BRADLEY FOUNDATION

REQUEST OF CUSTOMIZED TRAINING
OUTLOOK
Just the basics, plus: 

Searches, sorting, views, organizing shortcuts

Adding to address book

Junk folder

Using contacts (creating, groups, use of, importing from email)

WORD I

Open, close, print documents

Remove automatic line spacing when starting a new document

Change & set margins, tabs, page orientation, line spacing, indents, center on page, align
Create envelopes and labels

Headers and footers

Using page numbers

WORD II
Set up merge templates, data files, and perform merge

Alpha sort and renumber lists

Set up and edit a table
Using columns

Use page borders

EXCEL 
Briefly go through page set up, including colors and fonts, paragraph styles

Inserting and deleting columns, rows

Headers, footers, page numbering

Fast formatting, copying styles

Sort, filter, link, refresh data

Lotus to Excel transfers

Group and ungroup

Protect; share

Data tools section

More detail on using formulas and what if’s

Macros

Pivot tables

Charts and graphs

Database type spreadsheets

POWERPOINT
Overview of basics and general capabilities

ACCESS
Overview of basics and general capabilities
