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Get on with IT!

(Intro to computers with English or Maths Skills)

Do you want to learn more about using a computer for
word processing and spreadsheets?
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-

Get On with Word the chance to gain a
National Certificate in

Word processing skills using Microsoft Word, including: Maths or English as well as

*Saving & opening decuments Iearnmg to use a
: *Page layout - bullet points and numbering etc computer.
" *Formatting- bold, font size, spacing ete
b *Moving text - - - - - - - - -~ -
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B Skills for spreadsheets using Microsoft Excel, including:
7
] *Setting up and using a spreadsheet
] *Using Autosum for totals
10 *Performing calculations
11 *Using a formula
12 *Working with fractions decimals and percentages
13 *Creating charts
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If you are interested please contact:

The School Office

02476313387
It will be at school as well!
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