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COMPUTER SKILLS PROGRAM
	
	JANUARY 2014 SCHEDULE  

ALL CLASSES ARE MONDAY – FRIDAY UNLESS NOTED OTHERWISE



	
	 
MTMC 1170:  INTERNET	Class ID #12370
This is an introductory course designed to teach students about the World Wide Web, using search engines, information security, e-commerce, e-mail, Ethernet and wireless networks, and installing a home network. Pre-requisite(s): Students should be able to demonstrate basic computer skills. MTCS 1173 Introduction to Computers and MTCS 1175 Basic Keyboarding Using the Computer are recommended, but not required.  Course length: 16 hours.

DATE		TIME 					LOCATION
6 Jan – 10 Jan                                    0900-1215			                    Bldg 33009, D104


	MTMC 1173:  DATABASE APPLICATIONS     Class ID # 12371
This is an introductory course for Microsoft Access, a database management software program, designed to help students create and modify simple databases, filter and sort records, format a datasheet, create and modify a table and its fields, join related tables, create forms for data entry, and create reports and queries to analyze data. Prerequisite(s): Students should be able to demonstrate basic computer and word processing skills. MTCS 1173 Introduction to Computers, MTCS 1175 Basic Keyboarding Using the Computer, MTMC 1172 Word Processing, and MTMC 1171 Spreadsheet Applications are recommended, but not required. Course length: 20 hours.
DATE	TIME		LOCATION
6 Jan – 10 Jan	MTW   1220-1645		Bldg 33009, D104
                                              TH     1220-1500
                                              F       1220-1630



MTMC 2176:  MICROSOFT ACCESS ADVANCED     Class ID: 12376
This is an advanced course for Microsoft Access, a database management software program, designed to teach students how to create advanced queries, modify form controls and properties, modify report controls and properties, create calculating fields, and create and modify simple macros.  Pre-requisite(s): Students should be able to demonstrate basic computer, internet, and word processing skills. MTCS 1173 Introduction to Computers, MTMC 1170 Internet, MTCS 1175 Basic Keyboarding Using the Computer, MTMC 1172 Word Processing, MTMC 1171 Spreadsheet Applications, and MTMC 1173 Database Applications are recommended but not required. Course length: 16 hours.

DATE		TIME 					LOCATION
13 Jan – 16 Jan                                  1215-1645			                    Bldg 33009, D104

	
MTMC 1177:  DESKTOP PUBLISHING APPLICATION     Class ID #12379
This is an introductory course for Microsoft Publisher, a desktop publishing software program, designed to teach students how create personal or professional looking publications such as letterhead, envelopes, advertisements, business cards, flyers, postcards, and more. Pre-requisite(s): Students should be able to demonstrate basic computer and word processing skills. MTCS 1173 Introduction to Computers, MTMC 1170 Internet, MTCS 1175 Basic Keyboarding Using the Computer and MTMC 1172 Word Processing are recommended but not required. Course length: 16 hours.

DATE	TIME		LOCATION
21 Jan – 24 Jan	MTW   1215-1645		Bldg 33009, D104                                      
                                              


MTMC 1174:  MICROSOFT OUTLOOK     Class ID #12382
This course is an introduction to Microsoft Outlook, a desktop management that helps students organize and share information on their desktop and communicate with others.  Outlook can be used to manage intranet and Internet email, appointments, contacts, tasks, and to make notes and journal entries.  Course Length: 16 hours.

DATE		TIME 					LOCATION
27 Jan – 31 Jan                            0900-1215			                  Bldg 33009, D104


MTCS 1175:  INTRODUCTION TO COMPUTERS     Class ID #12383
A beginner course designed to help students with little or no computer experience understand computer hardware and software, computer terminology, and the Windows desktop operating system.  This course should be followed up with other computer courses. Pre-requisite(s): None. Course length: 20 hours.


DATE	TIME		LOCATION
27 Jan – 31 Jan	MTW   1220-1645		Bldg 33009, D104
                                              TH     1220-1500
                                              F       1220-1630






General Information
1. Registration is required for all classes. Soldiers may register online through GoArmyEd or in person at the Leader Skills Office. Soldiers who show up late to the first day of class may lose their seat in the class. If any student misses one or more cumulative hours during the course, the student will be withdrawn and will not receive a grade for the course.
1. Students enrolling in courses for college credit must include their original signature on the class paperwork. All courses are worth 1 semester hour of college credit.
1. Classes are limited to Fort Hood active duty military and civilian employees (civilians on a space available basis).
1. Military personnel must be in duty uniform to attend classes, regardless of duty status.
1. Military personnel in pay grades of E7 or above do not require a supervisor’s signature and may confirm class enrollment through GoArmyEd. Soldiers E6 or below must submit to the Leader Skills Office an enrollment form with their supervisor’s signature in order to attend classes. Soldiers may print the enrollment request form directly from GoArmyEd or may have a form printed in the Leader Skills Office. 
1. DOD Contractors and DA Civilian personnel must submit a memo to the Leader Skills Office, from their unit authorizing their course enrollment and attendance. The memo may be in any format and must include the organization’s letterhead, employee’s name, grade, last 4 of SSN, course title/dates/times, and a brief statement explaining how the class will help improve the employee’s work performance, and must include the signature of the employee’s immediate supervisor. A separate memo must be submitted for each class. Civilians are on a space available basis and may be required to give their seat to a Soldier. 
1. All classes are subject to cancellation without prior notification.   
1. Point of contact: Leader Skills Office (254) 532-1505; Soldier Development (SDC), Bldg. 33009, Rm. H236.
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