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Self-paced computer literacy software that includes a mouse tutorial


Self- paced Microsoft Office Suite training


Instructor led classes for the Microsoft Office Suite Applications


Module length 8 – 12 hours per application and approximately 5 hours for computer literacy


Certificates are given after the student completes every computer literacy module and each Office application











Basic computer skills


Basic computer skills courseware is provided by Teknimedia.  � HYPERLINK "http://www.teknimedia.com/html/pc100xp.html" ��http://www.teknimedia.com�





  The courseware includes information on:


Basics of using a mouse


Operating Systems


Buttons and icons


Check boxes and radio buttons


Computer filing systems


Printing files


Internet files


File Management


Crashes and backups


Saving files


Moving files


Windows Explorer


Basic Word Processing skills


Spelling and grammar


Fonts and alignment


Using headers and footers


Bullets and numbering


Inserting numbers


Footnotes


Page breaks


Columns and tables


Using graphics


Basics of Excel spreadsheets


Formulas


Formatting


Workbooks and worksheets


Charts














Application Software Courseware





The Digital Learning Lab also offers computer courseware which covers Microsoft application software tutorials.  These courses are offered through Discoverware.





� HYPERLINK "http://www.educationtechnologyinc.com/discoverware.html" ��http://www.educationtechnologyinc.com/discoverware.html�





Microsoft Word


Microsoft PowerPoint


Microsoft Excel


Microsoft Outlook


Microsoft Access


Discover PC and Windows Basics





























