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Office Upgrade
Program - 270 Hours

PROGRAM OBJECTIVES

The Office Upgrade program
aims at training the participants,
with previous secretarial work-
ing skills, with Office Computer
Software. It will help them gain
competence and confidence
and equip them to be ready for
the job market.

Next session begins
January 9, 2012

Contact 514-798-1818
ppedroso@lbpsb.gc.ca
www.pec.lbpsb.gc.ca

PROGRAM DURATION
270 Hours (9 weeks )
Certification

Local Attestation

PROGRAM OUTLINE

Windows XP

Understanding the Computer System
Starting Windows XP

Windows, Menus and Dialogue Boxes
Managing the Desktop

Managing Files and Folders

Writing files to a CD-ROM

Managing your Disks

Customizing the Desktop

Using WordPad

Outlook 2007

Sending & Receiving E-mail
Attachments & E-mail Options
Managing E-mail

Using & Managing Contacts

Using Calendar, Tasks and Journal
Archiving & Backing up

Word Basic & Advanced with Word 2007

Customizing the Software
Arranging Text in Columns

Using Styles

Using Themes & Templates
Outlining & Multilevel Lists

Using References

Creating Tables of Content, Indexes & Figur
Various Tools

Using Mail Merge

Customizing a Main Document
Assembling Documents

Using Forms

Creating Macros

Protecting & Revising a Document
Integrating Word & Excel

Inserting Pictures

Excel Basic with Excel 2007

Starting Excel

Creating and Modifying a Worksheet

Copying, Moving & Filling Data

Modifying the Structure of a Worksheet

Formatting the Worksheet

Printing the Worksheet

Common Functions

Date, Logical & Financial Functions
Customizing & Printing Charts
Useful Tools

Internet

Internet Use
Internet Safety

Job Search Techniques

Job Search Methods
Knowing Yourself

Assessing Personal Strengths & Weakness

Reviewing & Updating CV
Writing Letters of Introduction
Interview Practice

PREREQUISITES

Secondary 3 credits in Mathematics and
Secondary 4 credits in English Mother
Tongue and French Second Language

OR General Development Test

OR equivalence as established by the
ministére de I'Education, du Loisir et du
S p oar the ministére de I'lmmigration et

des Communaut és

cul tur

Candidates must be at least 18 years old

OR satisfy the admissibility criteria

established by the Mesure de la formation
de la main- d’oeuvre d’Emploi Québec.




