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	 TODAY’S BANK TELLER TRAINING
	 Prairie State College has partnered with the Illinois Banking Association 
	 to teach the skills needed to become a successful bank teller. This class 
	 includes a comprehensive overview of the banking industry, the U.S. 
	 Payments System, the duties of the Federal Reserve System, and an 
	 overview of pertinent banking laws and regulations. Learn about daily 
	 transaction procedures and teller responsibilities. Upon completion of the 
	 course, students have the option of taking exams to earn American 
	 Institute of Banking credits. Textbook is included.
	 code:	 GSBUS-061-MC			   cost:		  $299
	 dates:	 Feb 16-Apr 27			   days:		  T	
	 time:	 06:00PM-08:30PM		  location:		 MAC 127

	 Here are some online business courses offered 1/20 - 3/22,
 	 2/17 - 4/19, 3/17 - 5/17, and 4/21 - 6/21, 12 sessions, most 
	 classes start at $95 or visit  ED2GO.com/mac

	 FUNDAMENTALS OF SUPERVISION AND MANAGEMENT
	 Learn how to be an effective manager or supervisor. Master the basics of 		
	 business and organizations, acquire the people skills required to motivate 		
	 and delegate, and learn tools for solving problems and resolving conflicts.

	 PRINCIPLES OF SALES MANAGEMENT
	 Master the art of managing sales teams from a sales management professional. 
	 Learn the essential roles and responsibilities of a sales manager and develop 
	 leadership, motivational, and team-building skills.

	 PURCHASING FUNDAMENTALS
	 Improve your company’s bottom line profitability by mastering the fundamentals 
	 of purchasing. Learn key strategic concepts such as supplier partnerships, capital
 	 budgeting, and “green” buying. This course also prepares students for the 
	 internationally recognized CPM and APP exams.

	 START YOUR OWN EBAY DROP OFF STORE
	 Turn other people’s unwanted items into a lucrative source of income by 
	 starting an eBay drop off store. Master the art of setting up a business, writing a 
	 marketing plan, taking super photos, creating dynamite listings, and offering great 
	 customer service. Also, check out our “Business for Entrepreneurs Simplified” 
	 course for a hands-on, live classroom experience to help your eBay business 
	 grow.

	 See also ONLINE CLASSES for additional computer classes.
	 Note: Textbooks are included in the tuition cost unless specified.
	 Students should bring their own flash drive.

	 INTRODUCTION TO COMPUTERS
	 Learn basic computer skills that are useful personally and professionally 
	 Including an overview of hardware, software, operating systems, and 			 
	 basic commands.
	 code:	 GSVS-067-PS			   cost:		  $179
	 dates:	 Jan 25-Feb 22			   days:		  M	
	 time:	 06:30PM-09:30PM		  location:		 3205	

	

COMPUTERS



11SPRING 2010NON-CREDIT SCHEDULE PSC

	 KEYBOARDING
	 Rather than typing finger by finger, learn how to operate the letter keys by 
	 touch, increasing the number of words per minute typed. A textbook must 		
	 be purchased.
	 code:	 GSVS-091-M1			   cost:		  $107
	 dates:	 Mar 17-May 12			   days:		  W	
	 time:	 06:30PM-09:30PM		  location:		 MAC 114	

	 MICROSOFT WORD—BEGINNING (Word 2007)
	 From personal letters to professional manuscripts, learn the easy and 
	 correct way to create any type of document. Learn how to create and edit 		
	 documents, apply borders and shading, move and copy text, insert 
	 numbers and bullets, use templates, and print.
	 code:	 GSVS-077-PS			   cost:		  $179
	 dates:	 Jan 20-Feb 17			   days:		  W	
	 time:	 06:30PM-09:30PM		  location:		 3205	

	 code:	 GSVS-077-MC			   cost:		  $179
	 dates:	 Mar 2-Apr 6			   days:		  T	
	 time:	 09:00AM-12:00PM		  location:		 MAC 114

	 MICROSOFT WORD—INTERMEDIATE (Word 2007)
	 This course is a continuation of Microsoft Word—Beginning and covers styles, 
	 long document handling, headers and footers, master documents, tables, mail 
	 merge, envelopes and labels, basic macros, graphics, 
	 borders, and fills. 
	 code:	 GSVS-078-PS			   cost:		  $179
	 dates:	 Apr 6-May 4			   days:		  T	
	 time:	 06:30PM-09:30PM		  location:		 3205	

	 MICROSOFT POWERPOINT (PowerPoint 2007)
	 Learn how to make your PowerPoint presentation “pop” with graphics, slides, and 
	 enhanced text. Topics include working with objects, organizational charts and 
	 graphs, creating special effects, and developing notes and handouts.
	 code:	 GSVS-098-PS			   cost:		  $179
	 dates:	 Mar 3-Apr 7			   days:		  W	
	 time:	 06:30PM-09:30PM		  location:		 3205 

	 code:	 GSVS-098-MC			   cost:		  $179
	 dates:	 Apr 15-May 13			   days:		  TH	
	 time:	 09:00AM-12:00PM		  location:		 MAC 114	

	 ACCESS — BEGINNING (Access 2007)
	 Learn how to create and manage databases, use reports and forms, extract 
	 information, and use other commonly used features of this program.
	 code:	 GSCOM-035-MC			  cost:		  $179
	 dates:	 Jan 19-Feb 18			   days:		  T	
	 time:	 09:00AM-12:00PM		  location:		 MAC 114	
	 code:	 GSCOM-035-PS			   cost:		  $179
	 dates:	 Apr 19-May 17			   days:		  M	
	 time:	 06:30PM-09:30PM		  location:	 3205	
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	 ACCESS — INTERMEDIATE (Access 2007)
	 In this continuation of the beginning level, learn how to use action queries, 
	 calculate fields, adjust data types, set field properties, and perform database 
	 maintenance. Learn how to use input masks, control forms, and the lookup 
	 feature.
	 code:	 GSCOM-045-PS			   cost:		  $179
	 dates:	 Mar 4-Apr 8			   days:		  TH	
	 time:	 06:30PM-09:30PM		  location:		 3205	

	 MICROSOFT EXCEL—BEGINNING (Excel 2007)
	 Learn to build, edit, and use spreadsheets. Basic formulas, formatting,
	 and built-in functions are covered.
	 code:	 GSVS-094-MC			   cost:		  $179
	 dates:	 Jan 21-Feb 18			   days:		  TH	
	 time:	 09:00AM-12:00PM		  location:		 MAC 114	

	 code:	 GSVS-094-PS			   cost:		  $179
	 dates:	 Mar 1-Apr 5			   days:		  M	
	 time:	 06:30PM-09:30PM		  location:		 3205	

	 MICROSOFT EXCEL—INTERMEDIATE (Excel 2007)
	 This course is a continuation of Excel Beginning. Learn to create and filter lists, 
	 use graphing features, link formulas across spreadsheets, create templates, and 
	 use advanced functions.
	 code:	 GSVS-095-PS			   cost:		  $179
	 dates:	 Apr 21-May 19			   days:		  W	
	 time:	 06:30PM-09:30PM		  location:		 3205	

	 MICROSOFT OFFICE (Office 2007)
	 This course gives an overview of the four programs included in the 
	 Microsoft Professional Office Suite for Windows. In Word, the basics of 
	 word processing; in Excel, spreadsheets; in PowerPoint, creating 
	 presentations; and in Access, creating databases. A basic understanding 		
	 of Windows is required.
	 code:	 GSVS-089-PS			   cost:		  $279
	 dates:	 Jan 30-Mar 20			   days:		  S	
	 time:	 09:00AM-01:00PM		  location:		 3205
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	 Here are some online computer courses offered 1/20 - 3/22,
 	 2/17 - 4/19, 3/17 - 5/17, and 4/21 - 6/21, 12 sessions, most 
	 classes start at $95 or visit  ED2GO.com/mac

	 GUIDING KIDS ON THE INTERNET
	 Work on the Web with your kids. This essential course for teachers, leaders, and 
	 parents provides the confidence needed to help children get the best from the 
	 Internet. Learn kid-friendly Internet features from Web page creation to 
	 discovering fun resources for kids.

	 INTRODUCTION TO WINDOWS VISTA
	 Windows Vista is a radical departure from the previous Windows versions. 
	 Whether you are a beginner or an experienced Windows user, don’t miss out on 
	 learning Vista’s best and most important features.

	 What are Quick Shots? These three to four hour classes are designed 
	 to teach the basic operations of the most popular applications. We 
	 provide enough information to get started in these programs. If you need 		
	 additional instruction, then our regular non-credit courses are the answer.

	 INTRODUCTION TO WINDOWS
	 Get basic instruction on navigating, opening, moving, resizing, and 
	 command selection common to any Windows program using either the 
	 keyboard or mouse. Basic explanation of what Windows is and is not.
	 code:	 PICOM-004-MC			   cost:		  $49
	 dates:	 Mar 3-Mar 3			   days:		  W	
	 time:	 12:30PM-04:30PM		  location:		 MAC 114

	 MAIL MERGE AND YOUR ADDRESS BOOK
	 Learn to create a mail merge database and how to set up a letter, catalog, labels, 
	 and envelopes and merge a list of customers to these items. Learn how to merge 
	 a collection of names into the letters or labels in the Outlook address book.
	 code:	 PICOM-023-MC			   cost:		  $49
	 dates:	 Mar 4				    days:		  TH	
	 time:	 12:30PM-04:30PM		  location:		 MAC 114

	 GETTING STARTED ON FACEBOOK
	 Learn how to set up a Facebook account and connect with family and friends. 
	 Topics include uploading photos and video, searching for contacts, and becoming 
	 a fan. Participants also learn how to choose the right security settings to make 
	 sure their Facebook accounts are viewed by only those they grant access to. 
	 Facebook etiquette is also 	covered. Participants must have an e-mail address 
	 and know how to use a mouse before enrolling in the class.
	 code:	 PICOM-074-MC			   cost:		  $39
	 dates:	 Mar 8				    days:		  M	
	 time:	 06:30PM-09:30PM		  location:		 MAC 114
	

                   COMPUTER QUICK SHOTS	


