Norwescap Career & Life Transitions Center presents:

FREE
COMPUTER
CLASSES

Course Descriptions
Phi"ipru rg Computer Basics

TIME: 10:30 am to 1:30 pmM This four-class series will introduce participants to the
LOCATION: Envision Center, basics of comput?rs, including different types of

. Lo computers, the differences between hardware and
535 Fisher AVG, Philli prU e software, an overview of the Windows operating
DAYS OF THE WEEK: Tuesd ays system, file management, what to consider when

& Thursd ays purchasing a computer, and a look at internet
browsers and search engines.
. These four classes will cover:

Dec 2- Computer Basics 1

e Different types of computers

Dec 4- CompUter BaSiC 2 » Differences between hardware, software, and
Dec 9- Com puter Basics 3 operating systems (focusing on Windows)

Dec 11- Com puter Basic 4 e File management basics — how to name, store, and
Dec 16- Microsoft Word 1 & 2 find files

* Things to consider when purchasing a computer

Dec 18- Microsoft Word 3 & 4
Dec 23- Open Class

* Internet basics — browsers, search engines,
accessing email, and setting up favorites

» Keyboard and mouse skKills overview and practice

Call Today to Register! Introduction to Microsoft Word
(908) 788_] 453 This four-session series will focus on Microsoft Word,

discussing the evolution of word processing, how
Microsoft Word has influenced document production,
key Word options, functions, and settings, how to use
tables and templates, and guidelines for creating

professional documents.
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