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	Quick Classes Learning Center

326 E Franklin Rd

Meridian, ID 83642

Tel: 208.895.0800

Website: www.quickclassesboise.com

	


Class Schedule for April and May 2007
All our courses include the following:

· Bounce Back Pass—take the course anytime again in the next six months for no extra charge

· User’s manual.  Full color spiral bound manual with instruction and practice exercises
· Practice CD containing all the practice files for each course 
[image: image2.png]


  Word 
	Title
	Description
	Class Times April
	Class Times May

	Word Level I…..$150

Full day course—six hours of instruction and exercises
	Intro to Word.  Learn to create, format, and edit documents with the world’s most popular word processor.  This course covers formatting text, paragraphs, tables, proofing, and page appearance    
	9-4 Tues April 17
	9-4 Mon May 14

	Word Level 2…..$225

Full day course—six hours of instruction and exercises
	Intermediate Word. Take your Word skills to the next level.  This course covers lists, customizing charts and tables, advanced formatting, custom styles, modifying pictures, creating graphic elements, automating tasks with macros, and mail merge
	9-4 Tues April 24
	9-4 Wed May 16

	Word 1 & 2  Suite…..$325

Save $50
	Two full days of instruction.  Word Level 1 and 2  
	9-4 April 17, 24
	9-4 May 14, 16
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  Excel 
	Title
	Description
	Class Times April
	Class Times May

	Excel Level 1…..$150

Full day course—six hours of instruction and exercises
	Intro to Excel.  Learn everything you need to know to get started with Microsoft Excel.  This course covers Excel navigation, entering data, calculations, basic formatting, workbook management, printing, and customizing your layout  
	9-4 Mon April 9
9-4 Mon April 30
	9-4 Tues May 29

	Excel Level 2…..$225

Full day course—six hours of instruction and exercises
	Charting and customizing data.  This course covers templates, comments, creating and modifying charts, working with graphics, advanced formulas, sorting and filtering, using Excel on the web
	9-4 Wed April 11
9-4 Wed May 2
	9-4 Wed May 30

	Excel Level 3…..$300

Full day course—six hours of instruction and exercises
	Advanced skills.  Conditional formatting, validation criteria, creating and editing macros, workbook collaboration, enhancing charts, and using graphics to enhance your worksheets
	
	

	Excel 1 & 2 Suite…….$325

Save $50
	Two full days of instruction—Excel levels one and two
	9-4 April 9,11

9-4 April 30, May 2
	9-4 May 29, 30
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  Microsoft Outlook 

	Title
	Description
	Class Times April
	Class Times May

	Outlook Level 1…..$150

Full day course—six hours of instruction and exercises
	Email.  Learn how to effectively use the email functionality of Outlook.  This class covers sending/reading mail, creating email signatures, creating and managing folders, searching for email
	
	9-4 Mon May 21

	Outlook Level 2…..$225
Full day course—six hours of instruction and exercises
	Contacts, tasks, and calendaring.  Learn how to make Outlook your complete schedule, task, and contact management program.   
	
	9-4 Wed May 23

	Outlook 1 & 2 Suite…$325
Save $50
	Two full days of instruction—Outlook levels one and two
	
	9-4 May 21, 23
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  PowerPoint 
	Title
	Description
	Class Times April
	Class Times May

	PowerPoint Level 1…..$150

Full day course—six hours of instruction and exercises
	Intro to PowerPoint.  Learn to create slides and put them together for complete slide shows.  Insert text, pictures, charts, and clip art into slides, arranging slides, presenting
	9-4 Mon April 23
	9-4 Tues May 15

	PowerPoint Level 2…..$225

Full day course—six hours of instruction and exercises
	Multimedia.  Learn how to insert audio and video into your slides to make multimedia-filled presentations.  Learn advanced design techniques.  
	
	9-4 Tues May 1
9-4 Tues May 22

	PowerPoint 1 & 2 Suite…$325

Save $50
	Two full days of instruction—PowerPoint levels one and two
	9-4 April 23, May 1
	9-4 May 15, 22
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  Publisher 
	Title
	Description
	Class Times April
	Class Times May

	Publisher Level 1…..$150
Full day course—six hours of instruction and exercises
	Intro to Publisher.  Learn to make great looking documents with Publisher.  This course covers text boxes, pictures, shapes, clip art, and borders.  
	9-4 Wed April 4
	9-4Tues May 8
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  Access 
	Title
	Description
	Class Times April
	Class Times May

	Access Level 1…$175

Full day course—six hours of instruction and exercises
	Intro to Access.   This course teaches you how to use an already created access database.  Learn all the basics for working with Forms, Tables, Queries, and Reports. 
	9-4 Wed April 18
	

	Access Level 2…..$250

Full day course—six hours of instruction and exercises
	Database Creation.  Learn to design and create new Tables, Queries, Forms, and Reports.  
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  Front Page 
	Title
	Description
	Class Times April
	Class Times May

	Front Page Level 1…..$175
Full day course—six hours of instruction and exercises
	Intro to FrontPage.  Learn to make great looking websites with the world’s easiest to use web design program.  This course covers basic page creation, navigation structure, pictures, and themes
	9-4 Mon April 16
	

	FrontPage Level 2…..$250
Full day course—six hours of instruction and exercises
	Intermediate FrontPage.  Learn to use tables, FrontPage components, and other advanced features to make your web pages stylish and professional.  
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 Basic Computers and Windows XP

	Title
	Description
	Class Times April
	Class Times May

	Basic PC Concepts…..$100

Half day course—three hours of instruction and exercises
	Get started with computers.  This class is designed for the computer beginner.  We cover topics such as turning a computer on and off, using the mouse, opening and closing programs, basic computer terminology, and more  
	9-12 Tues April 3
	9-12 Thurs May 3

	Windows XP Concepts…..$100

Half day course—three hours of instruction and exercises
	Intro to Windows XP.  This beginners course covers all the basics for using Windows XP; using the start menu, working with Windows, creating shortcuts, customizing the desktop, and more
	9-12 Tues April 10
	9-4 Mon May 7

	Windows and Office Integration and Management……..$150 

Full day course—six hours of instruction and exercises
	This course covers file/folder management in Windows so you understand how to effectively manage all the files and folders on your computer/network.  
	9-4 Wed April 25
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  Internet 

	Title
	Description
	Class Times April
	Class Times May

	Internet Level 1…..$150

Full day course—six hours of instruction and exercises
	Use the Internet effectively!  Learn all the basics you need to use the Internet effectively.  This course covers everything from using the address bar to effectively using search engines to find anything you need on the Internet.  
	9-4 Mon April 2
	9-4 Wed May 9
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  Microsoft Office 2003 Ask about financial assistance
	Course
	Description
	Dates

	Quick Core Microsoft Office
Four week course.......$1140
	Four week course (8 full days, 56 hrs) that covers the five most popular office programs--Word, Excel, Outlook, Publisher, PowerPoint
	Mon and Wed
May 14-June 6

	Intro to Microsoft Office Basic
Six week course.........$1540
	Six week course designed for the beginner. Starts with PC Basics, Windows XP concepts, the Internet and then covers the five most popular office programs--Word, Excel, Outlook, Publisher, and PowerPoint
	Mon and Wed
May 3-Jun 6

	Expanded Microsoft Office
Six week course..........$1720
	Six week course that covers every program in Microsoft Office--Word, Excel, Outlook, Publisher, PowerPoint, Access, and FrontPage
	Mon and Wed
May 14-June 20

	Complete Microsoft Office Learning Program
Eight week course........$2240
	Eight week course designed for the beginner that wants to learn everything in MS Office. Course includes the basic PC, Windows, and Internet class and then our full suite of office programs. This course also includes one high level elective class (or two electives if the user opts out of the three first beginning classes).
	Mon and Wed
May 3-June 20



QuickBooks

	Title
	Description
	Class Times April
	Class Times May

	QuickBooks Level 1…...$300

Full day course—six hours of instruction and exercises
	Set-up, navigating, chart of accounts, lists, banking, sales information (invoices and receipts), making deposits, inventory, entering and paying bills
	9-4 Friday April 20
	9-4 Friday May 11

	QuickBooks Level 2…..$300

Full day course—six hours of instruction and exercises
	Using credit cards, asset and liability accounts, reports & graphs, sales tax, payroll, estimating & progress invoicing, time tracking, customizing
	9-4 Friday April 27
	9-4 Friday May 18

	QuickBooks Suite Level 1 & 2
 Two Day Course....$500
 Save $100
	Two full days of instruction—QuickBooks levels one and two
	9-4 April 20, 27
	9-4 May 11,18


--------------------------------------------------------------------------------------------------------------------------------------------------------------


Upcoming Free Classes
The following classes are all FREE.  Registration is required.  You can either call our office at 895-0800 or register online at www.quickclassesboise.com/register 

	Title
	
	Class Times Jan

	Internet Search Engines
	Learn to find anything on the Internet using search engines.  This class is hands on fun for any Internet user with just a bit of experience.
	1-2 Thurs April 26

	Outlook Express Intermediate
	So you know how to compose and read emails—that’s great!   Now learn how to take Outlook Express to the next level.  This course teaches you how to create folders for email storage, make outgoing mail signatures, send and view attachments, and create group lists in your address book.  After this class you will be able to impress your friends and family with your email savvy.      
	2-3 Thurs April 26

	Intro to Word
	Intro to Word—getting started with the world’s most popular word processor.  Learn how to put text on the page and then edit it with features such as bold, underline, font color, and more.  
	3-4 Thurs April 26

	Beginning Internet
	Everything you need to know to get started on the Internet—address bar, links, searching, scrolling, and more
	9-10 Thurs May 17

	Intro to XP
	Learn the basics for operating Windows XP.  Open/close programs, multiple windows, start menu, customizing desktop, creating shortcuts
	10-11 Thurs May 17

	Maintaining Your Inkjet Printer
	Learn to run your inkjet printer more efficiently.  This class teaches you how to maintain your inkjet printer so it lasts longer and saves you money by using less ink.  A fun, hands on approach makes this class a both entertaining and informative.  
	11-12 Thurs May 17
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QuickBooks class price includes manual and six month bounce back pass.  Register for both classes and save $100.  Refer or bring a friend and save $25 per friend
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