
UT Martin is an Equal Opportunity Institution. The University of Tennessee at Martin does not discrimi-
nate on the basis of race, gender, color, religion, national origin, age, disability or Vietnam veteran 
status in provision of educational opportunities or employment opportunities and benefits. UT Martin 
does not discriminate on the basis of gender or disability in the education programs and activities 
which it operates, pursuant to requirements of Title VI of the Civil Rights Act of 1964 as codified in 42 
U.S.C. 2000D; Title IX of the Educational Amendments of 1972, Public Law 92-318; Section 504 of the 
Rehabilitation Act of 1973, Public Law 93-112; the Americans with Disabilities Act of 1990, Public Law 
101-336; and the Age Discrimination in Employment Act. This policy extends to both employment by 
and admission to the university.  Inquiries concerning Title VI, Title IX, Section 504, the Americans with 
Disabilities Act, the Age Discrimination in Employment Act and UT System Policy No. HR0220 should be 
directed to the Office of Equity and Diversity, 240 Gooch Hall, UT Martin, Martin, TN 38238-5002, 731-
881-7202. Charges of violation of the above policy also should be directed to the Equity and Diversity 
Officer. E05-5725-00-009-10
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Registration Form

Name ________________________________________________

Mailing Address ________________________________________

City State Zip __________________________________________

Work Phone # __________________________________________

Home Phone # _________________________________________

Cell # _________________________________________________

E-Mail Address _________________________________________

Date of Birth ___________________________________________

Name of Course ________________________________________

Date of Course _________________________________________

Location of Course:  UT Martin Parsons Center

Payment

Check: Make check payable to UT Martin

Mail to:  ECOS, 110 Gooch Hall, Martin, TN  38238

Credit/Debit Card (Visa, MasterCard, Discover)
Call ECOS at 731-881-7082 or complete and mail to above address:

Check one:       �R  Visa         �R MasterCard          �R Discover

Card Number ________________________________________

Expiration Date _ _____________________________________

Cardholder Signature _ ________________________________

Spring 2010 Computer Courses

Spring 2010 Computer Courses

PC Awareness
Microsoft Windows
Microsoft Word
Microsoft Excel
Microsoft PowerPoint



PC Awareness 6 hours - $85

February 23 and 25,  6:00 - 9:00 pm
OR
April 20 and 22,  6:00 - 9:00 pm
If you own a PC, you will not want to miss this 
course.

This course will help you learn how to deal with  
SPYWARE & VIRUSES:  “cookies” and how they track 
you; browser hijackers, browser helpers, “BHOs” and 
how they affect you; how to effectively use anti-
virus & anti-spyware software to help protect you  
& your valuable information …  

Many more valuable PC-awareness tips will be  
covered in this class.

Beginner PC Class using Microsoft  
Windows 6 hours- $85

March 2 and 4, 6:00 - 9:00 pm
Expand your knowledge of using a computer. Learn 
about your desktop, taskbar, control panel, admin 
tools, changing common settings, backups, My 
Documents folder, task manager, and more. Learn 
about browsing the Internet, how to keep from 
getting infected while surfing, security updates, 
home networking, and more.  Ask questions and 
get answers.

Microsoft Word – Beginning 6 hours- $85

March 9 and 11, 6:00 - 9:00 pm
Start using to power of MS Word (2007 version) 
today. Create, edit, and organize your documents. 
Navigate the window and learn about the menu, 
toolbars, and task panes. Also learn about margins, 
page layouts, columns, tables, headers, footers, 
fonts, paragraphs, editing text, undo, redo, and clip 
art. We will also learn about getting help, printing, 
backups, and security.

Microsoft Word – Intermediate 6 hours- $85

March 23 and 25, 6:00 - 9:00 pm
Learn more about the power of tables, mail merges, 
creating a news letter, bookmarks, hyperlinks, 
advanced formatting for a research paper, and 
more.  Also learn about working with pictures, 
shapes, smart-art, and clip art. Plus, work with Word 
2007 and Vista.

 

Microsoft Excel – Beginning 6 hours- $85

March 30 and April 1, 6:00 - 9:00 pm
Learn to build useful spreadsheets using easy-to-
use techniques: 

•	 Functions
•	 Manage files
•	 Moving and copying
•	 Formatting 
•	 Sample worksheets
•	 Multiple worksheets and summarize
•	 Easy to do graphs
•	 Drawing tools for special emphasis
•	 Hints, tips, backups, help
•	 Work with Excel 2007 and Vista
.... and much more

Make Excel work for you.

Microsoft Excel – Advanced 6 hours- $85

April 6 and 8, 6:00 - 9:00 pm
Expand your knowledge of spreadsheets. Work 
through complex functions and formulas. Use of 
statements and conditional formatting. Learn more 
about using relative and absolute referencing. 
Create detailed examples and executive summaries. 
Import data into a spreadsheet from an external 
source. Customize graphs. Integrate spreadsheets 
into your word-processing documents. Practice 
your planning and design skills. Use pivot tables 
in Excel. Plus work with Excel 2007 and Vista.  Ask 
questions and get answers.

Microsoft PowerPoint 6 hours- $85

April 13 and 15, 6:00 - 9:00 pm
Beginners to intermediates can learn how to create 
effective presentations. Add text, notes, graphics, 
navigation, templates, custom animations, transi-
tions, and edit a slide show. Plus, work with Pow-
erPoint 2007, Vista, and many more tools and tips. 
Easily create a professional presentation and enjoy 
the process.  

Instructor:  Mr. R.D. Mattison

Questions:  Call ECOS at 731-881-7082

4 Easy Ways to Register
1.	 Mail completed registration form to:  

ECOS, 110 Gooch Hall, Martin, TN  38238

2.	 Fax completed registration form to:  
731-881-7984

3.	 Call ECOS at 731-881-7082

4.	 Online at www.utm.edu/departments/
ecce/non_credit_registration.php 
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