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COURSE TITLE DATE TIME COURSE
CODE

LOCATION

Windows 95 June 8 0800-1500 486846 Bldg 2189, Rm 112
Windows 95 June 20 0800-1500 486847 Bldg 2189, Rm 110

Introduction to Word 97 June 1 0800-1600 486848 Bldg 2189, Rm 135
Introduction to Word 97 June 13 0800-1600 486849 Bldg 405, Rm 139
Introduction to Word 97 June 22 0800-1600 486850 Bldg 405, Rm 101

Advanced Word 97 June 7 0800-1600 486851 Bldg 2189, Rm 135
Advanced Word 97 June 15 0800-1600 486852 Bldg 2189, Rm 112
Advanced Word 97 June 30 0800-1600 486853 Bldg 405, Rm 101

Introduction to Powerpoint 97 June 1 0800-1600 486854 Bldg 405, Rm 101
Introduction to Powerpoint 97 June 7 0800-1600 486855 Bldg 405, Rm 101
Introduction to Powerpoint 97 June 16 0800-1600 486856 Bldg 405, Rm 102
Introduction to Powerpoint 97 June 20 0800-1600 486857 Bldg 405, Rm 101

Advanced Powerpoint 97 June 14 0800-1600 486858 Bldg 405, Rm 101
Advanced Powerpoint 97 June 28 0800-1600 486860 Bldg 405, Rm 101
Introduction to Excel 97 June 1 0800-1600 486861 Bldg 2189, Rm 110
Introduction to Excel 97 June 6 0800-1600 486862 Bldg 2189, Rm 110
Introduction to Excel 97 June 16 0800-1600 486863 Bldg 405, Rm 101
Introduction to Excel 97 June 21 0800-1600 486864 Bldg 405, Rm 101
Introduction to Excel 97 June 28 0800-1600 486865 Bldg 405, Rm 139

Advanced Excel 97 June 8 0800-1600 486867 Bldg 405, Rm 101
Advanced Excel 97 June 23 0800-1600 486868 Bldg 405, Rm 101
Advanced Excel 97 June 29 0800-1600 486891 Bldg 2189, Rm 110
Microsoft Access I June 2 0800-1600 486892 Bldg 405, Rm 101
Microsoft Access I June 8 0800-1600 486893 Bldg 2189, Rm 110
Microsoft Access I June 14 0800-1600 486894 Bldg 2189, Rm 112
Microsoft Access I June 20 0800-1600 486895 Bldg 405, Rm 139
Microsoft Access II June 9 0800-1600 486897 Bldg 405, Rm 101
Microsoft Access II June 21 0800-1600 486900 Bldg 2189, Rm 112

Nomination Deadline: 17 May 2000
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Microsoft Access II June 27 0800-1600 486901 Bldg 405, Rm 101
Microsoft Access III June 29 0800-1600 486902 Bldg 405, Rm 101

Introduction to the Internet for Windows June 22 0800-1200 486903 Bldg 2189, Rm 135
Outlook Mail June 7 0800-1600 486905 Bldg 405, Rm 102
Outlook Mail June 14 0800-1600 486906 Bldg 405, Rm 102
Outlook Mail June 20 0800-1600 486908 Bldg 405, Rm 102
Outlook Mail June 27 0800-1600 486909 Bldg 405, Rm 102

Outlook Calendar June 13 0800-1130 486910 Bldg 405, Rm 102
Outlook Calendar June 22 0800-1130 486912 Bldg 405, Rm 102
Outlook Calendar June 28 0800-1130 486913 Bldg 405, Rm 102

Nomination Deadline: 17 May 2000

Outlook Exchange Mail and Contacts covers everything you want to know about Outlook’s mail
system.  Topics include:  creating, formatting and sending mail messages; viewing new messages;
creating signatures and vcards (virtual business cards); sending various types of attachments;
managing your mail using folders, categories and the Organize function; automating repetitive mail
tasks by using distribution lists and templates; using rules to automate mail processing; creating your
own address book with Contacts; forwarding and sharing Contacts; exporting Contacts to use in a
mail merge; Outlook’s mail processing options; and accessing your Outlook mail through the internet.
Introduction to Windows is necessary before taking this course.  (Full day course)


