
 
 

¾ Improve your skills to obtain your GED 
¾ Open doors of opportunities by enhancing your English 
¾ Practice your keyboarding skills 
 

Computer  Tutor ia ls  Avai lab le  in :Computer  Tutor ia ls  Avai lab le  in :   

¾ Access—Database 
¾ Excel—Spreadsheet 
¾ Outlook—Desktop Information Manager 
 Create: 

• Email 
• Calendar 
• Address Book 

¾ PowerPoint—Graphic Presentations 
¾ Word—Word Processing 
  

Int roduct ion to  PCs and SoftwareIntroduct ion to  PCs and Software   

 
Open  Lab  Hours:  
Monday, Wednesday, Thursday—12:00 p.m.-4:30 p.m.  
Tuesday—12:00 p.m.-2:00 p.m. 
Friday—8:30 a.m.-4:30 p.m.   

 
Learn about other workshops and job-search 
programs available at no cost to you.  For more 
information, call Arturo Martinez at 312.994.8312, 
or come directly to the Training Desk. 
 

www.illinoisworknet.com http://egov.cityofchicago.org www.nationalable.org 


