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NOW OFFERS…
Intermediate Computer Workshop
Learn more functions in WORD to enable you to spruce up and complete resumes and cover letters. This workshop will teach you additional word processing knowledge and give you hands-on experience formatting a resume.

Level 2 Intermediate Computer Workshop 
· Follow up on Bolding, Font and Size, Italicizing, and Underlining

· Setting up an email address

· Attaching a document to an email
· Bullets and Numbering

· Alignment and Tabs

· Margins and Borders

· Quick Keys and Spell Check

· Hands-on formatting a resume

Basic One Stop Computer Workshop

· Keyboard and Mouse functions

· The Menu bar and it’s tabs

· Saving and Opening a document

· Burning a document to a CD

· Manoeuvring through the internet

· Setting up an email address

· Attaching a document to an email
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