Proposed Training Modules

	Module Name
	Dura-tion
	Module Content
	Prerequisite

	Windows 98 or 2000
	4 hours
	Understanding the Desktop elements.

Using START PROGRAMS

Using START DOCUMENTS

My Computer: understanding the system structure (disks).

Understanding the windows components: title bar, buttons, menu bars and buttons, scroll bars

Using My Documents
Using the document Explorer & understanding the folders structure.

Using the assistant and help tools

Using the right mouse button to check/modify properties

Changing & configuring the Desktop properties.

Understanding the Wastebasket
Understanding the difference between shortcuts and programs.

Creating shortcuts.
	Feeling comfortable with the mouse


	PowerPoint I
	3.5 hrs
	Creating a presentation from A to Z, including:

Inserting text and graphics

Inserting pictures from library & logos.

Modifying a library picture

Creating/modifying the slide background 

Using the template from another presentation

Sorting / organizing the slides

Intro to building a slide show (transition effects, build effects, rehearsal, timing)
	Windows Basics

Word Basics 

	PowerPoint II
	3.5 hrs
	Building templates

Inserting sounds and other objects

Layers of objects 

Animating text and objects

Creating a handout from a presentation

Different printing formats 

Building a slide show (transition effects, build effects, rehearsal, timing)

Lab on user's Q&A
	Windows Basics

Word Basics

PowerPoint I


	Access I


	7 hours
	Creating tables

Importing data from Excel

Working with tables & records

Making simple queries

Principles of table relationships

Creating and using a simple form

Creating a simple report

Copying tables, queries, forms, reports
	Windows Basics

Word Basics 

	Access II


	7 hours
	Creating special queries (merge, delete, 

Creating custom forms

Creating a form that contains a subform

Creating custom reports
	Access I


	MS-WORD
	Dura-tion
	Module Content
	Prerequisite

	Base
	6 hours
	Create, edit and modify text

Simple text formatting (bold, underlining.)

Selecting words, lines, paragraphs, etc.

The "normal" and "page" view modes 

The show/hide button

Format paragraphs, rulers, tabs

Page Setup, margins, print preview, printing

Copy/Cut/Paste

Basic use of the spelling tool.
	MS-Windows

	Intermediate
	6 hours
	Formatting paragraphs: Numbering, bulleting, framing, indenting 

Advanced printing techniques: headers, footers, page numbering

Numbering pages

Working with multiple documents:

Cutting & pasting between 2 Word documents or an Excel and a Word documt.

Arranging windows, splitting screen.

Advanced spelling, 

configuring and using AutoCorrect

Creating and using AutoText insertions.

Using automatic date/time

Inserting and formatting pictures
	MS-Word Base 

or equivalent knowledge

	Mail merge and labels
	3 hours
	Creating or using an existing list or database (in Word, Excel or Access)

Creating a form letter and merging it with addresses

Using existing label formats

Creating custom labels calling cards or badge formats.
	MS-Word Base 

or equivalent knowledge

	Working with tables
	3 hours
	Creating a Word table

Selecting areas of a table

Using preset formats

Formatting columns, rows and borders

Problems & solutions with multi-page tables

Merging and splitting cells

Tips and tricks to avoid problems when reformatting an existing table

Sorting rows

Switching from tabulated text to table

Importing and exporting tables from/to Excel or Access
	MS-Word Base I 

or equivalent knowledge

	Working with styles and templates
	3 hours
	Creating, modifying and applying paragraph and title styles 

What is included in a template ?

Choosing between AutoText and Template

What is the "Normal.dot"

Creating using and modifying simple templates (e.g. form)
	MS-Word Base & Intermediate

or equivalent knowledge

	Working with long documents
	5 hours
	Learn how to efficiently edit manuals and reports with chapters, subchapters, etc.

Defining, modifying and applying title styles

Working with the document outline view

Re-organizing chapters without risk

Numbering chapters and pages

Inserting Index and Table of content

Tracking changes in a document
	MS-Word Base & Intermediate

or equivalent knowledge

	Intro to macros
	3 hours
	Recording and running simple macros

How to define where to store the macros.

Assigning shortcut keys to macros

Assigning macros to menus or a button
	MS-Word Base & Intermediate

or equivalent knowledge


	MS EXCEL
	Dura-tion
	Module Content
	Prerequisite

	Base 
	7½ hrs.
	Setting up a simple table

Basic data and cell formatting

Using AutoFill 

Moving around a worksheet

Selection tips & tricks

Formatting columns

Quick number formatting

Basic calculations (+ - / * %)

Understanding relative and absolute references

Copying & pasting formulas

Intro to functions (sum, average, max)

Inserting or deleting rows or columns

Basic page setup & printing
	MS-Windows

	Intermediate

Math & statistical functions, graphics
	7½ hrs.
	Quick review of functions concept

Creating custom AutoFill lists

Some rounding functions: ROUND, MROUND, FLOOR, CEILING, INTEGER

The IF, COUNT, COUNTA, and SUMIF functions

Loading add-in functions

Naming and using a range in formula

Advanced and custom number formatting

Nesting with the "if" function

Creating and modifying graphics

Adv. printing (headers, footers, pages numbering)
	Excel Base

	Advanced:

More functions,
Tracking errors
Goal seeking
	7½ hrs.
	Nesting "if-functions" with other functions.

Using logical functions: AND, OR

Using error-testing functions: ISERR, ISERROR, ISBLANK, ISNUMBER, ISTEXT, ISNONTEXT

RANK Function

Auditing a worksheet / Tracking errors

Goal seeking and using the solver
	Excel Base & Intermediate

	DataBase functions
	3½ hrs.
	Choosing the right product for your database: Excel or Access ?

Setting up an Excel DB

Formatting: do's and don't

Filtering Databases

Keeping correct totals (subtotals) on a filtered DB. Using the COUNT or COUNTA functions.

Sorting with simple or multiple criteria.

Defining a custom sorting criteria

Extracting information from your Excel database

Using the DCOUNT and DSUM functions

Importing data from a text file or another DB
	Excel Base & Intermediate

	Using the Lookup and Ref Functions
	3½ hrs.
	Learn how to build lookup formulas (to automatically read values from lists or tables), using following functions: LOOKUP, HLOOKUP, VLOOKUP, MATCH, CHOOSE, INDEX, OFFSET, ROW, COLUMN
	Excel Base & Intermediate

	Working with multiple sheets
	3½ hrs.
	Inserting / Moving / Copying / Renaming / Deleting worksheets

Multiple worksheets consolidations

Links to other worksheets and workbooks

3-dimentional calculations

Protecting Worksheets

Defining validation rules
	Excel Base & Intermediate

	Intro to Macros
	3½ hrs.
	Recording and running simple macros

How to define where to store the macros.

Stepping through a macro

Assigning shortcut keys to macros

Assigning a macro to a button or to menus

Creating a custom (calculation) function
	Excel Base, Intermediate & Working with multiple sheets.


Other modules :


VOICE RECOGNITION: how to use Dragon Naturally Speaking, the leading voice recognition product (you dictate and the PC writes your text automatically !)

Mail: Outlook & Outlook Express
Scanning & editing pictures
Scanning & recognizing text 

Using Digital Camera & transferring pictures onto your PC and CDs
Editing Web pages with FrontPage or NVU
Using Excel as E-Trading decision tool 
Installing your Internet modem or router
Using and programming your GPS
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