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COMPUTER SKILLS PROGRAM
	
	AUGUST 2013 SCHEDULE  

ALL CLASSES ARE MONDAY – FRIDAY AS SHOWN BELOW

	
	MTMC 1176 MICROSOFT POWER POINT Class ID #11157
A basic course of instruction for Microsoft PowerPoint. The course will cover creating slides, charts & tables, using 
organization charts, adding multimedia elements, animating text and objects, and exporting presentations. Class length: 
20 hours.
DATE	TIME	LOCATION
5-9 Aug	MTW   1220-1645	Bldg 33009, D104
                                                   TH     1220-1500
                                                   F       1220-1630

	MTMC 2171 MICROSOFT EXCEL ADVANCED Class ID #11163
Advanced course of instruction on spreadsheets using Microsoft Excel. This course advances the principles learned in 
Spreadsheet Applications MTMC 1171 by reviewing advanced formulas and functions as well learning advanced topics 
such as the charts, templates and Macros in Excel. Spreadsheet applications MTMC 1171 is recommended but not 
required. Class length: 16 hours.
DATE                                        TIME	                              LOCATION
12-16 Aug	MTW   1230-1600	Bldg 33009, D104
                                                   TH     1230-1500
                                                   F       1220-1600

	MTMC 1173 DATABASE APPLICATIONS Class ID #11168
A basic course of instruction with Microsoft Access. Learning objectives include: using a real office database 
requirement; basic life cycle management, logical and physical modeling, users interfaces, creating data 
structures/databases, and developing/using queries. Class length: 20 hours.
DATE	TIME	LOCATION
19-23 Aug	MTW   1220-1645	Bldg 33009, D104
                                                   TH     1220-1500
                                                   F       1220-1630

	MTMC 2176 MICROSOFT ACCESS ADVANCED Class ID #11171
An advanced course of instruction to expand and build upon skills developed in MTMC 1173 Database Applications. 
The materials covered in this course are advanced and MTMC 1173 should be considered prerequisite to this course. 
Class length: 16 hours.
DATE                                            TIME	                              LOCATION
26-30 Aug	0900-1215	Bldg 33009, D104
	
	
	MTMC 1172 WORD PROCESSING APPLICATIONS Class ID #11174
A basic course of instruction with Microsoft Word The class will emphasize creating new documents, working with 
autotext, creating styles, use of proofreading tools, copying, cutting and pasting. The course will also cover 
manipulating the screen display, creating sections & columns, using pictures with text, and creating headers & footers. 
Pre-requisite: Basic knowledge of Windows required. Class length: 20 hours.
DATE	TIME	LOCATION
26-30 Aug	MTW   1220-1645	Bldg 33009, D104
                                                   TH     1220-1500
                                                   F       1220-1630

	
	
	

	
General Information

1.  Registration is required for all classes! Soldiers may stop by Bldg. 33009, the Soldier Development (SDC) to register for these courses or they may register on-line through GOArmyEd. After registration if the Soldier shows up late for the first day of class he/she may lose their seat in the class. If a student misses one or more cumulative hours during the course he/she will be withdrawn and will not receive a grade for the course.
 2. Students enrolling in courses for college credit must have their original signature on the class paperwork.
3.  Classes are limited to Fort Hood active duty military and civilian employees (civilians are on a space available basis and may be required to give their seat to a Soldier).
4.  Military personnel must be in duty uniform to attend classes, regardless of duty status.
5.  Military personnel in pay grade of E7 or above do not require a supervisor’s signature and may confirm class enrollment through GOArmyEd.  Soldiers E6 or below require a supervisor’s signature to attend classes. They may come to Bldg 30009, SDC, Room H236 to have the request printed or print a  request form from GoArmyEd for supervisors to sign, and then turn the request in to Leader Skills Office Bldg 33009, Room H236.
6.  DOD Contractors and DA Civilian personnel must bring a memo to the NCO Lead office, Room H236, from their unit authorizing their attendance to register for a class.  The memo may be in any format but should include organization’s letterhead, individuals’ name, grade, Last 4 of SSAN, course title/date/time of class, and a brief statement explaining how the class will help improve their work performance. For multiple classes, a separate memo will have to be turned in for each class. The memo is usually signed by the immediate supervisor and after being approved by the Leader Skills Program Manager, the approval is still based on available seats at the time the class begins. All classes are subject to cancellation without prior notification.   
7.  All courses are worth 1 semester hour of college credit.
8.  Point of contact: NCO LEAD, 532-1505.
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