
Classes will be 50 min.   

Individual times can be set up for any group and days can change based on need. 

 

Course Name Skills Covered 

Essential Skills 

 
File Maintenance:  

 Open Files 
 Save files (where’s my stuff?) 
 Create Shortcuts 
 Rename Files 
 Copy or Move files 
 Save or Save As 

Mange desktop 
Copy/Cut/ Paste 
Printing 

 Set and find default printer 
 Change default printer 
 Print ink level for printer 
 Computer security 

 

Word- Beginning 

 
 Page formatting 
 Text formatting  
 Use of toolbars, spell check, print preview, and 

find/replace 
 

Word- Intermediate 

 
 Customize Quick Access Toolbar 
 Create a mail merge document/email 
 Insert the Filename & Path 
 Track changes and protect sheets 
 Put an excel spreadsheet into a word document to do 

calculations. 
 



Excel- Beginning 

 
 Navigate, name, and work with multiple worksheets 
 Work with cells and change cell fonts, colors etc. 
 Auto number and name 
 Use the SUM function and learn about simple formulas 
 Select multiple columns, rows 
 Insert and delete cells, columns, and rows 

Excel- Intermediate 

 
 Freeze pane 
 Move data 
 Link data in multiple sheets 
 Protect files 
 Copy using drag and fill 
 Copy using fill and auto fill 
 Create a drop-down list 
 Create a workbook for student to use on job 
 Create charts from data 

Outlook Mail- Beginning 
 

 
 Compose, address and send messages 
 Add, open and save attachments 
 Print messages and attachments 
 Manage folders 
 Create distribution lists 
 Manage junk email 
 Access Webmail 
 Add/ maintain contacts 
 Determine file size on server 
 Email Security/ Think Before you click! 

 

Outlook Mail Intermediate 

 Archive email 
 Change preferences and/or setup 
 Create a rule 
 Create a signature 
 How to create Automatic Replies (Out of Office) 
 Create categories 

 

Outlook Calendaring 

 Create meetings and invite attendees 
 Share calendar and open shared calendars 
 Change shared calendars permissions 
 Check conference room availability 
 Use calendars and tasks 

 

Phone 5 
 
 
 
 

 Use hold 
 Transfer call 
 Create a conference call 
 Look up a phone number using the phone directory 
 Set up multiple voice mail greetings  



 


