[image: image1.jpg]Tshwane University
of Technology

We empower people





SOFTWARE TRAINING 2005

BOOKINGS:  E-mail your details and the course name & date to Beryl du Toit at 012-318-5793 or dutoitb@tut.ac.za 
COST:  R50 per TUT staff member per day and R150 per private person per day.
PRESENTER:  Charmaine Morris (012-318-5448 / morrisc@tut.ac.za )
	SOFTWARE PROGRAMMES
	PREREQUISITES
	

	Course for computer illiterate people 
 - A practical course that addresses the completely computer illiterate person.  This course helps people to get ready to attend proper end-user courses.  It can be used for students, senior citizens, staff members and even school children.  But the emphasis is on people who have never had exposure to a computer. 
	Venue:  Pretoria Campus, Building 4 room 151

Time:  8:45-12:00 

	Introduction to PC -  
	25 January
	12 April
	26 July
	11 Oct

	Keyboard & Mouse skills - 
	26 January
	13 April
	27 July
	12 Oct

	Windows (very basic) - 
	27 January
	14 April
	28 July
	13 Oct

	SOFTWARE PROGRAMMES
	PREREQUISITES
	VENUE:  Pretoria campus, Pretoria west, Chameleon lab, (Building 4:151)

TIME:  8:45 for 9:00-16:00

	Computer, mouse and keyboard orientation
	Basic skills or computer exposure
	1 February
	19 April
	2 August
	18 October

	Windows 2000 
	Persons who have been able to apply their basic skills for a minimum of 2 - 3 months
	3 February
	21 April
	4 August
	20 October

	MS Word 2003 (level 1)
	Experience in Windows or using other related programs on a daily basis
	8 February
	4 May
	16 August
	25 October

	MS Word 2003 (level 2 & 3)
	Experience in Windows or using MS Word level 1 on daily basis
	9 & 10 Feb
	5 & 6 May
	17 & 18 Aug
	26 & 27 Oct

	MS PowerPoint (level 1 & 2
	Experience in Windows, MS Word or other related programs
	15 & 16 Feb
	10 & 11 May
	23 & 24 Aug
	1 & 2 Nov

	GroupWise
	Experience in Windows, other related programs and persons who make use of GroupWise in their daily tasks 
	17 February
	12 May
	25 August
	3 November

	MS Excel (level 1 & 2)
	Experience in Windows, MS Word or other related programs 
	22 & 23 Feb
	17 & 18 May
	30 & 31 Aug
	8 & 9 Nov

	Internet
	Experience in Windows, other related programs and who make use of Internet in their daily tasks
	24 February
	19 May
	1 September
	10 Nov

	MS FrontPage
	in Windows, MS Word, MS PowerPoint or other related programs
	1 & 2 March
	24 & 25 May
	6 & 7 Sept.
	15 & 16 Nov

	MS FrontPage for WebCT
	MS FrontPage
	3 March
	26 May
	8 September
	17 Nov

	Access
	Experience in Windows, MS Word, MS Excel or other related programs
	8 & 9 March
	31 May &

1 June
	13 & 14 Sept
	

	Software Assessment - newly appointed TUT staff
However, this assessment is open to any TUT staff member, should they be interested in finding out what their level of software skills are.  The following software is assessed:  Computer, keyboard and mouse orientation, Windows 2000, Ms Word 2000, MS PowerPoint 2000, MS Excel 2000, GroupWise & Internet.
	28 January
9:00-11:00

or

25 February

9:00-11:00
	8 April
9:00-11:00

or


	22 July

9:00-11:00
	


Please have this F12 signed by a person with signing rights and fax it back to:

Beryl du Toit, Fax 012 3185793  Tel:  012 3184453



F12

	Aan/To:
Snr Financial Accountant

Financial Control

Building 21
	Van/From: 

_________________________


_________________________


_________________________


OORPLASING / REGSTELLING VAN FONDSE 

TRANSFER / CORRECTION OF FUNDS

The following transfer/correction of funds/expenditure of the cost centers and accounts given below are herewith requested:

	Debiteer/Debit
	Bedrag/Amount
	Krediteer/Credit

	Ent.
	Rek/Acc
	
	Ent.
	Rek/Acc

	
	
	
	D814
	0455

	
	
	
	
	

	
	
	
	
	


This F12 serves as a registration form for a software course:
Name/(s)

:
__________________________________________________





__________________________________________________

Department

:
_________________________________Tel.______________

Course name

:
__________________________________________________

Date of course
:
__________________________________________________

Please take note:  

· A R50 lab fee is payable when you book for the software training.  

· Besides the lab fee, the software training for TUT staff is free of charge.

· PLEASE TAKE NOTE:  If a person fails to attend or cancel 48 hours before the scheduled date, then he/she will be held liable for the market-related course fee (your entity will then be debited).   

· As soon as we have received your signed F12 booking form, your booking will be confirmed.  
GOEDKEURING VIR DEBIET


GOEDKEURING VIR KREDIET

APPROVAL FOR DEBIT



APPROVAL FOR CREDIT
_____________________________

_____________________________

AUTHORISED SIGNATURE



AUTHORISED SIGNATURE

_____________________________

MJ LE GRANGE
AUTHORISED NAME



AUTHORISED NAME






     
DIRECTOR:  CCPD

DESIGNATION




DESIGNATION

DATE:________________________

DATE: ______________________

