You must have good Mouse and Keyboard skills 
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22COM215: Photoshop Elements and Page Plus Type: Short Course 

Dates: 28/04/2022 - 23/06/2022 Weekly Course,  Thu 12:00noon - 2:00pm 

Location: Studio 5 NCH  Tutor: Peter Poole 

This is a workshop class, with basic training in Photoshop Elements and Page Plus. You will learn how to Resize, Crop, 
and Enhance photos (lighting, colour sharpening); use Photo Assists; and add text.  You will also learn how to use 

Page Plus to create a publication from a design template, use shapes, work with picture frames and pictures, and 
printing and publishing. 

Prerequisites: You must bring your own laptop. You will need Photoshop Elements – if you don’t already have an 
official version, you can use the free trial version for 30 days but will then need to purchase it (about $120) . You will 

also need to install Page Plus (Free version 

 

22COM217: Travelling with your phone or tablet Type: Short Course 

Dates: 24/05/2022 - 31/05/2022 Weekly Course,  Tue 2:30pm - 4:00pm 

Location: Studio 4 NCH  Tutor: Wayne Henry 

Are you thinking of getting “out-and-about” post pandemic and doing some travelling?  If you are, your favourite smart 
device, whether it be a phone or a Tablet, can be a really useful resource – an almost indispensable travel companion.  

In this short (2 week} course we will explore a range of Apps that are generally available for both Apple and Android 
devices, that can help you travel confidently with such things as:  •plan your trip,  •find and manage transport and 
accommodation •navigate around unfamiliar places, on foot, by bicycle or in a car •manage your documents and 

bookings •keep in touch with friends, family and events back home •keep track of your spending •keep a record of your 
adventures, including managing photos and videos, etc. •relax – (Music, movies or your favourite game It is planned 

that there will also be ample opportunity for participants to share experiences and knowledge with one another.  

Participants should bring their own smart device, i.e. smartphone, iPad, android tablet, etc., with the battery charged 

sufficiently for the duration of the class.  

 

22COM219: Two-factor authentication Type: AZoom Short 

Dates: 26/05/2022 - 02/06/2022 Weekly Course,  Thu 1:00pm - 3:00pm 

Location: Zoom   Tutor: Helen Smith 

Your password is not enough to ensure your important accounts are safe! Add extra protection with 2-factor 
authentication (sometimes known as multi-factor authentication or 2-step verification). It’s not too hard and the peace of 

mind is worth it. In this session, we will learn how two-factor authentication makes your accounts more secure and why 
you should use it. We will show how to set up and use your second factor for security while avoiding too much 

inconvenience. We’ll also suggest a few different ways to implement the second factor.  

Suitable for everyone who connects online by computer, smartphone and/or tablet. 

 

22COM221: What's IT all about: Computer Technology Type: Short Course 

Dates: 28/04/2022 - 02/06/2022 Weekly Course,  Thu 2:30pm - 4:00pm 

Location: Studio 5 NCH  Tutor: Volker Ankenbrand 

This course will lead you to a deeper understanding of how computing devices (PCs, laptops, tablets, mobiles) work by 

showing and explaining • History of computing and IT  • Computer related terminology / concepts • Explanation of 
hardware and software components e.g., Operating systems • Local computer applications (office and admin tools) • 

Computer communications, networks, internet and internet-based apps • Advantages and risks using modern devices 
After this course you will feel more comfortable in using your modern computer devices, having gained a basic 
understanding of how they work, and you will be able to understand day to day IT terminology in its context. 

No pre-requisites. This course is totally brand independent (e.g., Microsoft / Apple) It will be a mix of interactive 

classroom teaching and live demonstrations. There is flexibility to adjust the topics to suit member interests 
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22COM223: Windows (10+) Basics and Beyond Type: AZoom Short 

Dates: 27/04/2022 - 22/06/2022 Weekly Course,  Wed 10:00am - 11:30am 

Location: Zoom   Tutor: Dennis Bareis 

Want to show your grandkids how it's done? Whether you are experienced or a complete beginner, you can expect to 

gain new Windows knowledge to make better use of your computer. Learn how to solve some of your own issues and 
know where to go for extra information or help. The last 15-30 minutes of each session will be a dedicated question 

time for answers or solving any problems you might have. There are no silly questions. If you are prepared to 
participate by asking questions then I’ll be happy to explain it in more detail. 

Zoom links and instructions will be sent to accepted members close to the start of the class and no later than the day 
before (I reserve the right to cancel a course with less than 4 members, so get your friends to join also). 

 

 


