UNI TED STATES DEPARTMENT OF THE | NTERI OR
BUREAU OF LAND MANAGEMENT
NATI ONAL HUMAN RESOURCES MANAGEMENT CENTER
DENVER FEDERAL CENTER, BUI LDI NG 50
P. O BOX 25047
DENVER, COLORADO 80225-0047

In Reply Refer To:
1400- 410 (HR-220) P

Information Bulletin No. HR-98-034

To: Al BC, HR N, and RS G oup Adm nistrators

SNPI T Lead
From Director, National Human Resources Managenent Center
Subj ect: Conputer Course Nom nations DD. 2/5/98

The National Human Resources Managenent Center will be conducting
anot her series of WrdPerfect, Excel, NI, Access, Visual dBase,
and Internet classes during February-April. Course descriptions
and schedul ed dates are detailed on the attached course
description sheet. Nominations using the attached forns are
bei ng accepted on a first-come, first-serve, basis unti

February 5, 1998.

Priority course dates for each student shoul d be indicated.
Students will be notified at | east one week prior to schedul ed
course date. Full day courses will be from8 a.m - 4 p.m in
the the new conputer training room This roomis |ocated just
East of the UNIX training roomw th access fromthe Cartography
area. Students who are not selected for these courses wll be
notified directly. |If totals allow additional courses will be
formed and students will be notified directly.

In order to plan for future courses please indicate on the

regi stration sheet the nunber of additional students from your

organi zation who will need these courses at a future date. Al so,
Page 2

i ndi cate any other software training needs your organization has.

Tuition will be paid by Centers and SNPI T based upon attendance
and G oup/Division funds will not be used.

Nom nati ons should be submtted on the attached forns to Nancy



Samano, HR-220 by cob Thursday, February 5, 1998. |f you have
any questions please contact WIIiam Mody, at 236-6699.

2 Attachnents
1 - Course Descriptions (2 pp)
2 - Conputer Course Registration Fornms (2 pp)

Di stribution

HR- 200

NI -101

RS- 150A, BLM Li brary




COURSE DESCRI PTI ONS

Al'l courses are 1-day unless otherwi se indicated. All classes
assume basi ¢ Wndows experience. Students should have access to
the selected software at their work area or make speci al
arrangenents with the training officer before attending.

WORDPERFECT

No Level | course is being offered.

Level Il course will take the user through skills such as
custom zing the tool bars, using tables, colums, style sheets,
graphics, and tenplates. A Level Il course is schedul ed for
February 25.

Level 11l courses covers sonme of the advanced WrdPerf ect
features including creating macros, performng merges, sorting,
and creating nmaster docunents. A Level |1l course is schedul ed
for March 18.

EXCEL |

This basic course introduces the Excel spreadsheet tool and
provides skills to design a basic spreadsheet. An Excel | course
I s schedul ed for February 23.

EXCEL Il

This class is intended for those who have a begi nni ng know edge
of Excel or have conpleted the Excel | course. This session wll
cover two main areas; 1) learning internediate spreadsheet

t echni ques i ncludi ng additional fornulas, custom zing Excel,
functions and linkings, 2) using Excel’s graphic features to
create and enhance charts. Excel Il courses are schedul ed for
March 4 and March 9.

ACCESS | -11

This 2-day course covers how to design and create a database.
They will enter, edit and del ete sanple records, and nake
reports. The course denpnstrates how to extract data using
queries, create indexes, reports, mailing | abels and the export
features of Access. Additional tinme is devoted to the design and
nodi fication of nultiple databases and creating custom i nput

screens. Access |-11 courses are scheduled for March 2-3 and
March 11-12.
ACCESS I11-1V

This two day course will cover nore advanced ways to nore
effectively work with queries, fornms and reports in Access 2.0.
Students wll learn to create: paraneter and action queries,



mul ti-table queries, grouped reports, mailing | abel sand ot her
t echni ques not covered in basic course. The Access II1-1V will
be taught April 1-2.

LEARN THE | NTERNET

Students will learn to use Netscape Comruni cator to access the
internet. The course will cover domain nanmes, URL's, search
engi nes, and specific BLMInternet sites. Internet courses are
of ferred on

February 26, March 26, and March 31.

VI SUAL dBASE 5.5 | -1

In this 2-day course students will learn how to design and create
dat abase files and enter sanple data. They will then create
forms and reports to display the data in different views. Also
covered will be howto use queries to filter the data to be
extracted. Students will learn howto nodify the appearance of
t heir database tables, edit text in meno fields, find records,
add data validation, create conplex indexes, exam ne table

rel ati onshi ps, use the Condition box, exam ne data normalization
gui del i nes, create enhanced fornms and nultiple-table forns,
create grouped reports and mailing | abels and use the Conmand
Wndow to enter Visual dBase commands. This course is schedul ed
for March 16-17.

VI SUAL dBASE 5.5 I11-1V

This two-day course builds on the basic dBASE course. Students
wll learn howto nodify the appearance of their tables, add and
edit text in meno fields, find records,add data validation,
create conpl ex indexes, exanm ne table rel ationships, use the
Condi ti on box, exam ne data normalization guidelines, and create
enhanced forns and nultiple-table forns. The Visual dBase IIIl-1V
will be offered on April 6-7.

I NTRODUCTI ON TO W NDOANS NT

This one-half day class is designed for users naking the
transition into the Wndows NT 4.0 environment from W ndows 3. 1.
Students will learn how to: identify desktop objects and set

obj ect properties by using the control panel, |ocate |ocal and
shared resources, print and delete files, custom ze the user

i nterface, use the docunments nmenu and hel p. Morning courses are
schedul ed for February 24, March 5, March 10, March 19, and March
24 from7:45 - 11:30 a.m Afternoon courses are schedul ed for
February 24, March 5, March 10, March 19, and March 24 from
12:30 - 4:15 p. m



COVPUTER COURSE REAQ STRATI ON FORM

EMPLOYEE NAME

ORG CODE

EXCEL |
DATES:
Feb 23

EXCEL 11
DATES:

March 4
March 9

ACCESS | -11
DATES: March 2-3
March 11-12

ACCESS I11-1V
DATES: Apri

1-2

WORDPERFECT
LEVEL Il: F
LEVEL I11:
18

EB 25
MARCH

1ST:
2ND:

1ST:
2ND:

1ST:
2ND:

1ST:
2ND:

1ST:
2ND:

1ST:
2ND:

1ST:
2ND:

1ST:
2ND:

PLEASE ENTER THE NUMBER OF ADDI Tl ONAL STUDENTS FOR FUTURE COFFERI NGS OF:

EXCEL |

ACCESS 1 -11

WP LEVEL |

OTHER SOFTWARE TRAI NI NG NEEDS | NCLUDE:

EXCEL |1

ACCESS I11-1V

WP LEVEL 11

SUPERVI SOR' S SI GNATURE

EXCEL 111

WP LEVEL 111

DATE

COVWPUTER COURSE REG STRATI ON FORM

EVPLOYEE NAME

ORG CCDE

DATES:

| NTERNET |

February 26
March 26
March 31

VI SUAL
dBASE
DATES:
March 16-17

VI SUAL
dBASE 3-4
DATES:

April 16-17

OR PM

I NTRO TO NT

DATES: February 24, March
5, March 10, March 19,
March 24
I NDI CATE | F YOU WANT AM




1ST:
2ND:
3RD:

1ST:
2ND:
3RD:

1ST:
2ND:
3RD:

1ST:
2ND:
3RD:

1ST:
2ND:
3RD:

1ST:
2ND:
3RD:

1ST:
2ND:
3RD:

1ST:
2ND:
3RD:

PLEASE ENTER THE NUMBER OF ADDI TI ONAL STUDENTS FOR FUTURE OFFERI NGS OF:

| NTERNET |
I NTRO TO NT

VI SUAL DBASE | -11

SUPERVI SOR' S S| GNATURE

VI SUAL DBASE I I1-1V

DATE




