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Jan-12 

  

Feb-12 Mar-12 

  

Apr-12 
Choose a date  

below! 
Choose a date  

below! 
Choose a date  

below! 

Basic Computer Literacy 2 Days 2 - 3 26 - 27 1 – 2 16 – 17 8 - 9 29 – 30 2 - 3 19 - 20 

Windows VISTA  1 Day         3 13 5 4 

Windows 7 1 Day 6 20     3 13 5 4 

Excel 2003, 2007 or 2010 

Level 1 1 Day 2 9 16 24 1 13 22 5 14 26 2 11 23 

Level 2 1 Day 3 10 17 25 2 14 23 6 15 27 3 12 24 

Level 3 1 Day 4 11 18 26 3 15 24 7 16 28 4 13 25 

Level 4 1 Day 5 12 19 27 6 16 27 8 19 29 5 27 

Word 2003, 2007 or 2010 

Level 1 1 Day 10 16 26   6 20 27 7 13 10 17 

Level 2 1 Day 11 17 27   7 21 28 8 14 11 18 

Level 3 1 Day 12 18 30   8 22 29 9 15 12 19 

Level 4 1 Day 13 19 31   9 23 1 16 13 20 

PowerPoint 2003, 2007 or 
2010 

Level 1 1 Day 18   25   8 12 22 14 19 26 16 Powerful 
PowerPoint 

19 

Level 2 1 Day 19   26   9 13 23 15 20 27 17 

Level 3 1 Day 20   27   10 14 24 16 28 18 

Access 2003, 2007 or 
2010 

Level 1 1 Day 13       8 27 22 29 23 

Level 2 1 Day 20       9 28 23 30 24 

Level 3 1 Day 27       10 29 25 

Outlook 2003, 2007 or 
2010 

Level 1 1 Day 

Dates on request Dates on request 
 

Dates on request 
 

 

Dates on request 
 

Level 2 1 Day 

Lotus Notes 1 Day 

Project 2007 or 2010 

Level 1 1 Day 10 24 13 20 14 22 10 23 

Level 2 1 Day 11 25 14 21 15 23 11 24 

Level 3 1 Day 12 26     15 22 16 26 12 25 

Publisher   2 Days 26 - 27 
  
  

16 – 17 22 – 23 12– 13 

EXCEL FUNCTIONS & 
FORMULAS 

  2 Days 

 
30 - 31 

  

  
  

16 – 17 12 – 13 28 - 29 25 – 26 

Visio   2 Days   24 - 25 28 – 29 8 – 9 25 – 26 

Minute Taking   1 Day 27       24 30 13 

Keyboard Skills   2 Days 12 – 13 20 - 21 7 – 8  11 – 12 

 
Outlook Time 
Management   

1 day 
Dates  

on request 
Dates  

on request 
Dates  

on request 
Dates on request 


