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	Course Title
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	DESKTOP COMPUTER SKILLS
	

	
	Microsoft Office XP
	

	
	
	Advanced Database Design in Access 2002
	116022_ENG

	
	
	Advanced Database Features in Access 2002
	116051_ENG

	
	
	Microsoft Office XP: Advanced Excel 2002
	

	
	
	Advanced Data Management in Excel 2002
	114461_ENG

	
	
	Advanced Data Manipulation and Analysis in Excel 2002
	114635_ENG

	
	
	Microsoft Office XP: Advanced FrontPage 2002
	

	
	
	Building and Modifying Web Sites in FrontPage 2002
	115955_ENG

	
	
	Enhancing and Publishing Web Sites in FrontPage 2002
	115977_ENG

	
	
	Microsoft Office XP: Advanced Outlook 2002
	

	
	
	Managing Outlook 2002
	114389_ENG

	
	
	Microsoft Office XP: Advanced PowerPoint 2002
	

	
	
	Customizing, Running, and Broadcasting PowerPoint 2002 Presentations
	116195_ENG

	
	
	PowerPoint 2002 Customization and Office XP Integration
	116211_ENG

	
	
	Microsoft Office XP: Advanced Word 2002
	

	
	
	Advanced Formatting and Navigation in Word 2002
	114968_ENG

	
	
	Advanced Document Features in Word 2002
	114983_ENG

	
	
	Collaborative Features in Word 2002
	115008_ENG

	
	
	Microsoft Office XP: Beginning FrontPage 2002
	

	
	
	FrontPage 2002 Basics
	114938_ENG

	
	
	Enhancing and Managing Web Sites with FrontPage 2002
	114955_ENG

	
	
	Microsoft Office XP: Beginning Outlook 2002
	

	
	
	Introducing Outlook 2002
	115146_ENG

	
	
	Microsoft Office XP: Beginning PowerPoint 2002
	

	
	
	Creating Presentations using PowerPoint 2002
	115027_ENG

	
	
	Microsoft Office XP: Beginning Word 2002
	

	
	
	Creating Documents in Word 2002
	114325_ENG

	
	
	Working with Documents in Word 2002
	114346_ENG

	
	
	Microsoft Office XP: Common Features Across Office Applications
	

	
	
	Common Features in Microsoft Office XP
	115172_ENG

	
	
	Microsoft Office XP: New Features for Advanced Users
	

	
	
	Office XP for the Advanced User
	116275_ENG

	
	
	Microsoft Office XP: Beginning Visio 2002
	

	
	
	Creating Diagrams in Visio 2002
	117077_ENG

	
	
	Working with Diagrams in Visio 2002
	117090_ENG

	
	
	Microsoft Office XP: New Office-wide Features
	

	
	
	New Features Review of Microsoft Office XP
	116084_ENG

	
	
	Microsoft Office XP: New Features for End-Users
	

	
	
	New and Enhanced Features for End-Users in Office XP
	116224_ENG

	
	
	Microsoft Office XP: Beginning Access 2002
	

	
	
	Introduction to Access 2002
	117147_ENG

	
	
	Intermediate Access 2002
	117172_ENG

	
	
	Microsoft Office XP: Beginning Excel 2002
	

	
	
	Basic Features of Excel 2002
	115096_ENG

	
	
	Optimizing Excel 2002
	115117_ENG

	
	Microsoft Windows XP for End Users
	

	
	
	Microsoft Windows XP: Getting Started
	

	
	
	Introducing Windows XP
	112615_ENG

	
	
	Microsoft Windows XP - New Features
	

	
	
	Windows XP: Fundamentals
	112553_ENG

	
	
	Windows XP: Advanced
	112554_ENG

	
	
	Microsoft Windows XP for Beginners
	

	
	
	Getting Started with Microsoft Windows XP
	112949_ENG

	
	
	Up and Running with Microsoft Windows XP
	112954_ENG

	
	Microsoft Office 2003
	

	
	
	Microsoft Office 2003: New Features
	

	
	
	Microsoft Office 2003: New Features for End Users
	117529_ENG

	
	
	Microsoft Office 2003: New Features for Outlook Users
	126060_ENG

	
	
	Microsoft Office 2003: New Applications
	117531_ENG

	
	
	Microsoft Office 2003: New Features for Advanced Users
	117530_ENG

	
	
	Microsoft Office 2003: Beginning Word
	

	
	
	Getting Started with Word 2003
	112997_ENG

	
	
	Working with text and paragraphs in Word 2003
	124981_ENG

	
	
	Structuring, editing, saving, and opening documents in Word 2003
	123383_ENG

	
	
	Printing, Help, and Automated Formatting in Word 2003
	116299_ENG

	
	
	Working with Documents in Word 2003
	112998_ENG

	
	
	Working with Tables and Media Features in Word 2003
	116894_ENG

	
	
	Microsoft Office 2003: Advanced Word
	

	
	
	Advanced Formatting in Word 2003
	113095_ENG

	
	
	Advanced Document Navigation in Word 2003
	126778_ENG

	
	
	Advanced Data Manipulation Features in Word 2003
	113114_ENG

	
	
	Using Tables, Charts, and Graphs in Word 2003
	126789_ENG

	
	
	Advanced Document Features in Word 2003
	121072_ENG

	
	
	Collaborative Features in Word 2003
	113139_ENG

	
	
	Microsoft Office 2003: Beginning Excel
	

	
	
	Basic Features of Excel 2003
	113187_ENG

	
	
	Printing and Collaborating in Excel 2003
	122518_ENG

	
	
	Excel 2003 Formulas and Functions
	113221_ENG

	
	
	Formatting Data in Excel 2003
	119827_ENG

	
	
	Excel 2003 Chart and Multimedia Features
	119828_ENG

	
	
	Microsoft Office 2003: Advanced Excel
	

	
	
	Advanced Customization in Excel 2003
	119829_ENG

	
	
	Advanced formatting in Excel 2003
	125656_ENG

	
	
	Advanced Data Management in Excel 2003
	113262_ENG

	
	
	Advanced Data Analysis in Excel 2003
	113309_ENG

	
	
	Advanced Validation and Collaboration in Excel 2003
	121344_ENG

	
	
	Advanced Data Exchange in Excel 2003
	119748_ENG

	
	
	Microsoft Office 2003: Advanced PowerPoint
	

	
	
	Customizing PowerPoint 2003 Presentations
	121956_ENG

	
	
	Preparing PowerPoint 2003 Presentations for Effective Delivery
	125830_ENG

	
	
	Running, Broadcasting, and Reviewing PowerPoint 2003 Presentations
	124997_ENG

	
	
	Settings, Customization, and Office 2003 Integration with PowerPoint 2003
	121957_ENG

	
	
	Microsoft Office 2003: Beginning Access
	

	
	
	Getting Started with Access 2003
	125937_ENG

	
	
	Basic Access 2003 Tables
	125947_ENG

	
	
	Basic Access 2003 Forms
	125956_ENG

	
	
	Using Queries and Reports in Access 2003
	125964_ENG

	
	
	Personalizing and Maintaining Access 2003
	125984_ENG

	
	
	Microsoft Office 2003: Advanced Access
	

	
	
	Enhancing Tables, Forms, and Reports in Access 2003
	126934_ENG

	
	
	Advanced Querying in Access 2003
	126944_ENG

	
	
	Working with Data and Presentation in Access 2003
	126950_ENG

	
	
	Access 2003 and the Web
	126959_ENG

	
	
	Access 2003 Programmability
	126965_ENG

	
	
	Database Administration in Access 2003
	126973_ENG

	
	
	Microsoft Office 2003: Beginning Outlook
	

	
	
	Sending and Receiving Messages in Outlook 2003
	113430_ENG

	
	
	Formatting and Managing Messages in Outlook 2003
	128879_ENG

	
	
	Scheduling events, Appointments, and meetings in Outlook 2003
	128880_ENG

	
	
	Using Task Lists, Contact Lists, and Notes in Outlook 2003
	128881_ENG

	
	
	Microsoft Office 2003: Advanced Outlook
	

	
	
	Customizing E-mail, Views, Navigation, and E-mail Accounts in Outlook 2003
	131326_ENG

	
	
	Tracking, Categorizing, Searching, and Printing in Outlook 2003
	131341_ENG

	
	
	Configuring Rules, Alerts, and Junk Mail Settings in Outlook 2003
	113469_ENG

	
	
	Sharing Folders, Schedules, and Contacts and Using SharePoint Data in Outlook 2003
	129976_ENG

	
	
	Microsoft Office 2003: Outlook for the Power User
	

	
	
	Data Security in Outlook 2003
	132613_ENG

	
	
	Archiving and Storing Data, and Using IRM in Outlook 2003
	206606_ENG

	
	
	Working in Outlook 2003 from Multiple Locations
	132614_ENG

	
	
	Newsreaders, Online Meetings, Instant Messaging, and Faxing Information in Outlook 2003
	132615_ENG

	
	
	Customizing Toolbars and Commands and Creating Forms in Outlook 2003
	132616_ENG

	
	
	Outlook 2003 and Business Contact Manager
	132617_ENG

	
	
	Microsoft Office 2003: Getting Started
	

	
	
	Introduction to Microsoft Office 2003
	121587_ENG

	
	
	Formatting and printing files in Office 2003
	121643_ENG

	
	
	Microsoft Office 2003: Beginning Project Professional
	

	
	
	Creating and Defining a Project
	132490_ENG

	
	
	Specifying and Assigning Resources
	132510_ENG

	
	
	Tracking and Reporting Progress
	132504_ENG

	
	
	Microsoft Office 2003: Visio for Beginners
	

	
	
	Creating Diagrams with Visio 2003
	132531_ENG

	
	
	Developing Diagrams with Visio 2003
	132532_ENG

	
	
	Visio 2003 and Other Programs
	132533_ENG

	
	
	Microsoft Office 2003: Advanced Project Professional
	

	
	
	Advanced Customization
	132661_ENG

	
	
	Sharing Project Data and Working with Macros
	132659_ENG

	
	
	Organizing and Managing Project Information
	205433_ENG

	
	
	Working Collaboratively
	201354_ENG

	
	
	Enterprise Project Management
	201357_ENG

	
	
	Advanced Analysis of your Project
	206372_ENG

	
	
	Microsoft Office 2003: Beginning FrontPage
	

	
	
	Getting Started with FrontPage 2003
	121449_ENG

	
	
	Working with graphics, hyperlinks and tables in FrontPage 2003
	131714_ENG

	
	
	Working with Web Sites in FrontPage 2003
	122475_ENG

	
	
	Organizing Content Using Templates and Frames in FrontPage 2003
	122481_ENG

	
	
	Structuring and Publishing Web Sites in FrontPage 2003
	122092_ENG

	
	
	Microsoft Office 2003: Advanced FrontPage
	

	
	
	Working with Code in FrontPage 2003
	122120_ENG

	
	
	Importing and Working with Data in FrontPage 2003
	121653_ENG

	
	
	Enhancing Web Sites with Advanced FrontPage 2003 Features
	122099_ENG

	
	
	Administering Web Sites in FrontPage 2003
	122100_ENG

	
	
	Using Windows SharePoint Services and FrontPage 2003
	131456_ENG

	
	
	Microsoft Office 2003: Publisher
	

	
	
	Getting Started with Publisher 2003
	204924_ENG

	
	
	Working with Text Boxes, Text, and Tables in Publisher 2003
	207503_ENG

	
	
	Printing and Working with Graphics and Objects in Publisher 2003
	204925_ENG

	
	
	Working with E-mail and Web Sites in Publisher 2003
	204927_ENG

	
	
	Working with Mail and Catalog Merges in Publisher 2003
	207309_ENG

	
	
	Advanced Design Techniques and Printing with Publisher 2003
	204928_ENG

	
	
	Microsoft Office 2003: Beginning PowerPoint
	

	
	
	Creating Basic Presentations using PowerPoint 2003
	121838_ENG

	
	
	Slide Layout and Design in PowerPoint 2003
	123164_ENG

	
	
	Using Visuals in PowerPoint 2003 Presentations
	125933_ENG

	
	
	Finalizing PowerPoint 2003 presentations
	123167_ENG

	
	Microsoft Windows 2000 Professional for End Users
	

	
	
	Microsoft Windows 2000 Professional for End Users
	

	
	
	Microsoft Windows 2000 Professional: Getting Started (Classic)
	MW212SE

	
	
	Microsoft Windows 2000 Professional: Up and Running (Classic)
	MW213SE

	
	Microsoft Project 2002 (audio)
	

	
	
	Microsoft Project 2002: Beginners
	

	
	
	Getting Started with Project 2002
	117545_ENG

	
	
	Up and Running with Project 2002
	117554_ENG

	
	
	Tracking and Reporting with Project 2002
	117565_ENG

	
	
	Microsoft Project 2002: Advanced
	

	
	
	Data Sources, Templates, and Customization in Project 2002
	117348_ENG

	
	
	Workgroup, Collaboration, and Advanced Reporting Options in Project 2002
	117361_ENG

	
	Microsoft Office 2000
	

	
	
	Microsoft Office 2000: New Features
	

	
	
	Microsoft Office 2000 - New Features for Users
	110856_ENG

	
	
	Microsoft Office 2000 - New Features for Power Users
	110857_ENG

	
	
	Microsoft Office 2000: Beginning Word 2000
	

	
	
	Microsoft Office 2000 - Beginning Word
	110946_ENG

	
	
	Microsoft Office 2000 - Intermediate Word
	110947_ENG

	
	
	Microsoft Office 2000: Deployment and Administration
	

	
	
	Microsoft Office 2000 - Deployment and Administration
	110906_ENG

	
	
	Microsoft Office 2000: Advanced Word 2000
	

	
	
	Microsoft Office 2000 - Advanced Word
	111009_ENG

	
	
	Microsoft Office 2000 - Word for Power Users
	111010_ENG

	
	
	Microsoft Office 2000: Advanced Excel 2000
	

	
	
	Microsoft Office 2000 - Advanced Excel
	111238_ENG

	
	
	Microsoft Office 2000 - Excel for Power Users
	111287_ENG

	
	
	Microsoft Office 2000: Beginning Excel 2000
	

	
	
	Microsoft Office 2000 - Beginning Excel
	111080_ENG

	
	
	Microsoft Office 2000 - Intermediate Excel
	111081_ENG

	
	
	Microsoft Office 2000: Beginning Project 2000
	

	
	
	Microsoft Office 2000 - Beginning Project
	112243_ENG

	
	
	Microsoft Office 2000 - Intermediate Project 2000
	112268_ENG

	
	
	Microsoft Office 2000: Advanced Project 2000
	

	
	
	Office 2000 - Advanced Project
	112366_ENG

	
	
	Microsoft Office 2000: Access 2000
	

	
	
	Microsoft Office 2000 - Beginning Access
	111352_ENG

	
	
	Microsoft Office 2000 - Intermediate Access
	111353_ENG

	
	
	Microsoft Office 2000 - Advanced Access
	111354_ENG

	
	
	Microsoft Office 2000: PowerPoint 2000
	

	
	
	Microsoft Office 2000 - Beginning PowerPoint 2000
	111348_ENG

	
	
	Microsoft Office 2000 - Advanced PowerPoint 2000
	111408_ENG

	
	
	Microsoft Office 2000: Outlook 2000
	

	
	
	Microsoft Office 2000 - Beginning Outlook
	112000_ENG

	
	
	Microsoft Office 2000 - Advanced Outlook
	112030_ENG

	
	
	Microsoft Office 2000: FrontPage 2000
	

	
	
	Microsoft Office 2000 -  Beginning FrontPage
	112290_ENG

	
	
	Microsoft Office 2000 - Advanced FrontPage
	112291_ENG

	
	Microsoft Visio 2000
	

	
	
	Microsoft Visio 2000: Getting Started
	

	
	
	Getting Started with Visio 2000
	31684_ENG

	
	
	Microsoft Visio 2000: Up and Running
	

	
	
	Up and Running with Visio 2000
	31687_ENG

	
	ECDL- European Computer Driving License/ICDL - International Computer Driving License
	

	
	
	ECDL/ICDL 3
	

	
	
	Basic Concepts of Information Technology
	116304_ENG

	
	
	Using the Computer and Managing Files
	116322_ENG

	
	
	Word Processing in Microsoft Word 2002
	116343_ENG

	
	
	Spreadsheets in Microsoft Excel 2002
	116397_ENG

	
	
	Database in Microsoft Access 2002
	116929_ENG

	
	
	Presentation in Microsoft PowerPoint 2002
	116965_ENG

	
	
	Information and Communication
	117011_ENG

	
	
	ECDL/ICDL4 Module 1: Concepts of Information Technology (IT)
	

	
	
	ECDL/ICDL 4 Module 1: Concepts of Information Technology (IT) - Computers and IT
	208386_ENG

	
	
	ECDL/ICDL 4 Module 1: Concepts of Information Technology (IT) - IT in Daily Life
	208426_ENG

	
	
	
	

	
	Lotus Notes 6
	

	
	
	Lotus Notes 6: End User
	

	
	
	Lotus Notes 6 End User: Using Notes and Notes Mail
	99908_ENG

	
	
	Lotus Notes 6 End User: Using the Calendar and To Do List Features and TeamRoom Collaboration
	110772_ENG

	
	
	Lotus Notes 6 End User: Personalizing Notes 6 Features
	112937_ENG

	
	
	Lotus Notes 6 End User: Using Notes 6 Mail Remotely
	106926_ENG

	
	
	Lotus Notes 6 End User: iNotes
	107783_ENG

	
	Microsoft Internet Explorer 5.5
	

	
	
	Internet Explorer 5.5: Getting Started
	

	
	
	Getting Started with Internet Explorer 5.5
	31706_ENG

	
	NetScape 6.2
	

	
	
	Netscape 6.2: Getting Started
	

	
	
	Introduction to Netscape 6.2
	73948_ENG

	
	NetScape 6
	

	
	
	Netscape 6 - Getting Started
	

	
	
	Introduction to Netscape 6
	31509_ENG

	
	PDAs
	

	
	
	Palm OS
	

	
	
	Getting Started with a Palm Handheld Device
	73269_ENG

	
	
	Pocket PC 2002
	

	
	
	Getting Started with Pocket PC 2002
	71695_ENG

	
	Adobe Acrobat 5
	

	
	
	Adobe Acrobat 5.0: Getting Started
	

	
	
	Getting Started with Adobe Acrobat 5.0
	35669_ENG

	
	
	Adobe Acrobat 5.0: Up and Running
	

	
	
	Up and Running with Adobe Acrobat 5.0
	35672_ENG

	
	Seagate Crystal Reports
	

	
	
	Crystal Reports 8.5: Report Writing Basics
	

	
	
	Creating Reports with Crystal Reports
	67356_ENG

	
	
	Crystal Reports 10: Report Writing Basics
	

	
	
	Introduction to Reporting with Crystal Reports 10
	203973_ENG

	
	
	Creating Basic Reports with Crystal Reports 10
	203992_ENG

	
	
	Manipulating Report Data with Crystal Reports 10
	204489_ENG

	
	
	Presenting and Distributing Reports with Crystal Reports 10
	204490_ENG

	
	Home and Personal
	

	
	
	Digital Photography
	

	
	
	Using a Digital Camera
	59476_ENG

	
	
	MGI VideoWave 5: Digital Video Editing
	

	
	
	Features and Uses of VideoWave 5
	73318_ENG

	
	
	Hewlett-Packard Digital Photography
	

	
	
	Digital Photography from HP
	71952_ENG

	
	
	Microsoft Internet Explorer 6
	

	
	
	Fundamentals of Internet Explorer 6
	63364_ENG

	
	
	Moving on with Internet Explorer 6
	63365_ENG

	
	
	Intuit Quicken 2003 Deluxe
	

	
	
	Managing Personal Finances with Quicken 2003 Deluxe
	99993_ENG

	
	
	Jasc Paint Shop Pro 7: Getting Started
	

	
	
	Getting Started with Paint Shop Pro 7
	33871_ENG

	
	
	Jasc Paint Shop Pro 7: Up and Running
	

	
	
	Up and Running with Paint Shop Pro 7
	33877_ENG

	
	
	Microsoft Money 2003 Deluxe
	

	
	
	Managing Personal Finance with Money 2003
	84809_ENG

	
	
	Microsoft Works 2002: Introducing Works 6.0
	

	
	
	Microsoft Works 6.0 Tasks and Programs
	66774_ENG

	
	
	Microsoft Works 2002: The Database
	

	
	
	Using Works 2002 Databases
	66449_ENG

	
	
	Microsoft Works 2002: The Spreadsheet
	

	
	
	Using the Works 2002 Spreadsheet
	63467_ENG

	
	
	Microsoft Works 2002: Word 2002
	

	
	
	Using Word 2002
	65976_ENG

	
	
	Microsoft Works 6.0: Introducing Works
	

	
	
	Getting Started with Works 6.0
	31484_ENG

	
	
	Home Networking with Microsoft Windows XP
	

	
	
	Home Networking with Microsoft Windows XP
	66335_ENG

	
	
	Roxio Easy CD Creator 5
	

	
	
	Getting Started with Roxio Easy CD Creator
	39612_ENG

	
	Mentoring Assets
	

	
	
	Mentoring Assets
	

	
	
	Mentoring ECDL/ICDL European and International Computer Driving Licence (version 3.0)
	mntecdlv3

	
	
	Mentoring Word 2000
	mntwd2000c

	
	
	Mentoring Excel 2000
	mntex2000c

	
	
	Mentoring Access 2000
	mntac2000c

	
	
	Mentoring Outlook 2000
	mntol2000c

	
	
	Mentoring PowerPoint 2000
	mntpp2000c

	
	
	Mentoring Excel 2000 Expert
	mntex2000e

	
	
	Mentoring Word 2000 Expert
	mntwd2000e

	
	
	Mentoring Word 2002
	mntwd2002c

	
	
	Mentoring Excel 2002
	mntex2002c

	
	
	Mentoring Access 2002
	mntac2002c

	
	
	Mentoring Outlook 2002
	mntol2002c

	
	
	Mentoring PowerPoint 2002
	mntpp2002c

	
	
	Mentoring Word 2002 Expert
	mntwd2002e

	
	
	Mentoring Excel 2002 Expert
	mntex2002e

	
	
	Mentoring Word 2003
	mntwd2003c

	
	
	Mentoring Microsoft Project 2000 Core
	mntpr2000c

	
	
	Mentoring Microsoft Project 2002 Comprehensive
	mntpr2002c

	
	
	Mentoring Word 2003 Expert
	mntwd2003e

	
	
	Mentoring Excel 2003 Expert
	mntex2003e

	
	
	Mentoring Excel 2003
	mntex2003c

	
	
	Mentoring Access 2003
	mntac2003c

	
	
	Mentoring European and International Computer Driving Licence (ECDL/ICDL v4.0)
	mntecdlv4

	
	
	Mentoring PowerPoint 2003
	mntpp2003c

	

	
	e-Learning Foundations

	
	e-Learning
	ABC0111
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