
Microsoft Word 2007: Level 1  
Learn to create a basic document, edit a 
document, format text, format paragraphs, 
add tables, insert graphic objects, control 
page appearance, and proof a document. 
This course is intended for individuals who 
want to gain basic knowledge of working on 
Word. Students should be familiar with 
 using personal computers and have used 
a mouse and keyboard. Price: $109.00
(includes book)  Date: January 12,14  
 Time: 5:30 �± 8:30pm Item #: 8000       
Microsoft Word 2007: Level 2  
Learn to manage lists, customize tables 
and charts, customized formatting with 
styles and themes, modify pictures, create 
customized graphic elements, insert  
content using quick parts, control text flow, 
use templates to automate document  
creation, automate mail merges, and use 
macros to automate tasks. This course is 
intended for individuals with knowledge of 
Word who need to learn how to enhance 
more complex business documents. 
Price:$109.00(includes book)    
Date: February 16,18 Time:5:30 �±8:30pm    
Place: 1602   Item #: 8001        

Microsoft Office Excel 2007: Level 1     
Learn to create a basic worksheet, perform  
calculations, modify a worksheet, format a  
worksheet, print workbook contents, and  
manage large workbooks. This course is  
Intended for individuals who have knowledge of 
the Windows operating system and wish to gain 
the skills to operate Excel 2007 version.  
Price: $109.00 (includes book)   
Date: January 26,28  T/TH   
Time: 5:30 �± 8:30 pm     
Place: 1602     Item #: 8008  
Microsoft Office Excel 2007: Level 2   
Learn to calculate data with advanced formulas, 
organize worksheet and table data, present data 
using charts, analyze data using pivot tables and 
pivot charts, insert graphic objects, and  
customize and enhance workbooks and the  
Excel environment. This course in intended for 
individuals who already have beginning knowl-
edge of Excel, but would like to know the more 
complex tasks that would be on the Microsoft 
Office Specialist Exam.  
Price: $109.00 (includes book)     
Date: March 2,4 Time: 5:30 �± 8:30 pm     
Place: 1602  Item #: 8009       

Microsoft Office Access 2007: 
Level 1    In this course, you will explore the 
Microsoft Office Access 2007 environment. 
You will learn how to design databases, build 
databases, manage data in a table, query a 
database, design forms, and generate  
reports. This course is designed for those 
who wish to learn this application for their day
-to-day responsibilities, and to understand the 
advantages that using a relational database 
application can bring to their business.  
Price: $109.00 (includes book)  
Date: Feb. 9,11  Time:5:30pm �± 8:30pm  
Place:1602   Item #: 8004        
Microsoft PowerPoint 2007:  
Level 1   Get started with PowerPoint 2007, 
create a presentation, format text on slides, 
add graphical objects to a presentation, mod-
ify objects, add tables to a presentation, insert 
charts, and prepare to deliver a presentation. 
This course is designed for students who are 
interested in learning the fundamentals 
needed to make a successful presentation.  
Price: $109.99 (includes book)  
Date: Feb. 23,25 Time: 5:30pm �± 8:30pm  
Place:1602    Item #: 8015       
 Outlook 2007: Level 1   Get started with Outlook 2007, compose messages, organize 

messages, manage contacts, schedule appointments, schedule meetings, and manage tasks 
and notes. This course is intended for anyone with basic understanding of Windows and who 
needs to know how to use Outlook to compose and send email.  Price: $109.00 (includes 
book)  Date: March 16,18 Time: 5:30pm �± 8:30pm   Place: 1602   Item #: 8017  
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go ahead and take all the other computer classes. The instructors 
simplify all programs which makes the learning experience easy 
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Workshops taught by Marcia Bercot  


