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Center for
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Computer Basics &
Microsoft Office Training

Join us for a Computer Basics and Microsoft Office series. Learn Computer
Basics including Windows, using and searching the internet, how to store and
share files using The Cloud and working with PDFs. Then continue to learn
about Microsoft Office Word, Excel, PowerPoint & Access programs.

Computer Basics * 4 - 8 riinn “\\7!

e Computer Concepts s lierrint: fear. 1es & Web 2.0
e Controlling Programs e ¢ SEES1ring Files & Sharing Online
e Managing Files Wk ol th  RDA.

Microsoft Word ¢ 4 - 8p/ 1+ $150

 Working with Word Basic Wit 5 uie B sinel s Etiquette Column
e Writing a Letter and a Rescina Frooluned g Frac ling with Flyer

Excel * 4 - 8 pm * $75
e Budgeting with Calculatic as & Charls

JUly 24 R AT

Power Point * 4 - 6pm ¢« $45 classes for

« Creating Power Presentations $ 3 7 5
July 25 R e P P

Access * 4 - 8pm ¢ $75

e Introducing Databases

*Incumbent Worker Training Funds available

636.649.5803 -+ training@eastcentral.edu ¢ eastcentral.edu/cwd
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