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Computer Basics — This brief overview explains basic computing
concepts. Topics discussed include: Computer; Software and
Hardware; Hardware Components and Accessories; Operating System
Software and Application. Book Required. (10 clock hours) Course
#/Book Title: CE ACO4 or CE SC01 Computer Concepts and Windows

MS Office 2007 Concepts — Students will be introduced to the popular
MS Office 2007 software. This short course includes the basics in MS
Word, Email, Excel, and Access. Pre-requisite: Basic Computer Literacy
Skills. (10 clock hours) Course #/Book Title: CEACO1 or CE SC02
Transitioning to MS Office 2007

MS Word 2007: | — Students will learn how to create and print business
letters; create memorandums; create a simple report and a simple
flyer. Pre-requisite: Computer Literacy Skills (10 clock hours) Course
#/Book Title: CE ACO8 or SC05 MS Office Word 2007 Quick Course 1 of 3

MS Word 2007: Il MS Word Intermediate topics include more in-
depth: Mail Merge, Fields & Forms, Charts & Tables, Document Merge
and Insertion. Pre-requisites: Computer Literacy Skills/MSWord2007:
Introduction (10 clock hours) Course #/Book Title: CE AC10 or SC11 MS
Office Word 2007 Quick Course 2 of 3

MS Excel 2007: | — Students will learn how to create a simple
spreadsheet. Included: Tabs and Ribbons; Worksheets; Cells;
Formatting and Function. Pre-requisites: Basic Computer Literacy Skills.
(10 clock hours) Course#/Book Title: CE AC05/SC20 MS Office Excel
2007 Quick Course 1 of 3

MS Excel 2007: II- Included: Working with large worksheets; Adding
graphics to worksheets; using templates; protecting workbooks;
multiple worksheets; Tables and outlines. Pre-requisites: Computer
Literacy Skills and MS Excel 2007: Introduc tion (10 clock hours) Course
#/Book Title: CE ACO7 MS Office Excel 2007 Quick Course 2 of 3

Spanish for the Workplace | — Learn key Spanish terms and phrases
that are important in the workplace. Vocabulary revolves around the
theme of work, school, numbers, time colors and personal
characteristics. Course#/Book Title: CE WS03 Spanish Now Level 1

Life, Accident & Sickness Insurance (40Hr.) — Preparation for exam.

QuickBooks- You will learn to manage payroll, inventory, sales and
other needs of a small business. The software’s features include
marketing tools, merchant services, product and supplies, and training
solutions. Also to monitor expenses, create invoices and reports, track
change orders and job status, and manage inventory, customers,
vendors and employees. (10 clock hours) Course#/Book Title: CE BH46
or CE SC30 QuickBooks

MS PowerPoint — Create smart and professional presentations, slides,
and brochures. Learn how to add sound, animations, and special
visual effects with PowerPoint 2007. Pre-requisite: Basic Computer
Literacy Skills. (10 clock hours) No Book Required

How To Send Email Attachments - Learn how to send email
attachments or files along with your message. Attachments can be any
type of file. The most commons ones are: Text, Documents, Images,
Photos. Pre-requisites: Basic Computer literacy skills. (2 clock hours)
No Book Required

Purchasing a Personal Computer — Buying a computer is a major
purchase and you should study the options carefully. This short course
will offer lots of tips on purchasing a personal computer. Topics
include: Basic System; Type of PC; Memory; Extra Component s;
Upgrades; Operation System; Maintenance. (2 clock hours) No Book
Required

MS Publisher Overview - This powerful on-line communication and
research tool offers limitless training, knowledge, and entertainment.
Learn to surf with ease, confidence and e fficiency. Prerequisite: Basic
Computer Literacy Skills. (2 clock hours) No Book Required

Real Estate Today- Learn about today’s real estate market past, present
and future; Applying a mortgage, investing in real estate, grants, down
payment assistance, tax credits and much more! Be an educated home -
buyer (10 clock buyers) No Book Required

Entrepreneurship- Here you will learn proven Network Marketing
strategies and all the practical “nuts and bolts” knowledge you need to
build a lucrative home-base business. Network Marketing is fast
becoming the business profession of choice for countless entrepreneurs
worldwide. Learn how to recession proof your income. (10 clock hours)
No Book required

Social Networking- Ever wondered about Twitter or some of the
other social networking sites? Social networking is not as hard as
you think. Learn the basics of social networking on popular online
social networking applications (Twitter, Youtube, Facebook) Learn
how to create and publish your own free blog. Learn how to make
and edit simple videos with your digital camera to place on your
blog and Youtube.

Portable Electronics Basic- Student will be introduced to basic
portable electronics and the attached software. This is an
electronics how to class. Some topics included are: Now that | have
it, how do | use it?, iPod and ZUNE synchronization, Digital Camera
Tips and Tricks, etc. No Book Required

For more information please call: Vincent Willis at (706) 771 -4046.

Basic Web Design: I- Students will be introduced to basic web page
layout design using image editing software. Topics will include:
background files, use of color, text, graphics, grid design, and web
terminology. Basic computer skills will be required for this class. No
book required.

Basic Web Design: II- Utilizing skills learned in Basic Web Page
Design — 1; students will be introduced to basic web page publishing
skills. Topics will include: slices, hot spots, frames, site planning,
domains, and publishing. Basic computer skills will be required for
this class. No book required.
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Basic Photo Manipulation: I- Students will be introduced to basic
digital photography using their own cameras and basic photo
manipulation using photo editing software. Topics will include:
getting to know your camera, pixels are your friends, optical vs.
digital zoom, what’s my field, exposure, image resolution,
downloading, file management, storage, layers, selection tools,
and terminology. Basic camera skills will be required for this class.
No book required.

Basic Photo Manipulation: lI- Utilizing skills learned in Basic Photo
Manipulation -1; students will continue working with basic digital
photography using their own cameras and basic photo
manipulation using photo editing software. Topics will include:
composition, lighting, color models, green screen, green eyes or
blue, saving, printing. Basic computer skills will be required for this
class. No book required.

Line Dancing- In this course you will learn some of the basic line
dances: Electric slide, Cha-Cha Slide, Cupid Shuffle, Boot Scoot Boogie,
and the Cotton Eyed Joe.

Creative Design Art- No artistic or painting experience necessary. This
class will teach you the basics, and lay a foundation for those who
want to move into more intricate and detailed artistic projects. After
completing this course, you will feel confident and have the ability to
share your creativity through your own handmade gifts. NOTE:
Students may either purchase their own art supplies or pay the teacher
in advanced for them (total $60). * Call for a copy of pricelist and
supplies. (10 clock hours) Materials Required

Healthy Living (Cooking)- The purpose of this course is to highlight the
principles of healthy living, simple but nutritious cooking and eating
which will lead to better health and permanent weight loss. (10 clock
hours) Materials needed- 540 plus course cost

Welding Refresher - These refresher courses are only available to trained
welders who need to practice special types of welding. Please call Mr.

Greer prior to the beginning of the quarter. Phone: 706 -771-4106 Limited
availability. No Book Required

Master Electrician License Renewal - The State of Georgia mandates this
course for the Master Electrician’s license renewal. (4 clock hours) No
Book Required

Conditioned Air Contractor License Renewal — The State of Georgia
mandates this course for the Conditioned Air Contractor’s license
renewal. (4 clock hours) No Book Required

Master Plumber License Renewal - The State of Georgia mandates this
course as part of your Master Plumber’s license renewal . (4 clock hours)
No Book Required

Small Engine Repair- Students will learn the basic operations of small
gasoline engines as well as the different types of small engines and how
to break down and repair or rebuild a small gasoline engine. Handouts
Given

Books are required by first class
meeting.

The Bookstore is located in Building 1300.
Phone: 706-771-4119

Bookstore Hours

Monday 8am until 6pm
Tuesday 8am until 5pm
Wednesday 8am until 6pm
Thursday 8am until 6pm
Friday 8am until 3pm
Payment: Cash, Check, Money Order, VISA,
MasterCard




