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COURSE TITLE:
Microsoft Office 2007:  Beginning Excel, Intermediate Excel, Beginning Word, and Beginning PowerPoint
HOW TO APPLY:
Submit training request form SF-182 (see attachment below) to drtc@fs.fed.us
COURSE DATES:  

November 30, 2010 – December 2, 2010
· Beginning Excel, November 30th

· Intermediate Excel, December 1st 
· Beginning Word, December 2nd 
March 8, 2011 – March 10, 2011
· Beginning PowerPoint , March 8th 
· Beginning Excel, March 9th 
· Intermediate Excel, March 10th 
COURSE HOURS:  
 
9:00 am – 4:00 pm
COURSE LOCATION:
Danny Rhynes Interagency Training Center, San Bernardino, CA  

COURSE COORDINATOR:
Kristel M. Johnson, San Bernardino National Forest Training Officer
TUITION INVESTMENT:
$65- $150 per class (minimum of 10 participants, maximum of 20 participants)
TARGET AUDIENCE:
For all employees
COURSE DESCRIPTION:

Beginning Excel
· Introduction to Excel

· Creating a Workbook

· Editing the Worksheet

· Creating Formulas

· Formatting and Data Entry Tricks

· Printing Worksheets
Intermediate Excel

· Managing Your Worksheet
· Using Excel as a Database

· Charts

· Managing Data

· Recording Macros
Beginning Word

· Introduction to Word

· Creating Documents

· Editing a Document

· Proofing a Document

· Formatting

· Maximizing Productivity

Intermediate Word
· Advanced Page Setup

· Working with Templates, Objects, and Fields

· Using AutoText and AutoCorrect

· Working with Columns

· Simple and Complex Tables

· Forms

· Merge Documents
Beginning PowerPoint
· Introduction to PowerPoint
· Presentations for Scratch

· Graphics

· Placeholder Objects

· Running the Show

· Notes and Handouts
HOW TO ENROLL:
Complete the SF-182 and email to drtc@fs.fed.us as soon as possible but no later than 2 weeks prior to the class. Tuition for the session will be determined on the number of attendees ($65.00 – $150.00 per class). Please note: Course is limited to 20 participants.
Course Inquiries & Course
Training Coordinator: 
Contact Kristel Johnson at 909.382.2734 or email at 
kmjohnson@fs.fed.us   
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