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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, May 12, 2007
	9:00 am – 9:05 am
	         Registration (Please get a name tag and sign-in)

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

· Prayer 

· Collect -- Checks and Balances

1) Attendance sheets 

2) Survey form

3) Pictures!

· Pass out appreciate certificates

· Communication - Please e-mail: james.yu@techtexas.org the following:
1) Name 2) Organization 3) # of teachers / # of students 4) Number 5) Comments about the class

	9:30 am – 9:40 am
	
	Icebreaker (Communication Game - Get in a line and pass a message from the beginning to end)

	9:40 am – 10:00 am
	
	Section 1 MS Word (Advanced Tools)

· 1) Using Delineation Tools 2) Using Language Tools 3) Advanced Graphics Features 4) Advanced Table Tasks 5) Getting Help in Work 2003

· Activity 1

	10:00 am – 10:05 am
	
	· Break

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

· How can you help?

· How can you request computers? We are accepting applications and are planning on awarding up to 3 organizations with computer labs. 
· Communication – Coordination by playing the Group mapping Game

	10:15 am – 10:40 pm
	
	Typing Software

· Software (Typing Queen and TInv_Setup.exe)

	10:40 am – 11:00 pm
	
	Section 2 MS Word (Managing Documents)

· 1) Tracking Changes 2) Using Versions 3) Mother’s Day Card
· Activity 2

	11:00 am – 11:05 am
	
	· Break

	11:05 am – 11:25 am
	
	Section 3 MS Excel (Getting Started with Excel)

· Introduction 2) Help with Excel 3) Beginning Excel 4) The Basics of File Management 5) Explore Your Workbook

· Activity 3

	11:25 am – 11:35 am
	
	Ice Breaker (Reading Emotions in a class room setting – Playing Charades)

	11:35 am – 12:00 am
	
	Section 4 MS Excel (Working with Excel)

· 1) Modifying Cells and Data 2) Cell Formatting 3-4) Enhancing a Worksheet’s Appearance 5) Working with Charts

· Activity 4

· Conclusion

	12:00 pm – 1:00 pm
	
	· Lunch
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