Microsoit Office 2010

Excel 2010 Level 1 — Basic
Conducted in Japanese

DATE/TIME: 4-5 August 2014 (9:00-16:00)
COST: ¥37,917 per person. Based on 6 attendees. Actual cost to be prorated and based on actual
attendees.
NOMINATION 20 June 2014
DEADLINE:
DESCRIPTION: 1. Getting to know Excel
2. Creating tables
3. Editing tables
4. Performing calculations on data (formulas and functions)
5. Creating charts
6. Using data
7. Printing
TARGET Those who can type and use mouse.
AUDIENCE: Those who use Excel for the first time
ENROLLMENT: | Minimum: 6, Maximum: 10
VENDOR: MK Square Inc.
Address: AIOS Gotanda Bldg. 1-10-7 Higashigotanda
Shinagawa-ku, Tokyo Japan
Tel: 03-3440-8361
E-mail: mkseminar@mbksquare.com (Insert in SF182, Section B, Block 1a)
LOCATION: Bldg. 100, Port Operations Sasebo Naval Base
POC: Commander Navy Region, Japan (CNRJ), RWD at 243-5994
NOMINATION You must have supervisory authority first.
PROCEDURES: To confirm your seat, you MUST submit a completed SF-182 form to RWD by the
deadline date above.
To reserve a seat prior to nomination deadline, email rwd-student-services@fe.navy.mil or
call DSN 243-5994.
If SF-182 form is not received by 9 July, your reservation will be cancelled.
PAYMENT Submit SF-182 with LOA (Line of Accounting) to CNRJ RWD by the deadline date. For
METHODS: multiple entries, attach a list of nominees.
NOTE: e Cancellations after the nomination deadline date are liable for payment.

e For SF-182, Training Type Code is (1) and Sub Type Code is (8).
¢ No PII information should be provided (SSN, Date of birth, etc).
Only legal names should be provided on SF-182 forms (no nick names).
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