Macintosh Classes Course Contents

Introduction to Macintosh: Prerequisite: Basic keyboarding skills

Lesson 1: Macintosh Operating System 8 Desktop

· Desktop Elements

· Working with Icons

· Working with Windows

Lesson 2: Organizing a Hard disk

· Working with Folders

· Window Organization

· Hard Disk Organization Strategies

Lesson 3: Working With Disks

· Storage Units

· Floppy Disks

· Initializing a Floppy Disk

· Copying Files

· Copying from Floppy Disks

· Ejecting a Floppy Disk

· Locking Floppy Disks

· Caring for Floppy Disks

Lesson 4: Apple Menu Items

· Calculator

· Note Pad

· Stickies

Lesson 5: Using an Application

· Launching an Application

· Typing a Document

· Saving a Document

· Save vs. Save As

· Editing a Document

· Formatting Text

· Printing a Document

· Working with Multiple Applications

· Quitting an Application
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Introduction to Macintosh Continued:

Lesson 6: Control Panels

· Desktop Pictures

· Appearance

· Mouse

· Keyboard

· Monitors & Sound

· General Controls

· Date & Time

· Map

Lesson 7: More Finder Skills

· Finding Files

· Spring-Loaded Folders

· Aliases

· Deleting Files

· Getting Help

· Shutting Down
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Microsoft Word Fundamentals: Prerequisite: Basic keyboarding skills and Introduction to Macintosh or equivalent experience 

Lesson 1: Creating Document

· The Word Window

· Typing Text

· Saving

· Topic Title

Lesson 2: Editing in Word

· Moving through a Document

· Deleting Text

· Deleting Selected Text

· Inserting Text

· Replacing Text

· Cut, Copy and Paste

· Drag and Drop Editing

· Summary of Editing Techniques

· Page Breaks

· Special Characters

· Selection Techniques

Lesson 3: Formatting in Word

· Character Formatting

· Paragraph Formatting

· Print Preview

· Document Formatting

· Headers and Footers

· Inserting Graphics

Lesson 4: Using Tables

· Creating a Table

· Editing Tables

· Working with Table Contents

· Formatting Tables
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Microsoft Word Intermediate: Prerequisite: Microsoft Word Fundamentals or equivalent experience

Lesson 1: Proofing Features

· Checking Spelling

· Shortcut Menu

· Topic Title

Lesson 2: Preparing an Envelope

Lesson 3: Printing

Lesson 4: Help Features

· Balloon Help

· Office Assistant

Lesson 5: Using Styles

· Paragraph Styles

· Redefining a Style

· Character Styles

Lesson 6: Using Templates

· Creating a Document from a Template

· Adding Styles to Word Templates

Lesson 7: Editing/Formatting Tricks

· The Replace Command

· Page Breaks and Section Breaks

· Drop Caps

Lesson 8: Using Text Boxes

· Creating Text Boxes

· Formatting Text Boxes

· Formatting Text within Text Boxes

· Creating Linked Text Boxes

Macintosh Classes Course Contents

Microsoft Word Advanced: Prerequisite: Microsoft Word Fundamentals and Microsoft Word Intermediate or equivalent experience

Lesson 1: Importing Graphics

· Inserting and Positioning Graphics

· Wrapping Text Around Graphics

Lesson 2: Automatic Features

· Inserting Dates and Times

· Using AutoCorrect

· Using AutoText

· Using AutoFormat

Lesson 3: Customizing Word

· Customizing Toolbars

· Customizing Menus

· Customizing Keyboard Shortcuts

· Setting Word Preferences

Lesson 4: Mail Merge

· The Data Document

· The Main Document

· Merging the Data and Main Documents

· Using an IF Statement

· Mailing Labels

Lesson 5: Tables of Contents 

Lesson 6: Outlining 

· Creating a Document in Outline View

· Organizing in Outlining

Lesson 7: Macros 

· Creating a Macro

· Running a Macro

Lesson 8: Drawing in Word 

· Using Word’s Drawing Tools

· Editing and Formatting Graphics
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Excel Fundamentals: Prerequisite: Basic keyboarding skills and Introduction to Macintosh or equivalent experience
Lesson 1: Creating a Worksheet

· The Excel Window

· Selecting and Moving

· Typing and Editing

· Using AutoFill

· Saving

· Renaming a Worksheet

Lesson 2: Using Formulas

· Using Simple Formulas

· Totaling Rows and Columns

· Copying Cells

· Moving Cells

· Showing Formulas

Lesson 3: Formatting a Worksheet

· Font Formatting

· Alignment

· Column Width

· Number Formatting

· Cell Borders

· Patterns

Lesson 4: Printing Options

· Page Options

· Margins Options

· Header/Footer Options

· Print Preview

· Sheet Options
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Excel Intermediate : Prerequisite: Excel Fundamentals or equivalent experience

Lesson 1: Charting

· Creating a Chart

· Making Changes to a Chart

· Charting Non-Contiguous Ranges

Lesson 2: Help Features

· Balloon Help

· Office Assistant

Lesson 3: Advanced Functions

· SUM, AVERAGE, MIN, and MAX Functions

· NOW Function

· The IF Function

· Nested IF Functions

Lesson 4: Multiple Worksheets

· Copying Documents Between Workbooks

· Using Formulas Between Sheets

· Grouping Worksheets

Lesson 5: Using Large Worksheets

· Sorting

· AutoFilters

· Subtotals and Outlining

· Freezing Panes

· Print Titles

Lesson 6: Text & Number Handling

· Text Handling

· Replacing Text

· Cell Commands

· Custom Number Formats

Lesson 7: Naming Cells and Ranges

· Defining Names

· Using Names in Formulas

· Creating and Pasting Names

· Applying Names
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Excel Advanced: Prerequisite: Excel Fundamentals and Excel Intermediate or equivalent experience
Lesson 1: Linking and Consolidation

· Linking Worksheets

· Consolidation

Lesson 2: Pivot Tables

· Creating a Pivot Table

· Page Fields

· Viewing Source Information

· Refreshing Pivot Tables

Lesson 3: Macros

· Recording a Macro

· Running a Macro

· Editing a Macro

Lesson 4: User-Defined Functions

· Creating a User-Defined Functions

· Using a User-Defined Function

Lesson 5: Customizing

· Customizing Toolbars

· Preferences

· Creating a Template

· Modifying a Template-Based Database

· Additional Template Information

Lesson 6: Advanced Layout Design

· Working with Graphics

· Working with Text

· Sizing and Placing Layout Objects

· Managing Layouts

Lesson 7: Advanced Field Definitions

· Working with Data Entry Options

· Working with Value Lists

· Working with Storage Options
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Excel Advanced Continued:

Lesson 8: The Integrated Solution

· Examining How The Integrated Solution Works

· Customizing the Integrated Solution

Lesson 9: Writing Scripts

· Creating an Opening Script
· Creating a Decision-Making Script
· Creating a Script that Loops
· Creating Help for the File
Lesson 10: Controlling File Access

· Passwords
· Working with Groups
· Sharing Files on a Network
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FileMaker Pro Fundamentals: Prerequisite: Basic keyboarding skills and Introduction to Macintosh or equivalent experience

Lesson 1: Introduction to Databases

· What is a Database?

· What is a Record?

· What is a Field?

Lesson 2: Using a Database

· Parts of the FileMaker Pro Window

· Browsing Records

· Entering Records

· Finding Records

· Changing Layouts

· Sorting Records

Lesson 3: Defining Fields

· Field Types

· Creating Fields

Lesson 4: Importing Data

Lesson 5: Complex Find Requests

· Advanced Single Criterion Searches

· Multiple Criteria Searches

· Omitting Records

· Combining AND and OR Requests

Lesson 6: Working with Layouts

· Modifying an Existing Layout

· Creating a New Layout

· Recording a Macro

· Running a Macro

· Editing a Macro

Lesson 7: User-Defined Functions

· Creating User-Defined Functions

· Using a User Defined Function

Lesson 8: Customizing

· Customizing Toolbars

· Preferences

· Creating a Template
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FileMaker Pro Intermediate: Prerequisite: FileMaker Pro Fundamentals or equivalent experience
Lesson 1: Advanced Database Skills

· Creating a New Database

· Defining Fields

· AutoEntry

· Value Lists

· Repeating Fields

· Creating Efficient Layouts

· Using the Entry layout

· Importing Records

· Summarizing Data

Lesson 2: Relating Databases

· Why Relate?

· Setting up Relations

· Types of Relationships

· One to Many Relations

· Many to Many Relations

· Formatting with Relations

· Summarizing Relations
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PowerPoint Fundamentals: Prerequisite: Basic keyboarding skills and Introduction to Macintosh or equivalent experience

Lesson 1: PowerPoint Basics

· The PowerPoint Window

· Navigating in PowerPoint

· Slide Master

· Slide Sorter View

· Handout Pages

· Note Pages View

· Outline View

Lesson 2: Working with Text

· Typing Text in Outline View

· Rearranging Text in Outline View

· Collapsing and Expanding

· Typing Text on a Slide

Lesson 3: Formatting a Presentation

· AutoLayouts

· Formatting Text

· Choosing a Slide Background

· Modifying the Color Scheme

· Applying a Presentation Template

Lesson 4: Importing Slides

· Inserting PowerPoint Slides

· Inserting Word Outlines

Lesson 5: Working with Graphics

· Inserting Clip Art

· Inserting Graphics

· Using PowerPoint’s Drawing Tools

· Editing and Formatting Graphics

Lesson 6: Inserting Charts

· Creating Numeric Charts

· Creating Organization Charts

Lesson 7: Finishing Touches

· Checking Spelling

· Printing

Lesson 8: On-Screen Slide Shows

· Viewing a Slide Show

· Slide Show Special Effects and Pop-Up Menu
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Microsoft Project Management Fundamentals (Lecture): Prerequisite: None

Lesson 1: The Project Management Life Cycle 

· What is a Project? 

· The Project Management Life Cycle

· The Role of Project Manager

Lesson 2: Setting Up for Success

· The Meaning of Success

· What Happens in the Initiation Phase?

· Project Definition and Scope

· Putting Together a Statement of Work

· The Project Charter

Lesson 3: The Project Team

· The Teamwork Challenge
· Selecting Team Members
· The Team Charter
Lesson 4: Project Risk

· Apply Your Knowledge

Lesson 5: Project Plans

· The Work Breakdown Structure
· Work Package Sequencing
Lesson 6: Project Schedule

· The Scheduling Process
· Time Estimates
Lesson 7: The Project Budget

· What is a Budget?
· Creating a Preliminary Budget
· Budget and Schedule Balancing
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Microsoft Project Management Fundamentals (Lecture) (Continued):

Lesson 8: Project Tracking and Control

· Moving the Project Forward

· Monitoring for Project Progress

· Earned Value Analysis

· Getting Back on Track

Lesson 9: Project Reports

· Communications Overview
· Project Performance Reports
· Project Change Requests
Lesson 10: Project Close-Out

· Elements of Close-Out
· Evaluation of People and Project
· Solutions
· Glossary
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Microsoft Project Management Fundamentals (computer supported): Prerequisite: Lecture Microsoft Project Management Fundamentals

Lesson 1: Introduction to Microsoft Project 

· Fundamentals of Project Management 

· Examining Microsoft Project 

Lesson 2: Starting a Project 

· An Overview of the Planning Process 

· Defining Project Information 

Lesson 3: Task Relationships 

· Linking Tasks and Understanding Critical Path 

· Modifying Task Relationships 

· Constraints 

Lesson 4: Outlining 

· Organizing the Task List Into an Outline 

· Viewing Levels of Detail 

Lesson 5: Adding and Assigning Resources 

· Entering and Assigning Resources 

· Creating and Assigning Calendars 

· Working with Project Costs 

Lesson 6: Analyzing the project 

· Resolving Time Restrictions 

· Resolving Resource Conflicts 

Lesson 7: Displaying Project Data 

· Exploring Views 

· Generating Project Reports 

Lesson 8: Sorting and Filtering 

· Sorting Project Data 

· Filtering Project Data 

· Creating Custom Filters 
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