Mar 02 (Tue)

Wakulla County Public Library
Computer Class Schedule

March 2010

Visit www.wakullalibrary.org for schedule changes, updates or
cancellations. Questions? Contact the library at 926-7415.

6:00 - 9:00 PM

Computer Basics I (LSTA) - Charlie Sawyer

Mar 03 (Wed)

2:00 - 3:30 PM
4:00 - 5:30 PM

Resumes/Cover Letters (LSTA) - Jamie Fowler
Online Job Resources (LSTA) - Jamie Fowler

Mar 11 (Thu)

9:30 AM -12:30 PM
1:30 - 4:30 PM

Microsoft Outlook (LSTA) - Deanna Ramsey
Microsoft Word 2°°7 - Level I (LSTA) - Deanna Ramsey

Mar 16 (Tue)

9:30 AM - 12:30 PM
1:30 - 4:30 PM
6:00 - 9:00 PM

Social Networking for Job Seekers & Career Building - Deanna Ramsey

Microsoft Excel 2°°7 - Level I - Deanna Ramsey
Computer Basics II (LSTA) - Charlie Sawyer

Mar 20 (Sat)

6:00 - 9:00 PM

Taking Better Pictures with Digital Cameras (LSTA) - Charlie Sawyer

Mar 23 (Tue)

9:30 AM - 12:30 PM
1:30 - 4:30 PM

Facebook: Business Pages/Organizational Groups - Deanna Ramsey
Microsoft Excel 2°°7 - Level II - Deanna Ramsey

Mar 25 (Thu)

9:30 AM - 12:30 PM
1:30 - 4:30 PM

eBay: Selling Guide (LSTA) - Deanna Ramsey
Microsoft Word 2°%7 - Level II (LSTA) - Deanna Ramsey

Mar 30 (Tue)

9:30 AM - 12:30 PM
1:30 - 4:30 PM
6:00 - 9:00 PM

Microsoft Word 2°°7 Mail Merge Level II - Deanna Ramsey
Microsoft Excel 2°°7 - Level III - Deanna Ramsey
Computer Basics III (LSTA) - Charlie Sawyer

Additions to the Computer Lab

Thanks to a recently awarded LSTA grant, a SMART Board has been installed
in the Computer Lab. The SMART Board is an interactive, electronic
whiteboard which will boost instruction and make learning technology
easier! Windows Vista and Office 2007 are now available on all the
computers in the lab. Join us for an upcoming class and see just how easy
using your computer can be.

Library Services and Technology Act (LSTA)

The classes denoted above with (LSTA) are being provided by a Library Services and Technology Act
Grant awarded to the Wilderness Coast Public Libraries by the Florida Department of State, Division of
Library and Information Services.

See reverse for class descriptions or visit www.wakullalibrary.org

All classes are FREE and open to Wakulla County residents. The classes are held in the Computer Lab at
Wakulla County Public Library, 4330 Crawfordville Highway, located on US 319, 3.7 miles south of the
Courthouse in Crawforduville.

REGISTRATION REQUIRED 926-7415

Be considerate: If you must cancel please
do so by 5 p.m. the day prior to the scheduled class.




CLASS DESCRIPTIONS

Computer Basics I: Getting Started
Learn basic skills of personal computing and the parts of the computer. Use the mouse and keyboard. Use the Windows “Start”

menu. Use important Windows accessories. Create and save a document. Connect with the Internet. Understand the importance
of data security and virus protection.

Computer Basics II: Email and the Web

Learn how to set up a free email account; how to use basic email; and how to open and attach files to emails. Learn how to safely
and securely access the World Wide Web; how to find information using search engines; and how to shop, job-hunt, and bank
online.

Computer Basics lll: Getting the Most From your Computer
Learn how to use Windows Control Panel to personalize your workspace, keep your computer secure, and optimize performance;
how to copy files and create folders; how to access and use CD/DVDs, memory cards, and USB drives.

Creating Resumes and Coverletters
Participants will learn the fundamentals of resume writing, basic resume styles, and techniques. Participants will learn how to cre-
ate resumes, cover letters, and business cards using Microsoft Word.

eBay: Selling Guide
Want to sell your items on eBay? This is the class for you! Students must have an eBay and PayPal account and be familiar with
eBay basis . Students will also need to bring photos and descriptions of the items they wish to sell.

Microsoft Excel 2007 - Level |
Learn how to create a custom worksheet and understand how to be more proficient using features such as: Auto Correct/Auto Fill,
Custom List and Keyboard Shortcuts. Learn basic formulas and functions. Prerequisite Windows user and familiarity with a mouse.

Microsoft Excel 2007 - Level Il
Continuation - Learn Advanced Saving/Printing, More Formulas & Functions! Prerequisite Windows user and familiarity Excel.

Microsoft Excel 2007 - Level Il
Continuation - Learn Advanced Saving/Printing, More Formulas & Functions! Prerequisite Windows user and familiarity Excel.

Facebook: Business Pages and Organization Groups
Learn to setup a Facebook page for your business or organization. Students MUST be current users of Facebook prior to coming
this class. Prerequisites: Must know Windows and Internet basics including how to use a mouse.

Online Job Resources
Participants will be introduced to the multitude of job and career resources available online and at your local library.

Microsoft Outlook

Discover many time saving functions as you learn how to maneuver around Outlook. Topics include: meanings of different icons in
the Inbox, set importance levels in email, create and send attachments, flag emails, set up signatures, use color to differentiate
incoming email, create contacts, setup tasks and create notes.

Social Networking for Job Seekers & Career Building
Learn to use social networking sites for building a strategic online presence to help with your job searching and career building.

Taking Better Pictures with your Digital Camera
Learn how to capture better photographs using any digital camera; how to avoid common problems in photographs; how to trans-
fer pictures from your camera to your computer; and how to prepare photos for printing, email, and posting on the web.

Microsoft Word 2007 - Level |
In this class you will learn to create, edit, save and print documents in Microsoft Word. Discover features such as: Spelling & Gram-
mar, Auto Correct/Text, Find/Replace, etc.

Microsoft Word 2007 - Level Il

A continuation of Microsoft Word I. Learn features that will prepare you for using this program in the workplace. Discover features
such as headers and footers, columns, and insert clip art and photos into documents.

Microsoft Word 2007: Mail Merge - Level
Continuation of Level I . Participants will learn how to create an address database of and merge it with letters and labels using
Microsoft Word/Excel. Prerequisite Windows user and familiarity Word.




