	Computer Literacy
Cost: R3500

Duration 5 days

Time: 8:30am – 3:30pm


	[image: image1.png]Training & Business
Solutions cc






Course layout

	MS Windows
Specific Outcomes
Applying a range of techniques for using tools, accessories and applications associated with Windows-based operating systems



	MS Word
Specific outcomes

Opening, creating, saving and retrieving information using appropriate word processing software for generating basic business documents.


	MS Excel

Specific outcomes

Opening, creating, saving and retrieving information using appropriate spreadsheet software for generating basic business documents.



	Internet and Outlook express


