NORTHEAST REGION

TRAINING OPPORTUNITY





COURSE TITLE
MS WORD 2000 INTRODUCTION




VENDOR
Program Plus Computer Training, P.O. Box 192, Ogdensburg, NJ 07439




DATES/LOCATION
29 Apr 03, Picatinny




LENGTH
1 Day




START/END TIMES
0830-1530




COST
$75.00




REGISTRATION DEADLINE
18 Apr 03
Please have your Training Coordinator email Programs Plus at: programsplus@earthlink.net with your intent to attend class.  Email MUST include your name, office phone number, bldg number and your email for confirmation. 

DO NOT ATTEND UNLESS YOU RECEIVE NOTIFICATION/CONFIRMATION from Programs Plus 




COURSE MANAGER
Deborah Prue, DSN 458-1203, or (410) 306-1203, deborah.prue@cpocner.apg.army.mil




COURSE DESCRIPTION





Course Outline:

Performance-based objectives

Lesson objectives help students become comfortable with the course, and also provide a means to 
evaluate learning. Upon successful completion of this course, students will be able to:

Create and save a document; open an existing document; and use simple editing techniques.

Navigate in a large document by using the mouse and keyboard.

Edit a document by using more sophisticated techniques, including moving and copying text within a document and between documents.

Apply and remove character and paragraph formatting.

Use tabs and create and modify a table structure.

Adjust margins, add and delete page breaks, and create headers and footers.

Use Word’s proofing tools, such as the spelling checker and thesaurus, and print a document, envelope, and labels.

Save an existing document as a Web page and preview it in a browser.





WHO SHOULD ATTEND/PREREQUISITES





Windows 95: Introduction, Windows 98: Introduction, Windows NT 4.0: Introduction, or equivalent knowledge

Check your Army Civilian Training Education and Development System Plan at http://cpol.army.mil/train/acteds   to see if course will satisfy the core competency requirements in your Career Program or Career Field.





METHOD OF INSTRUCTION





Hands on at computer workstation







HOW TO NOMINATE





Training Coordinator: email Programs Plus at: programsplus@earthlink.net with individuals intent to attend class.  Email MUST include students name, office phone number, bldg number and email for confirmation. 

DO NOT ATTEND UNLESS YOU RECEIVE NOTIFICATION/CONFIRMATION from Programs Plus





 CANCELLATION POLICY





Contact the Training Coordinator to withdraw your nomination prior to the registration deadline to avoid being charged for the course. We will avoid charging whenever possible but if we have contracted for the course and only have the minimum number required to pay the bill, we have no choice but to bill for late cancellations and "no shows." 





BILLING INSTRUCTIONS





Click here http://cpolrhp.army.mil/ner/hrd/02tp/payment_options.htm for instructions. 





