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	Email Address
	shragehr@lavc.edu

	
	

	Please provide the following information that applies/relates to the proposed course:
	Existing Course

	If this is an existing course, how many people have taken the course?
	350 

	What is the completion rate of the "existing" course?
	89%

	What is the gainful employment rate of the "existing" course? (if available)
	88%

	Course cost:
	$3,975

	Training Description:
	INSTRUCTION IS IN WINDOWS XP, MICROSOFT OFFICE SUITE IN 2003 (WORD, EXCEL, POWERPOINT, ACCESS), INTERNET, EMAIL, OUTLOOK, KEYBOARDING SKILLS. STUDENTS WILL UNDERSTAND AND DEMONSTRATE ABILITY TO DO FUNCTIONS IN MICROSOFT OFFICE SUITE 2003. STUDENTS WILL LEARN HOW TO ACCESS THE INTERNET AND USE A BROWSER TO NAVIGATE TO WORLD WIDE WEB. STUDENTS WILL LEARN TO COMPOSE, SEND, RECEIVE, AND MANAGE E-MAIL MESSAGES AND UTILITIES. STUDENTS WILL LEARN BASIC BOOKKEEPING/ACCOUNTING AND DATA ENTRY, STUDENTS WILL LEARN BASIC COMPUTERIZED ACCOUNTING FUNCTIONS. GRADUATES RECEIVE A CERTIFICATE AT THE COMPLETION OF TRAINING. 

	Learning Outcome(s) per Course:
	Students will be able to demonstrate ability to use Windows XP and Microsoft Suite. They will understand basic accounting principles.

	What would a participant receive upon successful completion of training? (check all that apply):
	Completion Certificate

	Training Duration:
	360 hours

	Labor Market Information (Job growth (%) as it applies to this type of training):
	4.3%


