
THE ALLIANCE COMPUTER SKILLS CHART 
An Educational Partnership between Missouri Southern State University and Crowder College 

Microsoft Office 

MS Access 

MS Excel 

MS PowerPoint MS Publisher 

MS Word 

24 Hours (Level I-III) 
Fundamentals 

Creating a Database 
Finding, Filtering and For-

matting 
Tables/Fields 

Relational Databases 
Queries 
Forms 

Reports 
Macros 

Advanced Topics 
24 Hours (Level I-III) 

Fundamentals 
Editing Worksheets 

Formatting Worksheets 
Create/Work with Charts 

Managing Workbooks 
Functions/Formulas 

Work with Lists 
Automating with Macros 

Work with Programs 
Excel on Internet 

Data Analysis/PivotTables 
What-if 

16 Hours (Level I-II) 
Fundamentals 

Editing Presentations 
Formatting Presentations 

Draw/Work with Graphics 
Tables and WordArt 

Graphs/Organization Charts 
Delivering Presentations 

Multimedia 
Other Programs/Internet 

Advanced Topics 

16 Hours (Level I-II) 
Fundamentals 

Creating Publications 
Working with Text 

Working with Styles 
Formatting Publications 

Draw/Work with Shapes/Images 
Mail Merge 

Other Features 

32 Hours (Level I-IV) 
Fundamentals 

Work/Edit Text 
Characters/Paragraphs 

Formatting Pages 
Work with Tables 

Work with Templates/Styles 
Draw/Work with Graphics 

Perform Mail Merge 
Document Collaboration 

Outlines/Long Documents 
WordArt/Charts 

Forms 

Other Microsoft  

MS Project 

MS Visio 

MS Outlook 

24 Hours (Level I-III) 
Fundamentals 

Task Lists 
Assign Resources 

View Project 
Tasks 

Resources 
Costs 

Balancing 
More 

8 Hours (Level I) 
Fundamentals 

Create Diagrams 
Work with Shapes 

Formatting Diagrams 
Other Features 

16 Hours (Level I-II) 
Fundamentals 

E-Mail 
Address Book 
Contacts List 

Calendar 
Tasks List 

Journal 
Organizing 

MS FrontPage PhotoShop 
32 Hours (Level I-IV) 

Fundamentals 
WebPages/Sites 
Images/Links 

Navigation/Tables 
Frames/Forms 

Web Templates 
Managing/Publishing 

HTML 

24 Hours (Level I-III) 
Introduction 

Managing Files 
Selection Tools 

Pixels/Color 
Layers/Channels 
Masks/Images 

Draw/Paint 
Filters  

 

Other Classes Available 

TO REGISTER FOR CLASSES CONTACT: 
 Michelle Nichols @ 800-783-8053 or mnichols@crowder.edu 

Project Coordinator: Claude Howard 
choward@crowder.edu 
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