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Computer Basics: (General Computer Operations)

Group Rate: $900 Per Person Rate: $250 (Min. of 4 attendees)
Course Number: TBD Course Number: TBD

This six-hour course can be done over 1, 2, or 3 days

No Prerequisite:
Course Objective:
Computer Basics (Office 365 Environment) Computer Basics is a short course designed to give those with limited,
or no experience, exposure to computer basics. Topics covers include a desktop overview (start page, apps
overview, access docs, start menu, and mouse settings). Topics also include covering key pass (password storage),
basics internet access and browsers, sharing screens, one note, handy tools in windows. The course covers
hardware basics of the computer (shutdown, restore, etc.)
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Building sikills for a strong economy. o

Operation ABLE contacts for the
EXPRESS GRANT PROGRAM For SMALL BUSINESS

Steve Zukowski Bill Nadler Mark Gyurina

Marketing Express Grant & Senior Training Specialist Chief Program Officer

Upskill wnadler@operationable.net mgyurina@operationable.net
szukowski@operationable.net 617-542-4180, Ext 142 617-542-4180, Ext 128
617-501-2151

Image(s) attribution, Public Domain, and other Copyright notes:
MS Logo images consist only of simple geometric shapes or text. They do not meet the threshold of
originality needed for copyright protection and are therefore in the public domain.
Microsoft Access, Excel, Office 365, PowerPoint, and Word are trademarks of the Microsoft group of
companies.
Google Workspace, formally Google Suite, aka G-Suite, branding, and introduction announced 10/2020.
Operation ABLE instructs as an Independent QuickBooks Training facility.
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