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Computer Courses
Computer Instructor: Mr. R. D. Mattison

Beginner PC Class using Microsoft Windows – 6 hours 
($85 plus book)
Aug. 11 and 13, 6:00 - 9:00 p.m.; Oct. 6 and 8, 6:00 - 9:00 p.m.
Expand your knowledge of using a computer. Learn about your desktop, task-
bar, control panel, administration tools, changing common settings, backups, 
My Documents folder, task manager, and more.  Learn about browsing the 
internet, Anti-Virus software, Anti Spyware software, security updates, home 
networking, and more.  Ask questions and get answers.
 
Microsoft Word – Beginning – 6 hours ($85 plus book)
Aug. 18 and 20, 6:00 - 9:00 p.m.; Oct. 13 and 15, 6:00 - 9:00 p.m.
Start using to power of MS Word (2007 version) today. Create, Edit, and 
Organize your Documents. Navigate the window and Learn about the Menu, 
Toolbars, and Task panes. Also learn about Margins, Page layouts, Columns, 
Tables, Headers, Footers, fonts, paragraphs, editing text, undo, redo, and clip 
art. We will also learn about getting help, printing, backups, and security.
 

Microsoft Word – Intermediate  - 6 hours ($85 plus book)
Aug. 25 and 27, 6:00 - 9:00 p.m.; Oct. 27 and 29, 6:00 - 9:00 p.m.
Learn more about the Power of Tables, Mail Merges, Creating a news letter, 
bookmarks, hyperlinks, advanced formatting for a research paper, and more.  
Also learn about working with pictures, shapes, smart-art, and clip art.  Plus 
work with Word 2007 and Vista.

Make Excel work for you.
Microsoft Excel – Beginning – 6 hours ($85 plus book)
Sept 1 and 3, 6:00 - 9:00 p.m.; Nov. 3 and 5, 6:00 - 9:00 p.m.
Learn to build useful spreadsheets using easy to use techniques. 
• Functions
• Manage files
• Moving and copying
• Formatting 
• Sample worksheets
• Multiple worksheets and summarize
• Easy to do graphs
• Drawing tools for special emphasis
• Hints, tips, backups, help
• Work with the new Excel 2007 and Vista
                          .... and much more

Microsoft Excel – Advanced – 6 hours ($85 plus book)
Sept. 8 and 10, 6:00 - 9:00 p.m.; Nov. 10 and 12, 6:00 - 9:00 p.m. 
Expand your knowledge of spreadsheets. Work through complex functions 
and formulas. Use if statements and conditional formatting. Learn more about 
using relative and absolute referencing. Create detailed examples and execu-
tive summaries. Import data into a spreadsheet from an external source. Cus-
tomize graphs. Integrate spreadsheets into your word processing documents. 
Practice your planning and design skills. Use pivot tables in Excel. Plus work 
with Excel 2007 and Vista.  Ask questions and get answers.
 

Microsoft PowerPoint – 6 hours ($85 plus book)
Sept. 15 and 17, 6:00 - 9:00 p.m.; Nov. 17 and 19, 6:00 - 9:00 p.m. 
Beginners to Intermediates can learn how to create effective presentations. 
Add text, notes, graphics, Navigation, templates, custom animations, transition, 
and editing a slide show. Plus work with PowerPoint 2007, Vista, and many 
more tools and tips. Easily create a professional presentation and enjoy the 
process. 

PC Awareness - 3 hours ($50 plus book)
Thursday, October 22 or Tuesday, December 1, 6:00 - 9:00 p.m.
If you own a PC, you will not want to miss this course.  This course will cover:  
Cookies and how they track you; Browser Hijackers and How they effect you; 
Anti Virus vs. Anti Spyware; and more PC awareness tips.

Healthcare Courses

Pharmacy Technician Program
Wednesdays, August 12 - November 18, 6:00 - 9:30 p.m. 
Registration Fee: $999 (Textbooks & lab supplies included)
This comprehensive 50 hour course will prepare students to enter the phar-
macy field and to take the Pharmacy Technician Certification Board’s PTCB 
exam. Technicians work in hospitals, home infusion pharmacies, community 
pharmacies and other health care settings - working under the supervision of 
a registered pharmacist. Course content includes medical terminology specific 
to the pharmacy, reading and interpreting prescriptions and defining drugs 
by generic and brand names. Students will learn dosage calculations, I.V. flow 
rates, drug compounding, dose conversions, dispensing of prescriptions, in-
ventory control and billing and reimbursement. Course Contact Hours - 50 hrs.
 

Phlebotomy Technician Program
Tuesdays and Thursdays, August 18 - November 19 (no class Oct. 20)
6:00 - 9:30 p.m.
Registration Fee: $1,599 (Textbooks included)
This 90 hour Phlebotomy Technician Program prepares professionals to collect 
blood specimens from clients for the purpose of laboratory analysis.  Students 
will become familiar with all aspects related to blood collection and develop 
comprehensive skills to perform venipunctures completely and safely. 
Classroom and lab work includes terminology, anatomy and physiology; blood 
collection procedures; specimen hands-on practice; and training in skills and 

techniques to perform puncture methods.  Note: There is no outside extern-
ship rotation included with this program.  A great way to begin a new 
career!  Course Contact Hours - 90 hrs.




