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Overview

Our Computer Basics Short Course will provide students
with an introduction to the key Computer Basics that will
be required in their studies. Students will learn basic skills
in using word processors, spreadsheets and presentation
software.

An Introduction to Word Processing

The course will focus on the Microsoft Office suite, with " .
reference being made to Microsoft Office 2010 software Editing and Formatting Word Processed
throughout. However, the course has been specifically Documents Part 1

designed to allow the relevant skills to be taught regardless

of the software version being used. Finding and Using Information from the

Internet

All material can be adapted to other versions of Microsoft
Office (such as the 2007 version) and also other word
processing, spreadsheet, and presentation software
packages; students should not be disadvantaged through
the use of any particular version.

Editing and Formatting Word Processed
Documents Part Il

An Introduction to Spreadsheets

Spreadsheet Formulae and Functions
Entry Requirements

As a minimum, participants should have demonstrably
previously studied in English at secondary school level. Creating Graphs from a Spreadsheet

Formatting Spreadsheets

An Introduction to Presentation Software

Producing a Multimedia Presentation

Urbond Child Education Email : childeducation@urbond.org
City Buildings, Lake Road

Portsmouth Tel :+44(0)2392 293765
POT 48D Mobile: +44 (0)7496 426314 www.urbondchildeducation.org

l @4 customer.support@nccedu.com NCC Educationltd f X in © @ & @ | nccedu.com

Rand

© NCC Education 2024, all rights reserved. The information on this fact sheet is correct at the time of publication. However, NCC Education reserves the right to
make alterations at any time. SCCB/AUG-2024



