BUSINESS
TECHNOLOGY

CENTRAL LEARNING ADULT
SCHOOL SITE

COURSE DESCRIPTION

LEARN THE FULL FEATURES AND
FUNCTIONALITY OF MICROSOFT
OFFICE: WORD, EXCEL, POWERPOINT,
AND OUTLOOK. STUDENTS WILL ALSO
BE INTRODUCED TO THE BASICS OF
GOOGLE SUITE: GMAIL, CALENDAR,
DOCS, SHEETS, SLIDES AND FORMS.
STUDENTS WILL BE READY FOR AN
ENTRY- LEVEL CLERICAL POSITION
AFTER SUCCESSFULLY COMPLETING
THIS COURSE.

*STUDENTS ARE ABLE TO EARN
CERTIFICATION IN MICROSOFT OFFICE.

COURSE SCHEDULE

MONDAY 9:00 AM- 12:00 PM
TUESDAY 9:00 AM- 12:00 PM
WEDNESDAY 9:00 AM- 12:00 PM
THURSDAY 9:00 AM- 12:00 PM

2698 N. BRAWLEY AVE.
FRSNO, CA. 93722
559- 276-5230



