Course Outline

Productivity Fundamentals
Duration: 1 Day
Description

This course will provide the student with the basic skills needed to work in business today.  It provides an introduction to Outlook, Word and Excel, covering email and calendar in Outlook, text and paragraph formatting in Word and formatting and creating simple formulas in Excel.
Prerequisites

Familiarity with using computers.
Who Should Take This Course?

New computer users, computer users wanting to quickly gain familiarity with the basics of Outlook, Word and Excel.

Objectives

· Send and reply to emails.

· Send attachments and open attachments.

· Set the Out of Office Assistant.

· Use the calendar.

· Create documents.

· Format documents.

· Use Cut, Copy and Paste

· Format spreadsheets.
· Create simple formulas.

· Create quick charts.

· Copy charts to Word.
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