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	Session
	Day
	Course
	Course Content

	WORD 2002

	Week 1
	Session 1
	Word 2002

Introduction
	· Familiarization with Windows Screen, Menus

· Using Toolbars and Creating a New Document

· Editing, Inserting, Cutting and Pasting, Formatting Texts, 

· Formatting Paragraphs using line spacing, tabs, and indents

· Using numbered or ordered lists

· Adjusting Margins, Paper Orientation and Size

· Creating and Working with Envelopes

· Working with Section Breaks and Multiple Page Formats

· Creating, Editing, Tables and Modifying borders and background

· Margin, Pagination and Printing Documents
· Using the Thesaurus, Dictionary, Spelling, Grammar, and Word Count

	Week 1
	Session 2
	Word 2002

Functions
	· Working with columns

· Creating, editing and designing tables

· Working with templates and styles

· Using footnotes, endnotes

· Creating and Using Document Templates

· Creating and Applying Paragraph Styles

· Working with Character Styles

· Attaching a Different Template to a Document

· Drawing on Your Documents

· Adding, Arranging, and Formatting Text Boxes

· Selecting, Resizing, Moving, and Deleting Objects

· Positioning, Rotating, Flipping and Layering Objects

· Applying Shadows and 3-D Effects

· Using Revisions

· Performing a Mail Merge

· Recording and Running a Macro

	POWERPOINT 2002

	Week 2
	Session 1
	Powerpoint 2002

Introduction
	· Starting PowerPoint

· What's New in PowerPoint 2002?

· Understanding the PowerPoint Program Screen and Menus

· Using Toolbars and Creating a New Presentation

· Filling Out Dialog Boxes

· Keystroke and Right Mouse Button Shortcuts

· Creating a New Presentation with AutoLayout and AutoContent Wizard

· Saving and Closing a Presentation and Exiting PowerPoint

· Creating a Blank Presentation and Creating a Presentation from a Template

· Viewing Your Presentation with different screen layouts and views

· Printing Your Presentation

· Getting Help from the Office Assistant

· Using the Outline Pane

· Working in Slide Sorter View

· Adding Notes to Your Slides

· Get Slide Miniature View in PowerPoint 2002
· Using the Slide Master

	Week 2
	Session 2
	Powerpoint 2002

Functions
	· Working with Slides: Drawing and Editing, Selecting, Replacing, Deleting, Cutting, Copying, and Pasting Text and Text Boxes

· Formatting, Layering, Selecting, Resizing, Moving and Deleting Objects

· Inserting pictures and clipart

· Creating / Working with Tables:  Adjusting column width and row height;  adding borders and background colors

· Inserting WordArt

· Creating, Modifying, Selecting, Formatting a Chart

· Using Slide Transitions and Animations

· Rehearsing Slide Show Timings

· Delivering a Presentation

· Using Pack and Go

· Inserting Sounds, Video Clips and Movies

· Inserting Hyperlinks and Exporting to HTML

	EXCEL 2002

	Week 3
	Session 1
	Excel 2002

Introduction
	· Understanding the Excel Program Screen

· Creating, Opening, Saving, Closing, Exiting a New Workbook

· Keystroke and Right Mouse Button Shortcuts

· Navigating a Worksheet

· Using AutoFill

· Entering Values and Labels in a Worksheet 

· Previewing and Printing a Worksheet

· Getting Help from the Office Assistant

· Printing a Workbook and Specifying Print Range

· Editing, Clearing, and Replacing Cell Contents

· Cutting, Copying, and Pasting Cells

· Moving and Copying Cells with Drag and Drop

· Collecting and Pasting Multiple Items

· Working with Absolute and Relative Cell References

· Understanding Smart Tags

· Recovering Your Workbooks

	Week 3
	Session 2
	Excel 2002

Functions
	· File Management

· Calculating Value Totals with AutoSum

· Entering Formulas

· Working with Cells:  Borders , Alignment,  Shading, Patterns, Style

· Working between Sheets and Workbooks

· Creating, Moving, Resizing a Chart

· Changing a Chart Type and Working with Pie Charts

· Adding Titles, Gridlines, and a Data Table

· Formatting a Data Series and Chart Axis

· Annotating a Chart

· Working with 3-D Charts

· Selecting and Saving a Custom Chart

· Using Fill Effects

· Mapping Data



	ACCESS 2002

	Week 4
	Session 1
	Access 2002

Introduction
	· Starting Access and Opening a Database

· Understanding the Access Program Screen

· Using Menus

· Using Toolbars and Creating a New Workbook

· Using different screen layouts   (Database Window, Design View, Datasheet View)

· Opening and Modifying Database Objects

· Working with Multiple Windows

· Tour of a Table, a Form, a Query, a Report

· Opening and Modifying Database Objects

· Adding, Editing, and Deleting Records

· Previewing and Printing a Database Object

· Selecting, Cutting, Copying, and Pasting Data

· Closing a Database and Exiting Access

	Week 4
	Session 2
	Access 2002

Functions
	· Planning a Database

· Creating a Database 

· Creating a Table 

· Modifying a Table and Understanding Data Types

· Creating a Query in Design View

· Modifying a Query

· Sorting a Query using Multiple Fields

· Creating a Form with the Form Wizard

· Creating a Report with the Report Wizard

· Creating Mailing Labels with the Label Wizard

· Database Object Management

· File Management

· Compacting and Repairing a Database

· Converting an Access Database

· Filtering by Selection
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