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Topics Sub-Topics Include 
Basic Computer Skills Intro to Computers, E-Mail Accounts & 

Attachments, Windows 7 Basics 
Advanced Computer 
Skills 

Internet Security, Web Building, Com-
puter Maintenance, Google Apps 

Microsoft Office Suite Word, Excel, Publisher, PowerPoint 

Digital Photos Editing, Managing, Transferring from 
Camera to Computer 

Electronic Devices eReaders, Smartphones, iPads 

Social Networking Personal & Business, Facebook, Twitter, 
LinkedIn, Skype 

Job Search through 
Technology 

Job Search, On-Line Tools and Applica-
tions, Resumes, Cover Letters 

Improving Internet 
Search Results 

Search Techniques, Finding and Using 
the Best On-Line Resources 
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