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Mail Merge - Learn to produce multiple letters, labels, envelopes,

name tags, and more using information stored in a list, database or

spreadsheet. (9:30-11:00)

Legislative Tracking System - Use the tracking system to create
custom reports, create bill tracking lists, subscribe to a notification

system, and save several multi-criteria searches. (9:30-11:30)

Legislative Research - Learn how to use the Quick Search feature
on www.scstatehouse.gov and perform other basic searches available
on the Legislation page. (9:30-10:30)

Excel Level ll- Designed for students who want to learn more about
Microsoft Excel, including how to format cells, filter, search, sort, and
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worle with multiple worksheets. (9:30-11:30)

Please register to attend classes.

Call B03-212-4420 or email LSALearn@scstatehouse gov to register.

Classes are held in room 205 of the Blatt Building.
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