Full Product Description
Title
Teaching-you Microsoft® Office XP/2000 Beginners Edition
Product Number
DVD
ESS450/D
Barcode (DVD)
5031366 014504
Leader
Self paced training at your desktop.  5 beginner courses on one easy to use PC CD-ROM
Category
Productivity

Short Description
Teaching-you Microsoft® Office XP/2000 Beginners Edition allows you to work through the various stages of mastering XP (2002) and 2000 versions of Microsoft® Word, Excel, Access, PowerPoint and Outlook at your own pace.
Full Description
Teaching-you Microsoft® Office XP/2000 Beginners Edition allows you to work through the various stages of mastering XP (2002) and 2000 versions of Microsoft® Word, Excel, Access, PowerPoint and Outlook at your own pace.  Incorporating invaluable "Explain It/Demo" modes that allow you to simply sit back and watch a demonstration on how to perform a task, and "Try It/Teacher" modes where you interactively learn the new task in a simulated environment, this PC CD-ROM provides a simple, easy and fast way to learn.

TEST YOUR KNOWLEDGE
Not sure of what you do or don't know?  Simply want a refresher course?  Presented with optional assessment modules, you can evaluate your level of competency and measure your progress and understanding of your newly acquired or refreshed skills.
* Precise simulation of the real Microsoft® Word, Excel, Access, PowerPoint and Outlook 2002 and 2000 packages.

* Provides reinforcement of, or an alternative to, instructor led training.

* Constructed in a modular format allowing effective self-paced training.

* Revise existing knowledge or learn new material.
* Contains rich graphics and audio features to help stimulate the senses and make learning more fun.

* Requires no installation.

COURSE OUTLINE

WORD 2002


LESSON




NO. OF TOPICS


Exploring Word 



9

Working with the Office Assistant 

5

Using Basic Document Skills 


11

Working with Document Views 


7

Using Basic Text Editing 


10

Checking Spelling 



6

Printing 




6

Inserting Dates and Symbols 


3

Working with Autoformat 


5

Working with Tables 



8

Editing a Table 



13

Applying Borders and Shading 


6

Working with Drawing Objects 


12

Inserting Graphics 



7


Using Charts and Diagrams 


9

EXCEL 2002


LESSON




NO. OF TOPICS

Exploring Excel 



10

Working with the Office Assistant 

5

Using Basic Workbook Skills 


15

Working with Ranges 



6

Creating Simple Formulas 


11

Copying and Moving Data 


8

Printing 




5


Using Large Worksheets 


8


Working with Multiple Worksheets 

9



Managing Worksheets 


7



Using Range Names
 


10



Using Other Functions 


6



Managing Data 



5



Using AutoFilter 



5


Managing Files 



6
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ACCESS 2002


LESSON




NO. OF TOPICS

Exploring Access 



10

Working with the Office Assistant 

5

Creating Tables 



11

Working with Tables 



8

Editing Tables 



9

Finding and Filtering Data 


9

Printing Data 




3

Creating Relationships

 

5

Using Simple Queries 



7

Modifying Query Results 


5

Analysing Tables 



4

Creating Basic Forms 



7

Creating Basic Reports 


7


Using On-Line Help 



6

POWERPOINT 2002


LESSON




NO. OF TOPICS

Exploring PowerPoint 



9

Working with the Office Assistant

5

Using Basic Presentation Skills 


8

Working with Presentations 


8


Using the Outline Tab 



9


Editing and Proofing Text 


11


Printing 




8


OUTLOOK 2002


LESSON




NO. OF TOPICS

Exploring Outlook 



10

Working with the Office Assistant 

5

Using Outlook Messaging 


13

Managing Messages 



9

Working with Components and Office 

12

Using Outlook Messaging Features 

5

Scheduling with the Calendar 


11

Managing Meetings 



8

Managing Contacts 



8

Working with Tasks 



13

Using the Journal 



5

Working with Notes 



5

Organising Outlook Items 


9

Customising Outlook Views 


4
Operating System
Windows® NT+/2000++/XP
CPU Type
Pentium® II 233 or equivalent
CD-ROM Speed
8x or faster
Hard Drive Space
10Mb
Memory
64Mb or higher
Printer
Optional
Graphics
800x600x256 colours 
Audio
Any 100% Windows® compatible soundcard
Additional Requirements
Internet - not required
Internet Explorer 5.0 / 5.5 or 6.0 or Netscape Navigator 6.2 required.  (Internet Explorer is typically supplied free with your operating system). Service pack 6a or higher. Service pack 2 or higher. Required to hear the audio in the 2002 Try It Tutorials.
Licensor
Global Knowledge, Inc.
Copyright
Copyright © 2002 Global Knowledge, Inc. This course was developed by Global Knowledge, Inc. All rights reserved. No part of this course may be reproduced or distributed in any form or by any means without the prior written permission of Global Knowledge, Inc. This course contains the OnDemand Personal Navigator™ Web Plug-in software by Global Knowledge, Inc. Copyright © 2000-2002 Global Knowledge, Inc. All rights reserved. OnDemand Personal Navigator and Knowledge Pathways are trademarks of Global Knowledge, Inc. Global Knowledge and the Global Knowledge logo are trademarks of Global Knowledge, Inc. Macromedia® is a registered trademark of Macromedia, Inc. in the United States and/or other countries. Licensed to Focus Multimedia Limited. Microsoft® and Windows® are trademarks of the Microsoft Corporation. Unauthorised copying, lending or resale under any scheme strictly prohibited. It is a condition of purchase that this original packaging is retained as proof of permission to use under license the enclosed software. Do not use the software before reading and accepting the terms of the enclosed licence agreement.
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