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Preliminary Programme 2013
In the academic environment, MOS certification will continue to produce success in the classroom—for students and faculty—and prepare students to enter the workforce. In a competitive job market, individuals will continue to use MOS certification to differentiate themselves, prove their skills, enhance job performance and advance their careers. 
Microsoft Office Specialist (MOS) continues as a globally recognized, standards-based certification program. Individuals’ seeking to validate their knowledge, skills, and abilities relating to the Microsoft Office Application, this credential enables individuals who attain it to tap the full features and functionality of the Microsoft Office system, resulting in high levels of individual performance, confidence, and differentiation.

HOW TO ENROL YOURSELF FOR COMPUTER TRAINING AS A TUT STAFF MEMBER

All applications can be presented on an in-house basis in line with the Personal Development Plan (PDP’s) of TUT staff members for groups between 5-10 people. 

Managers/HOD’s, can also arrange a date & venue that suites their division/department with Linky Motsei for a departmental training.
Terms & conditions: Once your booking for training is confirmed, you will be held liable for costs (delegate fee, catering and/or training material), should you fail to attend or not cancel 48 hours prior to a presentation.
Training can also be customized to the attendees needs, please check the courses OUTLINES to choose the application

The applications are presented by: Linky Motsei and other various presenters outsourced
IN-HOUSE TRAINING SCHEDULE:
Venue: Pretoria campus, Building 4, Room 151 (Thupellong)

Time: 09:00AM – 15:30PM

	COMPUTER TRAINING SCHEDULE FOR JANUARY TO DECEMBER

	DAYS
	PROGRAMMES

	MONDAY
	SERVICE DESK TRAINING

	TUESDAY
	INTERNET AND COMPUTING CORE CERTIFICATE (IC3 ) TRAINING

	WEDNESDAY
	MICROSOFT OFFICE SPECIALIST (MOS) TRAINING

	THURSDAY
	INTRODUCTION TO A PERSONAL COMPUTER TRAINING

	FRIDAY
	VIRTUAL TRAINING (VTC) AND SPACIALISED COURSES


JANUARY 2013
	
	~ January 2013 ~
	

	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat

	
	
	1 


	2 


	3 


	4 


	5 



	6 

	7 

	8 


	9 


	10 


	11 


	12 



	13 

	14 

	15 


	16 


	17 


	18 


	19 



	20 

	21 
IC3 EXAMS
	22 
IC3 EXAMS
	23 
IC3 EXAMS
	24 
IC3 EXAMS
	25 
IC3 EXAMS
	26 


	27 

	28 
PRE- ASSESSMENTS
	29 
PRE- ASSESSMENTS
	30 
PRE- ASSESSMENTS
	31 
PRE- ASSESSMENTS
	Notes:


FEBRUARY 2013
	
	~ February 2013 ~
	

	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat

	
	
	
	
	
	1 

	2 


	3 

	4 
ICT TRAINING
	5 
IC3 MODULE A
	6 
MS WORD 2010: BASIC
	7 
INTRO TO PC
	8 
ARTS CAMPUS TRAINING
	9 


	10 

	11 

	12 
IC3 MODULE B: 

WORD
	13 
MS WORD 2010: INTERMEDIATE
	14 
INTRO TO PC
	15 
ICT TRAINING

SHAREPOINT 2013
	16 


	17 

	18 
ICT TRAINING
	19 
IC3 MODULE B:

EXCEL
	20 
MS EXCEL 2010: BASIC
	21 
INTRO TO PC
	22 

	23 


	24 

	25 

	26 

	27 

	28 

	Notes:


MARCH 2013
	
	~ March 2013 ~
	

	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat

	
	
	
	
	
	1 

	2 


	3 

	4 

	5 
IC3 MODULE B:

POWERPOINT
	6 
MS POWERPOINT 2010: BASIC
	7 
INTRO TO PC
	8 
ARTS CAMPUS TRAINING
	9 


	10 

	11 
ICT TRAINING
	12 
IC3 MODULE C:

INTERNET & OUTLOOK
	13 
MS WORD 2010: ADVANCED
	14 
INTRO TO PC
	15 
ICT TRAINING

SHAREPOINT 2013
	16 


	17 

	18 

	19 
IC3 CERTIPREPS
	20 
MS POWERPOINT 2010: ADVANCED
	21 

	22 

	23 


	24 

	25 
ICT TRAINING
	26 
IC3 EXAMS
	27 
IC3 EXAMS AND

MOS EXAMS
	28 

	29 

	30 


	31 

	Notes:


APRIL 2013
	
	~ April 2013 ~
	

	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat

	
	1 

	2 
POLOKWANE CAMPUS TRAINING
	3 
POLOKWANE CAMPUS TRAINING
	4 
POLOKWANE CAMPUS TRAINING
	5 
POLOKWANE CAMPUS TRAINING
	6 


	7 

	8 
ICT TRAINING
	9 
MS EXCEL 2010: INTERMEDIATE
	10 
MS EXCEL 2010: INTERMEDIATE
	11 
INTRO TO PC
	12 
MS OUTLOOK 2010: BASIC
	13 


	14 

	15 

	16 
WITBANK CAMPUS TRAINING
	17 
WITBANK CAMPUS TRAINING
	18 
WITBANK CAMPUS TRAINING
	19 

	20 


	21 

	22 
MS OUTLOOK 2010: INT - ADVANCED
	23 
MS ACCESS 2010: BASIC
	24 
MS ACCESS 2010: BASIC
	25 
MS EXCEL 2010: ADVANCED
	26 
MS EXCEL 2010: ADVANCED
	27 


	28 

	29 
ICT TRAINING
	30 
EXAMS
	Notes:


CONTACT DETAILS

Individuals, who are interested in attending In-house trainings, can e-mail Linky Motsei,– include your contact details and the application name + date. 

Email: motseimm@tut.ac.za   
Tel: (012) 382 5448

Office No: Building 4, Room 136

Pretoria Main campus

Training Venue: Building 4, Room 151

Pretoria main campus

	INTERNET AND COMPUTING CORE CERTIFICATE

IC3 Module A: Computing Fundamental



Course Description 
This module includes the knowledge and skills required to identify different types of computers, the components of a personal computer (including internal components such as microprocessors) and how these components work together. The module also includes the knowledge and skills relating to computer storage as it applies to hardware components like floppy and hard disks and performance as it applies to processor speed and memory.

COMPUTER HARDWARE
Identify different types of computers, how computers work (process information) and how individual computers fit into larger systems
Identify the function of computer hardware components and common problems associated with individual components
Identify issues relating to computer performance and how it is affected by different components of the computer
Identify the factors that go into a decision on how to purchase a computer or select a computer for work, school, or home

COMPUTER SOFTWARE
Identify how software works and how software and hardware work together to perform computing tasks
Identify different types of software, the tasks for which each type of software is most suited, and the popular programs in each software category

USING AN OPERATING SYSTEM
Identify what an operating system is and how it works
Be able to manipulate and control the Windows desktop, files and disks
Be able to change system settings and install software

__________________________________________________________________________


	IC3 Module B Key Applications


Course Description
This module includes the knowledge and skills required to perform functions common to all Microsoft Windows applications with an emphasis on the common functionality between the two Microsoft Office applications, Microsoft Word and Excel. Elements include the ability to start and exit either the Word or Excel application, modify the display of toolbars and other on-screen elements, use online help, and perform file management, editing, formatting and printing functions common to Word, Excel and most Windows applications.

COMMON PROGRAMME FUNCTIONS
Be able to start and exit a Windows application and utilise sources of online help
Identify common on-screen elements of Windows applications, change application settings, and manage files within an application
Perform common editing (cut, copy, paste, spellcheck, etc.) and formatting (fonts, margins, tabs, etc.) functions
Perform common printing functions

WORD PROCESSING FUNCTIONS
Be able to format text and documents including the ability to use automatic formatting tools
Be able to add tables and graphics to a document

SPREADSHEET FUNCTIONS
Be able to modify worksheet data and structure
Be able to sort data and manipulate data using formulas and functions
Be able to format a worksheet
Be able to add pictures and charts to a worksheet

__________________________________________________________________________


	IC3 Module C: Living online



Course Description 
This module includes the knowledge and skills required to identify common terminology associated with computer networks and the Internet, components and benefits of networked computers, the difference between different types of networks (LAN and WAN), and how computer networks fit into other communications networks (like the telephone network). 

NETWORKS AND THE INTERNET
Identify network fundamentals and the benefits and risks of network computing
Identify the relationship between computer networks, other communications networks (like the telephone network) and the Internet

ELECTRONIC MAIL
Identify how electronic mail works
Identify how to use an electronic mail application
Identify the appropriate use of e-mail and e-mail related "netiquette"

USING THE INTERNET
Identify different types of information sources on the Internet
Be able to use a Web browsing application
Be able to search the Internet for information

THE IMPACT OF COMPUTING AND THE INTERNET ON SOCIETY
Identify how computers are used in different areas of work, school, and home
Identify the risks of using computer hardware and software
Identify how to use the Internet safely and legally
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MICROSOFT WORD 2010 BASIC – ADVANCED
 Ms Word 2010 Basic content
Unit 1: Getting started
Topic A: The Word window
Topic B: New documents
Topic C: Word Help

Unit 2: Navigation and selection techniques
Topic A: Document navigation
Topic B: Selection techniques

Unit 3: Editing text
Topic A: Working with text
Topic B: Using Undo and Redo
Topic C: Cutting, copying, and pasting text

Unit 4: Formatting text
Topic A: Character formatting
Topic B: Tab settings
Topic C: Paragraph formatting
Topic D: Paragraph spacing and indents
Topic E: Automatic formatting

Unit 5: Tables
Topic A: Creating tables
Topic B: Working with table content
Topic C: Changing the table structure

Unit 6: Page layout
Topic A: Headers and footers
Topic B: Margins
Topic C: Page breaks

Unit 7: Proofing and printing documents
Topic A: Checking spelling and grammar
Topic B: Using AutoCorrect
Topic C: Finding and replacing text
Topic D: Printing documents
Topic E: PDF and XPS documents

Unit 8: Graphics
Topic A: Adding graphics and clip art
Topic B: Working with graphics
Ms Word 2010 Intermediate content
Unit 1: Styles and outlines
Topic A: Examining formatting
Topic B: Creating styles
Topic C: Modifying styles
Topic D: Working with outlines

Unit 2: Sections and columns
Topic A: Creating and formatting sections
Topic B: Working with columns

Unit 3: Formatting tables
Topic A: Table formatting basics
Topic B: Borders and shading
Topic C: Table data
Topic D: Table styles

Unit 4: Printing labels and envelopes
Topic A: Labels
Topic B: Envelopes

Unit 5: Templates and building blocks
Topic A: Template basics
Topic B: Building blocks
Topic C: Document properties

Unit 6: Graphics
Topic A: Creating diagrams
Topic B: Using the Drawing tools
Topic C: Formatting text graphically

Unit 7: Managing document revisions
Topic A: Tracking changes 
Topic B: Working with comments

Unit 8: Web features
Topic A: Web pages
Topic B: Hyperlinks




  * MERGEFORMAT 
Error! Bookmark not defined.
-Error! Bookmark not defined.:
Inserting a hyperlink to an HTML file



  * MERGEFORMAT 
Error! Bookmark not defined.
-Error! Bookmark not defined.:
Navigating with hyperlinks



  * MERGEFORMAT 
Error! Bookmark not defined.
-Error! Bookmark not defined.:
Creating a hyperlink to a Word document

Ms Word 2010 Advanced content
Unit 1: Using Mail Merge
Topic A: Form letters
Topic B: Data sources for the recipient list
Topic C: Mailing labels and envelopes

Unit 2: Objects and backgrounds
Topic A: Inserting content from other applications
Topic B: Changing the document background

Unit 3: Using macros
Topic A: Recording and running macros
Topic B: Modifying and deleting macros

Unit 4: Working with forms
Topic A: Creating forms 
Topic B: Protecting forms
Topic C: Sharing and securing documents

Unit 5: Customizing Word
Topic A: Customizing the Ribbon
Topic B: Customizing the Quick Access toolbar 
Topic C: Customizing keyboard shortcuts

Unit 6: Long documents
Topic A: Master documents
Topic B: Tables of contents and figures
Topic C: Indexes, bibliographies, and other references
Topic D: Bookmarks and cross-references
Topic E: Web frames

Unit 7: XML features
Topic A: Working with XML
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MICROSOFT POWERPOINT 2010 BASIC - ADVANCED
Ms PowerPoint 2010 Introduction Training Course content
Unit 1: Getting started

Topic A: The PowerPoint window

Topic B: Getting help
Unit 2: New presentations

Topic A: Creating presentations

Topic B: Saving presentations

Topic C: Rearranging and deleting slides

Topic D: Using slides from other presentations
Unit 3: Formatting slides

Topic A: Formatting text

Topic B: Modifying text

Topic C: Formatting paragraphs
Unit 4: Using drawing objects

Topic A: Adding shapes

Topic B: Modifying objects

Topic C: Using text in objects
Unit 5: Working with graphics

Topic A: WordArt

Topic B: Pictures

Topic C: Clip art
Unit 6: Using tables and charts

Topic A: Tables

Topic B: Charts

Topic C: Diagrams
Unit 7: Modifying presentations

Topic A: Templates and themes

Topic B: Slide masters

Topic C: Transitions and timings

Topic D: Speaker notes

Topic E: Slide shows

Unit 8: Proofing and delivering presentations

Topic A: Proofing presentations

Topic B: Running presentations

Topic C: Printing presentations

Ms PowerPoint 2010 Advanced content
Unit 1: Customizing PowerPoint

Topic A: Application settings

Topic B: The Ribbon

Topic C: Custom themes
Unit 2: Using graphics and multimedia 

Topic A: Clip art

Topic B: Media clips

Topic C: Animations

Topic D: Photo albums
Unit 3: Customizing SmartArt graphics, tables, and charts

Topic A: Customizing SmartArt graphics

Topic B: Customizing tables

Topic C: Working with Chart Tools
Unit 4: Action buttons, custom slide shows, and equations

Topic A: Interactive elements

Topic B: Custom slide shows

Topic C: Equations
Unit 5: Distributing presentations

Topic A: Using comments

Topic B: Finishing a presentation

Topic C: Distributing presentations

Topic D: Broadcasting a slide show online
Unit 6: Integrating Microsoft Office files

Topic A: Building slides from Word outlines

Topic B: Embedding and linking content

Topic C: Working with hyperlinks
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MICROSOFT EXCEL 2010 BASIC - ADVANCED
Ms Excel 2010 Basic content
Unit 1: Getting started
Topic A: Spreadsheet terminology
Topic B: The Excel environment
Topic C: Getting help
Topic D: Navigating a worksheet

Unit 2: Entering and editing data
Topic A: Entering and editing text and values
Topic B: Entering and editing formulas
Topic C: Working with pictures
Topic D: Saving and updating workbooks

Unit 3: Modifying a worksheet
Topic A: Moving and copying data
Topic B: Moving and copying formulas
Topic C: Absolute and relative references
Topic D: Inserting and deleting ranges, rows, and columns

Unit 4: Using functions 
Topic A: Entering functions
Topic B: AutoSum
Topic C: Other common functions

Unit 5: Formatting 
Topic A: Text formatting 
Topic B: Row and column formatting 
Topic C: Number formatting 
Topic D: Conditional formatting
Topic E: Additional formatting options 

Unit 6: Printing
Topic A: Preparing to print
Topic B: Page Setup options
Topic C: Printing worksheets

Unit 7: Charts 
Topic A: Chart basics
Topic B: Formatting charts

Unit 8: Managing large workbooks
Topic A: Viewing large worksheets
Topic B: Printing large worksheets
Topic C: Working with multiple worksheets 

Unit 9: Graphics and screenshots
Topic A: Conditional formatting with graphics
Topic B: SmartArt graphics
Topic C: Screenshots

Ms Excel 2010 Intermediate Content

Unit 1: Using multiple worksheets and workbooks
Topic A: Using multiple workbooks
Topic B: Linking worksheets with 3-D formulas
Topic C: Linking workbooks
Topic D: Managing workbooks

Unit 2: Advanced formatting
Topic A: Using special number formats
Topic B: Using functions to format text
Topic C: Working with styles
Topic D: Working with themes
Topic E: Other advanced formatting

Unit 3: Outlining and subtotals
Topic A: Outlining and consolidating data
Topic B: Creating subtotals

Unit 4: Cell and range names
Topic A: Creating and using names
Topic B: Managing names

Unit 5: Tables
Topic A: Sorting and filtering data
Topic B: Advanced filtering
Topic C: Working with tables

Unit 6: Web and sharing features
Topic A: Saving workbooks as Web pages
Topic B: Using hyperlinks
Topic C: Sharing workbooks

Unit 7: Advanced charting
Topic A: Chart formatting options
Topic B: Combination charts
Topic C: Graphical elements

Unit 8: Documenting and auditing
Topic A: Auditing features
Topic B: Comments in cells and workbooks
Topic C: Protection
Topic D: Workgroup collaboration

Unit 9: Templates and settings
Topic A: Changing application settings
Topic B: Using built-in templates
Topic C: Creating and managing templates

Unit 10: PivotTables and PivotCharts 
Topic A: Working with PivotTables
Topic B: Rearranging PivotTables
Topic C: Formatting PivotTables
Topic D: Using PivotCharts


Ms Excel 2010 Advanced Content

	Unit 1: Logical and statistical functions
Topic A: Logical functions
Topic B: Math and statistical functions

Unit 2: Financial and date functions
Topic A: Financial functions
Topic B: Date and time functions
Topic C: Array formulas
Topic D: Displaying and printing formulas

Unit 3: Lookups and data tables
Topic A: Using lookup functions 
Topic B: Using MATCH and INDEX
Topic C: Creating data tables

Unit 4: Advanced data management
Topic A: Validating cell entries
Topic B: Exploring database functions

Unit 5: Exporting and importing
Topic A: Exporting and importing text files
Topic B: Exporting and importing XML data
Topic C: Getting external data 

Unit 6: Analytical tools
Topic A: Goal Seek and Solver
Topic B: The Analysis ToolPak
Topic C: Scenarios

Unit 7: Macros and custom functions
Topic A: Running and recording a macro
Topic B: Working with VBA code
Topic C: Creating functions


	


	Searching ... 
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MICROSOFT ACCESS 2010 BASIC - ADVANCED
Ms Access 2010: Basic Content

Unit 1: Getting started
Topic A: Database concepts
Topic B: Exploring the Access environment
Topic C: Getting help

Unit 2: Databases and tables
Topic A: Planning and designing databases
Topic B: Exploring tables
Topic C: Creating tables

Unit 3: Fields and records
Topic A: Changing the design of a table
Topic B: Finding and editing records
Topic C: Organizing records

Unit 4: Data entry rules
Topic A: Setting field properties
Topic B: Working with input masks
Topic C: Setting validation rules

Unit 5: Basic queries
Topic A: Creating and using queries
Topic B: Modifying query results and queries
Topic C: Performing operations in queries

Unit 6: Using forms
Topic A: Creating forms
Topic B: Using Design view
Topic C: Sorting and filtering records

Unit 7: Working with reports
Topic A: Creating reports
Topic B: Modifying and printing reports

Ms Access 2010 Intermediate Content
Unit 1: Relational databases
Topic A: Database normalization
Topic B: Table relationships
Topic C: Referential integrity

Unit 2: Related tables
Topic A: Creating lookup fields
Topic B: Modifying lookup fields
Topic C: Subdatasheets

Unit 3: Complex queries
Topic A: Joining tables in queries
Topic B: Using calculated fields
Topic C: Summarizing and grouping values

Unit 4: Advanced form design
Topic A: Adding unbound controls
Topic B: Graphics
Topic C: Adding calculated values
Topic D: Adding combo boxes
Topic E: Advanced form types

Unit 5: Reports and printing
Topic A: Customized headers and footers
Topic B: Calculated values
Topic C: Printing
Topic D: Labels

Unit 6: Charts
Topic A: Charts in forms
Topic B: Charts in reports

Unit 7: PivotTables and PivotCharts
Topic A: PivotTables
Topic B: Modifying PivotTables
Topic C: PivotCharts
Topic D: PivotTable forms

Ms Access 2010 Advanced Content

Unit 1: Querying with SQL
Topic A: SQL and Access
Topic B: Writing SQL statements
Topic C: Attaching SQL queries to controls

Unit 2: Advanced queries
Topic A: Creating crosstab queries
Topic B: Creating parameter queries
Topic C: Using action queries

Unit 3: Macros
Topic A: Creating, running, and modifying macros
Topic B: Attaching macros to the events of database objects

Unit 4: Advanced macros
Topic A: Creating macros to provide user interaction
Topic B: Creating macros that require user input
Topic C: Creating AutoKeys and AutoExec macros
Topic D: Creating macros for data transfer

Unit 5: Importing, exporting, and linking objects
Topic A: Importing objects
Topic B: Exporting objects
Topic C: Working with XML documents
Topic D: Linking Access objects
Topic E: Using hyperlink fields

Unit 6: Database management
Topic A: Optimizing resources
Topic B: Protecting databases
Topic C: Setting options and properties
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MICROSOFT OUTLOOK 2010: BASIC - ADVANCED
Ms Outlook 2010: Basic Content
Unit 1: Getting started
Topic A: The program window
Topic B: Outlook Today
Topic C: Getting help

Unit 2: E-mail
Topic A: Reading messages
Topic B: Creating and sending messages
Topic C: Working with messages
Topic D: Handling attachments

Unit 3: E-mail management
Topic A: Setting message options
Topic B: Managing junk e-mail
Topic C: Using Search folders
Topic D: Printing messages and attachments

Unit 4: Contacts
Topic A: Working with contacts
Topic B: Using contact groups
Topic C: Using the People Pane

Unit 5: Tasks
Topic A: Working with tasks
Topic B: Managing tasks

Unit 6: Appointments and events
Topic A: Creating and sending appointments
Topic B: Modifying appointments
Topic C: Working with events
Topic D: Using Calendar views

Unit 7: Meeting requests and responses
Topic A: Scheduling meetings
Topic B: Managing meetings

Ms Outlook 2010: Intermediate Content
Unit 1: Customizing Outlook
Topic A: The Outlook environment
Topic B: General options 
Topic C: Language and keyboard options
Topic D: Quick Steps
Topic E: The Navigation pane

Unit 2: Working with contacts
Topic A: Address books
Topic B: Contact groups

Unit 3: Customizing messages
Topic A: Message appearance
Topic B: Signatures
Topic C: Voting buttons
Topic D: Out-of-office messages

Unit 4: Organizing items
Topic A: Folders
Topic B: Searching
Topic C: Filters
Topic D: Categories

Unit 5: Organizing Mail
Topic A: Organizing the Inbox folder
Topic B: Setting rules

Ms Outlook 2010: Advanced Content
Unit 1: Collaboration
Topic A: Connecting with colleagues via Outlook Social Connectors
Topic B: Staying informed with RSS 

Unit 2: Mailbox management
Topic A: Managing your mailbox
Topic B: Archiving your mail

Unit 3: The Notes and Journal folders
Topic A: Recording information with notes
Topic B: Tracking activities with the Journal

Unit 4: Calendars and contacts
Topic A: Managing your calendar 
Topic B: Managing contacts

Unit 5: Mail merges and templates 
Topic A: Performing mail merges
Topic B: Working with templates

 
MICROSOFT PROJECT 2010: BASIC - ADVANCED
Ms Project 2010: Basic Content
Unit 1: Getting started 
Topic A: Project management concepts
Topic B: The Project window
Topic C: Project files
Topic D: The Help window

Unit 2: Tasks 
Topic A: Creating a task list
Topic B: Modifying a task list
Topic C: The Work Breakdown Structure

Unit 3: Task scheduling 
Topic A: Task links
Topic B: Task relationships
Topic C: Task options

Unit 4: Resource management 
Topic A: The base calendar
Topic B: Resources and calendars
Topic C: Project costs

Unit 5: Views and tables 
Topic A: Working with views
Topic B: Working with tables

Unit 6: Filters, groups, and sorting 
Topic A: Filters
Topic B: Groups
Topic C: Sorting tasks and resources

Unit 7: Finalizing the task plan 
Topic A: Finalizing schedules
Topic B: Handling resource conflicts

Ms Project 2010: Advanced Content
Unit 1: Using templates and importing data
Topic A: Working with templates
Topic B: Creating projects from other programs

Unit 2: Managing a project
Topic A: Setting baselines
Topic B: Updating an active project
Topic C: Monitoring progress

Unit 3: Analyzing and adjusting the plan
Topic A: Analyzing the plan
Topic B: Delays and conflicts
Topic C: Team Planner view 

Unit 4: Working with reports
Topic A: Standard reports
Topic B: Visual reports

Unit 5: Customizing Project 
Topic A: Custom views
Topic B: Macros
Topic C: Gantt chart formatting 
Topic D: Custom fields

Unit 6: Managing multiple projects
Topic A: Consolidating and sharing projects
Topic B: Sharing resources among projects

Unit 7: Exchanging project information
Topic A: Collaboration
Topic B: Hyperlinks
Topic C: Exporting to Office applications

MICROSOFT PUBLISHER 2010: BASIC - ADVANCED
Ms Publisher 2010: Basic Content
Unit 1: Getting started
Topic A: The Publisher interface
Topic B: Navigation and selection techniques
Topic C: Publisher Help

Unit 2: Basic publications
Topic A: Publication basics
Topic B: Object positioning

Unit 3: Multi-page publications
Topic A: Multi-page layouts
Topic B: Master pages

Unit 4: Working with text
Topic A: Text box linking
Topic B: Paragraph formatting

Unit 5: Tables
Topic A: Table basics
Topic B: Table structure
Topic C: Table formatting

Unit 6: Layout and design techniques
Topic A: Text boxes
Topic B: Graphics adjustments
Topic C: Stacking and grouping objects

Unit 7: Finalizing publications
Topic A: Publication output
Topic B: Print preparation

Ms Publisher 2010: Advanced Content
Unit 1: Basic design options
Topic A: Publication setup
Topic B: Custom colors
Topic C: Building blocks
Topic D: The Graphics Manager pane

Unit 2: Typography
Topic A: Styles and font schemes
Topic B: Graphics in typography
Topic C: Precise spacing control
Topic D: Symbols and special characters

Unit 3: Long publications
Topic A: Sections
Topic B: Bookmarks

Unit 4: Mail merge and catalog merge
Topic A: Form letters
Topic B: Data sources for the recipient list
Topic C: Catalog merge

Unit 5: Interactive forms
Topic A: Editing Web forms
Topic B: Modifying form properties

Unit 6: Web site publishing
Topic A: Adding elements to a Web site
Topic B: Finalizing and publishing a site

Unit 7: Customizing Publisher
Topic A: Customizing the Ribbon
Topic B: Customizing the Quick Access toolbar

MICROSOFT SHAREPOINT 2010: BASIC - ADVANCED
Ms SharePoint 2010: Basic Content
Unit 1: Getting started
Topic A: SharePoint Foundation sites

Unit 2: Lists
Topic A: Announcements
Topic B: Events
Topic C: Link lists
Topic D: Task lists
Topic E: Contacts
Topic F: Deleting list items

Unit 3: Libraries
Topic A: Document libraries
Topic B: Picture libraries
Topic C: Wiki pages
Topic D: Asset libraries
Topic E: Form libraries

Unit 4: Team communication
Topic A: Discussion boards
Topic B: Surveys
Topic C: Blog pages

Unit 5: Views
Topic A: Page views
Topic B: Personal views

Unit 6: Account information and notifications
Topic A: Personal and regional settings
Topic B: Alerts
Topic C: RSS feeds

Ms SharePoint 2010: Advanced Content
Unit 1: Adding components
Topic A: SharePoint libraries
Topic B: SharePoint lists
Topic C: SharePoint pages

Unit 2: Changing the look and feel
Topic A: Navigation
Topic B: Site themes

Unit 3: Customizing a site
Topic A: Changing site components
Topic B: Managing item controls
Topic C: Editing pages

Unit 4: Controlling information display
Topic A: Public views
Topic B: RSS feed settings

Unit 5: Creating workflows
Topic A: Workflows

Unit 6: Adding to site galleries
Topic A: Site galleries


MICROSOFT VISIO 2010: BASIC - ADVANCED
Ms Visio 2010: Basic Content
Unit 1: Getting started
Topic A: The Visio 2010 interface
Topic B: Windows, stencils, and objects

Unit 2: Drawing tools
Topic A: Basic shapes and lines
Topic B: Compound lines
Topic C: Editing objects

Unit 3: Basic diagrams
Topic A: Planning a diagram
Topic B: Creating a basic diagram
Topic C: Working with text 
Topic D: Organization charts

Unit 4: Formatting drawings
Topic A: Formatting text
Topic B: Formatting shapes and lines

Unit 5: Working with pages
Topic A: File and print properties
Topic B: Working with background pages
Topic C: Working with links

Unit 6: Network and brainstorming diagrams
Topic A: Network diagrams
Topic B: Rack diagrams
Topic C: Brainstorming diagrams

Unit 7: Customization and reporting
Topic A: Layout and connection techniques
Topic B: Shape properties
Topic C: Reporting

Ms Visio 2010: Advanced Content
Unit 1: Creating technical layouts
Topic A: Layers
Topic B: Drawing scales
Topic C: Displaying shape dimensions

Unit 2: Custom themes and templates
Topic A: Custom themes
Topic B: Custom templates

Unit 3: Custom shapes and stencils
Topic A: Special drawing operations
Topic B: Shape behaviors 
Topic C: Custom stencils

Unit 4: Business diagrams and Web site mapping
Topic A: Block, tree, and onion diagrams
Topic B: Flowcharts
Topic C: Organization charts
Topic D: Project management diagrams
Topic E: Web site maps

Unit 5: Integrating Visio with other programs
Topic A: Integration with Microsoft Word
Topic B: Integration with PowerPoint
Topic C: Integration with Microsoft Outlook
Topic D: Working with Web-enabling features

Unit 6: Software and database diagrams
Topic A: Documenting software systems
Topic B: Database model diagrams

INTRODUCTION TO PERSONAL COMPUTER
Intro to PC

	Unit 1: Computer basics 
Topic A: Computer components
Topic B: What makes computers work

Unit 2: Managing computer contents
Topic A: Storing items on your computer
Topic B: Working with folders 
Topic C: Working with files

Unit 3: Searching for content and using Help 
Topic A: Searching for data on your computer
Topic B: Windows Help and Support 

Unit 4: Customizing Windows 
Topic A: Shortcuts
Topic B: Gadgets
Topic C: System settings

Unit 5: Using the Internet 
Topic A: Browsing the Web
Topic B: Customizing Internet Explorer
Topic C: Social networking 

Unit 6: Security and maintenance 
Topic A: Basic security
Topic B: Routine maintenance


	


	Searching ... 


TUT ICT SERVICES - SERVICE INFO
ICT Services Content

· Microsoft Windows remote assistance

· Microsoft Outlook Web App

· Outlook 2010 - How to delegate access on a mailbox

· Archive settings on Outlook

· How to set up email on an iPhone

· How to set up email on your Android phone
· Saving on Network drive (U-drive)

· APN internal modem settings rev.2

· Configure APN for 8ta v2

· TUT SSL VPN connection guide

· Troubleshooting 101
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