LL Data Designs Registration – FALL 2024
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EACH CLASS FOCUSES ON TIPS AND TRICKS AND REAL EXAMPLES OF HOW MUNICIPAL STAFF CAN STREAMLINE THEIR DAY-TO-DAY TASKS. PLEASE SHARE THIS EMAIL WITH ANY STAFF THAT IS INTERESTED IN TRAINING.

About the instructor Lisa Pagano
· Microsoft Certified Instructor who has her master’s in computer education
· Owner of LL Data Designs LLC, a database development company specializing in custom database development
· Providing Microsoft Office training to state agencies, municipalities, and private industries since 1992
· Taught MS Office as an adjunct professor for Rhode Island Colleges, University of Rhode Island, New England Institute of Technology, and Quinebaug Valley Community College.
· New England Municipal Clerks' Institute & Academy Instructor since 2017

FILL OUT REGISTRATION AND EMAIL TO lldatadesigns@gmail.com 
[bookmark: _Hlk65524976]INVOICE WILL BE EMAILED WITH TOTAL DUE

 CLASS INFORMATION
· Classes will be done through ZOOM from 9:30am to 10:30am (Eastern Time)
· Price for each hour is $25.00 per student
· Handout for each hour will be emailed

IF YOU CANNOT MAKE THE CLASS, A RECORDING OF THE CLASS WILL BE EMAILED TO YOU. 
THE RECORDING WILL EXPIRE IN 7 DAYS AFTER THE CLASS.

[bookmark: _Hlk168085796]MS EXCEL – Each session $25.00 per student
	[bookmark: Check1]|_|
	11/12/2024
	Tuesday
	MS Excel Basics Tip and Tricks -Excel Structure

	[bookmark: Check2]|_|
	11/14/2024
	Thursday
	MS Excel Basics Tip and Tricks -Creating a spreadsheet and working with functions and formulas

	|_|
	11/19/2024
	Tuesday
	MS Excel Basics Tip and Tricks - Navigating and Printing a Spreadsheet

	|_|
	11/21/2024
	Thursday
	MS Excel Basics Tip and Tricks - Cut, Copy Paste and Formatting




MS WORD – Each session $25.00 per student
	|_|
	12/3/2024
	Tuesday
	MS Word Mail Merge and Tables

	|_|
	12/5/2024
	Thursday
	MS Word Creating Fillable Forms 

	|_|
	12/10/2024
	Tuesday
	MS Word Bullets, Numbering, Outlines, Styles and Table of Contents

	
MS POWERPOINT -Each session $25.00 per student

	|_|
	12/12/2024
	Thursday
	MS POWERPOINT CREATING A PRESENTATION



MS OUTLOOK – Each session $25.00 per student
	|_|
	12/17/2024
	Tuesday
	OUTLOOK EMAIL

	|_|
	12/19/2024
	Thursday
	OUTLOOK CONTACTS, CALENDAR, and TASKS



