dana NAye Ventures Course Outline

Microsoft Publisher

INSTRUCTOR: Janice Williams TELEPHONE: (867)668-6925
jwilliams @dananaye.com 1-800-661-0448

LOCATION: 409 Black Street FAX: (867)668-3127
Whitehorse, Yukon EMAIL: dnv@dananaye.com
Y1 A 2N2

COURSE LENGTH: 15 Hours

REGISTRATION
FEE: $175.00 + GST

COURSE INFORMATION

PREREQUISITES:
Basic keyboard and mouse skills are required. Users should be familiar with
using programs in a Windows environment and should have experience in a word
processing program.

COURSE DESCRIPTION:
Microsoft Publisher is a large and powerful desktop publishing program. This
course will introduce users to the basics of desktop publishing using the
Publisher program.

COURSE GOALS:

Upon completion of this course students will be able to:

- Start and run Publisher

- Use the mouse and keyboard to make selections, move around Publisher
and identify parts of the Publisher screen

- Understand design considerations

- Create, save, open and close publications

- Adjust the page setup

- Add, format and position text, table and picture frames

- Insert special characters

- Use the drawing tools, WordArt and the Design Gallery

- Print publications

- Create a mail merge

- Create a web page

- Create a background

- Use proofing tools
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MAJOR COURSE OBJECTIVES:
Publisher is a large and powerful program. The objective of this course is to
introduce users to the basics of desktop publishing using the Publisher program,
and to introduce students to the basic commands, functions and capabilities of
the program.

COURSE FORMAT:
Lecture, demonstration, lab time.

COURSE REQUIREMENTS

ATTENDANCE AND PARTICIPATION
Students are required to be in attendance for the duration of the course to receive
a certificate. Students are encouraged to read ahead during the course, and to
reread and review concepts to increase the retention of important concept and
skills.

QUIZZES:
N/ A

ASSIGNMENTS:
In class assignments, some possible review and reading between classes.

DETERMINATION OF FINAL MARK:
N/ A

TEXT AND MATERIALS:
A course manual and disk are provided.

QuizzES, TERM EXAMS, AND FINAL EXAM:
N/ A

GRADES ON TRANSCRIPT:
N/ A
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