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	Covenant Glen

401 Present Rd

Missouri City, TX 77489
	Speaker: James Yu – 832.497.5188

Coordinator: Paul Smith – 832.668.9934


Questions for the new participants will be addressed after the first break and at the end of the seminar.

SATURDAY, April 7, 2007
	9:00 am – 9:5 am
	         Registration (Please get a name tag and sign-in)

	9:05 am – 9:30 am
	Conference Agenda
	Introduction

· Prayer 

· Collect -- Checks and Balances

· Attendance sheets 

· Survey form

· Pictures!

· Pass out appreciate certificates

· Talk to Teachers about their experiences (What worked / What didn’t)
· Verisoft course ware

· Typing Software

· T.E.C.H.

	9:30 am – 9:40 am
	
	Microsoft Word Introduction
· Real life applications 

	9:40 am – 10:00 am
	
	Section 1 PowerPoint (Starting Out)
· 1) Opening Office MS Word 2)Toolbars 3) Creating and Selecting Text 4) Working with Your Document 5) Getting Help in Work 2003

· Activity 1

	10:00 am – 10:05 am
	
	Break

	10:05 am – 10:15 pm
	
	TECH – Mission statement

· Why are you here?

	10:15 am – 10:40 pm
	
	Typing Software

· Software ()

· Installation / Functionality

· Demonstrate

	10:40 am – 11:00 pm
	
	Section 2 PowerPoint (Formatting and Editing Options)

· 1) Working with Text 2) Moving Text 3) Fonts 4) Text Effects 5) Changing Text’s Position

· Activity 2

	11:00 am – 11:05 am
	
	Break

	11:05 am – 11:25 am
	
	Section 3 PowerPoint (Formatting Tools)

· 1) Paragraph Options 2) Templates 3) Language Tools 4) Using Graphics 5) Links in Documents

Activity 3

	11:25 am – 11:35 am
	
	Ice Breaker (Zoom – Draw the picture ( Focus on communication)

	11:35 am – 12:00 am
	
	Section 4 PowerPoint (Viewing and Printing)

· 1) Using Layouts and Views 2) Viewing Tools 3) Using Print Preview 4) Printing a Document 5) Using Page Setup

· Activity 4

· Conclusion

	12:00 pm – 1:00 pm
	
	· Lunch
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