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Through the CWA/AT&T Educational Assistance Program, eligible employees can take college accredited courses as part of a degree program to update current skills or prepare for a brighter future.

Please select the course you are interested in taking (course descriptions on back side): 
Microsoft 2003 Basic 


· Word – 21 hours

· Excel – 21 hours
· PowerPoint – 21 hours
Microsoft 2003 Intermediate 


· Word – 24 hours

· Excel – 24 hours
Microsoft 2003 Advanced
· Word – 27 hours

· Excel – 24 hours
· PowerPoint – 21 hours


You will receive an email announcing the scheduled class after a sufficient number of students sign up for each class. Please complete the following information and fax to 615-376-5432.
	Name:
	 

	                       First 
	MI
	   Last
	                                          

	Home Address:
	
	

	
           Street Address
	                                                    Apartment/Unit #

	

	City
	               State
	    ZIP Code

	Home Phone: 
	
	Work Phone:
	

	Cell Phone: 
	
	Fax Number: 
	

	Email Address:
	

	We make every effort to schedule classes when and where you need them. Classes are typically two evenings a week for 3 to 4 hours each. Which evenings do you prefer your classes: ( MONs & WEDs or  ( TUEs & THURs? 

	Classes will be held in and around the Atlanta Area or Any location with 10 or more students


For more information:

Call Jennifer David at 800-689-7477 ext. 3105 or email jdavid@thesagegrp.com.
Your CWA union leadership has arranged to make this program available to you as a member service.


Course Descriptions

Microsoft 2003 Basic 
Word (21 hours) – Microsoft Word 2003 Basic is a word processing program that makes it easy to create a variety of professional looking documents. This foundational course is geared toward anyone who wants to develop skills in Microsoft Office. 

Excel (21 hours) – Microsoft Excel 2003 Basic is an electronic spreadsheet program that is used to produce documents that perform numeric calculations rapidly and accurately. This foundational course is geared toward anyone who wants to develop skills in Microsoft Office. 
PowerPoint (21 Hours) – Microsoft PowerPoint 2003 Basic is a presentation program that transforms your ideas into professional and compelling presentations.  This course consists of five units covering creating, modifying, and enhancing a presentation.  PowerPoint 2003 Basic is an introductory level course that helps develop skills in Microsoft Office.
Microsoft 2003 Intermediate

Word (21 hours) – Microsoft Word 2003 Intermediate is a word processing program that builds upon the skills gained in Microsoft Word 2003 Basic. This course consists of five units covering creating graphics and Web pages, merging documents, and creating and using styles and templates.

Excel (21 hours) – This course consists of six units covering managing workbooks, using macros and lists, enhancing charts and worksheets, sharing Excel files, and incorporating Web information. Excel 2003 Intermediate is geared towards individuals who have completed Microsoft Excel 2003 Basic.
Microsoft 2003 Advanced

Word (27 hours) – Microsoft Word 2003 Advanced is a word processing program that builds upon the skills gained in Microsoft Word 2003 Basic and Microsoft Word 2003 Intermediate.  The course consists of six units covering using styles and templates, using other Office programs with Words, and working with large documents, graphics, forms, charts, and macros.
Excel (24 hours) – Microsoft Excel 2003 Advanced is an electronic spreadsheet program.  This course consists of five units covering What-if analysis, PivotTables and Pivotcharts, exchanging data with other programs, and customizing Excel.  Microsoft Excel 2003 Advanced is geared towards individuals who have completed Microsoft Excel 2003 Basic and Microsoft Excel 2003 Intermediate.

Powerpoint (21 Hours) – Microsoft PowerPoint 2003 Advanced is a presentation program, which builds on the skills gained in Microsoft PowerPoint 2003 Basic.  This course consists of three units covering enhancing charts, linking and embedding objects, and using the advanced features of PowerPoint.
Classes Starting Spring/Summer 2009











Sign Up Today!





Available Courses 





Student Information: Complete and Fax to 615-376-5432 
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