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Training classes are available for all of the Microsoft Office 2000 applications, Project 2000, FrontPage 2002, conference room operations, basic computer skills, Automated Message Handling System & Defense Message System, and FormFlow along with the mandatory LAN User Course. Training includes: hands on instruction, student reference guide, practical exercises, and shortcuts.

ACCESS

Microsoft Access 2000 (1-14 & Final)

Class runs 4 full days.  Covers tables, forms, queries, reports and macros.  Learn how to ask the right questions when designing a database.  Create relationships with other data sources.  Create queries, reports and macros.  Design and customize forms.  Use tricks and tips to expedite data entry.  Each student will complete an entire database.

EXCEL

Beginning Microsoft Excel 2000

Get an overview of the program.  Learn the tips and tricks to speeding up cell entry and navigating around the spreadsheet.  Format cells and start using simple formulas.

Intermediate Microsoft Excel 2000

Work with ranges.  Learn how to create, format and design different charts.  Master the drawing tools.

Advanced Microsoft Excel 2000

Work with functions.  Work with multiple sheets.  Learn tricks that link data to minimize cell input.

Microsoft Excel 2000 for Power Users 

Learn and practice using advanced formulas, conditional formatting, and be able to query information using AutoFilter.   

Microsoft Excel 2000 Special Features 

Work with pivot tables. Design forms to enter data.  Stop errors with validation entries.  Create drop down menus.  Take Excel beyond to discover its power.  
OUTLOOK 

Beginning Microsoft Outlook 2000 

Learn how to send and receive email messages.  Deal with incoming mail and organizing addresses.  Use tips and tricks that speed up message traffic.  Work with address books and lists. 

Intermediate Microsoft Outlook 2000

Learn all about tasks and calendar appointments.  Create personal schedules and reminders.  Collaborate meetings.  Learn tricks to move tasks and appointments between programs.  

Advanced Microsoft Outlook 2000

Customize Outlook.  Organize mail with automated rules.  Learn all about contacts and merging the information with other programs.  View printing options.

Microsoft Outlook 2000 for Power Users 

Learn how to manage your mail through archiving and personal folders.  Learn the different views in each component.  Create and use forms.  Share calendars or other components with other. Export and import.

PowerPoint
Beginning Microsoft PowerPoint 2000

Become a PowerPoint Professional Presenter using the proper SOUTHCOM and Microsoft format.  Create a new presentation on the fly.  Learn about slide layouts and how to insert slides from other presentations. Use shortcuts.

Intermediate Microsoft PowerPoint 2000

Learn all about the objects (photos, drawings and animation) that go into a presentation.  Create them.  Modify them.  Insert them and animate them.  Find out all the features using the drawing tools.  Format backgrounds and change color schemes.

Advanced Microsoft PowerPoint 2000

Create and run a presentation from start to finish adding special effects.  Learn how to make changes to entire presentation using slide master.  Import and export from other files.  Add video and audio.

Microsoft PowerPoint 2000 for Power Users 

Use action buttons to view other slides or files in other programs.  Use hyperlinks for email; web site addresses.  Learn what makes a presentation stand out.  Work with graphic design rules.  Use special effects with AutoShapes.  Learn advanced transition and animation techniques.

WORD
Beginning Microsoft Word 2000

Learn shortcuts with the keyboard and mouse to quickly navigate and control text.  Format and edit documents with ease.  Customize word and save files quickly.

Intermediate Microsoft Word 2000

Work with tables, columns and styles.  Learn about desktop publishing with the drawing tools. Create footnotes, endnotes, table of contents and format a document by SOUTHCOM standards.

Advanced Microsoft Word 2000

Create a four-page Newspaper column with macros, shortcuts, styles, table of contents and graphic formats.  Learn about calculations and charts and advanced graphics.

Microsoft Word 2000 for Power Users 

Create a mail merge with a small database.  Learn how to print letters, envelopes, labels and lists from the same database.  Work with other documents from other programs. 

Desktop Publishing with Word 

Learn how to create brochures, tent cards, flyers, certificates, calendars, watermarks, letterheads, large signs and special printed material with the tools in Word.

Conference Room Operations (1.5 hours)

Class is taught in a conference room at SouthCom.  This is a hands-on class to present a briefing and operate the equipment in the various conference rooms.  

FormFlow Filler 

The program is used to fill out SOUTHCOM forms.  Learn how to package, associate the form to a database for easy entry, send by mail, duplicate data from previous forms and find previous completed forms.

Automated Message Handling System (AMHS & DMS application and content) 2.5 hours

Two separate classes.  The application course teaches how to use the latest online version of AMHS that will replace the desktop version.  The content course covers the terms and message manipulation when using AMHS.

FRONTPAGE 2002
Beginning Microsoft FrontPage 2002

Design a web page.  Practice the shortcuts in FrontPage.  Learn basic web design rules. Add bookmarks, hyperlinks and backgrounds inc. SouthCom SOP.   

Intermediate Microsoft FrontPage 2002

Complete an entire web site with forms, links, themes, graphics, & navigation.

Advanced Microsoft® FrontPage 2002

Review templates, wizards and tables.  Create web pages using the table format.  Add DHTML effects.  


Microsoft® FrontPage 2002 for Power Users

Learn all the new features associated with the 2002 version.  These include search techniques, publishing, adding to a web site, 24 items added to a clipboard, photo gallery and new drawing tools. 

LAN User Course (MANDATORY)

Includes an overview of the Local Area Networks at SouthCom along with the requirements for every person who has a computer profile.  A basic introduction to Outlook and the Windows NT environment are presented.

Office Integration-All applications 

Tired of redundancy?  Import and export files from one application to another without retyping or cutting and pasting.  Synchronize data from one program to another, save time.

Microsoft Project 2000 (NEW)
Beginning through Power User levels.  Learn how to task a project, build a project plan, plan resources, track critical path and milestones, read a Gantt chart, and customize reports.  Let Project do the work for you!

Register on the SCNET or contact your ITO
To view the training schedule calendar:

· Low Side: go to Public Folder > Training > Training Calendar
· High side: Go to SCNET > Training Tab > Register or check schedule
(
Class Times (4 hrs unless listed)

0730 – 1130 AM  & 1230 –1600 PM

At ManTech Building Classroom 
2400 NW 92nd Avenue - Room 109


Save time
Be efficient

Minimize stress
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Customized training for SouthCom users

Sign up for free training courses
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Is this still NEW??  If not, we should remove the word NEW.





