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DIGITAL LITERACY 101 

Microsoft Word, Excel & PowerPoint Basics 

Online Classes for CMHA Clients 

 

In our Internet age of information and knowledge sharing computer skills have become, 
“An essential life skill,” in order to be digitally literate. 

 
 

The ability to create digital content is an essential skill in becoming digitally literate. 

In this series of online classes, we will learn fundamental skills to create digital content such as 

a brief letter in Word, a personal budget worksheet in Excel and a presentation slideshow in 

PowerPoint.  

 

  Please Note:  

The instructor will be teaching these classes on MS Office 2016. 

We will email class materials after you register.   

Requirements: A computer/laptop with a camera. Windows 10 software is recommended.  
 

 

WHEN & WHERE:  CMHA’s Virtual Classroom in Zoom 
For six weeks on the following Tuesdays:  

November 2, 9, 16, 23, 30 & December 7, 2021 
 

From 2:00 to 3:30 PM  

 

TO SIGN UP: 
Contact Cheyanne Daniels, CMHA Peer Support Outreach at 

M 289-879-6625 | T 905-841-3977 or 1-866-345-0183 

 

 

tel:+12898796625
tel:+19058413977
tel:+18663450183
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What is “digital literacy”? 

The simplest definition is, “the usage and comprehension of information in the digital age.” * 
 

Digital literacy involves three groups of skills: 

1)  Finding and consuming digital content. 
2)  Creating digital content. 
3)  Communicating or sharing digital content. ** 
 

Class Outline 
 

Classes 1 and 2 / November 2 and 9: Microsoft Word Basics: 
 We will learn what is Word is and its uses. 

 We will word process a personal letter using basic formatting (fonts, margins, justification). 

 We will learn how to save a document with file naming.  

 We will explore other functions (page numbers, header/footer, spelling & grammar check). 
 

 

Classes 3 and 4 / November 16 and 23: Microsoft Excel Basics including: 
 We will learn what is Excel and its uses.  

 We will create a simple household budget worksheet/spreadsheet. 

 We will learn about the structure of a worksheet including cells, rows and columns. 

 We will learn how to format cells. 

 We will learn simple formulas. 

 We will learn how to sort data.  
 

 

Classes 5 and 6 / November 30 and December 7: Microsoft PowerPoint 

including: 
 We will learn what is PowerPoint and its uses.  

 We will create a slideshow using templates and inserting text and images.   

 We will learn how to play a slideshow. 
 
 

 

*[Accessed on October 26, 2017  “Digital Literacy.” Paul Glister in his 1997 book, Digital Literacy. https://en.wikipedia.org/wiki/Digital_literacy] 
 
**[Accessed October 13, 2017. Attributed to from Hiller Spires, a professor of literacy and technology at North Carolina State University. 
http://www.edweek.org/ew/articles/2016/11/09/what-is-digital-literacy.html] 
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