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Access 2003: Access MOS Certification Prep

Think you know all there is to know about Microsoft Access? Before you literally put your claim to the test, let 
PCKeys provide a Microsoft Office Specialist (MOS) exam certification review to ensure you have not overlooked 
something! Our MOS Master Instructors have taken all the exams for several versions of Office so we have the 
experience and insights to assist you in preparing properly yourself. This is a quick class, designed to simply touch 
on topics as review and clarify your questions. It is not intended to provide instruction on the skills. In this class 
you will receive a review of critical concepts and test taking tips and strategies. After this class you will be 
prepared to sit the exam or realize there may be a topic or two you need to review before doing so. Do not waste 
your money when you are not properly prepared and if you are ready then put yourself at ease by getting some 
preparation and insights from those who have already passed the exam. Before you know it, you will have the 
Microsoft Office Specialist title added to your resume!

Prerequisite: Solid experience with all features of the software. This is a skills review course to prepare for 
certification.

Access 2003: Administering Databases

Databases are like hard drives. If you do not know what that means, you definitely need this class! Databases 
constantly change ( or at least they should) by having records added, deleted and moved about. Because of this, 
some simple administration needs to take place in order to keep it running efficiently. In this class you will learn 
how to analyze database performance and determine if modifications need to be made. You will learn how to run 
regular maintenance and fix potential errors. You will also learn how to document the database structure for 
training or technical documentation purposes. After this class you will be ready to keep your database optimized 
for smooth, reliable performance!

Prerequisite: Functional Forms & Reliable Reports and Automating with Advanced Queries and Macros

Access 2003: Advanced Forms & Reports

Forms and reports are the basis for the user experience in Access. Basic forms and reports work well for many 
users and uses but sometimes you need to kick it up a notch! In this class you will learn how to create master 
forms with subforms and link data showing one-to-many relationships. You will create advanced controls that 
include calculations from underlying data and modify control and section properties. You will create reports that 
prompt for criteria each time they are displayed and have dynamic headers/footers that also reflect the specified 
criteria. You will customize section text to dynamically display appropriate information. After this class you will be 
able to design elegant forms and reports displaying a variety of data from multiple tables based on dynamic 
criteria so you have access to the records and data you need.

Prerequisite: Functional Forms & Reliable Reports

Page 1 of 41

To register for classes, visit the web site (www.pckeys.com) or call 208.331.3121

Last updated: 9/25/2009



Access 2003: Automating with Advanced Queries and Macros

Select queries form the foundation for choosing just the data you want from the potential myriad of Access fields 
and tables but sometimes you need to manipulate data and not just select it. Using action queries and macros, 
you can manipulate thousands of fields and records with simple commands allowing you to update fields, change 
values, archive records and more. In this class you will learn how to create action queries safely, ensuring you do 
not inadvertently modify records. You will learn how to use macros to automate actions including using database 
objects and running queries to simplify repetitive tasks and automate the user experience. After this class you will 
be able to optimize the functionality of Access tasks into simplified and accurate processes, saving you time and 
safeguarding your data.

Prerequisite: Harnessing the Power of Queries

Access 2003: Boot Camp

Sometimes you need to know it all now, not over 3 or 4 months. Sometimes you just want to learn all of the 
features of software so when you use it, you know what is available rather than learning "too late" that there 
were features you did not know about. Regardless of your motivation, if you are up to the challenge, PCKeys boot 
camp is for you! In a single 10-hour day, you will learn the skills necessary to understand Access and build 
powerful databases. If you want to know Access from design to application, this boot camp is for you! In this boot 
camp you will learn relational database fundamentals so you can understand how Access works and how to get it 
to work the way you want it to. You will learn how to plan and design databases that work, create tables and 
work with queries, forms and reports. You will know how to ensure you collect quality data so you can get quality 
output. This boot camp includes Deciphering Database Design, Harnessing the Power of Queries, Functional 
Forms & Reliable Reports, Automating with Advanced Queries and Macros and Advanced Forms & Reports. Each 
session is 90-minutes with a 30 minute break between sessions. If you want to not only use, but understand and 
design flexible, databases with integrity using Access and you want to know it now, there is only one more 
question to ask - are you up for the challenge?

Prerequisite: Strong keyboard and mouse skills. Familiarity with use of a Windows operating system. No prior 
software experience is required but familiarity is helpful.

Access 2003: CAAP MOS Certification

If you do not know what software can do and how to get it to do it, you cannot fully utilize the tool at your 
fingertips. Even though you may or may not need to use every feature every day, PCKeys believes that knowing 
what the software's capabilities are so you can take advantage of them when necessary, without requiring extra 
effort to figure out how to accomplish it, is the only way to optimize your performance, increase efficiency and 
fully utilize your software investment. The PCKeys CAAP program offers in-depth, skills training in your software 
application, spread conveniently over 3 weeks at a comfortable pace that allows long-term retention of skills but 
only requires 4-5 hours per week of your time. This class culminates in your Microsoft Office Specialist 
certification. In this class you will learn the features of Microsoft Access. You will utilize 3-4 hours of video-based 
self-study at your own pace, on your own time through the week then meet with an instructor for 1 hour of 
personalized mentoring each week to answer questions and demo specific skills. You will use Aptitude Builders to 
apply those skills to your own relevant work in order to strengthen skills. At the end of the class, you will have 
projects applicable to your work that are ready to use. You will have a complete skill set for Access and be 
prepared to take on any challenge the software can assist with. You will be prepared to take the Microsoft Office 
Specialist (MOS) exam to formalize your credentials. The certification may be important, but the real benefit is 
that at the end of this program you will be able to utilize all of the features of Microsoft Access to create and 
optimize professional databases.

Prerequisite: Strong keyboard and mouse skills. Familiarity with use of a Windows operating system. No prior 
software experience is required but familiarity is helpful.
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Access 2003: Deciphering Database Design

There is a difference between entering data into Access and actually understanding it. The key to successful use 
at ANY level is grasping how it works. Bring the use of your database out of the murky shadows! In this class you 
will learn the fundamentals of database design (without the techno-babble) and how the pieces of relational 
databases work together whether to shed the light you need whether you have been using databases for years or 
are new to the entire concept. You will create a database plan, create a new database and the required tables 
and set table properties. You will also learn how to create permanent integris relationships between tables. After 
this class you will be able to conceptualize and plan an elegant database that stores data the way you need it.

Prerequisite: Ability to navigate a Windows-based environment. Basic keyboard and mouse skills. Basic familiarity 
with Excel is helpful. Desire to learn all you can about your software!

Access 2003: Functional Forms & Reliable Reports

In pure Access theory, all work should be done in forms and all output should occur through reports. In reality, it 
may not be that clear cut but still forms and reports are the basis for the user experience in Access. The good 
news is that while their functionality is quite different, their design is virtually identical. In this class you will learn 
how to use automatic, wizard and design features to create functional forms that display data the way you want 
and reliable reports that output data in a format that is usable to you. After this class you will be able to design 
and create forms and reports to enhance the usability of your database.

Prerequisite: Harnessing the Power of Queries

Access 2003: Harnessing the Power of Queries

Data that resides in tables should be considered raw data - not sorted, not filtered, not calculated. How then do 
you manage the numerous fields and records you need in all the different ways that are required? The answer is 
queries. Queries are the workhorse of Access and the mediator between raw data residing in tables and what 
users see and work with in forms and reports. In this class you will learn how to create accurate, powerful queries 
using a method PCKeys has developed over 15 years to simplify what can be a sometimes overwhelming process. 
You will learn how to work with multiple tables, modify fields, sort records and use criteria to filter data. You will 
learn how to work with calculations and expressions and concatenate text to create fields that do not exist in the 
underlying tables. After this class you will harness the power of Access select queries so you have it at your 
fingertips to create powerful forms and reports based on Access data.

Prerequisite: Deciphering Database Design

2003/2007

Access 2003/2007: It's All About Relationships!

The most challenging and neglected part of using Access well is understanding how all the parts work together. 
Fortunately, the concept of relationships can be explained in clear, concise language to help you understand it 
and enable you to take your data to new levels without creative work-arounds. If you are new to databases then 
get a good foundation. If you've been working with Access for years, this is the seminar that'll make it all come 
together so you can use your data the way it was intended.

Prerequisite: Deciphering Database Design
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2007

Access 2007: Access MCAS Certification Prep

Think you know all there is to know about Microsoft Access? Before you literally put your claim to the test, let 
PCKeys provide a Microsoft Certified Application Specialist (MCAS) exam certification review to ensure you have 
not overlooked something! Our MCAS Master Instructors have taken all the exams so we have the experience 
and insights to assist you in preparing properly yourself. This is a quick class, designed to simply touch on topics 
as review and clarify your questions. It is not intended to provide instruction on the skills. In this class you will 
receive a review of critical concepts and test taking tips and strategies. After this class you will be prepared to sit 
the exam or realize there may be a topic or two you need to review before doing so. Do not waste your money 
when you are not properly prepared and if you are ready then put yourself at ease by getting some preparation 
and insights from those who have already passed the exam. Before you know it, you will have the Microsoft 
Certified Application Specialist title added to your resume!

Prerequisite: Solid experience with all features of the software. This is a skills review course to prepare for 
certification.

Access 2007: Administering Databases

Databases are like hard drives. If you do not know what that means, you definitely need this class! Databases 
constantly change ( or at least they should) by having records added, deleted and moved about. Because of this, 
some simple administration needs to take place in order to keep it running efficiently. In this class you will learn 
how to analyze database performance and determine if modifications need to be made. You will learn how to run 
regular maintenance and fix potential errors. You will also learn how to document the database structure for 
training or technical documentation purposes. After this class you will be ready to keep your database optimized 
for smooth, reliable performance!

Prerequisite: Functional Forms & Reliable Reports and Automating with Advanced Queries and Macros

Access 2007: Advanced Forms & Reports

Forms and reports are the basis for the user experience in Access. Basic forms and reports work well for many 
users and uses but sometimes you need to kick it up a notch! In this class you will learn how to create master 
forms with subforms and link data showing one-to-many relationships. You will create advanced controls that 
include calculations from underlying data and modify control and section properties. You will create reports that 
prompt for criteria each time they are displayed and have dynamic headers/footers that also reflect the specified 
criteria. You will customize section text to dynamically display appropriate information. After this class you will be 
able to design elegant forms and reports displaying a variety of data from multiple tables based on dynamic 
criteria so you have access to the records and data you need.

Prerequisite: Functional Forms & Reliable Reports

Access 2007: Automating with Advanced Queries and Macros

Select queries form the foundation for choosing just the data you want from the potential myriad of Access fields 
and tables but sometimes you need to manipulate data and not just select it. Using action queries and macros, 
you can manipulate thousands of fields and records with simple commands allowing you to update fields, change 
values, archive records and more. In this class you will learn how to create action queries safely, ensuring you do 
not inadvertently modify records. You will learn how to use macros to automate actions including using database 
objects and running queries to simplify repetitive tasks and automate the user experience. After this class you will 
be able to optimize the functionality of Access tasks into simplified and accurate processes, saving you time and 
safeguarding your data.

Prerequisite: Harnessing the Power of Queries
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Access 2007: Boot Camp

Sometimes you need to know it all now, not over 3 or 4 months. Sometimes you just want to learn all of the 
features of software so when you use it, you know what is available rather than learning "too late" that there 
were features you did not know about. Regardless of your motivation, if you are up to the challenge, PCKeys boot 
camp is for you! In a single 10-hour day, you will learn the skills necessary to understand Access and build 
powerful databases. If you want to know Access from design to application, this boot camp is for you! In this boot 
camp you will learn relational database fundamentals so you can understand how Access works and how to get it 
to work the way you want it to. You will learn how to plan and design databases that work, create tables and 
work with queries, forms and reports. You will know how to ensure you collect quality data so you can get quality 
output. This boot camp includes Deciphering Database Design, Harnessing the Power of Queries, Functional 
Forms & Reliable Reports, Automating with Advanced Queries and Macros and Advanced Forms & Reports. Each 
session is 90-minutes with a 30 minute break between sessions. If you want to not only use, but understand and 
design flexible, databases with integrity using Access and you want to know it now, there is only one more 
question to ask - are you up for the challenge?

Prerequisite: Strong keyboard and mouse skills. Familiarity with use of a Windows operating system. No prior 
software experience is required but familiarity is helpful.

Access 2007: CAAP MCAS Certification

If you do not know what software can do and how to get it to do it, you cannot fully utilize the tool at your 
fingertips. Even though you may or may not need to use every feature every day, PCKeys believes that knowing 
what the software's capabilities are so you can take advantage of them when necessary, without requiring extra 
effort to figure out how to accomplish it, is the only way to optimize your performance, increase efficiency and 
fully utilize your software investment. The PCKeys CAAP program offers in-depth, skills training in your software 
application, spread conveniently over 5 weeks at a comfortable pace that allows long-term retention of skills but 
only requires 4-5 hours per week of your time. This class culminates in your Microsoft Certified Application 
Specialist certification. In this class you will learn the features of Microsoft Access. You will utilize 3-4 hours of 
video-based self-study at your own pace, on your own time through the week then meet with an instructor for 1 
hour of personalized mentoring each week to answer questions and demo specific skills. You will use Aptitude 
Builders to apply those skills to your own relevant work in order to strengthen skills. At the end of the class, you 
will have projects applicable to your work that are ready to use. You will have a complete skill set for Access and 
be prepared to take on any challenge the software can assist with. You will be prepared to take the Microsoft 
Certified Application Specialist (MCAS) exam to formalize your credentials. The certification may be important, 
but the real benefit is that at the end of this program you will be able to utilize all of the features of Microsoft 
Access to create and optimize professional databases.

Prerequisite: Strong keyboard and mouse skills. Familiarity with use of a Windows operating system. No prior 
software experience is required but familiarity is helpful.

Access 2007: Deciphering Database Design

There is a difference between entering data into Access and actually understanding it. The key to successful use 
at ANY level is grasping how it works. Bring the use of your database out of the murky shadows! In this class you 
will learn the fundamentals of database design (without the techno-babble) and how the pieces of relational 
databases work together whether to shed the light you need whether you have been using databases for years or 
are new to the entire concept. You will create a database plan, create a new database and the required tables 
and set table properties. You will also learn how to create permanent integris relationships between tables. After 
this class you will be able to conceptualize and plan an elegant database that stores data the way you need it.

Prerequisite: Ability to navigate a Windows-based environment. Basic keyboard and mouse skills. Basic familiarity 
with Excel is helpful. Desire to learn all you can about your software!
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Access 2007: Functional Forms & Reliable Reports

In pure Access theory, all work should be done in forms and all output should occur through reports. In reality, it 
may not be that clear cut but still forms and reports are the basis for the user experience in Access. The good 
news is that while their functionality is quite different, their design is virtually identical. In this class you will learn 
how to use automatic, wizard and design features to create functional forms that display data the way you want 
and reliable reports that output data in a format that is usable to you. After this class you will be able to design 
and create forms and reports to enhance the usability of your database.

Prerequisite: Harnessing the Power of Queries

Access 2007: Harnessing the Power of Queries

Data that resides in tables should be considered raw data - not sorted, not filtered, not calculated. How then do 
you manage the numerous fields and records you need in all the different ways that are required? The answer is 
queries. Queries are the workhorse of Access and the mediator between raw data residing in tables and what 
users see and work with in forms and reports. In this class you will learn how to create accurate, powerful queries 
using a method PCKeys has developed over 15 years to simplify what can be a sometimes overwhelming process. 
You will learn how to work with multiple tables, modify fields, sort records and use criteria to filter data. You will 
learn how to work with calculations and expressions and concatenate text to create fields that do not exist in the 
underlying tables. After this class you will harness the power of Access select queries so you have it at your 
fingertips to create powerful forms and reports based on Access data.

Prerequisite: Deciphering Database Design

Access 2007: Turning Databases into Applications

Databases are collections of objects that contain data and provide a means for users t interact with that data. 
Problem is that many users are not familiar with Access nor do they want to be and administrators need to 
protect the data and the design from inadvertent changes by unknowing users. Access databases can be turned 
into applications by creating an event-driven end-user interface that facilitates usability while protecting 
structure and data. In this class you will learn how to work with existing database objects and optimize them, 
their properties and their functionality to create an elegant, intuitive interface for non-Access users. You will be 
able to split databases into front and back-end files and link tables. You will control how forms and reports open 
and close and create an intuitive navigation structure for users. You will also implement simple security. After this 
class you will be able to convert a normal database file into an automated, secure environment from which any 
variety of users can work without endangering its data or structure.

Prerequisite: Automating with Advanced Queries and Macros

Acrobat

Acrobat : In Pursuit of a Paperless Lifestyle

Tired of having to file paper that you then have to spend time finding? Adobe Acrobat is for more than just 
reading web documents. In this class you will learn how to use Acrobat to create electronic copies of your 
important papers that can be fully searched and stored on your hard drive or CD. Then you can shred the paper, 
easily access what you need and simplify long-term storage not to mention that the electronic files will not 
deteriorate like thermal paper does. This seminar teaches you how to eliminate paper from your life AND make it 
searchable and easy to archive all at the same time. Warm up your shredder! Your paper is on its way out!

Prerequisite: Ability to navigate a Windows-based environment. Basic keyboard and mouse skills. Familiarity with 
use of a scanner. Desire to learn all you can about your software!

9

Acrobat 9: Creating PDFs
Prerequisite: 
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Acrobat 9: Enhancing PDFs
Prerequisite: 

Acrobat 9: Optimizing & Distributing PDFs
Prerequisite: 

Acrobat 9: Working with PDF Forms
Prerequisite: 

Excel

Excel : Introduction to Excel VBA
Prerequisite: Strong foundation in Excel including data entry, formatting and editing, formulas, function, charts, 
sorting, filtering, pivot tables and charts. Should also have solid founcation in Windows operating system 
including file/folder management.

2003

9ȄŎŜƭ нллоΥ ! tƛŎǘǳǊŜΩǎ ²ƻǊǘƘ ŀ ¢ƘƻǳǎŀƴŘ ²ƻǊŘǎ

This saying about pictures is true and never is it more appropriate then when trying to summarize a bunch of 
numerical data so it makes sense! Instead of poring over rows and columns of data, let Excel's powerful charting 
features help you make sense of that data whether for yourself or for others. In this class you will learn what all 
that chart terminology means. You will learn how to create charts, what the different chart formats are best used 
for and how to modify chart data and elements to get just the picture you want. After this class you will be able 
to create charts from data and format it in the best way possible to illustrate your desired message.

Prerequisite: Experiencing Excellence in Excel

Excel 2003: Advanced Data Analysis

PCKeys works hard to NOT overwhelm users with the advanced functionality Excel has to offer, but for some 
users, this is the functionality they need. In this class you will learn how to use Excel for advanced data analysis 
including advanced functions, advanced chart features, one and two-variable data tables, array formulas and 
working with growth and trend lines. You will learn about features at the high-end of skill sets introduced in 
other classes. These topics are useful for all types of analysis but are especially useful for work with financial data. 
Participants in this class must have a strong foundation in Excel and have taken all prerequisite class or have 
equivalent knowledge.

Prerequisite: Getting Functional with Excel

Excel 2003: Automating with Macros

Excel is a phenomenal tool for storing and manipulating data, but when you feel the fatigue from repeating the 
same steps every day, week or month, it is time to learn about automating those steps with macros! Not only do 
they simplify repetitive tasks, they also ensure consistency when you create similar worksheets, making for a 
more polished, professional presentation. In this class you will learn what a macro is, how it is stored, what code 
lies behind it. You will plan for, create, use and edit macros. You will learn how to control cell references, use the 
VBA editor and add quick access shortcuts. After this class you will be ready to automate your tasks and ensure 
consistency using the powerful capabilities of macros.

Prerequisite: Getting Functional with Excel and Managing Monstrous Worksheets
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Excel 2003: Boot Camp

Sometimes you need to know it all now, not over 3 or 4 months. Sometimes you just want to learn all of the 
features of software so when you use it, you know what is available rather than learning "too late" that there 
were features you did not know about. Regardless of your motivation, if you are up to the challenge, PCKeys boot 
camp is for you! In a single 10-hour day, you will learn the skills necessary to utilize Excel to its capacity, which is 
more than just rows and columns. If you want to know Excel from design to analysis, this boot camp is for you! In 
this boot camp you will learn how to create elegant, efficient and accurate worksheets, summarize data and 
present it visually using a variety of Excel tools. This boot camp includes Experiencing Excellence in Excel, Getting 
Functional with Excel, Managing Monstrous Worksheets, A Picture's Worth a Thousand Words and Pivotal Data 
Management. Each session is 90-minutes with a 30 minute break between sessions. If you want to know how to 
use Excel effectively using all of its features to manage your data plus more than a few tips and shortcuts and you 
want to know it now, there is only one more question to ask - are you up for the challenge?

Prerequisite: Strong keyboard and mouse skills. Familiarity with use of a Windows operating system. No prior 
software experience is required but familiarity is helpful.

Excel 2003: CAAP MOS Certification

If you do not know what software can do and how to get it to do it, you cannot fully utilize the tool at your 
fingertips. Even though you may or may not need to use every feature every day, PCKeys believes that knowing 
what the software's capabilities are so you can take advantage of them when necessary, without requiring extra 
effort to figure out how to accomplish it, is the only way to optimize your performance, increase efficiency and 
fully utilize your software investment. The PCKeys CAAP program offers in-depth, skills training in your software 
application, spread conveniently over 5 weeks at a comfortable pace that allows long-term retention of skills but 
only requires 4-5 hours per week of your time. This class culminates in your Microsoft Office Specialist 
certification at the expert level. In this class you will learn the features of Microsoft Excel. You will utilize 3-4 
hours of video-based self-study at your own pace, on your own time through the week then meet with an 
instructor for 1 hour of personalized mentoring each week to answer questions and demo specific skills. You will 
use Aptitude Builders to apply those skills to your own relevant work in order to strengthen skills. At the end of 
the class, you will have projects applicable to your work that are ready to use. You will have a complete skill set 
for Excel and be prepared to take on any challenge the software can assist with. You will be prepared to take the 
Expert level Microsoft Office Specialist (MOS) exam to formalize your credentials. The certification may be 
important, but the real benefit is that at the end of this program you will be able to utilize all of the features of 
Microsoft Excel to create and optimize professional, efficient, accurate spreadsheets.

Prerequisite: Strong keyboard and mouse skills. Familiarity with use of a Windows operating system. No prior 
software experience is required but familiarity is helpful.

Excel 2003: Excel MOS Certification Prep

Think you know all there is to know about Microsoft Excel? Before you literally put your claim to the test, let 
PCKeys provide a Microsoft Office Specialist (MOS) exam certification review to ensure you have not overlooked 
something! Our MOS Master Instructors have taken all the exams for several versions of Office so we have the 
experience and insights to assist you in preparing properly yourself. This is a quick class, designed to simply touch 
on topics as review and clarify your questions. It is not intended to provide instruction on the skills. In this class 
you will receive a review of critical concepts and test taking tips and strategies. After this class you will be 
prepared to sit the exam or realize there may be a topic or two you need to review before doing so. Do not waste 
your money when you are not properly prepared and if you are ready then put yourself at ease by getting some 
preparation and insights from those who have already passed the exam. Before you know it, you will have the 
Microsoft Office Specialist title added to your resume!

Prerequisite: Solid experience with all features of the software. This is a skills review course to prepare for 
certification.
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Excel 2003: Experiencing Excellence in Excel

Excel is one of the most popular and powerful data tools we use, but many people only scratch the surface of its 
potential by using it as a glorified word processor or performing calculations less than optimally. In this class you 
will get enthused instead of apprehensive about the power of Excel and how to use its features correctly. You will 
learn how to add, edit, select and delete data, fill a series, format worksheets to facilitate understanding and 
create calculations. You will use styles for consistent formatting and learn the one-button secret to creating 
charts and how to print information. After this class you will be able to create efficient, accurate spreadsheets 
and charts without stress that enable you to communicate numerical data so it can be easily understood.

Prerequisite: Ability to navigate a Windows-based environment. Basic keyboard and mouse skills. Desire to learn 
all you can about your software!

Excel 2003: Getting Functional with Excel

Formulas and functions are the true power of Excel. Often, they are created inefficiently which leads to added 
work and errors. This is part of the reason people fear them. They also worry about having to know math. The 
many functions available cover everything from basic math to high-end statistics and that can be overwhelming. 
In this class you will learn the concepts behind formulas and functions. You will learn the syntax that all functions 
follow so you can work with them all, no matter how simple or seemingly complex. You will learn how to use 
ŀōǎƻƭǳǘŜ ŀƴŘ ǊŜƭŀǘƛǾŜ ǊŜŦŜǊŜƴŎƛƴƎ ŀƴŘ t/YŜȅǎΩ /ƻƳƳŀƴŘƳŜƴǘǎ ƻŦ 9ȄŎŜƭ ¦ǎŀƎŜ ǘƻ ŜƴǎǳǊŜ ȅƻǳǊ Řŀǘŀ ƛǎ ŀŎŎǳǊŀǘŜ ŀƴŘ 
efficient. You will be introduced to functions from all the categories and learn what they do so you will know how 
to find the calculations you need when specific scenarios arise. You will use names to replace cell references. 
After this class you will be confident in your ability to accurately create calculations using formulas and functions 
of any type.

Prerequisite: Experiencing Excellence in Excel

Excel 2003: Managing Monstrous Worksheets

We all know the power of spreadsheets, but sometimes they just seem SO overwhelming! When you begin to fill 
up those rows and columns with data you have to get a handle on how to manage it. In this class you will learn 
how to use Excel's database and list features to manage data. You will learn what a list is, how to define, format, 
sort, filter and outline them. You will use database functions to perform calculations on specified data and 
summarize information with just a few clicks. You will learn how to group and work with multiple worksheets, 
modify display properties to work with large amounts of data and apply conditional formatting. After this class 
you will be able to effectively work with large amounts of data on single and multiple worksheets and use Excel's 
list features to manipulate it to get the answers you want.

Prerequisite: Experiencing Excellence in Excel

Excel 2003: Pivotal Data Management

Life is not linear and sometimes your data should not be either. Often data is easier to understand and 
manipulate if it can be viewed on two axes instead of one. Imagine taking hundreds of rows of numbers and 
summarizing them down into five based on categories! PivotTables allow you to do this and to work with data in 
a dynamic manner.  Unfortunately, PivotTables are misunderstood and many think they are difficult to use or for 
high-end analysis only. In this class you will learn how easy it is to create and work with PivotTables including 
adding fields and filtering data. You will learn how to modify field settings and properties of the PivotTable itself. 
You will drill down into summary data details and create Pivot Charts. After this class you will know how to create 
and work with PivotTables to summarize data quickly and easily using this phenomenal tool.

Prerequisite: Managing Monstrous Worksheets
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2007

Excel 2007: A Picture's Worth a Thousand Words

This saying about pictures is true and never is it more appropriate then when trying to summarize a bunch of 
numerical data so it makes sense! Instead of poring over rows and columns of data, let Excel 2007's powerful 
charting features help you make sense of that data whether for yourself or for others. In this class you will learn 
what all that chart terminology means and what the different chart formats are best used for. You will use the 
enhanced 2007 chart tools to create and modify chart data and elements to get just the picture you want. After 
this class you will be able to create charts from data and format it in the best way possible to illustrate your 
desired message.

Prerequisite: Experiencing Excellence in Excel

Excel 2007: Advanced Data Analysis

PCKeys works hard to NOT overwhelm users with the advanced functionality Excel has to offer, but for some 
users, this is the functionality they need. In this class you will learn how to use Excel for advanced data analysis 
including advanced functions, advanced chart features, one and two-variable data tables, array formulas and 
working with growth and trend lines. You will learn about features at the high-end of skill sets introduced in 
other classes. These topics are useful for all types of analysis but are especially useful for work with financial data. 
Participants in this class must have a strong foundation in Excel and have taken all prerequisite class or have 
equivalent knowledge.

Prerequisite: Getting Functional with Excel

Excel 2007: Automating with Macros

Excel is a phenomenal tool for storing and manipulating data, but when you feel the fatigue from repeating the 
same steps every day, week or month, it is time to learn about automating those steps with macros! Not only do 
they simplify repetitive tasks, they also ensure consistency when you create similar worksheets, making for a 
more polished, professional presentation. In this class you will learn what a macro is, how it is stored, what code 
lies behind it. You will plan for, create, use and edit macros. You will learn how to control cell references, use the 
VBA editor and add quick access shortcuts. After this class you will be ready to automate your tasks and ensure 
consistency using the powerful capabilities of macros.

Prerequisite: Getting Functional with Excel and Managing Monstrous Worksheets

Excel 2007: Boot Camp

Sometimes you need to know it all now, not over 3 or 4 months. Sometimes you just want to learn all of the 
features of software so when you use it, you know what is available rather than learning "too late" that there 
were features you did not know about. Regardless of your motivation, if you are up to the challenge, PCKeys boot 
camp is for you! In a single 10-hour day, you will learn the skills necessary to utilize Excel to its capacity, which is 
more than just rows and columns. If you want to know Excel from design to analysis, this boot camp is for you! In 
this boot camp you will learn how to create elegant, efficient and accurate worksheets, summarize data and 
present it visually using a variety of Excel tools. This boot camp includes Experiencing Excellence in Excel, Getting 
Functional with Excel, Managing Monstrous Worksheets, A Picture's Worth a Thousand Words and Pivotal Data 
Management. Each session is 90-minutes with a 30 minute break between sessions. If you want to know how to 
use Excel effectively using all of its features to manage your data plus more than a few tips and shortcuts and you 
want to know it now, there is only one more question to ask - are you up for the challenge?

Prerequisite: Strong keyboard and mouse skills. Familiarity with use of a Windows operating system. No prior 
software experience is required but familiarity is helpful.
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Excel 2007: CAAP MCAS Certification

If you do not know what software can do and how to get it to do it, you cannot fully utilize the tool at your 
fingertips. Even though you may or may not need to use every feature every day, PCKeys believes that knowing 
what the software's capabilities are so you can take advantage of them when necessary, without requiring extra 
effort to figure out how to accomplish it, is the only way to optimize your performance, increase efficiency and 
fully utilize your software investment. The PCKeys CAAP program offers in-depth, skills training in your software 
application, spread conveniently over 5 weeks at a comfortable pace that allows long-term retention of skills but 
only requires 4-5 hours per week of your time. This class culminates in your Microsoft Certified Application 
Specialist certification. In this class you will learn the features of Microsoft Excel. You will utilize 3-4 hours of 
video-based self-study at your own pace, on your own time through the week then meet with an instructor for 1 
hour of personalized mentoring each week to answer questions and demo specific skills. You will use Aptitude 
Builders to apply those skills to your own relevant work in order to strengthen skills. At the end of the class, you 
will have projects applicable to your work that are ready to use. You will have a complete skill set for Excel and be 
prepared to take on any challenge the software can assist with. You will be prepared to take the Microsoft 
Certified Application Specialist (MCAS) exam to formalize your credentials. The certification may be important, 
but the real benefit is that at the end of this program you will be able to utilize all of the features of Microsoft 
Excel to create and optimize professional, efficient, accurate spreadsheets.

Prerequisite: Strong keyboard and mouse skills. Familiarity with use of a Windows operating system. No prior 
software experience is required but familiarity is helpful.

Excel 2007: Excel MCAS Certification Prep

Think you know all there is to know about Microsoft Excel? Before you literally put your claim to the test, let 
PCKeys provide a Microsoft Certified Application Specialist (MCAS) exam certification review to ensure you have 
not overlooked something! Our MCAS Master Instructors have taken all the exams so we have the experience 
and insights to assist you in preparing properly yourself. This is a quick class, designed to simply touch on topics 
as review and clarify your questions. It is not intended to provide instruction on the skills. In this class you will 
receive a review of critical concepts and test taking tips and strategies. After this class you will be prepared to sit 
the exam or realize there may be a topic or two you need to review before doing so. Do not waste your money 
when you are not properly prepared and if you are ready then put yourself at ease by getting some preparation 
and insights from those who have already passed the exam. Before you know it, you will have the Microsoft 
Certified Application Specialist title added to your resume!

Prerequisite: Solid experience with all features of the software. This is a skills review course to prepare for 
certification.

Excel 2007: Experiencing Excellence in Excel

Excel is one of the most popular and powerful data tools we use, but many people only scratch the surface of its 
potential by using it as a glorified word processor or performing calculations less than optimally. In this class you 
will get enthused instead of apprehensive about the power of Excel and how to use its features correctly. You will 
learn how to add, edit, select and delete data, fill a series, format worksheets to facilitate understanding and 
create calculations. You will use styles for consistent formatting and learn the one-button secret to creating 
charts and how to print information. After this class you will be able to create efficient, accurate spreadsheets 
and charts without stress that enable you to communicate numerical data so it can be easily understood.

Prerequisite: Ability to navigate a Windows-based environment. Basic keyboard and mouse skills. Desire to learn 
all you can about your software!
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Excel 2007: Getting Functional with Excel

Formulas and functions are the true power of Excel. Often, they are created inefficiently which leads to added 
work and errors. This is part of the reason people fear them. They also worry about having to know math. The 
many functions available cover everything from basic math to high-end statistics and that can be overwhelming. 
In this class you will learn the concepts behind formulas and functions. You will learn the syntax that all functions 
follow so you can work with them all, no matter how simple or seemingly complex. You will learn how to use 
ŀōǎƻƭǳǘŜ ŀƴŘ ǊŜƭŀǘƛǾŜ ǊŜŦŜǊŜƴŎƛƴƎ ŀƴŘ t/YŜȅǎΩ /ƻƳƳŀƴŘƳŜƴǘǎ ƻŦ 9ȄŎŜƭ ¦ǎŀƎŜ ǘƻ ŜƴǎǳǊŜ ȅƻǳǊ Řŀǘŀ ƛǎ ŀŎŎǳǊŀǘŜ ŀƴŘ 
efficient. You will be introduced to functions from all the categories and learn what they do so you will know how 
to find the calculations you need when specific scenarios arise. You will use names to replace cell references. 
After this class you will be confident in your ability to accurately create calculations using formulas and functions 
of any type.

Prerequisite: Experiencing Excellence in Excel

Excel 2007: Managing Monstrous Worksheets

We all know the power of spreadsheets, but sometimes they just seem SO overwhelming! When you begin to fill 
up those rows and columns with data you have to get a handle on how to manage it. In this class you will learn 
how to use Excel 2007's enhanced tables features to manage data. You will learn what a table is, how to define, 
format, sort, filter and outline them. You will use database functions to perform calculations on specified data 
and summarize information with just a few clicks. You will learn how to group and work with multiple 
worksheets, modify display properties to work with large amounts of data and apply conditional formatting. 
After this class you will be able to effectively work with large amounts of data on single and multiple worksheets 
and use Excel's table features to manipulate it to get the answers you want.

Prerequisite: Experiencing Excellence in Excel

Excel 2007: New Features

The Office 2007 System brought not only a brand new (and sometimes confusing) interface, but also a lot of new 
features, especially in Excel. Many of the basic concepts remain the same but how you access and use the 
features can be quite different. There are also some completely new features the will assist you in working with 
your spreadsheet data. In this class you will learn what has changed and what is brand new so you can utilize the 
powerfuly new features found in Excel 2007 to ensure you are efficient and accurate so your data can be read 
and understood.

Prerequisite: This class doesn't explain theory behind features, it focusses on new ways to access/use them. Prior 
knowledge of formatting, sorting, filtering, functions, pivot tables and charts is necessary. If you don't have this, 
try our regular Excel 2007 classes.

Excel 2007: Pivotal Data Management

Life is not linear and sometimes your data should not be either. Often data is easier to understand and 
manipulate if it can be viewed on two axes instead of one. Imagine taking hundreds of rows of numbers and 
summarizing them down into five based on categories! PivotTables allow you to do this and to work with data in 
a dynamic manner.  Unfortunately, PivotTables are misunderstood and many think they are difficult to use or for 
high-end analysis only. In this class you will learn how easy it is to create and work with PivotTables including 
adding fields and filtering data. You will learn how to modify field settings and properties of the PivotTable itself. 
You will drill down into summary data details and create Pivot Charts. After this class you will know how to create 
and work with PivotTables to summarize data quickly and easily using this phenomenal tool.

Prerequisite: Managing Monstrous Worksheets

Flash

CS4

Flash CS4: Boot Camp
Prerequisite: 
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InDesign

CS4

InDesign CS4: Advanced Text Features
Prerequisite: 

InDesign CS4: Document Basics
Prerequisite: 

InDesign CS4: Enhancing Layout and Graphics
Prerequisite: 

InDesign CS4: Importing, Exporting and Distributing Documents
Prerequisite: 

Internet

Internet : CyberSavvy: Internet Safety Seminar for Families

This seminar offers insight into the double-edged sword the Internet offers our families. Learn the basics behind 
how the technology works, the benefits and dangers it presents and the tools available to protect children and 
yourself. FREE.

Prerequisite: Ability to navigate a Windows-based environment. Basic keyboard and mouse skills. Desire to learn 
all you can about your software!

Internet : Internet Explorer 7.0

People often forget that a web browser like Internet Explorer (IE) is an application. Because it is more than just a 
window through which to view web pages, it has functionality and features that should be understood and 
customized to meet your needs. In this class you will learn how to manage IE settings and configure it to work the 
way you want. You will learn how to use tabbed browsing, set home pages and change the default search 
engines. You will learn how to use and manage favorites and history and how to modify security settings so you 
can work safely online. After this class you will be able to use IE as another tool in your skill set to acquire 
information using the power of the Internet.

Prerequisite: Ability to navigate a Windows-based environment. Basic keyboard and mouse skills. Desire to learn 
all you can about your software!

Internet : Untangling the World Wide Web

We hear about the Internet every day and it seems every business and even our families are referring us to their 
web sites if we want to know about them. Many have used the Internet but often it is without truly 
understanding how it all works or how they get to where they went. Many times it is a frustrating and less-than-
optimal experience. In this class you will learn how the Internet works, without complicated techno-babble. You 
will learn what a browser is and how to it, what URLs are all about and how to use search engines to find the 
information you want.  After this class you will understand how the Internet works and how you can access its 
vast resources, finding information and navigating the Web so you can take full advantage of everything it has to 
offer.

Prerequisite: Ability to navigate a Windows-based environment. Basic keyboard and mouse skills. Desire to learn 
all you can about your software!
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Lotus Notes

8

Lotus Notes 8: Basics & Beyond

Lotus Notes offers a solid messaging and communication platform from which users can work with various 
features to assist them in personal organization, communication and time management. While highly 
customizable, virtually all users need to know how to use e-mail, calendar and document repositories. In this 
class you will learn how to launch Notes and navigate the interface. You will learn how to use e-mail functionality 
to send, receive and manage messages.  You will work with attachments, set message options and create mail 
groups. You will use folders and rules to organize mail and manage junk mail. After this class you will be able to  
use Notes e-mail capabilities to enhance productivity and communication.

Prerequisite: Ability to navigate a Windows-based environment. Basic keyboard and mouse skills. Desire to learn 
all you can about your software!

Lotus Notes 8: Boot Camp

Sometimes you need to know it all now, not over 3 or 4 months. Sometimes you just want to learn all of the 
features of software so when you use it, you know what is available rather than learning "too late" that there 
were features you did not know about. Regardless of your motivation, if you are up to the challenge, PCKeys boot 
camp is for you! In a single 10-hour day, you will learn the skills necessary to utilize Lotus Notes to its capacity, 
which is more than just e-mail. In this boot camp you will learn how to manage your time and communications in 
a professional, polished, efficient manner. This boot camp includes Composing Effective E-Mail, Notes Mail, 
Managing the Clock, Notes Calendar & Meetings and Notes Databases. Each session is 90-minutes with a 30 
minute break between sessions. If you want to know how to use Lotus Notes effectively using all of its features to 
manage your time, communications and documents and you want to know it now, there is only one more 
question to ask - are you up for the challenge?

Prerequisite: Strong keyboard and mouse skills. Familiarity with use of a Windows operating system. No prior 
software experience is required but familiarity is helpful.

Lotus Notes 8: Calendar & Meetings

Managing communication is part the battle when it comes to organizing our lives. Another component is the time 
necessary to interact with people, attend to business and accomplish miscellaneous tasks. Lotus Notes provides 
calendar and To Do components to assist you. In this class you will learn how to create calendar appointments 
and arrange meetings including accessing and scheduling resources. You will learn how to create To Do lists and 
assign work to others. After this class you will be able to manage your time and obligations using Notes features.

Prerequisite: Basics & Beyond

Lotus Notes 8: Databases

One of the most frequently overlooked features by Notes users, and the one that really sets Lotus Notes apart 
from other e-mail and calendar applications, are the document databases which can be used to save and manage 
organizational documents from within a central repository. This class introduces the concepts of the Notes 
database and allows users to create, manage and find documents. In this class you will learn how to access 
databases and open documents. You will learn how to bookmark, format and proof documents as well as add 
hotspots, tables, sections and indices to make them searchable. After this class you will be able to utilize the 
powerful document repository features available through Notes databases.

Prerequisite: Calendar & Meetings
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Office

2003

Office 2003: Collaboration Tools

You have a file that needs to be reviewed. It could be a simple proof by a co-worker, a paper that needs to be 
created by a team or a formal technical document that must go through a peer review process. Are you using 
your software to simplify and automate the review process or are you doing it the old fashioned way, sending out 
copies, having them marked up then trying to consolidate all the feedback into a single document and make 
sense of who did what? Office 2003 has powerful but underused collaboration toolset. In this class you will learn 
how to use tracking to add markup when someone adds, edits, deletes content or changes formatting. You will 
learn how to distribute files to others using a process that allows all of those revised copies to be brought back 
together into a single document showing who had what to say or change. After this class you will be able to 
collaborate with others using Office features that automate and simplify the process, saving hours of manual 
work and ensuring everyone gets their input considered without overtaxing the document manager.

Prerequisite: Strong experience with the full feature set of Word, Excel and/or PowerPoint.

Office 2003: Optimize Your Work with Templates

People often claim they use templates at work. What they really mean is they open standard files, do a SaveAs 
and then use them to create their specific files. While in some cases this works, it is NOT using a template. 
Templates are a specific file type and offer benefits including protecting the "clean" file, allowing universal 
updates to be made to existing files, providing consistent design and being stored in a central location where 
they can be easily found. All of these features are important for saving time, improving efficiency and creating 
consistent files. They are important for individuals but exponentially so for departments and organizations. In this 
class you will learn template concepts, how to access existing templates and create new ones. You will learn how 
to include content and fields to enhance your template design. You will learn how to copy items between 
templates and designate where items are stored. You will learn how to organize template folders. After this class 
you will be able to optimize your work, ensuring efficiency and consistency through the use of templates.

Prerequisite: Strong experience with the full feature set of Word, Excel and/or PowerPoint.

Office 2003: Sharing Data Between Applications

The key to efficiency using a computer is to reuse information. The concepts of copy-and-paste are not new to 
most users but how to truly share data between applications if often overlooked. In this class you will learn how 
to share data using embedding and linking techniques. You will learn how to integrate Excel data into Word and 
PowerPoint, how to use Outlook information in Word documents and how to link tables from Word into 
PowerPoint. You will learn a variety of techniques that can be used throughout Office to ensure you are not 
recreating or manually updating data that is used between applications. After this class you will be able to 
optimize your efficiency and accuracy through data sharing techniques.

Prerequisite: Strong experience with the full feature set of Word, Excel and/or PowerPoint.
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2007

Office 2007: Collaboration Tools

You have a file that needs to be properly cited and reviewed. It could be a simple proof by a co-worker, a paper 
that needs to be created by a team or a formal technical document that must go through a peer review process. 
Are you using your software to simplify and automate the citation and review process or are you doing it the old 
fashioned way, manually entering references, creating a bibliography then sending out copies, having them 
marked up then trying to consolidate all the feedback into a single document and make sense of who did what? 
Office 2007 has a powerful but underused reference and review toolset. In this class you will learn how to add 
citations and insert them as in-text and bibliography entries in the proper APA, MLA, Chicago, ISO or other 
format. You will learn how to modify and update this XML-based database for use with other documents. You will 
learn how to use tracking to add markup when documents are edited. You will learn how to enable these 
features and secure the document so changes can be monitored. You will learn how to accept and reject changes 
and use document views to see the original and modified versions while only maintaining one file. After this class 
you will be able to properly cite documents and collaborate with others using Office features that automate and 
simplify the process.

Prerequisite: Strong experience with the full feature set of Word, Excel and/or PowerPoint.

Office 2007: New Features

What is the big deal about Office 2007? Many of the fundamental features and skills have not changed but many 
new features have been added and old features improved...and there are a lot of them. If you have used previous 
versions of Microsoft Office then this class will highlight significant changes so you do not have to waste time 
hunting for them or missing them all together. In this class you will be introduced to some of the major 
enhancements in the new version of Office including application-specific improvements in Word, Excel, 
PowerPoint, Outlook and Access. By the end of this class you will have insight into what the new Office 
applications offer and be able to identify specific features that can be of use to you. This class will help you 
identify if further topic-specific classes may be of interest to you.

Prerequisite: Experience with a prior version of Microsoft Office.

Office 2007: Optimize Your Work with Templates

People often claim they use templates at work. What they really mean is they open standard files, do a SaveAs 
and then use them to create their specific files. While in some cases this works, it is NOT using a template. 
Templates are a specific file type and offer benefits including protecting the "clean" file, allowing universal 
updates to be made to existing files, providing consistent design and being stored in a central location where 
they can be easily found. All of these features are important for saving time, improving efficiency and creating 
consistent files. They are important for individuals but exponentially so for departments and organizations. In this 
class you will learn template concepts, how to access existing templates and create new ones. You will learn how 
to include content and fields to enhance your template design. You will learn how to copy items between 
templates and designate where items are stored. You will learn how to organize template folders. After this class 
you will be able to optimize your work, ensuring efficiency and consistency through the use of templates.

Prerequisite: Strong experience with the full feature set of Word, Excel and/or PowerPoint.

Office 2007: Shared Features

One of the benefits of using something like Microsoft Office is that there are common components between 
applications. Because of this, you do not need to learn everything about each application but instead can focus 
on the common features and similarities. In this class you will learn about the new Office 2007 interface, how to 
use the ribbon and tabs. You will learn how to navigate and use the Fluent interface. You will also learn how to 
use common features including QuickParts, SmartArt and Save As PDF. You will be introduced to formatting 
enhancements including themes and advanced picture tools. After this class you will be able to identify and use 
common Office application features and be ready to move on to application-specific tools for Word, Excel, 
PowerPoint, Outlook and Access. This class is the foundation for all other Office 2007 classes PCKeys offers.

Prerequisite: Ability to navigate a Windows-based environment. Basic keyboard and mouse skills. Desire to learn 
all you can about your software!
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Office 2007: Sharing Data Between Applications

The key to efficiency using a computer is to reuse information. The concepts of copy-and-paste are not new to 
most users but how to truly share data between applications if often overlooked. In this class you will learn how 
to share data using embedding and linking techniques. You will learn how to integrate Excel data into Word and 
PowerPoint, how to use Outlook information in Word documents and how to link tables from Word into 
PowerPoint. You will learn a variety of techniques that can be used throughout Office to ensure you are not 
recreating or manually updating data that is used between applications. After this class you will be able to 
optimize your efficiency and accuracy through data sharing techniques.

Prerequisite: Strong experience with the full feature set of Word, Excel and/or PowerPoint.

OneNote

2007

OneNote 2007: OneNote 101

How many note pads or sticky notes do you have littered around your desk? How long does it take to find 
something you wrote down a few weeks ago among them? Microsoft OneNote is the answer to these challenges 
and more. In this class you will learn how to utilize the electronic notebook features of OneNote to organize your 
ideas, thoughts and important notes using notebooks, sections and pages. You will learn how to capture Internet 
information, take screenshots, record audio notes and search for information you have captured. You will learn 
how to protect and share OneNote information. After this class you will be able to utilize OneNote to organize 
and store all your notes while maintaining your ability to find the information you need quickly and easily.

Prerequisite: Ability to navigate a Windows-based environment. Basic keyboard and mouse skills. Desire to learn 
all you can about your software!

Outlook

2003

Outlook 2003: Boot Camp

Sometimes you need to know it all now, not over 3 or 4 months. Sometimes you just want to learn all of the 
features of software so when you use it, you know what is available rather than learning "too late" that there 
were features you did not know about. Regardless of your motivation, if you are up to the challenge, PCKeys boot 
camp is for you! In a single 10-hour day, you will learn the skills necessary to utilize Outlook to its capacity, which 
is more than just e-mail. In this boot camp you will learn how to manage your time and communications in a 
professional, polished, efficient manner. This boot camp includes Composing Effective E-Mail, Mastering Your E-
Mail, Elegant E-Mail, Managing Your Mailbox and Calendar & Meetings. Each session is 90-minutes with a 30 
minute break between sessions. If you want to know how to use Outlook effectively using all of its features to 
manage your time and communications and you want to know it now, there is only one more question to ask - 
are you up for the challenge?

Prerequisite: Strong keyboard and mouse skills. Familiarity with use of a Windows operating system. No prior 
software experience is required but familiarity is helpful.
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Outlook 2003: CAAP MOS Certification

If you do not know what software can do and how to get it to do it, you cannot fully utilize the tool at your 
fingertips. Even though you may or may not need to use every feature every day, PCKeys believes that knowing 
what the software's capabilities are so you can take advantage of them when necessary, without requiring extra 
effort to figure out how to accomplish it, is the only way to optimize your performance, increase efficiency and 
fully utilize your software investment. The PCKeys CAAP program offers in-depth, skills training in your software 
application, spread conveniently over 3 weeks at a comfortable pace that allows long-term retention of skills but 
only requires 4-5 hours per week of your time. This class culminates in your Microsoft Office Specialist 
certification. In this class you will learn the features of Microsoft Outlook that go far beyond just e-mail. You will 
utilize 3-4 hours of video-based self-study at your own pace, on your own time through the week then meet with 
an instructor for 1 hour of personalized mentoring each week to answer questions and demo specific skills. You 
will use Aptitude Builders to apply those skills to your own relevant work in order to strengthen skills. At the end 
of the class, you will have customized Outlook and utilized features that you can use in your work. You will have a 
complete skill set for Outlook and be prepared to take on any challenge the software can assist with. You will be 
prepared to take the Microsoft Office Specialist (MOS) exam to formalize your credentials. The certification may 
be important, but the real benefit is that at the end of this program you will be able to utilize all of the features 
of Microsoft Outlook to create, track and manage polished, professional communications and activities.

Prerequisite: Strong keyboard and mouse skills. Familiarity with use of a Windows operating system. No prior 
software experience is required but familiarity is helpful.

Outlook 2003: Calendar and Meetings

When people ask what resources seem scarce today, many things may come to mind, but virtually everyone will 
come to a consensus if we suggest one scarce resource is time. Despite technology, it seems we have less time in 
the same 24-hour day.  Trying to manage the personal and professional requirements in our day, not to mention 
a little left over for ourselves, is difficult. Fortunately, Outlook provides tools to assist us so we can accurately 
keep track of our obligations and get a little help remembering them too. In this class you will learn how to 
modify calendar settings so it properly reflects your schedule. You will use Outlook's calendar feature to create 
one-time and recurring appointments and events and categorize them for easy viewing. You will learn how to use 
powerful meeting features to find available times and communicate meeting information to others with just a 
few clicks. You will learn how to publish calendars in order to share the information with others. By the end of 
this class you will be able to utilize Outlook's calendar features to simplify and share your schedule and ensure 
you do not miss anything important while helping free up more of your time to tackle other obligations.

Prerequisite: Mastering Your E-Mail

Outlook 2003: Customizing Functionality

Outlook is really an interface that displays a variety of information using views. Everything that is create in 
Outlook is created or modified using forms, including messages, appointments and tasks. In this class you will 
learn how to create simple macros to automate repetitive tasks. You will learn how to create customized forms 
including adding custom fields that you define so that Outlook can store and present information exactly the way 
that you need it to. This class is not for everyone, but if you want to extend the functionality of Outlook to make 
it behave and work the way you want it to then this class will provide the insights you need.

Prerequisite: Calendar and Meetings

Outlook 2003: Elegant E-Mail

First impressions are virtually impossible to change. An e-mail message may be your first impression and 
sometimes your only impression on colleagues, clients and vendors. With that in mind, you had better make that 
first impression count! In this class you will learn how to create elegant e-mail that will make your messages 
appear customized and professional. You will learn how to use message formats, stationery, signatures and 
templates. You will also learn how to execute a mail merge to create customized messages using Word. After this 
class you will be able to create elegant, customized, personal messages that conveys your professionalism and 
creates the first impression you want to be the lasting impression as well.

Prerequisite: Mastering Your E-Mail
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Outlook 2003: Hour of Power

E-mail is the primary method of business communication today. If you have Microsoft Outlook and are using it for 
e-mail, good for you, but if you are ONLY using it for e-mail then shame on you! Well, OK, perhaps shame is a 
harsh word. It is possible you just are not aware of the features Outlook provides beyond e-mail. Outlook is a 
powerful personal information management tool that goes far beyond sending and receiving messages. In this 
class you will get an overview of all of Outlook's features. You will learn how to use e-mail but also how to use 
contacts, calendars and task features that give you the flexibility to manage your communications, your time and 
your life. It is more than e-mail. It is more than business. Outlook is a tool that allows you to manage yourself so 
you can be efficient, effective and professional. After this class you will be able to effectively create and manage 
communications, contacts, appointments, meetings and things to do in one convenient location so you can 
efficiently stay on top of your game.

Prerequisite: Ability to navigate a Windows-based environment. Basic keyboard and mouse skills. Desire to learn 
all you can about your software!

Outlook 2003: Maintaining Your Mailbox

Your inbox is not a storage facility! If you have messages in your inbox that are older than the leftovers at the 
back of the bottom shelf of your refrigerator (and you can no longer identify either one of them), then it's time to 
learn how to manage them better! We cannot help you with your refrigerator, but we can teach you to manage 
your mail. In this class you will learn how to use views and search features to find messages. You will learn how to 
work with folders and rules to organize those messages in a meaningful way and how to archive in order to 
automate the housekeeping. After this class you will be able to utilize Outlook features to optimize your 
organization and free yourself to do more productive things!

Prerequisite: Elegant E-Mail

Outlook 2003: Mastering Your E-Mail

More than Send and Receive, it is the lesser-known or sometimes hidden features of e-mail in Outlook that make 
managing mail easier, more secure and fun. More good news...they are at your fingertips once you know how to 
find them! In this class you will learn how to use all of the powerful mail features to compose, prioritize, organize 
and control how your e-mail is sent, received and processed. In this class you will learn how to utilize the 
advanced features for addressing messages and setting options. You will learn how to work with voting and 
tracking, change message formats and proofing settings. You will learn how to control when messages are sent 
and how to recall them if necessary. After this class you will be able to fully utilize the powerful mail feature in 
Outlook to efficiently manage your mail with the functionality you require.

Prerequisite: Ability to navigate a Windows-based environment. Basic keyboard and mouse skills. Desire to learn 
all you can about your software!

Outlook 2003: Outlook MOS Certification Prep

Think you know all there is to know about Microsoft Outlook? Before you literally put your claim to the test, let 
PCKeys provide a Microsoft Office Specialist (MOS) exam certification review to ensure you have not overlooked 
something! Our MOS Master Instructors have taken all the exams for several versions of Office so we have the 
experience and insights to assist you in preparing properly yourself. This is a quick class, designed to simply touch 
on topics as review and clarify your questions. It is not intended to provide instruction on the skills. In this class 
you will receive a review of critical concepts and test taking tips and strategies. After this class you will be 
prepared to sit the exam or realize there may be a topic or two you need to review before doing so. Do not waste 
your money when you are not properly prepared and if you are ready then put yourself at ease by getting some 
preparation and insights from those who have already passed the exam. Before you know it, you will have the 
Microsoft Office Specialist title added to your resume!

Prerequisite: Solid experience with all features of the software. This is a skills review course to prepare for 
certification.
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2007

Outlook 2007: Boot Camp

Sometimes you need to know it all now, not over 3 or 4 months. Sometimes you just want to learn all of the 
features of software so when you use it, you know what is available rather than learning "too late" that there 
were features you did not know about. Regardless of your motivation, if you are up to the challenge, PCKeys boot 
camp is for you! In a single 10-hour day, you will learn the skills necessary to utilize Outlook to its capacity, which 
is more than just e-mail. In this boot camp you will learn how to manage your time and communications in a 
professional, polished, efficient manner. This boot camp includes Composing Effective E-Mail, Mastering Your E-
Mail, Elegant E-Mail, Managing Your Mailbox and Calendar & Meetings. Each session is 90-minutes with a 30 
minute break between sessions. If you want to know how to use Outlook effectively using all of its features to 
manage your time and communications and you want to know it now, there is only one more question to ask - 
are you up for the challenge?

Prerequisite: Strong keyboard and mouse skills. Familiarity with use of a Windows operating system. No prior 
software experience is required but familiarity is helpful.

Outlook 2007: Business Contact Manager

For small business the challenge of managing customer information can be daunting. Many products are 
available but few integrate fully with other tools you use every day like Word and Outlook. Microsoft's latest tool 
is Business Contact Manager (BCM), an add-on to Microsoft Outlook that uses powerful SQL database 
functionality to allow you to store advanced contact information integrated not only with Outlook but also 
Microsoft Accounting and virtually any other application that can use database and XML data. In this class you 
will learn what BCM is, what its features provide, how to work with contacts, companies and their features. You 
will learn how to keep history, automatically log e-mail communications, create marketing campaigns and use 
BCM reports. After this class you will be able to utilize the advanced features of BCM to store, monitor and track 
your vital customer information from within the Outlook interface.

Prerequisite: Mastering Your E-Mail

Outlook 2007: CAAP MCAS Certification

If you do not know what software can do and how to get it to do it, you cannot fully utilize the tool at your 
fingertips. Even though you may or may not need to use every feature every day, PCKeys believes that knowing 
what the software's capabilities are so you can take advantage of them when necessary, without requiring extra 
effort to figure out how to accomplish it, is the only way to optimize your performance, increase efficiency and 
fully utilize your software investment. The PCKeys CAAP program offers in-depth, skills training in your software 
application, spread conveniently over 3 weeks at a comfortable pace that allows long-term retention of skills but 
only requires 4-5 hours per week of your time. This class culminates in your Microsoft Certified Application 
Specialist certification. In this class you will learn the features of Microsoft Outlook that go far beyond just e-mail. 
You will utilize 3-4 hours of video-based self-study at your own pace, on your own time through the week then 
meet with an instructor for 1 hour of personalized mentoring each week to answer questions and demo specific 
skills. You will use Aptitude Builders to apply those skills to your own relevant work in order to strengthen skills. 
At the end of the class, you will have customized Outlook and utilized features that you can use in your work. You 
will have a complete skill set for Outlook and be prepared to take on any challenge the software can assist with. 
You will be prepared to take the Microsoft Certified Application Specialist (MCAS) exam to formalize your 
credentials. The certification may be important, but the real benefit is that at the end of this program you will be 
able to utilize all of the features of Microsoft Outlook to create, track and manage polished, professional 
communications and activities.

Prerequisite: Strong keyboard and mouse skills. Familiarity with use of a Windows operating system. No prior 
software experience is required but familiarity is helpful.
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Outlook 2007: Calendar and Meetings

When people ask what resources seem scarce today, many things may come to mind, but virtually everyone will 
come to a consensus if we suggest one scarce resource is time. Despite technology, it seems we have less time in 
the same 24-hour day.  Trying to manage the personal and professional requirements in our day, not to mention 
a little left over for ourselves, is difficult. Fortunately, Outlook provides tools to assist us so we can accurately 
keep track of our obligations and get a little help remembering them too. In this class you will learn how to 
modify calendar settings so it properly reflects your schedule. You will use Outlook's calendar feature to create 
one-time and recurring appointments and events and categorize them for easy viewing. You will learn how to use 
powerful meeting features to find available times and communicate meeting information to others with just a 
few clicks. You will learn how to publish calendars in order to share the information with others. By the end of 
this class you will be able to utilize Outlook's calendar features to simplify and share your schedule and ensure 
you do not miss anything important while helping free up more of your time to tackle other obligations.

Prerequisite: Mastering Your E-Mail

Outlook 2007: Customizing Functionality

Outlook is really an interface that displays a variety of information using views. Everything that is create in 
Outlook is created or modified using forms, including messages, appointments and tasks. In this class you will 
learn how to create simple macros to automate repetitive tasks. You will learn how to create customized forms 
including adding custom fields that you define so that Outlook can store and present information exactly the way 
that you need it to. This class is not for everyone, but if you want to extend the functionality of Outlook to make 
it behave and work the way you want it to then this class will provide the insights you need.

Prerequisite: 

Outlook 2007: Elegant E-Mail

First impressions are virtually impossible to change. An e-mail message may be your first impression and 
sometimes your only impression on colleagues, clients and vendors. With that in mind, you had better make that 
first impression count! In this class you will learn how to create elegant e-mail that will make your messages 
appear customized and professional. You will learn how to use message formats, stationery, signatures and 
templates. You will also learn how to execute a mail merge to create customized messages using Word. After this 
class you will be able to create elegant, customized, personal messages that conveys your professionalism and 
creates the first impression you want to be the lasting impression as well.

Prerequisite: Mastering Your E-Mail

Outlook 2007: Hour of Power

E-mail is the primary method of business communication today. If you have Microsoft Outlook and are using it for 
e-mail, good for you, but if you are ONLY using it for e-mail then shame on you! Well, OK, perhaps shame is a 
harsh word. It is possible you just are not aware of the features Outlook provides beyond e-mail. Outlook is a 
powerful personal information management tool that goes far beyond sending and receiving messages. In this 
class you will get an overview of all of Outlook's features. You will learn how to use e-mail but also how to use 
contacts, calendars and task features that give you the flexibility to manage your communications, your time and 
your life. It is more than e-mail. It is more than business. Outlook is a tool that allows you to manage yourself so 
you can be efficient, effective and professional. After this class you will be able to effectively create and manage 
communications, contacts, appointments, meetings and things to do in one convenient location so you can 
efficiently stay on top of your game.

Prerequisite: Ability to navigate a Windows-based environment. Basic keyboard and mouse skills. Desire to learn 
all you can about your software!
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Outlook 2007: Maintaining Your Mailbox

Your inbox is not a storage facility! If you have messages in your inbox that are older than the leftovers at the 
back of the bottom shelf of your refrigerator (and you can no longer identify either one of them), then it's time to 
learn how to manage them better! We cannot help you with your refrigerator, but we can teach you to manage 
your mail. In this class you will learn how to use views and search features to find messages. You will learn how to 
work with folders and rules to organize those messages in a meaningful way and how to archive in order to 
automate the housekeeping. After this class you will be able to utilize Outlook features to optimize your 
organization and free yourself to do more productive things!

Prerequisite: Elegant E-Mail

Outlook 2007: Mastering Your E-Mail

More than Send and Receive, it is the lesser-known or sometimes hidden features of e-mail in Outlook that make 
managing mail easier, more secure and fun. More good news...they are at your fingertips once you know how to 
find them! In this class you will learn how to use all of the powerful mail features to compose, prioritize, organize 
and control how your e-mail is sent, received and processed. In this class you will learn how to utilize the 
advanced features for addressing messages and setting options. You will learn how to work with voting and 
tracking, change message formats and proofing settings. You will learn how to control when messages are sent 
and how to recall them if necessary. After this class you will be able to fully utilize the powerful mail feature in 
Outlook to efficiently manage your mail with the functionality you require.

Prerequisite: Ability to navigate a Windows-based environment. Basic keyboard and mouse skills. Desire to learn 
all you can about your software!

Outlook 2007: Outlook MCAS Certification Prep

Think you know all there is to know about Microsoft Outlook? Before you literally put your claim to the test, let 
PCKeys provide a Microsoft Certified Application Specialist (MCAS) exam certification review to ensure you have 
not overlooked something! Our MCAS Master Instructors have taken all the exams so we have the experience 
and insights to assist you in preparing properly yourself. This is a quick class, designed to simply touch on topics 
as review and clarify your questions. It is not intended to provide instruction on the skills. In this class you will 
receive a review of critical concepts and test taking tips and strategies. After this class you will be prepared to sit 
the exam or realize there may be a topic or two you need to review before doing so. Do not waste your money 
when you are not properly prepared and if you are ready then put yourself at ease by getting some preparation 
and insights from those who have already passed the exam. Before you know it, you will have the Microsoft 
Certified Application Specialist title added to your resume!

Prerequisite: Solid experience with all features of the software. This is a skills review course to prepare for 
certification.

PowerPoint

2003

PowerPoint 2003: Advanced Content Creation

Solid presentations can be made using nothing more than text and clip art but PowerPoint is capable of doing 
much more. Advanced content is not about just using bells-and-whistles for the sake of it but is capable of 
allowing you to add emphasis, simplify concepts and engage your audience in the message you are trying to 
convey. In this class you will learn how to import outlines from Word, export handouts to Word, create diagrams, 
work with drawing tools, save graphics as pictures, create charts and tables, using existing Excel and Word data 
and link slides. After this class you will be able to create elegant, polished presentations with a variety of content 
suited to effectively convey your message.

Prerequisite: Basics & Beyond
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PowerPoint 2003: Advanced Presentation Techniques

We have all seen PowerPoint presentations - some good, some not so good. Creating content is one components 
of a good presentation but being able to present it well is another and equally as important. In this class you will 
learn the tips and tricks to putting together and presenting PowerPoint in a professional manner. You will work 
with multimedia content and animation schemes, create summary slides, create custom animations, add 
ǘǊŀƴǎƛǘƛƻƴǎΣ ŜƴǘŜǊ ǎǇŜŀƪŜǊΩǎ ƴƻǘŜǎΣ ŎǊŜŀǘŜ ŎǳǎǘƻƳ ǎƘƻǿǎΣ ǎŜǘ ǳǇ ǎƭƛŘŜ ǎƘƻǿ ƻǇǘƛƻƴǎΣ ǎŀǾŜ ƛƴǘƻ ŘƛŦŦŜǊŜƴǘ ŦƻǊƳŀǘǎ 
and print hard copy materials. You will learn presentation techniques to make you as polished as your files! This 
is the class that brings it all together into one fantastic package making both you and your message shine.

Prerequisite: Basics & Beyond

PowerPoint 2003: Basics & Beyond

The fact is that PowerPoint is used throughout the world today to communicate information whether in a 
classroom, boardroom or even a courtroom. It is used by people to capture and share holidays or special events 
and by businesses to deliver training or corporate information for prospective employees. PowerPoint is an easy-
to-use desktop application that offers multimedia capabilities without having to know a lot about design and 
ƳŜŘƛŀΦ LŦ ȅƻǳΩǊŜ ǳƴŎƻƳŦƻǊǘŀōƭŜ ǿƛǘƘ tƻǿŜǊtƻƛƴǘΣ ŦǳƳōƭŜ ȅƻǳǊ ǿŀȅ ǘƻ Řƻ ǿƘŀǘ ƛǎ ƴŜŎŜǎǎŀǊȅ ƻǊ ƘŀǾŜ ƴŜǾŜǊ ǎŜŜƴ 
the program before, this class is for you! In this class you will start with a tour of the interface and PowerPoint 
views. You will learn how to create new presentations, arrange slides, change slide layouts, add and format text, 
modify bullets, insert clipart and run a presentation. After this class you will be able to create a solid, professional 
presentation from scratch.

Prerequisite: Ability to navigate a Windows-based environment. Basic keyboard and mouse skills. Desire to learn 
all you can about your software!

PowerPoint 2003: Boot Camp

Sometimes you need to know it all now, not over 3 or 4 months. Sometimes you just want to learn all of the 
features of software so when you use it, you know what is available rather than learning "too late" that there 
were features you did not know about. Regardless of your motivation, if you are up to the challenge, PCKeys boot 
camp is for you! In a single 10-hour day, you will learn the skills necessary to utilize your software from start to 
finish.  In this boot camp you will learn how to create professional, engaging presentations from start to finish. 
This boot camp includes Basics & Beyond, Design Essentials, Advanced Content Creation, Advanced Presentation 
Techniques and Effective Training Sessions. Each session is 90-minutes with a 30 minute break between sessions. 
If you want to know how to use PowerPoint effectively using all of its features to convey your message and you 
want to know it now, there is only one more question to ask - are you up for the challenge?

Prerequisite: Strong keyboard and mouse skills. Familiarity with use of a Windows operating system. No prior 
software experience is required but familiarity is helpful.
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PowerPoint 2003: CAAP MOS Certification

If you do not know what software can do and how to get it to do it, you cannot fully utilize the tool at your 
fingertips. Even though you may or may not need to use every feature every day, PCKeys believes that knowing 
what the software's capabilities are so you can take advantage of them when necessary, without requiring extra 
effort to figure out how to accomplish it, is the only way to optimize your performance, increase efficiency and 
fully utilize your software investment. The PCKeys CAAP program offers in-depth, skills training in your software 
application, spread conveniently over 3 weeks at a comfortable pace that allows long-term retention of skills but 
only requires 4-5 hours per week of your time. This class culminates in your Microsoft Office Specialist 
certification. In this class you will learn the features of Microsoft PowerPoint. You will utilize 3-4 hours of video-
based self-study at your own pace, on your own time through the week then meet with an instructor for 1 hour 
of personalized mentoring each week to answer questions and demo specific skills. You will use Aptitude Builders 
to apply those skills to your own relevant work in order to strengthen skills. At the end of the class, you will have 
projects applicable to your work that are ready to use. You will have a complete skill set for PowerPoint and be 
prepared to take on any challenge the software can assist with. You will be prepared to take the Microsoft Office 
Specialist (MOS) exam to formalize your credentials. The certification may be important, but the real benefit is 
that at the end of this program you will be able to utilize all of the features of Microsoft PowerPoint to create and 
optimize professional, engaging, effective presentations.

Prerequisite: Strong keyboard and mouse skills. Familiarity with use of a Windows operating system. No prior 
software experience is required but familiarity is helpful.

PowerPoint 2003: Design Essentials

There are many ways to create elegant PowerPoint presentations. Often when people are self taught, they either 
overlook features or use them inefficiently. Even if you have used PowerPoint to make presentations, this class is 
ŦƻǊ ȅƻǳΗ Lƴ ǘƘƛǎ Ŏƭŀǎǎ ȅƻǳ ǿƛƭƭ ƭŜŀǊƴ ǘƘŜ ƪŜȅǎ ǘƻ ŜŦŦƛŎƛŜƴǘ ŀƴŘ ŎƻƴǎƛǎǘŜƴǘ ǇǊŜǎŜƴǘŀǘƛƻƴ ŘŜǎƛƎƴ ƛƴŎƭǳŘƛƴƎ ǘƘŜ άōŜǘǘŜǊέ 
ways to create and update presentations. You will learn how to use masters, modify backgrounds, change font 
and color schemes, control objects, arrange content and slides, proof, print and save templates for reuse. After 
this class you will have the skills necessary to quickly and adeptly modify design elements for presentations to 
match your mood, message and branding requirements. You will be able to make quick, consistent global 
changes and save designs for reuse and be ready to create powerful, professional customized presentations.

Prerequisite: Basics & Beyond

PowerPoint 2003: PowerPoint MOS Certification Prep

Think you know all there is to know about Microsoft PowerPoint? Before you literally put your claim to the test, 
let PCKeys provide a Microsoft Office Specialist (MOS) exam certification review to ensure you have not 
overlooked something! Our MOS Master Instructors have taken all the exams for several versions of Office so we 
have the experience and insights to assist you in preparing properly yourself. This is a quick class, designed to 
simply touch on topics as review and clarify your questions. It is not intended to provide instruction on the skills. 
In this class you will receive a review of critical concepts and test taking tips and strategies. After this class you 
will be prepared to sit the exam or realize there may be a topic or two you need to review before doing so. Do 
not waste your money when you are not properly prepared and if you are ready then put yourself at ease by 
getting some preparation and insights from those who have already passed the exam. Before you know it, you 
will have the Microsoft Office Specialist title added to your resume!

Prerequisite: Solid experience with all features of the software. This is a skills review course to prepare for 
certification.
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2007

PowerPoint 2007: Advanced Content Creation

Solid presentations can be made using nothing more than text and clip art but PowerPoint is capable of doing 
much more. Advanced content is not about just using bells-and-whistles for the sake of it but is capable of 
allowing you to add emphasis, simplify concepts and engage your audience in the message you are trying to 
convey. In this class you will learn how to import outlines from Word, export handouts to Word, add SmartArt,  
work with drawing tools, save graphics as pictures, create charts and tables, using existing Excel and Word data 
and link slides. After this class you will be able to create elegant, polished presentations with a variety of content 
suited to effectively convey your message.

Prerequisite: Basics & Beyond

PowerPoint 2007: Advanced Presentation Techniques

We have all seen PowerPoint presentations - some good, some not so good. Creating content is one components 
of a good presentation but being able to present it well is another and equally as important. In this class you will 
learn the tips and tricks to putting together and presenting PowerPoint in a professional manner. You will work 
with multimedia content and animation schemes, create summary slides, create custom animations, add 
ǘǊŀƴǎƛǘƛƻƴǎΣ ŜƴǘŜǊ ǎǇŜŀƪŜǊΩǎ ƴƻǘŜǎΣ ŎǊŜŀǘŜ ŎǳǎǘƻƳ ǎƘƻǿǎΣ ǎŜǘ ǳǇ ǎƭƛŘŜ ǎƘƻǿ ƻǇǘƛƻƴǎΣ ǎŀǾŜ ƛƴǘƻ ŘƛŦŦŜǊŜƴǘ ŦƻǊƳŀǘǎ 
and print hard copy materials. You will learn presentation techniques to make you as polished as your files! This 
is the class that brings it all together into one fantastic package making both you and your message shine.

Prerequisite: Basics & Beyond

PowerPoint 2007: Basics & Beyond

The fact is that PowerPoint is used throughout the world today to communicate information whether in a 
classroom, boardroom or even a courtroom. It is used by people to capture and share holidays or special events 
and by businesses to deliver training or corporate information for prospective employees. PowerPoint is an easy-
to-use desktop application that offers multimedia capabilities without having to know a lot about design and 
ƳŜŘƛŀΦ LŦ ȅƻǳΩǊŜ ǳƴŎƻƳŦƻǊǘŀōƭŜ ǿƛǘƘ tƻǿŜǊtƻƛƴǘΣ ŦǳƳōƭŜ ȅƻǳǊ ǿŀȅ ǘƻ Řƻ ǿƘŀǘ ƛǎ ƴŜŎŜǎǎŀǊȅ ƻǊ ƘŀǾŜ ƴŜǾŜǊ ǎŜŜƴ 
the program before, this class is for you! In this class you will start with a tour of the interface and PowerPoint 
views. You will learn how to create new presentations, arrange slides, change slide layouts, add and format text, 
modify bullets, insert clipart and run a presentation. After this class you will be able to create a solid, professional 
presentation from scratch.

Prerequisite: Ability to navigate a Windows-based environment. Basic keyboard and mouse skills. Desire to learn 
all you can about your software!

PowerPoint 2007: Boot Camp

Sometimes you need to know it all now, not over 3 or 4 months. Sometimes you just want to learn all of the 
features of software so when you use it, you know what is available rather than learning "too late" that there 
were features you did not know about. Regardless of your motivation, if you are up to the challenge, PCKeys boot 
camp is for you! In a single 10-hour day, you will learn the skills necessary to utilize your software from start to 
finish.  In this boot camp you will learn how to create professional, engaging presentations from start to finish. 
This boot camp includes Basics & Beyond, Design Essentials, Advanced Content Creation, Advanced Presentation 
Techniques and Effective Training Sessions. Each session is 90-minutes with a 30 minute break between sessions. 
If you want to know how to use PowerPoint effectively using all of its features to convey your message and you 
want to know it now, there is only one more question to ask - are you up for the challenge?

Prerequisite: Strong keyboard and mouse skills. Familiarity with use of a Windows operating system. No prior 
software experience is required but familiarity is helpful.

Page 25 of 41

To register for classes, visit the web site (www.pckeys.com) or call 208.331.3121

Last updated: 9/25/2009



PowerPoint 2007: CAAP MCAS Certification

If you do not know what software can do and how to get it to do it, you cannot fully utilize the tool at your 
fingertips. Even though you may or may not need to use every feature every day, PCKeys believes that knowing 
what the software's capabilities are so you can take advantage of them when necessary, without requiring extra 
effort to figure out how to accomplish it, is the only way to optimize your performance, increase efficiency and 
fully utilize your software investment. The PCKeys CAAP program offers in-depth, skills training in your software 
application, spread conveniently over 3 weeks at a comfortable pace that allows long-term retention of skills but 
only requires 4-5 hours per week of your time. This class culminates in your Microsoft Certified Application 
Specialist certification. In this class you will learn the features of Microsoft PowerPoint. You will utilize 3-4 hours 
of video-based self-study at your own pace, on your own time through the week then meet with an instructor for 
1 hour of personalized mentoring each week to answer questions and demo specific skills. You will use Aptitude 
Builders to apply those skills to your own relevant work in order to strengthen skills. At the end of the class, you 
will have projects applicable to your work that are ready to use. You will have a complete skill set for PowerPoint 
and be prepared to take on any challenge the software can assist with. You will be prepared to take the Microsoft 
Certified Application Specialist (MCAS) exam to formalize your credentials. The certification may be important, 
but the real benefit is that at the end of this program you will be able to utilize all of the features of Microsoft 
PowerPoint to create and optimize professional, engaging, effective presentations.

Prerequisite: Strong keyboard and mouse skills. Familiarity with use of a Windows operating system. No prior 
software experience is required but familiarity is helpful.

PowerPoint 2007: Design Essentials

There are many ways to create elegant PowerPoint presentations. Often when people are self taught, they either 
overlook features or use them inefficiently. Even if you have used PowerPoint to make presentations, this class is 
ŦƻǊ ȅƻǳΗ Lƴ ǘƘƛǎ Ŏƭŀǎǎ ȅƻǳ ǿƛƭƭ ƭŜŀǊƴ ǘƘŜ ƪŜȅǎ ǘƻ ŜŦŦƛŎƛŜƴǘ ŀƴŘ ŎƻƴǎƛǎǘŜƴǘ ǇǊŜǎŜƴǘŀǘƛƻƴ ŘŜǎƛƎƴ ƛƴŎƭǳŘƛƴƎ ǘƘŜ άōŜǘǘŜǊέ 
ways to create and update presentations. You will learn how to use masters, work with themes, color and font 
schemes, modify backgrounds, change font and color schemes, control objects, arrange content and slides, proof, 
print and save templates for reuse. After this class you will have the skills necessary to quickly and adeptly modify 
design elements for presentations to match your mood, message and branding requirements. You will be able to 
make quick, consistent global changes and save designs for reuse and be ready to create powerful, professional 
customized presentations.

Prerequisite: Basics & Beyond

PowerPoint 2007: PowerPoint MCAS Certification Prep

Think you know all there is to know about Microsoft PowerPoint? Before you literally put your claim to the test, 
let PCKeys provide a Microsoft Certified Application Specialist (MCAS) exam certification review to ensure you 
have not overlooked something! Our MCAS Master Instructors have taken all the exams so we have the 
experience and insights to assist you in preparing properly yourself. This is a quick class, designed to simply touch 
on topics as review and clarify your questions. It is not intended to provide instruction on the skills. In this class 
you will receive a review of critical concepts and test taking tips and strategies. After this class you will be 
prepared to sit the exam or realize there may be a topic or two you need to review before doing so. Do not waste 
your money when you are not properly prepared and if you are ready then put yourself at ease by getting some 
preparation and insights from those who have already passed the exam. Before you know it, you will have the 
Microsoft Certified Application Specialist title added to your resume!

Prerequisite: Solid experience with all features of the software. This is a skills review course to prepare for 
certification.
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Project

Project : Project Management Theory

Not so long ago, project management was considered a high-level skill reserved for high-priced consultants or 
formal project managers. Now project management is considered a necessary skill for virtually all levels of 
employees from administrative assistants to IT managers and is necessary to be able to plan, execute and deliver 
projects of any size on time, on budget and with good quality. In this class you will learn the concepts behind 
project management in a short but effective class. This is not the full multi-day class for PMI certification which is 
far too broad for most general users but it provides the skills necessary for the real-world person to be able to 
successfully understand and tackle the projects everyone has in their life. After this class you will be able to 
understand the project management lifecycle, identify key deliverables and processes in each phase and have 
confidence in taking on your own project with a new outlook and skill set.

Prerequisite: None

2003

Project 2003: Assigning Resources

Accurate task lists mean nothing until resources are assigned to accomplish the work. In this class you will learn 
how to create resources, manage changes in resource rates over time, provide for different rates for a single 
resource, create resource calendars and assign resources to tasks. After this class you will be able to accurately 
create resources and apply them to tasks in order to establish the foundation from which a project can be 
executed with accuracy. After this class you will be able to create flexible, dynamic resources that can be applied 
to tasks in order to create a realistic project plan.

Prerequisite: Creating a Project Plan

Project 2003: Boot Camp

Sometimes you need to know it all now, not over 3 or 4 months. Sometimes you just want to learn all of the 
features of software so when you use it, you know what is available rather than learning "too late" that there 
were features you did not know about. Regardless of your motivation, if you are up to the challenge, PCKeys boot 
camp is for you! In a single 10-hour day, you will learn the skills necessary to utilize your software from start to 
finish.  In this boot camp you will learn how to create and manage projects  from start to finish. This boot camp 
includes Creating a Project Plan, Assigning Resources,  Tracking Project Progress, Managing a Project and 
Reporting on Project Data. Each session is 90-minutes with a 30 minute break between sessions. If you want to 
know how to use Microsoft Project effectively using all of its powerful features and you want to know it now, 
there is only one more question to ask - are you up for the challenge?

Prerequisite: Strong keyboard and mouse skills. Familiarity with use of a Windows operating system. No prior 
software experience is required but familiarity is helpful.

Project 2003: Creating a Project Plan

Everyone is a project manager at some level. In this class, we define what a project is and get straight to work 
with the initial phase, developing a project plan. There is more to it than just making a list. In this class you will 
learn how to create a project calendar, develop a task list, outline and manipulate the list and create task 
relationships. You will learn how to create WBS codes, and apply constraints and deadlines. After this class you 
will be able to create a meaningful, accurate task list framing the foundation for an effective project plan.

Prerequisite: Ability to navigate a Windows-based environment. Basic keyboard and mouse skills. Basic familiarity 
with Excel is helpful. Desire to learn all you can about your software!
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Project 2003: Managing a Project

A good project manager is not one who always gets a project in on time and on budget. A good project manager 
is not a person who can manage the perfect ones, but the ones who face issues along the way. In the real world, 
stuff happens and project managers must be able to take issues with schedules and resources and either fix them 
or find ways to mitigate the negative impacts caused by them. In this class you will learn how to use Microsoft 
Project tools to manage projects. You will learn how to monitor critical path, allow for overtime and level 
resources. You will learn how to track costs and use alternate Project views to monitor the project. After this class 
you will be able to manage project execution and have the tools to facilitate on time, on budget delivery.

Prerequisite: Assigning Resources

Project 2003: Reporting on Project Data

A key component of effective project management is communicating project-related information to the project 
team, management and stakeholders. Using a tool like Microsoft Project allows you to track all aspects of the 
project in one place but not everyone has access to the software nor should they. In this class you will learn how 
to use Microsoft Project's reporting and export features to capture information and communicate it to others. 
You will learn how to customize Project views, access default reports, customize reports and export information 
using various tools. By the end of this class you will be able to utilize a variety of tools to communicate project-
related information to those concerned.

Prerequisite: Assigning Resources

Project 2003: Tracking Project Progress

The main downfall of new or inexperienced project managers is allowing a project to execute without tracking its 
progress along the way. The key to quality project management is to know what is occurring regarding the 
schedule, costs and resources in order to mitigate any potential challenges that arise along the way and get the 
project in on time, on budget and with good quality. In this class you will learn how to use Microsoft Project tools 
to track project progress including adjusting resource costs, updating schedules, setting baselines and capturing 
interim plans. After this class you will be able to accurately track project progress through its execution.

Prerequisite: Assigning Resources

2007

Project 2007: Assigning Resources

Accurate task lists mean nothing until resources are assigned to accomplish the work. In this class you will learn 
how to create resources, manage changes in resource rates over time, provide for different rates for a single 
resource, create resource calendars and assign resources to tasks. After this class you will be able to accurately 
create resources and apply them to tasks in order to establish the foundation from which a project can be 
executed with accuracy. After this class you will be able to create flexible, dynamic resources that can be applied 
to tasks in order to create a realistic project plan.

Prerequisite: Creating a Project Plan

Project 2007: Boot Camp

Sometimes you need to know it all now, not over 3 or 4 months. Sometimes you just want to learn all of the 
features of software so when you use it, you know what is available rather than learning "too late" that there 
were features you did not know about. Regardless of your motivation, if you are up to the challenge, PCKeys boot 
camp is for you! In a single 10-hour day, you will learn the skills necessary to utilize your software from start to 
finish.  In this boot camp you will learn how to create and manage projects  from start to finish. This boot camp 
includes Creating a Project Plan, Assigning Resources,  Tracking Project Progress, Managing a Project and 
Reporting on Project Data. Each session is 90-minutes with a 30 minute break between sessions. If you want to 
know how to use Microsoft Project effectively using all of its powerful features and you want to know it now, 
there is only one more question to ask - are you up for the challenge?

Prerequisite: Strong keyboard and mouse skills. Familiarity with use of a Windows operating system. No prior 
software experience is required but familiarity is helpful.
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Project 2007: Creating a Project Plan

Everyone is a project manager at some level. In this class, we define what a project is and get straight to work 
with the initial phase, developing a project plan. There is more to it than just making a list. In this class you will 
learn how to create a project calendar, develop a task list, outline and manipulate the list and create task 
relationships. You will learn how to create WBS codes, and apply constraints and deadlines. After this class you 
will be able to create a meaningful, accurate task list framing the foundation for an effective project plan.

Prerequisite: Ability to navigate a Windows-based environment. Basic keyboard and mouse skills. Basic familiarity 
with Excel is helpful. Desire to learn all you can about your software!

Project 2007: Managing a Project

A good project manager is not one who always gets a project in on time and on budget. A good project manager 
is not a person who can manage the perfect ones, but the ones who face issues along the way. In the real world, 
stuff happens and project managers must be able to take issues with schedules and resources and either fix them 
or find ways to mitigate the negative impacts caused by them. In this class you will learn how to use Microsoft 
Project tools to manage projects. You will learn how to allow for overtime and level resources. You will learn how 
to track costs and use alternate Project views to monitor the project. After this class you will be able to manage 
project execution and have the tools to facilitate on time, on budget delivery.

Prerequisite: Assigning Resources

Project 2007: Reporting on Project Data

A key component of effective project management is communicating project-related information to the project 
team, management and stakeholders. Using a tool like Microsoft Project allows you to track all aspects of the 
project in one place but not everyone has access to the software nor should they. In this class you will learn how 
to use Microsoft Project's reporting and export features to capture information and communicate it to others. 
You will learn how to customize Project views, access default reports, customize reports and export information 
using various tools. By the end of this class you will be able to utilize a variety of tools to communicate project-
related information to those concerned.

Prerequisite: Assigning Resources

Project 2007: Tracking Project Progress

The main downfall of new or inexperienced project managers is allowing a project to execute without tracking its 
progress along the way. The key to quality project management is to know what is occurring regarding the 
schedule, costs and resources in order to mitigate any potential challenges that arise along the way and get the 
project in on time, on budget and with good quality. In this class you will learn how to use Microsoft Project tools 
to track project progress including adjusting resource costs, updating schedules, setting baselines and capturing 
interim plans. After this class you will be able to accurately track project progress through its execution.

Prerequisite: Assigning Resources

Publisher

2007

Publisher 2007: Document Basics
Prerequisite: 

Publisher 2007: Enhancing Layout and Long Documents
Prerequisite: 
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QuickBooks

2009

QuickBooks 2009: Foundations for Use

QuickBooks is, by most accounts, the defacto accounting software for small business. In this class you will learn 
how to navigate the interface and work with the most common daily tasks including entering invoices and cash 
sales, receiving payments and writing checks. After this class, you will be comfortable in the QuickBooks interface 
and working with the basic daily activities.

Prerequisite: Strong keyboard and mouse skills. Familiarity with use of a Windows operating system. No prior 
software experience is required but familiarity is helpful.

QuickBooks 2009: Managing Inventory
Prerequisite: 

QuickBooks 2009: Setting Up a Company File

In this course you will learn how to set up a company file in QuickBooks. From walking through the initial wizard 
to customizing the Chart of Accounts and other lists, at the end of this class you will be able to create a new 
company file or modify an eixting one to meet your specific needs.

Prerequisite: Strong keyboard and mouse skills. Familiarity with use of a Windows operating system. No prior 
software experience is required but familiarity is helpful.

QuickBooks 2009: Working with Reports
Prerequisite: 

Soft Skills

Soft Skills : About Bulls and China Closets (Assertiveness)

Aggression is not assertiveness. The latter means having the capacity to appropriately deal with workplace 
situations instead of plowing your way through them with disastrous results. It's a matter of not being taken 
advantage of by co-workers, vendors or clients as well as getting what you want more efficiently. Learn the solid 
how-to behind these skills, not just the why and begin building your self-confidence and effectiveness.

Prerequisite: Hear Ye, Hear Ye! (Business Communication)

Soft Skills : Are Your Meetings Painful or Productive?

Major surgery can be accomplished in under 2 hours. Why do your meetings take so long? Turn these times from 
dreaded "have-to" black hole moments of wasted time into effective uses of time, motivation, communication 
and team building. This seminar teaches you how to plan a productive meeting, stay on track, avoid pitfalls and 
improve future endeavors.

Prerequisite: None

Soft Skills : Composing Effective E-Mail

First impressions and sometimes the only impression we get to make these days is via e-mail. What does your e-
mail say about you, your company and your product? This seminar teaches some important but little known 
habits of e-mail readers, how you can make an impeccable first impression and get what you want to say across 
using this medium.

Prerequisite: None
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Soft Skills : Customer Service Foundations

Every business should be concerned about repeat and referral business. The only way to ensure both is to 
provide not only a sound product but to treat your customers with respect and individual attention. It's not 
always easy, but in this seminar you will learn how to diffuse negative situations and provide a proactive, positive 
experience so you don't get there to begin with!

Prerequisite: None

Soft Skills : Do You Know Where Your Goal Line is?

What's holding you back? Sometimes it's just knowing what we want and planning how to achieve it. In this 
seminar you will learn to assess what motivates you, what your priorities really are, what barriers get in your way 
and how to overcome them, set goals and achieve results.

Prerequisite: Get It Together!

Soft Skills : Effective Training Sessions

Some people are excellent teachers. Some people are brilliant technicians. Too often, they are not both. In this 
class you will learn formal, time-proven techniques as well as some tips and ticks you won't find in the books to 
allow your technical expertise to shine by presenting effective training sessions that engage your audience and 
transfer the knowledge they need.

Prerequisite: None

Soft Skills : Get It Together!

Whether it's piles on your desk or piles to do on your calendar, you have to get organized to succeed in life. This 
seminar offers tons of tips and tricks to organize your life including the 3 Rs of organization. It gets you  back to 
your priorities so you can accomplish what's important.

Prerequisite: None

Soft Skills : Getting to Say "You're Hired"

Hiring is more than just finding the right person, it also requires you to effectively communicate accurate 
expectations and not make unwarranted promises. In this seminar you will learn how to write job descriptions 
that are concise, accurate and set the appropriate expectations. You will learn how to interview correctly, not 
obligate the company unnecessarily and communicate accurately to potential new hires.

Prerequisite: Supervisory Excellence

Soft Skills : Handling Conflict and Confrontation

No one lives in a perfect world and because of this we are bound to be confronted with minor disagreements to 
outright confrontations in our lives. This seminar provides skills so you can diffuse these situations, minimize 
frustration, anger and resentment and pave the way for a fair resolution for all involved.

Prerequisite: Managing Disagreement

Soft Skills : Having to Say "You're Fired"

Terminating an employee is one of the most difficult and potentially litigious things an employer may have to do. 
This seminar teaches you how to stage the termination so you provide ample documentation and notification if 
the end result is firing and how to accomplish the task with minimal stress and negativity. Learn to be effective 
and tactful as well as legal.

Prerequisite: Supervisory Excellence

Soft Skills : Hear Ye, Hear Ye! (Business Communication)

Whether you are a one-person shop or part of a multi-national corporation, you have to be able to communicate 
with others. Vendors, clients and co-workers must be able to accurately understand what you are trying to 
communicate and you must be able to do so efficiently. This seminar teaches you specific ways to assess, improve 
and hone your overall communication skills.

Prerequisite: None
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Soft Skills : How to Supervise People

Being a good co-worker is not the same as being a good supervisor. Sometimes it is difficult to differentiate your 
role as a peer vs. that of a supervisor. In this class you wil learn how to find a balance between good supervision 
and good people skills in order to maximize your effectiveness as a supervisor.

Prerequisite: None

Soft Skills : If It's Worth Doing, Do It Well

No matter how small or large your company is, you need to take pride in what you produce and ensure quality in 
your work. In this seminar learn how to develop guidelines to ensure quality work and inspire employees to 
produce it.

Prerequisite: Get It Together!

Soft Skills : It's a Matter of Attitude

You've heard it before - you are your own worst enemy. It's not a matter of IF things will get in your way or bring 
down a day, it's only a matter of how you perceive, react and deal with them. How do you handle the naysayers 
in your life? Are you one of them? Do you focus on the negative things and forget the good? In this seminar you 
will learn how to change your attitude so you can be your own best friend and see that glass as half full.

Prerequisite: Hear Ye, Hear Ye! (Business Communication)

Soft Skills : Managing Disagreement
Prerequisite: Respectful Disagreement

Soft Skills : Managing the Clock

Tick-tock we all have to play with the same 24-houir clock! In this seminar learn how to plan your time, prioritize 
your tasks and maximize efforts while reducing stress. It CAN be done and you can be in control!

Prerequisite: None

Soft Skills : Practicing Customer Sensitivity
Prerequisite: Customer Service Foundations

Soft Skills : Respectful Disagreement

A disagreement doesn't necessarily mean an argument if it's handled correctly. Avoiding disagreement 
completely because it's uncomfortable is a bad choice because it breeds bad feelings and resentment. In this 
seminar, learn ways to approach and deal with disagreement effectively.

Prerequisite: None

Soft Skills : Sexual Harassment for Employees
Prerequisite: None

Soft Skills : Sexual Harassment for Employers
Prerequisite: None

Soft Skills : Supervisory Excellence

Being an effective supervisor can be far different from being one of the gang and requires more than just 
knowing the job. This seminar teaches the strategies and provides the tools necessary to become an effective 
manager. Learn how to inspire others to perform with pride. Communication, motivation and coaching will bring 
your team to your side so you all can achieve success!

Prerequisite: How to Supervise People
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Soft Skills : The Art of Positive Feedback

There is feedback and there is criticism. Even when well intended, if perceived incorrectly, feedback can become 
a negative. This seminar teaches how to assess your motivation and properly structure your feedback so you can 
offer positive, insightful ideas that will be well received rather than resented.

Prerequisite: Hear Ye, Hear Ye! (Business Communication)

Soft Skills : They Can Hear Your Smile

Sometimes we never get a chance to meet our customers face-to-face. This makes effective telephone service 
even more critical. Learn how to positively influence and assess over the phone, handle issues correctly and 
provide a positive tele-experience.

Prerequisite: Customer Service Foundations

Soft Skills : Thrive During Times of Change

Mergers, takeovers, downsizing and even positive growth can be challenging for staff and supervisors alike. This 
seminar helps you adjust to change by understanding the stages, continuing a positive work environment, 
supporting through growth or failure and making everyone feel supported and understood along the way.

Prerequisite: 

Soft Skills : Totally Effective Teams

How do you take a group of individuals with different skills and priorities and get them to work together toward a 
common goal? Leadership and motivation play important keys in this quest. Effective teams provide exponential 
possibilities in the workplace while ineffective teams are inefficient and counterproductive. This seminar teaches 
how communication, trust and respect will inspire everyone to work together for the benefit of the team.

Prerequisite: None

Soft Skills : What Is Your Body Saying?

Many times being able to effectively assess situations and present information is based on your ability to hear 
what people aren't saying. In this seminar, learn to read body language and group dynamics so you can react 
appropriately.

Prerequisite: Hear Ye, Hear Ye! (Business Communication)

Soft Skills : When Customers Get Angry

The ability to effectively manage upset co-workers, customers and others is the difference between a successful 
business professional and one who is either stressed out and unhappy or could be fighting a misdemeanor legal 
violation. This seminar teaches how to work through and remain calm during intense interactions. Maintain your 
composure and work to build trust with those individuals instead of severing relationships.

Prerequisite: Customer Service Foundations

Visio

2007

Visio 2007: Automating Org Charts

Virtually every organization needs to create org charts, whether to provide shareholder information or to 
document their own internal processes and structures for staff. The challenge is that creating org charts by hand 
can be terribly time consuming and tedious. In this class, you will learn how to use Visio's automated features to 
connect to data sources such as Access and Excel to assist in creating and updating org charts. You will also learn 
how to create and utilize properties to provide important information you need to support the chart structure. 
After this class you will be able to create and manage complex org charts with ease, accuracy and efficiency.

Prerequisite: Handling the Basics
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Visio 2007: Beyond the Basics

Visio is about making nice-looking diagrams right? Well, yes and no. Using Visio shapes and placing them on a 
page is a start, but don't limit the potential to what you see on the screen! Visio offers a multitude of advanced 
features from layout tools to shape properties that can give your diagrams and maps a depth you cannot get 
from a printout or standard screen you may have seen. In this class you'll learn how to use advanced features 
such as these as well as tools for creating scaled-diagrams, automatic shape numbering, applying backgrounds 
and color schemes and working with layers.  After this class you will be able to create customized, precise 
diagrams that contain supporting information and design elements.

Prerequisite: Handling the Basics

Visio 2007: Handling the Basics

You have a concept, process or structure you need to communicate. Narrative descriptions are cumbersome. 
Tools available in other software are inadequate. You need Visio. In this class you will learn how to use the tools 
needed to create the many types of diagrams or maps Visio offers. You will learn about templates, stencils, 
shapes and text. You will create maps and flow charts. After this class you will be able to conceptualize and create 
simple, professional maps and diagrams that effectively communicate information or concepts in the way you 
need.

Prerequisite: Ability to navigate a Windows-based environment. Basic keyboard and mouse skills. Desire to learn 
all you can about your software!

Windows

Windows : Crucial Computer Concepts

The computer can be overwhelming and even scary to those who did not grow up with it. Even for those who 
have familiarity, often you are self-taught and there are features you have simply never been shown. Where is 
my CPU and what exactly does it mean to "logon" anyway? What is the difference between the buttons on the 
mouse? In this class you will learn in a  no-stress, easy-paced, no techno-babble environment the basics of using a 
computer. You will learn basic terminology, the parts you need to know and how to use the mouse and keyboard 
to realize the fun and features at your fingertips! You will be introduced to fundamental Windows concepts like 
booting up and logging on. After this class you will be comfortable with the terminology and hardware you most 
likely need to use every day.

Prerequisite: None

Windows : Managing File Structure

The average American worker spends about 90 minutes a day searching for computer files. That is 19% of their 
workday. 32% of the time they never find the file, meaning they either do without information or the file has to 
be recreated. Obviously this translates to extreme loss of productivity not to mention personal frustration. Have 
you ever been frustrated because you KNOW you saved a file, you just can't find where? Does the directory 
structure of the computer, network or even the Internet leave you perplexed?  In this class you will learn how to 
understand computer directory structure using easy-to-understand real-world analogies everyone can relate to. 
You will learn how to create, rename and manage folders and their properties as well as search for content using 
your operating system. After this class you will be able to understand file paths, create an organized folder 
system based on your personal needs and know how to utilize the system effectively to store and find the files 
you require.

Prerequisite: Familiarity with basic use of a Windows operating system.
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7

Windows 7: New Features for Business Users

Windows 7 launched 10/22/09 and is the next itertion of the significant changes made when Microsoft moved 
from Windows XP to Vista. While there aren't as drastic of changes between Vista and 7 as there were from XP, 
there are a ton of new but not-so-obvious features that you'll find helpful. In this course, you will be introduced 
to the features that will help you as a business user to be more efficient working with your files and applications 
through the Windows 7 operating system.

Prerequisite: Basic familiarity with a prior Windows operating system.

Vista

Windows Vista: Winging Through Windows Vista

A "vista" can be defined in two ways: 1) a scenic or panoramic vies or 2) a mental picture covering a succession of 
events. How does this pertain to your computer? The Microsoft Vista operating system addresses both of these 
definitions. It provides the avenue through which you can experience a multitude of things and attain a broad 
perspective of the world. Lofty? It could be but in this easy-paced class we cut out the techno-babble so you can 
understand what operating systems do. In this class you will learn how to utilize the features of the operating 
system to gain perspective on your work and your world. You will explore navigation, settings and tools you can 
use to optimize your world and enjoy it further. If you used other operating systems, you will learn to appreciate 
the vast improvements made to Vista and learn where to find them. After this class you will be able to utilize the 
operating system and carry skills you learn over to the use of software programs to become an active part of 
today's technology-driven world with an expansive view of what the possibilities now lie ahead of you.

Prerequisite: Basic keyboard and mouse skills. Desire to learn all you can about your operating system!

Word

2003

Word 2003: Basics & Beyond

Microsoft Word is more than a glorified typewriter. We always acknowledge what people are able to figure out 
on their own, but sometimes people just don't know what they don't know! While some skills are fairly intuitive, 
many of the skills necessary to create good looking, professional, efficient documents are overlooked. With a 
little guidance and insight, you can move beyond the typewriter mentality and take advantage of true word 
processing skills! In this class you will learn how to create a solid document from the ground up. You will learn 
about document setup, adding text and simple graphics, saving and printing. After this class, you will be able to 
create documents that not only look good, but behave as expected and are ready to fully utilize the features and 
power of Microsoft Word.

Prerequisite: Ability to navigate a Windows-based environment. Basic keyboard and mouse skills. Desire to learn 
all you can about your software!

Word 2003: Boot Camp

Sometimes you need to know it all now, not over 3 or 4 months. Sometimes you just want to learn all of the 
features of software so when you use it, you know what is available rather than learning "too late" that there 
were features you did not know about. Regardless of your motivation, if you are up to the challenge, PCKeys boot 
camp is for you! In a single 10-hour day, you will learn the skills necessary to utilize your software from start to 
finish.  In this boot camp you will learn how to create professional, easy-to-update, consistent documents from 
start to finish using the most efficient techniques. This boot camp includes Word Basics & Beyond, Optimizing 
Efficiency, It's A Matter of Style, To Each Their Own and From Header to Footer.  Each session is 90-minutes with 
a 30 minute break between sessions. If you want to know how to use Word effectively using all of its powerful 
features and you want to know it now, there is only one more question to ask - are you up for the challenge?

Prerequisite: Strong keyboard and mouse skills. Familiarity with use of a Windows operating system. No prior 
software experience is required but familiarity is helpful.
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Word 2003: CAAP MOS Certification

If you do not know what software can do and how to get it to do it, you cannot fully utilize the tool at your 
fingertips. Even though you may or may not need to use every feature every day, PCKeys believes that knowing 
what the software's capabilities are so you can take advantage of them when necessary, without requiring extra 
effort to figure out how to accomplish it, is the only way to optimize your performance, increase efficiency and 
fully utilize your software investment. The PCKeys CAAP program offers in-depth, skills training in your software 
application, spread conveniently over 5 weeks at a comfortable pace that allows long-term retention of skills but 
only requires 4-5 hours per week of your time. This class culminates in your Microsoft Office Specialist 
certification at the expert level. In this class you will learn the features of Microsoft Word. You will utilize 3-4 
hours of video-based self-study at your own pace, on your own time through the week then meet with an 
instructor for 1 hour of personalized mentoring each week to answer questions and demo specific skills. You will 
use Aptitude Builders to apply those skills to your own relevant work in order to strengthen skills. At the end of 
the class, you will have projects applicable to your work that are ready to use. You will have a complete skill set 
for Word and be prepared to take on any challenge the software can assist with. You will be prepared to take the 
Expert level Microsoft Office Specialist (MOS) exam to formalize your credentials. The certification may be 
important, but the real benefit is that at the end of this program you will be able to utilize all of the features of 
Microsoft Word to create and optimize professional, efficient documents.

Prerequisite: Strong keyboard and mouse skills. Familiarity with use of a Windows operating system. No prior 
software experience is required but familiarity is helpful.

Word 2003: Enhancing Layout with Tables

Tables sometimes get a bad reputation and it is unfortunate. Tables provide an easy way to organize content into 
rows and columns but they are more than that. When the potential of tables is fully realized, you will see that 
they provide a powerful tool to organize entire pages as well as sort and calculate information in a Word 
document. In this class, you will learn how to create common and unique table structures using a variety of tools, 
including some little known tricks. You will learn how to add content, format tables, cells and columns and use 
special functionality such as sorting and calculations. After this class you will be ready to optimize the layout of 
your documents using tables that seamlessly integrate into your other text-based content and eliminate the myth 
that tables are either boring or difficult to use.

Prerequisite: Basics & Beyond

Word 2003: From Header to Footer

All documents longer than two pages should have headers and footers. Many can figure out how to add a single 
header or footer, but how do you create elegant, professional, dynamic headers/footers in long complex 
documents? Break the bad habit of using only a single version in the same document or using multiple 
documents that need to be collated together for a finished product and learn how to use headers/footers 
correctly. In this class you will learn how to create and work with elegant headers/footers including creating 
different first page, odd/even and section versions. You will learn how to utilize Word's automated features to 
customize header/footer content and page numbering. After this class, you will be prepared to create 
professional, dynamic headers and footers in your documents.

Prerequisite: To Each Their Own (Sections & Long Documents)

Word 2003: It's a Matter of Style

Hard coding formatting of document content is bad. OK, maybe not always, but most of the time. To efficiently 
use Microsoft Word, all the skills for formatting characters, paragraphs, lists, tables and pages should be 
optimized by storing and applying them using styles. The reasons are simple: efficiency, consistency and 
collaboration. In this class, you will take your current formatting skills to the next level. You will learn how to 
create, use, modify and layer styles. After this class, you will be able to create consistent documents and update 
literally hundreds of occurrences of text or tables with just a few clicks.  You will optimize the performance of 
both you and your documents in order to ensure quality and consistency every time.

Prerequisite: Basics & Beyond
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Word 2003: Magnificent Mail Merges

In the good ole' days, when Miss Manners and Emily Post were recognized and respected names, people sent 
handwritten cards to acknowledge people. Unfortunately, the speed of business and demands on our time have 
moved us away from handwritten cards. The key to business success though is to make it appear that you are 
taking the time to send personalized correspondence whether in the form of e-mail, letters or notes. Technology 
to the rescue! It's not that you do not care enough to write personalized mail, it is just a matter of pure numbers 
and efficiency! In this class, you will learn how to enter data once then reuse it to send a variety of personalized 
communications. You will learn how to create effective data sources, elegant merge files and execute merges 
with all the finesse necessary so it does not look canned to your  vendors, customers and staff. After this class, 
you will know how to efficiently create personalized correspondence that reuses content and contacts, avoiding 
the  "cookie cutter" look but still getting the important information out. With that, you will have more time to 
then make individualized phone calls and touch base with clients on a personal level. Mail merge provides the 
best of both worlds.

Prerequisite: Basics & Beyond

Word 2003: Optimizing Efficiency

Many think that "tips and tricks" are just little "bells and whistles" that are not really an important part of the skill 
set. PCKeys dares to argue with that premise! Tips and tricks are often more about techniques for efficiency and 
productivity and everyone can benefit from being more efficient. IN this class you will learn how to take 
fundamental skills you already have and optimize them by learning alternative methods for accomplishing the 
same things,  using shortcuts and elegant features instead of rudimentary ones. You will learn navigation and 
selection techniques, use of automated features, modification of options and even an introduction to macros. 
After this class, you will be able to complete your required tasks in less time, with less frustration, fully  utilizing 
the features of Word to create elegant, professional documents.

Prerequisite: Basics & Beyond

Word 2003: Simplifying Documents with Forms

Collecting data is an unavoidable task as part of almost all jobs today whether as an HR manager or the kids' 
team coordinator. Collecting information manually is cumbersome, time consuming, inefficient and leads to 
errors. Problems associated with handwritten information can be virtually eliminated by using electronic means 
but many of the solutions are difficult, time consuming or expensive. Microsoft Word provides a familiar 
environment using software most people have with easy-to-use tools to allow electronic collection of 
information. Familiar tools such as text boxes, drop-down lists and check boxes can be used to enhance your data 
collection, control the integrity of the data you collect and make your forms look professional. In this class you 
will learn how to design logical, functional, appealing forms for electronic or hard copy distribution. You will learn 
how to add controls, set properties and add help text to enhance the user experience. You will learn how to 
capture data collected in Word forms and format so it can be used in other data applications such as Excel. After 
this class you will be able to design, create and utilize Word forms to gather usable data from any variety of users 
and recognize advanced uses for form features you probably never imagined.

Prerequisite: Enhancing Layout with Tables

Word 2003: To Each Their Own (Sections & Long Documents)

Fact is that there is a difference between creating a short simple document and a long complex one. When a 
document runs longer than three or four pages, many new issues arise that require advanced skills to properly 
and effectively manage it. In this class you will learn how to work with an  underused feature known as section 
breaks. Using these breaks, you will learn how to transform a single, simple, inflexible document into a complex, 
elegant document allowing for variations in margins, page orientation, headers/footers and more. You will learn 
how to manage varied page formats, columns, page flow, tables of contents and document protection. After this 
class you will be able to create impressive complex documents using sections to take advantage of Word's 
numerous document features within the context of a single file.

Prerequisite: Optimizing Efficiency
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Word 2003: Word MOS Certification Prep

Think you know all there is to know about Microsoft Word? Before you literally put your claim to the test, let 
PCKeys provide a Microsoft Office Specialist (MOS) exam certification review to ensure you have not overlooked 
something! Our MOS Master Instructors have taken all the exams for several versions of Office so we have the 
experience and insights to assist you in preparing properly yourself. This is a quick class, designed to simply touch 
on topics as review and clarify your questions. It is not intended to provide instruction on the skills. In this class 
you will receive a review of critical concepts and test taking tips and strategies. After this class you will be 
prepared to sit the exam or realize there may be a topic or two you need to review before doing so. Do not waste 
your money when you are not properly prepared and if you are ready then put yourself at ease by getting some 
preparation and insights from those who have already passed the exam. Before you know it, you will have the 
Microsoft Office Specialist title added to your resume!

Prerequisite: Solid experience with all features of the software. This is a skills review course to prepare for 
certification.

2007

Word 2007: Basics & Beyond

Microsoft Word is more than a glorified typewriter. We always acknowledge what people are able to figure out 
on their own, but sometimes people just don't know what they don't know! While some skills are fairly intuitive, 
many of the skills necessary to create good looking, professional, efficient documents are overlooked. With a 
little guidance and insight, you can move beyond the typewriter mentality and take advantage of true word 
processing skills! In this class you will learn how to create a solid document from the ground up. You will learn 
about document setup, adding text and simple graphics, saving and printing. After this class, you will be able to 
create documents that not only look good, but behave as expected and are ready to fully utilize the features and 
power of Microsoft Word.

Prerequisite: Ability to navigate a Windows-based environment. Basic keyboard and mouse skills. Desire to learn 
all you can about your software!

Word 2007: Boot Camp

Sometimes you need to know it all now, not over 3 or 4 months. Sometimes you just want to learn all of the 
features of software so when you use it, you know what is available rather than learning "too late" that there 
were features you did not know about. Regardless of your motivation, if you are up to the challenge, PCKeys boot 
camp is for you! In a single 10-hour day, you will learn the skills necessary to utilize your software from start to 
finish.  In this boot camp you will learn how to create professional, easy-to-update, consistent documents from 
start to finish using the most efficient techniques. This boot camp includes Word Basics & Beyond, Optimizing 
Efficiency, It's A Matter of Style, To Each Their Own and From Header to Footer.  Each session is 90-minutes with 
a 30 minute break between sessions. If you want to know how to use Word effectively using all of its powerful 
features and you want to know it now, there is only one more question to ask - are you up for the challenge?

Prerequisite: Strong keyboard and mouse skills. Familiarity with use of a Windows operating system. No prior 
software experience is required but familiarity is helpful.
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Word 2007: CAAP MCAS Certification

If you do not know what software can do and how to get it to do it, you cannot fully utilize the tool at your 
fingertips. Even though you may or may not need to use every feature every day, PCKeys believes that knowing 
what the software's capabilities are so you can take advantage of them when necessary, without requiring extra 
effort to figure out how to accomplish it, is the only way to optimize your performance, increase efficiency and 
fully utilize your software investment. The PCKeys CAAP program offers in-depth, skills training in your software 
application, spread conveniently over 3 weeks at a comfortable pace that allows long-term retention of skills but 
only requires 4-5 hours per week of your time. This class culminates in your Microsoft Certified Application 
Specialist certification. In this class you will learn the features of Microsoft Word. You will utilize 3-4 hours of 
video-based self-study at your own pace, on your own time through the week then meet with an instructor for 1 
hour of personalized mentoring each week to answer questions and demo specific skills. You will use Aptitude 
Builders to apply those skills to your own relevant work in order to strengthen skills. At the end of the class, you 
will have projects applicable to your work that are ready to use. You will have a complete skill set for Word and 
be prepared to take on any challenge the software can assist with. You will be prepared to take the Microsoft 
Certified Application Specialist (MCAS) exam to formalize your credentials. The certification may be important, 
but the real benefit is that at the end of this program you will be able to utilize all of the features of Microsoft 
Word to create and optimize professional, efficient documents.

Prerequisite: Strong keyboard and mouse skills. Familiarity with use of a Windows operating system. No prior 
software experience is required but familiarity is helpful.

Word 2007: Enhancing Layout with Tables

Tables sometimes get a bad reputation and it is unfortunate. Tables provide an easy way to organize content into 
rows and columns but they are more than that. When the potential of tables is fully realized, you will see that 
they provide a powerful tool to organize entire pages as well as sort and calculate information in a Word 
document. In this class, you will learn how to create common and unique table structures using a variety of tools, 
including some little known tricks. You will learn how to add content, format tables, cells and columns and use 
special functionality such as sorting and calculations. After this class you will be ready to optimize the layout of 
your documents using tables that seamlessly integrate into your other text-based content and eliminate the myth 
that tables are either boring or difficult to use.

Prerequisite: Basics & Beyond

Word 2007: From Header to Footer

All documents longer than two pages should have headers and footers. Many can figure out how to add a single 
header or footer, but how do you create elegant, professional, dynamic headers/footers in long complex 
documents? This feature has changed significantly in Word 2007 so break the bad habit of using only a single 
version in the same document or using multiple documents that need to be collated together for a finished 
product and learn how to use headers/footers correctly. In this class you will learn how to create and work with 
elegant headers/footers including creating different first page, odd/even and section versions. You will learn how 
to utilize Word's automated features to customize header/footer content and page numbering. You will use 
QuickParts as well as save your own custom headers/footers to QuickParts for reuse. After this class, you will be 
prepared to create professional, dynamic headers and footers in your documents and reuse them for efficiency 
and consistency in your documents.

Prerequisite: To Each Their Own (Sections & Long Documents)

Word 2007: It's a Matter of Style

Hard coding formatting of document content is bad. OK, maybe not always, but most of the time. To efficiently 
use Microsoft Word, all the skills for formatting characters, paragraphs, lists, tables and pages should be 
optimized by storing and applying them using styles. The reasons are simple: efficiency, consistency and 
collaboration. In this class, you will take your current formatting skills to the next level. You will learn how to 
create, use, modify and layer styles. After this class, you will be able to create consistent documents and update 
literally hundreds of occurrences of text or tables with just a few clicks.  You will optimize the performance of 
both you and your documents in order to ensure quality and consistency every time.

Prerequisite: Basics & Beyond
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Word 2007: Magnificent Mail Merges

In the good ole' days, when Miss Manners and Emily Post were recognized and respected names, people sent 
handwritten cards to acknowledge people. Unfortunately, the speed of business and demands on our time have 
moved us away from handwritten cards. The key to business success though is to make it appear that you are 
taking the time to send personalized correspondence whether in the form of e-mail, letters or notes. Technology 
to the rescue! It is not that you do not care enough to write personalized mail, it is just a matter of pure numbers 
and efficiency! In this class, you will learn how to enter data once then reuse it to send a variety of personalized 
communications. You will learn how to create effective data sources, elegant merge files and execute merges 
with all the finesse necessary so it does not look canned to your vendors, customers and staff. After this class, 
you will know how to efficiently create personalized correspondence that reuses content and contacts, avoiding 
the  "cookie cutter" look but still getting the important information out. With that, you will have more time to 
then make individualized phone calls and touch base with clients on a personal level. Mail merge provides the 
best of both worlds.

Prerequisite: Basics & Beyond

Word 2007: Optimizing Efficiency

Many think that "tips and tricks" are just little "bells and whistles" that are not really an important part of the skill 
set. PCKeys dares to argue with that premise! Tips and tricks are often more about techniques for efficiency and 
productivity and everyone can benefit from being more efficient. In this class you will learn how to take 
fundamental skills you already have and optimize them by learning alternative methods for accomplishing the 
same things,  using shortcuts and elegant features instead of rudimentary ones. You will learn navigation and 
selection techniques, use of automated features, modification of options and even an introduction to macros. 
After this class, you will be able to complete your required tasks in less time, with less frustration, fully  utilizing 
the features of Word to create elegant, professional documents.

Prerequisite: Basics & Beyond

Word 2007: Simplifying Documents with Forms

Collecting data is an unavoidable task as part of almost all jobs today whether as an HR manager or the kids' 
team coordinator. Collecting information manually is cumbersome, time consuming, inefficient and leads to 
errors. Problems associated with handwritten information can be virtually eliminated by using electronic means 
but many of the solutions are difficult, time consuming or expensive. Microsoft Word provides a familiar 
environment using software most people have with easy-to-use tools to allow electronic collection of 
information. Familiar tools such as text boxes, drop-down lists and check boxes can be used to enhance your data 
collection, control the integrity of the data you collect and make your forms look professional. In this class you 
will learn how to design logical, functional, appealing forms for electronic or hard copy distribution. You will learn 
how to add controls, set properties and add help text to enhance the user experience. You will learn how to 
capture data collected in Word forms and format so it can be used in other data applications such as Excel. After 
this class you will be able to design, create and utilize Word forms to gather usable data from any variety of users 
and recognize advanced uses for form features you probably never imagined.

Prerequisite: Enhancing Layout with Tables

Word 2007: To Each Their Own (Sections & Long Documents)

Fact is that there is a difference between creating a short simple document and a long complex one. When a 
document runs longer than three or four pages, many new issues arise that require advanced skills to properly 
and effectively manage it. In this class you will learn how to work with an  underused feature known as section 
breaks. Using these breaks, you will learn how to transform a single, simple, inflexible document into a complex, 
elegant document allowing for variations in margins, page orientation, headers/footers and more. You will learn 
how to manage varied page formats, columns, page flow, tables of contents and document protection. After this 
class you will be able to create impressive complex documents using sections to take advantage of Word's 
numerous document features within the context of a single file.

Prerequisite: Optimizing Efficiency
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Word 2007: Word MCAS Certification Prep

Think you know all there is to know about Microsoft Word? Before you literally put your claim to the test, let 
PCKeys provide a Microsoft Certified Application Specialist (MCAS) exam certification review to ensure you have 
not overlooked something! Our MCAS Master Instructors have taken all the exams so we have the experience 
and insights to assist you in preparing properly yourself. This is a quick class, designed to simply touch on topics 
as review and clarify your questions. It is not intended to provide instruction on the skills. In this class you will 
receive a review of critical concepts and test taking tips and strategies. After this class you will be prepared to sit 
the exam or realize there may be a topic or two you need to review before doing so. Do not waste your money 
when you are not properly prepared and if you are ready then put yourself at ease by getting some preparation 
and insights from those who have already passed the exam. Before you know it, you will have the Microsoft 
Certified Application Specialist title added to your resume!

Prerequisite: Solid experience with all features of the software. This is a skills review course to prepare for 
certification.
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