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COMPUTER SKILLS PROGRAM
	NOVEMBER 2012 SCHEDULE

ALL CLASSES MONDAY - FRIDAY AS SHOWN BELOW
	

MTMC 1174 MICROSOFT OUTLOOK Class ID #9287
A course of instruction to Microsoft Outlook, a desktop management program that helps you organize and share 
information on your desktop and communicate with others. You can use Outlook to manage your intranet and Internet e-
mail, appointments, contacts, and tasks; and to make notes and journal entries. Class length: 16 hours.
DATE	TIME	LOCATION
5 - 9 November	0900-1215	Bldg 33009, D104

	MTMC 1172 WORD PROCESSING APPLICATIONS Class ID #9290
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
5 - 9 November	MTW  1220-1645	Bldg 33009, D104
                                                   TH     1220-1500
                                                   F       1220-1630

MTMC 2172 MICROSOFT WORD ADVANCED Class ID #9293
An advanced course of instruction for word processing using Microsoft Word that extends and enhances what is taught 
in Word Processing Applications MTMC 1172. Instruction will focus on creating and working with Forms and mail 
merging that include, charts, images and worksheets. Completion of MTMC 1172 Word Processing Applications is 
recommended, but not required. Class length: 16 hours.
DATE	TIME	LOCATION
13 - 16 November	1215-1645	Bldg 33009, D104


MTCS 1175 BASIC KEYBOARDING USING THE COMPUTER Class ID #9296
This course is designed to teach students the basics of ergonomics, proofreading, basic correspondence, and touch-
typing using a personal computer.  Students should be able to type a minimum of 25 words per minute to successfully 
complete the course. Basic knowledge of computers or MTCS 1173 is required. Class length: 16 hrs.
DATE	TIME	LOCATION
26 - 30 November	0900-1215	Bldg 33009, D104
MTCS 1174 ACADEMIC RESEARCH USING THE INTERNET Class ID #9299
This course provides the student with the procedures necessary to conduct online research via Internet search engines 
and electronic library databases. Practical applications are utilized to assist the novice user in authenticating author 
credentials and/or articles and journals applicable within any field of undergraduate research. A few course objectives 
are: understanding the ethical responsibility with plagiarism, and the use of Boolean expressions and library databases 
to conduct research. Internet MTMC 1170 and Word Processing Applications MTMC 1172 is recommended but not 
required. Class length: 20 hours.
DATE	TIME	LOCATION
26 - 30 November	MTW  1220-1645	Bldg 33009, D104
                                                   TH     1220-1500
                                                   F       1220-1630
	

	General Information
	1. Registration is required for all classes! Soldiers must stop by Bldg. 33009, the Soldier Development Center
	     (SDC) to register for these courses.
	2. Students enrolling in courses for college credit, must have their original signature on the class registration
	     paperwork.
	3. Classes are limited to Fort Hood active duty military and civilian employees.
	4. Military personnel must be in duty uniform to attend classes, regardless of duty status.
	5. Civilian personnel must call 532-1505 to register for a class and bring a memo to class from their unit 
	     authorizing their attendance.  The memo may be in any format but should include name, grade, SSAN,
	     course title and date/time of class.  The memo is usually signed by the immediate supervisor.
	6. Military personal in pay grade of E7 or above do not require a supervisors signature.
	7. Contractor personnel must bring a memo from their supervisor indicating that their attendance will enhance
	     their job performance.
	8. All courses are worth 1 semester hour of college credit with the exception of  Publications Inventory 
	    Management and Records Management.
	9. Point of contact: NCO LEAD, 532-1505.
	Recommended Course Sequence
	1. Anyone unfamiliar with the Windows Operating Systems or who wishes a refresher course should take 
	     Introduction to Computers(MTMC 1173).  Word Processing Applications (MTMC 1172) is the next  
	     recommended course. Word Processing is the most commonly used software application both in the business 
	     world and military.
	2. Any of the remaining courses will build upon the foundation established with these basic courses.  All the 
	     Advanced courses build on the basic applications course.  While not required, the basic course in each subject  
	     is highly recommended before taking the advanced course.
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