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Proposed Courses

Proposed Courses

Word 2003
Overview

Learn the fundamental concepts and skills of the most popular word processing software for Windows. This class stresses mastery of the fundamentals through challenging and fun hands‑on exercises. After taking this class, you will be able to create, edit, save, and print documents.

Topics Included

· Execute Word commands

· Enter and edit text

· Save, open, and print documents

· Delete, move, and copy blocks of text

· Spell check a document

· Set left and right margins

· Set top and bottom margins

· and much more...

Prerequisites

Introduction to Windows

Excel 2003
Overview

Learn the fundamental concepts and skills of the most popular spreadsheet software for Windows. This class will teach you how to create, edit and print spreadsheets. You will develop a personal budget that will reinforce the concepts you learn and provide a template for use at home or the office. 

Topics Included

· Spreadsheet concepts and terminology

· Select commands

· Enter and edit data

· Create formulas and use AutoSum

· Enhance the appearance of a spreadsheet

· Use powerful editing techniques such as moving and copying data

· Print a spreadsheet

· and much more...

Prerequisites

Introduction to Windows

WordPerfect for Windows

Overview

Learn the fundamental concepts and skills of this popular word processing program. This class stresses mastery of the fundamentals through challenging and fun hands‑on exercises. After taking this class you will be able to create, edit, save, and print documents.

Topics Included

· Execute WordPerfect commands

· Enter and edit text

· Save, retrieve, and print documents

· Delete, move, and copy blocks of text

· Spell check a document

· Set left and right margins

· Set top and bottom margins

· and much more...

Prerequisites

A desire to learn, although typing skills won't hurt.

Lotus for Windows

Overview

Learn the fundamental concepts and skills of this popular spreadsheet software. This class will teach you how to create, edit, and print spreadsheets. You will develop a personal budget that will reinforce the concepts you learn and provide a template for use at home or the office. 

Topics Included

· Spreadsheet concepts and terminology

· Select commands from the 1-2-3 menus

· Enter and edit data

· Create formulas including the @SUM formula

· Enhance the appearance of a spreadsheet

· Use powerful editing techniques such as moving and copying data

· Print a spreadsheet

· and much more...

Prerequisites

A desire to learn, although typing skills won't hurt.

PC Fundamentals
Overview

Learn fundamental concepts and skills for the personal computer. This class is a must for anyone working with personal computer systems. The skills taught in this class are universal and are applicable even if you work with Windows. 

Topics Included

· Understand important terminology and concepts

· Handle and back up floppy disks

· Understand the relationship between hardware and software

· Organize information on disks using directories and subdirectories

· Use pathnames and wildcard characters to increase productivity

· Create and remove folders
· Copy, delete, and rename files

· and much more...

Prerequisites

There are no prerequisites for this class.

Windows
Overview

Learn the fundamental concepts and skills for working with Windows. This class is a must for anyone working in the Windows environment. You will work with Windows like a pro after completing this class.

Topics Included

· Using a mouse

· Windows applications

· The Control Panel

· Moving windows

· Sizing windows

· Maximizing and minimizing windows

· and much more...

Prerequisites

There are no prerequisites for this class.

