Fulton-Montgomery Community College

Continuing Education (Non-Credit)

Winter – Spring 2001  (January – May)
COMPUTER COURSES

Presented through The Business and Industry Center

Where Should You Start?

Level #1:  Beginner courses for first-timers, those with little experience, or who need the basics.

Level #2:  If you can do ALL of the Level #1 skills (know the keyboard, can use a mouse, know

common computer concepts and terms, and can do Windows For Beginners skills).

Level #3:  Introduction to software applications. Requires a solid understanding of Windows

98/95 skills including how to manage files and folders.  (Have Levels I and II skills.)

Level #4:  Intermediate and Advanced levels of software. Requires the introductory (Part 1)

course in Level #3 or equivalent experience. (Have Levels I, II and III skills.)
Courses In These Areas:
· Basic Skills   

· Windows  

· Internet and E-Mail 

· Word Processing 

· Desktop Publishing 

· Web-Page Design

· Spreadsheets 

· Database Management 

· Presentations 

· Financial Management

· Basic PC Maintenance

Special Seniors (Over 50) Courses: 

Designed to be taken in this order:

· Getting Acquainted With The Keyboard

· Intro To Personal Computers

· Windows 98 For Beginners

· Windows 98 – Essential Skills

· Introduction To The Internet

· E-Mail Skills and Techniques

· MS Word for Beginners
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Getting Acquainted

With Keyboard (3 hrs)

Intro to Personal

Computers (6 hrs)

Windows 98 for

Beginners (3 hrs)

Windows 98 - Essen.

Skills (6hrs)

Buying Your First

Computer (3 hrs)

Intro to the Internet

(6 hrs)

MS Word for

Beginners (9 hrs)

MS Excel for

Beginners (9 hrs)

MS Access for

Beginners (9 hrs)

MS PowerPoint

Beginners (9 hrs)

Special Courses

(3 hrs +)

Intro to Web

Page Design

MS Word -

Intermed. (9 hrs)

MS Excel -

Intermed. (9 hrs)

MS Access -

Intermed. (9 hrs)

MS Word -

Advanced (9 hrs)

 (Advanced - have Level 3 prerequisites)

 (Know basic skills and Windows 98; have Level 2 prerequisites)

 (Beginners)

 (Have mastered Level #1 skills)

E-Mail Skills and

Techniques (3 hrs)

Where Do I Belong?


Course Prerequisites:

Make sure that you have the prerequisite courses or skills listed for your course. If not, enroll in the appropriate course(s) first. Each course’s instruction and materials are based on you having the listed prerequisite knowledge.   


You’re Invited! 

Continuing Education’s 

  Computer Open House

      Thursday, January 11   6:30 – 8:00 pm


           Large Lounge in Student Union

See what FMCC can offer you in non-credit 

computer education and training! Talk with an 

instructor and choose the appropriate courses for your needs.

  RSVP by Monday, January 8 to 762-4651, ext. 8102.
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Beginners’ Courses 

Getting Acquainted With The Keyboard   (Level #1)   3 hours  

Your first class in being introduced to the world of computers. This “hands-on” orientation will acquaint you with using the computer keyboard, numeric keypad and special use keys such as ESC, CTRL, ALT, SHIFT, INSERT, HOME, END, the cursors, etc.  The mouse will also be introduced. This is not a “learn-to-type” class, and is also ideal for those with past typing experience who now want to use a computer.  






$35
Sect. IB3001x1

1 session
Mon
Jan 22

6:30 – 9:30 pm

Sect. IB3001x2  day
1 session
Sat 
Feb 17

9am – 12 pm

Sect. IB3001x3

1 session
Tues 
March 20
6:30 – 9:30 pm

Sect. IB3001x4

I session
Wed
April 18
6:30 – 9:30 pm

Getting Acquainted With The Keyboard For Over 50
 (Level #1)   3 hours    
Most of students will be 50+ years, but anyone can enroll.  See above description for course content.  (Enroll in “Intro To Personal Computers For Over 50” as your follow-up course.)   






$35

Sect. IB3011x1  day
1 session
Thur
Feb 1

9 am – 12 pm

Sect. IB3011x2  day
1 session
Fri
Feb 9

9 am – 12 pm

Intro To Personal Computers
   (Level #1)
6 hours    
This course will introduce you to basic computer concepts, common terminology, how computers work, hardware, software, and what those “numbers” (Pentium III, 800mhz, 128mg, 20xCD, etc.) mean. You’ll also receive a hands-on exposure to some of today’s common software applications including Windows 98, word processing, spreadsheets, the Internet and e-mail.  Prerequisite: Some typing ability OR Getting Acquainted With The Keyboard.

$69
Sect. IB3031x1

2 sessions
Tues
Jan 23, 30

6:30 – 9:30 pm

Sect. IB3031x2  
2 sessions
Mon
Jan 29, Feb 5

6:30 – 9:30 pm

Sect. IB3031x3 day
2 sessions
Sat 
Feb 24, March 3
9 am – 12 pm

Sect. IB3031x4

2 sessions
Tues     March 27, April 3
6:30 – 9:30 pm

Sect. IB3031x5

2 sessions
Wed
April 25, May 2

6:30 – 9:30 pm

Intro To Personal Computers For Over 50   (Level #1)    6 hours    
Most of students will be 50+ years, but anyone can enroll.  See above description for course content. (Take “Windows 98 for Beginners” as your follow-up course.) Prerequisite: Typing ability OR Getting Acquainted With The Keyboard.














$69
Sect. IB3041x1  day
2 sessions
Thur 
Feb 8, 15

9 am – 12 pm 

Sect. IB3041x2  day
2 sessions
Fri
Feb 16, 23

9 am – 12 pm

Windows

Windows 98 For Beginners (Part 1)   (Level #1)    3 hours    

For those who have little or no exposure to Windows 98, or need practice using the mouse. You will be introduced to Windows 98, learn how to use the mouse, develop basic skills of opening, sizing, arranging, and closing windows, scrolling, customizing the mouse, screensaver and wallpaper, and using Help. Prerequisite:  Intro To Personal Computers or the equivalent.










$35
Sect. IB3261x1

1 session 
Wed 
Jan 17

6:30 – 9:30 pm

Sect. IB3261x2

1 session
Tues 
Feb 6

6:30 – 9:30 pm

Sect. IB3261x3

1 session
Mon 
Feb 12

6:30 – 9:30 pm

Sect. IB3261x4  day
1 session
Sat
March 10
9 am – 12 pm

Sect. IB3261x5

1 session
Tues
April 10
6:30 – 9:30 pm

Windows 98 For Beginners For Over 50  (Part 1)   (Level #1)    3 hours    

Most of students will be 50+ years, but anyone can enroll. See above description for course content. Prerequisite:  Intro To Personal Computers or equivalent experience.







$35
Sect. IB3271x1  day
1 session
Thur
Feb 22

9 am – 12 pm

Sect. IB3271x2  day
1 session
Fri
March 2
9 am – 12 pm

Windows 98 – Essential Skills   (Part 2)
 (Level #2)     6 hours   

Enroll only if you have mastered the above “Windows 98 For Beginners (Part 1)” skills. Starting where “Windows 98 for Beginners” ends, this course emphasizes the skills you need to get the most out of Windows 98 and applications such as those in Microsoft Office and other software.  Topics include creating, copying, deleting and restoring files and folders, creating short-cuts, using the control panel, creating groups and icons, customizing the desktop and using Accessories (Calculator, Paintbrush, Write, etc.) Includes text.  Prerequisite:  Windows 98 For Beginners or equivalent experience.











$79

Sect. IB3281x1   
2 sessions
Wed
Jan 24, 31
6:30 – 9:30 pm

Sect. IB3281x2 day
1 session
Tues
Feb 6

9 am – 4 pm 

Sect. IB3281x3

2 sessions
Tues
Feb 13, 20
6:30 – 9:30 pm

Sect. IB3281x4

2 sessions
Mon
Feb 26, March 5    6:30 – 9:30 pm

Sect. IB3281x5  day
2 sessions
Sat
March 17, 24 
9 am – 12 pm

Sect. IB3281x6

2 sessions
Tues
April 17, 24
6:30 – 9:30 pm

Windows 98 – Essential Skills For Over 50  (Part 2)   (Level #2)    6 hours    

Most of students will be 50+ years, but anyone can enroll. See above description for course content. Includes text.  Prerequisite:  Windows 98 For Beginners or equivalent experience. 





$79

Sect. IB3291x1  day
2 sessions
Thur
March 1, 8
9 am – 12 pm

Sect. IB3291x2  day
2 sessions
Fri
March 9, 16
9 am – 12 pm

Internet and E-Mail
Introduction To The Internet
  (Level #2)     6 hours   

Ready to explore the “Information Superhighway”? This course will acquaint you with the basics of understanding and navigating your way through the Internet, World Wide Web, bulletin boards, etc.  Hands-on experience in “surfing the net” is emphasized. Topics will also include searching, “bookmarking” locations, customizing access, getting set up with your PC, choosing an ISP (Internet Service Provider) and accessing web-sites of interest. This course will provide you with the confidence and skills you need in starting to explore these new incredible “worlds” on your own.  (See below course, “E-Mail Skills And Techniques” for learning e-mail skills.) Prerequisite:  Windows 98– Essential Skills or equivalent experience.











$69
Sect. IB3091x1

2 sessions
Thur
Jan 25, Feb 1
6:30 – 9:30 pm

Sect. IB3091x2

2 sessions
Mon 
April 2, 9
6:30 – 9:30 pm 

Introduction To The Internet For Over 50   (Level #2)    6 hours   

Most of students will be 50+ years, but anyone can enroll. See above description for course content. Prerequisite:  Windows 98 – Essential Skills or equivalent experience.






$69
Sect. IB3201x1  day
2 sessions
Thur
March 15, 22

9 am – 12 pm 

Sect. IB3201x2  day
2 sessions
Fri
March 23, 30

9 am – 12 pm

E-Mail Skills and Techniques     (Level #2)    3 hours

Using MS-Outlook, you will learn how to create and send messages, forward messages and attachments, create attachments (text, pictures, photos, etc), manage your e-mail directories, customize your e-mail’s look, sort by preference, create address books, and send e-mail to several people at the same time. Prerequisite: Windows 98 – Essential Skills and Intro To The Internet or equivalent experience.





$35           

Sect. IB3321x1
 
1 session  
Thur 
Feb 8

6:30 – 9:30 pm

Sect. IB3321x2 day
1 session 
Tues   
Feb 13

1 – 4 pm

Sect. IB3321x3
day
1 session
Mon 
March 19
1 – 4 pm

Sect. IB3321x4

1 session
Mon
April 16
6:30 – 9:30 pm

E-Mail Skills and Techniques For Over 50     (Level #2)    3 hours

Most of students will be 50+ years, but anyone can enroll. See above description for course content. Prerequisite:  Windows 98 – Essential Skills and Intro To The Internet or equivalent experience.



$35

Sect. IB3331x1  day
1 session
Thur  
April 5

9 am – 12 pm

Sect. IB3331x2  day
1 session
Fri
April 6

9 am – 12 pm

Microsoft Outlook – Scheduling And Organization Features    (Level #2)   3 hours
Outlook 2000 will help you use e-mail, share data, create a schedule or appointment book, create contact lists,  create notes and journal entries, organize your desktop, etc. This course will cover all of these topics except e-mail. (See above course, “E-Mail Skills And Techniques” for e-mail skills.) Outlook stores all of your information in folders and you will learn to customize various features to organize them most effectively for you. Text included. Prerequisite: Windows 98 – Essential Skills and E-Mail Skills And Techniques.  






$45
Sect. IB3431x1
 
1 session
Thurs 
Feb 15

6:30 – 9:30 pm

Sect. IB3431x2
 day
1 session
Tues
Feb 20

1 – 4 pm

Sect. IB3431x3  day
1 session
Mon
March 26
1 – 4 pm
Financial Management

NEW  Intro To QuickBooks 2000 Professional      (Level #3)     9 hours

This course will present an overview for new users or those who have updated to version 2000 and are looking to gain insights and tips. QuickBooks is a financial management software program for small business. The program is easy and quick to learn, and will help you manage your business finances more effectively.  Includes text.  Prerequisite: Windows – Essential Skills.  Must enroll by April 9. (Enrollments received after 4/9:  $140)


$120

Sect. IB3501x1

3 sessions
Mon
April 23, 30, May 7

6:30 – 9:30 pm
PC Maintenance and Trouble Shooting
NEW  Basic Maintenance And Trouble Shooting Of Your PC     (Level #3)     6 hours

A course for those who have a good understanding of basic computer system concepts and now want to gain more technical knowledge in managing their personal systems. Topics will include upgrading components and software; installing and reinstalling software; customizing software programs, file, Windows, and program maintenance, managing hard drive and disk space; defragging, scandisk, and f-disk; debugging; virus protection; and how to properly maintain your system. Prerequisite: Windows 98 – Essential Skills AND strong user experience.


$79
Sect. IB3511x1

2 sessions
Sat
March 31, April 7
9 am – 12 pm

Word Processing – Word

Microsoft Word For Beginners (Part 1)   (Level #3)    9 hours   

This course covers introductory word-processing features needed to produce finished documents. You will learn to create, save, edit and print basic documents. Topics include bolding, underlining, moving and copying text and blocks of text, page and document set-ups, changing line spacing and margins, aligning paragraphs and justification, using tabs and indents, proofing documents with spell checker and more.  Includes text.  Prerequisite:  Windows 98 – Essential Skills.














$110

Sect. IB3101x1 

3 sessions
Wed
Feb 7, 14, 21

6:30 – 9:30 pm

Sect. IB3101x2
 day
2 sessions
Tues  
March 6, 13

8 am – 12:30 pm

Sect. IB3101x3  day
3 sessions
Fri
April 20, 27, May 4
9 am – 12 pm

Microsoft Word For Beginners For Over 50 (Part 1)   (Level #3)    9 hours   

Combined with above course. See above description for course content. Prerequisite:  Windows 98 – Essential Skills.














$110
Sect. IB3101x3  day
3 sessions
Fri
April 20, 27,  May 4
9 am – 12 pm

Microsoft Word – Intermediate Skills (Part 2)   (Level #4)   9 hours   

This continuation of “Word for Beginners” will cover intermediate-level word-processing skills used in today’s business, organizational, home-office environments. Topics include creating and using templates, creating letters, envelopes and mailing labels, creating and using styles, outlines, headers and footers, page numbering, creating, formatting and inserting tables, working with columns, creating lines and objects, and using graphics, borders, shading and clip-art. Includes text.  Prerequisite:  Word For Beginners (Part 1).






$110

Sect. IB3111x1

3 sessions
Wed
Feb 28, March 7, 14
6:30 – 9:30 pm

Sect. IB3111x2   day
2 sessions
Tues
March 20, 27

8 am – 12:30 pm

Microsoft Word – Advanced Skills (Part 3)   (Level #4)   9 hours   

A course for those who have mastered the above Parts 1 & 2 skills and now want to develop advanced techniques. Topics include creating forms, using forms as templates, formatting text, rows and columns, adding field labels, creating window messages, using on-line forms and calculation form fields, sorting information, records, tables and columns, merging data into documents, creating form letters and mailing lists, and creating and running macros. Includes text.  Prerequisite:  Word – Intermediate Skills (Part 2).







$110

Sect. IB3211x1  day
2 sessions
Tues 
April 3, 10
8 am – 12:30 pm
Integrating Word And Excel Documents    (Level #4)    3 hours

Learn how to effectively integrate documents from these two software applications into each other. Topics will include linking Excel spreadsheets to Word documents, embedding data, customizing integrated documents, converting Excel data to text, importing Excel as a picture and other techniques. Prerequisite:  Windows 98 – Essential Skills, Word For Beginners and Excel For Beginners. 








$39  

Sect. IB3441x1
 
1 session
Tues 
May 1

6:30 – 9:30 pm
Desktop Publishing
Microsoft Publisher For Beginners     (Level #3)     9 hours

Publisher is an extremely user-friendly and versatile desktop-publishing program. Learn how easy it is to create, customize and publish attractive and eye-catching newsletters, brochures, flyers, catalogs and home web-sites using the world’s leading desktop-publishing software. Includes text. Prerequisite:  Windows 98 – Essential Skills, Word For Beginners  AND good mouse skills and dexterity.







$110

Sect. IB3361x1

3 sessions
Tues
Feb 27, March 6, 13
6:30 – 9:30 pm 


Web-Page Design- FrontPage
Introduction To Web-Page Design     (Level #3)     12 hours

This course covers general principles of good web-page design and the basics of creating a web-site for business or personal use using Microsoft FrontPage. Designed for those with no time to learn HTML, FrontPage is a web-site creation program that doesn’t require programming skills. FrontPage topics include using wizards and different styles, formatting text, integrating graphics, creating hyperlinks and bookmarks, selecting a web host, uploading your site to your server and more. Prerequisite: Word For Beginners AND strong Internet and e-mail skills.

$139
Sect. IB3371x1

4 sessions
Wed 
March 21, 28, April 4, 11
6:30 – 9:30 pm
Presentations – PowerPoint
Microsoft PowerPoint For Beginners (Part 1)   (Level #3)   9 hours   
Learn to create attention-grabbing presentations that will make lasting impressions at work or on the road using a laptop. If your message requires a graphic demonstration to highlight a new product, annual report, or services you sell, PowerPoint can help you deliver. This course covers creating and editing presentations, proofing tools, incorporating clip-art, charts and drawings, special effects and building slide-shows. Includes text. Prerequisite: Windows 98 – Essential Skills and Word For Beginners. 








$110 

Sect. IB3221x1
 
3 sessions
Thur 
March 15, 22, April 5 (no 3/29)      6:30 – 9:30  pm 
Spreadsheets - Excel
Microsoft Excel For Beginners (Part 1)   (Level #3)     9 hours  
Spreadsheets are used for creating budgets, tracking business expenses, charting and analyzing sales trends, tracking inventories, computing payrolls, calculating profits and losses, etc. You will learn to design, modify, edit and print your own worksheets.  Topics include creating a spreadsheet, formatting, moving and copying data, working with formulas and functions, modifying columns and rows, saving, retrieving, printing and an introduction to charts.  Includes text.   Prerequisite:  Windows  98 – Essential Skills. 








$110

Sect. IB3161x1

3 sessions
Thur
Feb 22, March 1, 8
6:30 – 9:30 pm

Sect. IB3161x2  day
3 sessions
Tues
April 17, 24, May 1
9 am – 12 pm
Microsoft Excel – Intermediate Skills (Part 2)     (Level #4)     9 hours

A continuation of skills learned in Part 1. Topics will include worksheet and range protection, creating templates, importing/exporting data to/from other documents, using multiple workbooks, macros, cell names, linking workbooks, advanced number formulas, etc. Includes text. Prerequisite: Excel For Beginners.



$110
Sect. IB3311x1  
3 sessions
Thur
April 19, 26, May 3
6:30 – 9:30 pm
Database Management - Access

Microsoft Access For Beginners (Part 1)    (Level #3)     9 hours  

Learn the basics of managing databases.  Topics include database concepts, working with tables, setting field properties, changing and customizing tables and using queries.  You will also learn how to use basic forms and reports, find data and import data and graphics from external sources.  Includes text.  Prerequisite:  Windows 98 – Essential Skills. Strongly Recommended: Excel For Beginners.









$110
Sect. IB3171x1  day
3 sessions
Tues
Feb 13, 20, 27

9 am – 12 pm

Sect. IB3171x2  
3 sessions
Mon
March 12, 19, 26
6:30 – 9:30 pm

Microsoft Access – Intermediate Skills (Part 2)    (Level #4)     9 hours 

A continuation of  Access For Beginners focusing on more advanced skills in manipulating databases. Includes text. Prerequisite:  Access For Beginners.









$110

Sect. IB3301x1  day
3 sessions
Thur
April 12, 19, 26

9 am  – 12 pm

CLIP HERE


Semester _________  Year ________

FMCC Non-Credit Registration Form
(Please Print)
Soc Sec # ___________________________ Name _________________________________________

Address _________________________________________________________  

City _________________________________      State ______      Zip ___________

County of Residence _____________________
Date of Birth _______________     Male    Female

Day Phone __________________________    
Evening Phone ________________________

Employer _______________________________     Signature  _______________________________


  Section #
 Course Name  (abbreviate)


 Start Date 
      Cost
1. 
__________ 
_________________________________
__________
      $__________

2.
__________
_________________________________
__________
      $__________    

3. 
__________
_________________________________
__________
      $__________

Total
      $__________


Optional (used for statistical purposes only):

Ethnic Code (Circle one)



   (I)   American Indian, Alaskan Native

(B) African-American  (US Citizen or Resident

       Alien)

(A) Asian or Pacific Islander (US Citizen or

Resident Alien)

(H) Hispanic/Latino (US Citizen or Resident Alien)

(F)  Non-Resident Alien (Foreign Student)

(W) White, Non-Hispanic


Method of Payment:

____  Check enclosed   (Payable to “FMCC”)

____  Credit Card:  (circle one)
VISA
  
Mastercard     

                                Number ________________________________ Expiration Date _________

                                Name of Card Holder  _____________________________ 

                                Signature of Card Holder ___________________________

 ____ Company Billing  (See details in Non-Credit Student Information)

Send registration form and payment to:

FMCC Continuing Education, 2805 State Highway 67, Johnstown, NY 12095
 Questions about computer courses?  


    762-4651, ext. 8102











NON-CREDIT Student Information – Please Read





QUESTIONS? Call Continuing Education at 762-4651, ext. 8102





Course Location: Computer courses will be held in Room L-108 in the College Library building.  





Confirmation Letter: Students should receive a confirmation letter with a parking permit and information. If you do not receive one, please call the CE Office to confirm your registration.





Refunds: Refund requests must be made to the Continuing Education Office. 


No refunds will be granted for requests less than 3 working days before a course start date. 


The College reserves the right to cancel a course due to inadequate enrollments or emergency.  


Refunds will be issued within a month of request or course cancellation.





Snow Days: Listen to local radio & TV stations. Examples: WBUG, WCSS, WENT, WIZR, WPYX; TV 6, 10, 13. If possible, announcements will be made before 7 am for day classes and after 2 pm for evening classes. 


The following pertains only to non-credit computer courses:


Day Courses: Classes scheduled to start at a snow-day opening time or later will run as scheduled. Classes scheduled to start before the snow-day opening time will be postponed until the following week – your course will be extended one week and meet at the same day/time unless you are notified differently.  


Evening and Saturday Morning Courses: Classes will be postponed until the following week – your course will be extended one week, and meet at the same day/time unless you are notified differently.





Company Billings: Company/organization billing requests must include: an official, signed letter from an authorized manager; completed registration form(s) with student name(s), SS #(s), course name(s) and section #(s) and start dates.
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