[bookmark: _GoBack][image: ]
COMPUTER TECHNOLOGY


Introduction to Computers:
Learning the basics for those working with a computer. No previous experience with computers is required. 
The course will cover the following:
· Define common computing concepts and terms
· Develop desktop navigation skills, how to use a keyboard and mouse
· Recognize safe computer usage and security awareness
· Effectively manage documents by using files and folders

Admission Requirements:
a) None


Introduction to MS Word (Posters and Flyers):
Suitable for complete beginners in Microsoft Word.
The course will cover the following:
· Create and save documents
· Cutting, copying and pasting text and images
· Proofing and printing documents
· Gain the ability to design a poster or flyer

Admission Requirements:
a) None

Emails, Social Media, Safety and Privacy:
Lean the basics about emails and posting on social media while protecting your personal safety and privacy.
This course will cover the following:
· Define the main uses of today’s emails
· Explain the difference between social media and social networking
· Identify poplar platforms used today and distinguish the differences 
· Describe the different attacks people fall victim to

Admission Requirements:
a) None


Introduction to Excel:
Learn about data entry and editing, data and number formatting, working with cells and ranges, and managing worksheets. Suitable for complete beginners to Microsoft Excel.

Admission Requirements:
a) None

This is not an exhaustive list. If you do not see the training listed, please inquire.
***Requested training will require lead times to secure trainers and facilities.
For further information contact: 
Shelley Le Texier at (204) 627-8601 or Email: sletexier@ucn.ca
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