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Step One: Logging in

Go to www.columbia.edu

Click Faculty & Staff

Click Learning and Development
Click Online Learning

Click Take a Class
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Fiscal Year 2008-09: Online Leaming

Classroom Leaming
Thank You for a Record Year
Consulting Senvices

| am pleased to announce that the 2008-09 year broke records for the Learning & Development team: Momingside Faculty And Staff

« Our programs reached more than 4,500 Columbians Orientation: Welcome Program

« More than 1,000 managers across 7 schools and over 150 departmenis participated in our Leadership Development Testimaonials

People @ Columbia (PAC)
mbia now has more than 2,000 learners

endance increased by 97%

=0 UNI I

elopmentteam is pleased to offer free online courses through our web-based training porta

are available to you anytime, anywhere. More than 1,000 online courses are at your fingertips. Th
ust log in with your UNI and password.

Take a class with Skills @ Columbia now.
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Step Two: Search for a course

Columbia University Online Courses

Search by keywords, title, or ID

Language:
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Columbia Professional Development
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(21 IT Professional Courses
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Step Three: Play a course

m ARCH-and-LEARN ™

Search by keywords, title, or ID
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Information

dBasic Features of Excel 2003

Add to My Plan

Ask My Mentor|

Overview/Description
To provide an overview of the basic features of Excel 2003

olumbia News
Target Audience
Personnel at all levels of the enterprise; end-users seeking competency in
the use of Microsoft Excel; end-users seeking to obtain Microsoft Office
Specdialist (MOS) certification at core level in the use of Microsoft Excel 2003;
end-users seeking basic IT certification such as ECDL, [CDL, IC3, or an
equivalent

Expected Duration
195 Minutes

Use the helpful "Search & Learn” field
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Other Options

Course Navigation
When you launch your course, you will see a new screen with a control bar at the bottom:

I@@@ e e JL‘.)@\DL'H

Navigation Controls

Turn Audio On/Off - Turns the audio on or off during the current course play session.
r_ Play Audio/Stop Audio - Plays or stops the audio for the current page.
) Previous Topic/Segment - Displays the previous topic in the course.
\_) Previous Page/Slide - Displays the previous page in the course.
I\ Course Menu - Displays the Course Menu in the Content Area.
Next Page/Slide - Displays the next page in the course.
3) Next Topic/Segment - Displays the next topic in the course.
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. Status Box - Displays the current page number and the total number of pages.

Search for a Course
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For additional information, contact Learning & Development, on extension 851-0616.




