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CCPD SOFTWARE TRAINING 2008
TUT strategic performance indicators require CCPD to focus on the following software programmes. Other software programmes based on a staff member’s job requirement will also be attended to on request from managers.
	BOOKINGS:  Managers/Supervisors are requested to send their departments nominated name list for software training needs to Linky Motsei (motseimm@tut.ac.za). Software training will then be scheduled on dates which suites both parties. Please include staff numbers when requesting training.

	Venue:  Building 4:151 (Chameleon lab), Pretoria campus. 
Time:    9:00-15:00

Microsoft Office Application offered free to TUT staff:
	HOD’s can also book their staff on the schedule dates below.  Use the CCPD online booking form (available on the intranet under training opportunities).

	MS Word 2007: Session one
Word Essentials; Document basics; Character, paragraph and document formatting; Working with templates; Managing text flow; Editing basics.
	4, 5, and 6 March
(3 days)

	MS Word 2007: Session two
Creating tables and lists; Adding pictures and shapes to a document; Making text graphically interesting; Adding navigation tools to a document; Creating a table of contents and index; Working with captions; Adding citations and a bibliography; Performing mail merges; Securing and sharing documents; Customizing word.
	18, 19 and 20 March
(3 days)

	MS PowerPoint 2007: Session one
Presentation basics; PowerPoint essentials; Working with text; Designing a presentation; Adding tables to slides.
	11 and 12 March
(2 days)

	MS PowerPoint 2007: Session two

Using charts in a presentation; Creating smart art graphics; Adding pictures and shapes to a presentation; Securing and sharing presentations; Delivering presentations.
	25 and 26 March
(2 days)

	MS Excel 2007:  Session one
Excel essentials; Creating and editing a workbook; Formatting cells and ranges; Worksheet formatting; Managing worksheets; Using basic formulas and functions.
	8, 9 and 10 April
(3 days)

	MS Excel 2007: Session two
Working with data; Using more advanced formulas; Creating charts from your data; Adding pictures and shapes to a worksheet; Securing and sharing documents.
	22 and 23 April
(2 days)

	MS Access 2007 
	On request only

	MS Outlook: Session one
Getting to know outlook; Email basics; Advanced email tools; Managing mail with folders; Processing messages with the rules wizard; Contact basics; Advanced contact management
	1, 2 and 3 April
(3 days)

	MS Outlook: Session two
Calendar basics; Managing meetings; Advanced calendar management; Managing tasks; Outlook data files; Working with categories. 
	29 and 30 April

(2 days)

	Computer basics for staff with no computer skills

Introduction to computers; Common computer terminology; Computer performance and features; computer operating systems; career opportunities.
	Every Friday

9:00-12:00

	MS Projects 2007 
	On request only

	MS Publisher 2007
	On request only

	MS FrontPage 
	On request only

	Share Point designer 2007
	On request only

	Photoshop CS
	On request only
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NEW! IF staff members want to obtain the MCAS certificate, they can contact Linky Motsei at ext. 5448 or motseimm@tut.ac.za .  

Each application exam costs R160 per person.
MICROSOFT CERTIFIED APPLICATION SPECIALIST (MCAS)

A Microsoft Certified Application Specialist is an individual who has passed exams for certifying his or her skills in one or more of the Microsoft Office desktop application such as:

· Microsoft Word 2007

· Microsoft Excel 2007

· Microsoft PowerPoint 2007

· Microsoft Access 2007

· Microsoft Outlook 2007

Start with what you're ready for today—then build your knowledge toward your future goals.
Microsoft Certified Application Specialists are a part of a global community of distinguished achievers. This Microsoft certification credential tells the world you have demonstrated proficiency in the newest standard of the world's foremost desktop computing applications. Microsoft certifications (based on globally recognized standards) demonstrate your computing skills and help advance your career prospects in a competitive job market.

Microsoft Certified Application Specialist certifications are primarily for office workers who use Microsoft Office programs as a vital part of their job functions.
	ITS TRAINING DATES for secretaries and lecturers

	How to type Assessment marks on the ITS system.

10 March 9:00 or 14:00   (both sessions full) at building 4:G48, Pretoria campus

11 March 09:00 or 14:00 (both sessions full) at building 4:G48, Pretoria campus

12 March 09:00 or 14:00 (both sessions full) at building 4:G48, Pretoria campus

13 March 09:00 at building 4:G48, Pretoria campus

14 March 09:00 at building 4:G48, Pretoria campus

17 March 14:00 at building 4:G48, Pretoria campus

18 March 09:00 at building 4:G48, Pretoria campus

 9 April 09:00 at building 4:G48, Pretoria campus 

11 April 09:00 at building 4:G48, Pretoria campus

14 April 14:00 at building 4:G48, Pretoria campus

16 April 09:00 at building 4:G48, Pretoria campus 

18 April 14:00 at building 4:G48, Pretoria campus

22 April 09:00 at building 4:G48, Pretoria campus

24 April 14:00 at building 4:G48, Pretoria campus

Contact person for bookings:  Carin du Toit at ext. 5539








