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 Introduction to QuickBooks 2019
Introduction to QuickBooks 2019 is designed for those new to 
QuickBooks or those wanting a refresher with the latest version. 
You will learn how QuickBooks makes it easy to set up a chart of 
accounts; create and print invoices, receipts, and statements; track 
your payables, inventory, and receivables, and generate reports. 
Participants will receive an email with login information 24-48 hours 
after registering. This course must be taken on a PC. Macs are not 
compatible. Software requirements: Desktop QuickBooks Pro 2019 
or Desktop QuickBooks Premiere Edition 2019 (not included in 
enrollment).

Fee: $129

# 5252 4/12–6/2 24 Hours Online
# 5253 5/17–6/23 24 Hours Online

 Introduction to QuickBooks Online (QBO)
Learn to manage the financial aspects of your small business 
quickly and efficiently with this powerful accounting software 
program. QuickBooks Online (Cloud-based version) is designed 
especially for the small to mid-sized business owner who needs 
a fully functional accounting system that’s also easy to use. In 12 
lessons, you will gain hands-on experience as you master the tools 
you need to set up a chart of accounts; reconcile your checking 
account; create and print invoices, receipts, and statements; track 
your payables, inventory, and receivables; create estimates; and 
generate reports. Participants will receive an email with login 
information 24-48 hours after registering. This course can be taken 
on either a PC or Mac. You do not need to purchase a subscription 
or additional software to complete this course.

Fee: $119

# 5248 4/12–6/2 24 Hours Online
# 5249 5/17–6/23 24 Hours Online

 Intermediate QuickBooks Online (QBO)
Learn to manage the financial aspects of your small business 
quickly and efficiently using QuickBooks Online (cloud-based 
version). With this online version, you get all the advantages of 
computing in the cloud, which means that your accounting files will 
be available to you virtually anytime, anywhere. This course dives 
deeper into the software’s intermediate features, such as tracking 
product and service items, managing inventory, and customizing 
sales forms. Participants will receive an email wtih login information 
24-48 hours after registering. This course can be taken on either 
a PC or Mac. You do not need to purchase a subscription or 
additional software to complete this course.

Fee: $119

# 5251 5/17–6/23 24 Hours Online
# 5250 4/12–6/2 24 Hours Online

 Keyboarding
Become faster and more confident at the keyboard. This course 
will help you learn how to touch-type the alphabetic, numeric, and 
symbol keys; create, save, and edit word processing documents; 
and successfully take a timed writing test during a job interview. 
When the class starts, you’ll receive instructions for downloading 
and installing a working copy of Keyboarding Pro 5. Please do 
not purchase or download the software from another source. 
This course must be taken on a PC or Chromebook. Macs are 
not compatible. Software requirement: PC: Windows 11 or later. 
Participants will receive an email with login information 24-48 hours 
after registering.

Fee: $115

# 5298 4/12–6/2 24 Hours Online
# 5299 5/17–6/23 24 Hours Online

» TECHNOLOGY
The following classes are offered through in-person, remote (Zoom), or online instruction. 
Registered participants will receive location or access information by email within 24-hours before 
a class begins. For updated class offerings or to register, visit www.mchenry.edu/workforce or 
call (815) 455-8588.   
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 Computer Skills for the Workplace
Learn the fundamental computer competencies you need to 
survive and prosper in today’s quickly evolving workplace. You’ll 
learn how to implement the powers of modern office software 
(Microsoft Outlook, Word, Excel, Access, and PowerPoint) to work 
faster and more efficiently. This course will also focus on practical 
applications for software most common in the workplace, utilizing 
the internet, and transferring and protecting data. By the time 
you finish, you’ll see why technological literacy is so critical to the 
success of any organization. This course must be taken on a PC. 
Macs are not compatible. Software Requirement: Any edition 
of Microsoft Office with desktop apps: Excel, Word, Outlook, 
PowerPoint, and Access (not included in enrollment). Participants 
will receive login information 24-48 hours after registering.

Fee: $115

# 5294 4/12–6/2 24 Hours Online
# 5295 5/17–6/23 24 Hours Online

 Getting Started with Google Workspace
Discover the many free apps of Google and learn how to put them 
to work for both business and personal projects. You’ll explore the 
most popular Google apps (Gmail, Docs, Sheets, Slides, Drive, 
Contacts, Calendar, Meet, and Chat) and learn how they work 
together to make daily tasks easier. 

Fee: $139

# 5303 4/12–6/2 24 Hours Online
# 5304 5/17–6/23 24 Hours Online

 Introduction to Windows 11
Learn to use Windows 11, a powerful new operating system, to 
customize your desktop, manage and protect files and folders, 
and navigate the web with the latest Microsoft Edge browser. 
You’ll discover how File Explorer can help you manage your files, 
create text documents using WordPad, and update Windows 11. 
From editing photos to working with external drives, you’ll learn 
everything you need to know to get the most from this operating 
system. Participants will receive login information 24-48 hours after 
registering.

Fee: $115

# 5296 4/12–6/2 24 Hours Online
# 5297 5/17–6/23 24 Hours Online

Microsoft Outlook
Learn the basics of Microsoft Outlook, an information management 
program used to manage e-mail, calendar, contacts, tasks, and 
notes.

Fee: $79

# 5431 W 5/31 12:30–4:30 p.m. SCC

 Introduction to Microsoft Word 2016
One of the most basic skills needed in any job is the ability to write 
reports and letters using Microsoft Word. You will learn the basics 
required to write and edit text and discover the best ways to create, 
format, and organize documents. This course must be taken on a 
PC. It is not suitable for Macs. Software requirement: PC Windows 8 
or later, Microsoft Word 2016 Participants will receive an email with 
login information 24-48 hours after registering. 

Fee: $129

# 5300 4/12–6/2 24 Hours Online
# 5301 5/17–6/23 24 Hours Online

Microsoft Word Level 1 (Basic)
Microsoft Word is a powerful word processing program that 
gives you the ability to create and share documents with a 
comprehensive set of writing tools. 

Fee: $179

# 5430 T 4/25 8 a.m.–4:30 p.m. SCC

Microsoft PowerPoint Basic
Microsoft Office PowerPoint enables users to quickly create high-
impact, dynamic presentations while integrating workflow and 
ways to easily share information. 

Fee: $179

# 5428 T 5/2 8 a.m.–4:30 p.m. SCC

Powerpoint 2016 Tips, Tools, Timesavers
This class is for the PowerPoint user who wants to learn how to 
make presentations more effective. Over 50 valuable PowerPoint 
tips, tools, and timesavers will be covered along with general 
presentation guidelines.

Fee: $89

# 5429 W 6/14 12:30–4:30 p.m. SCC
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 Introduction to Microsoft Project 2016
From sequencing tasks, producing a baseline, and assigning 
resources and costs, to tracking progress, analyzing variances, and 
revising your project plan, Microsoft Project can help you organize 
all your project’s details quickly and effectively. Using the program’s 
different views, such as the Calendar and Gantt chart views, you’ll 
be able to manage your project information and produce effective 
reports. After completing the course, you’ll know how to develop, 
implement, and control a project plan that meets organizational 
and customer objectives. Participants will receive an email with 
login information 24-48 hours after registering.

Fee: $129

# 5291 4/12–6/2 24 Hours Online
# 5292 5/17–6/23 24 Hours Online

MICROSOFT EXCEL SERIES
This series includes Microsoft Excel Level 1, 2, and 3 and is offered 
at a discounted rate. Taking all three courses within a few weeks 
allows the learner to start with a solid foundation and then follow a 
progression of learning that builds on each skill. If you use Excel on 
a daily basis or are looking to upskill your resume, this Excel Series 
will greatly enhance your knowledge and productivity. 

Take the entire Microsoft Excel Series (3 sessions) and save!

Series Fee: $477

# SER-EX WF 4/19, 4/21, 5/10, 8 a.m.–Noon  SCC 
  5/12, 5/31, 6/2 
# SER-EX2 T 5/23, 6/6, 6/20 8 a.m.–4:30 p.m. SCC

Microsoft Excel Level 1 (Basic)
Learn the basic concepts and skills needed to start being 
productive with Excel. Topics include creating and saving 
worksheets; entering, moving and manipulating data; using 
formulas and functions; formatting text, numbers and cells; 
creating charts; data entry shortcuts; and managing, printing and 
sharing workbooks. 

Fee: $179

# 5432 WF 4/19, 4/21 8 a.m.–Noon SCC
# 5433 T 5/23 8 a.m.–4:30 p.m. SCC

Microsoft Excel Level 2 (Intermediate)
Build upon your foundational knowledge of Excel by learning 
more advanced tools for analysis and presentation of data. 
Topics include managing complex workbooks; building more 
complex functions; using data analysis tools like PivotTables 
and PivotCharts; making an impact with powerful chart and 
presentation features; and collaborating with other users. The 
course assumes students know how to use a computer, that they’re 
familiar with Microsoft Windows, and that they’ve taken the Level 1 
course or have equivalent introductory experience with Excel.

Fee: $179

# 5435 WF 5/10, 5/12 8 a.m.–Noon SCC
# 5434 T 6/6 8 a.m.–4:30 p.m. SCC

Microsoft Excel Level 3 (Advanced)
You will benefit most from this class if you want to use Excel to 
perform tasks such as getting information from large amounts 
of data sources inside and outside of Excel, creating output that 
varies according to conditions, manipulating dates and texts and 
automating repetitive tasks. Topics include lookup and decision-
making functions; auditing and error-handling; array functions; 
special functions such as date, time and text functions; importing 
and exporting; what-if-analysis; automating repetitive tasks by 
recording and running macros; and forms.

Fee: $179

# 5436 WF 5/31, 6/2 8 a.m.–Noon SCC
# 5437 T 6/20 8 a.m.–4:30 p.m. SCC
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MICROSOFT EXCEL 2019 ONLINE 
SERIES

In this online course bundle, you’ll be introduced to Microsoft 
Office Excel 2019 and its intermediate and advanced features. 
Whether you’re new to Excel or need a refresher, the Microsoft 
Excel 2019 Series bundle will help you master this longstanding 
spreadsheet software. This course must be taken on a PC. It is 
not suitable for Macs or Chromebooks. Software Requirements: 
Microsoft Excel 2019: Available to download with a subscription 
to Microsoft 365, or with Microsoft Office Home and Student 
2019. (not included in enrollment). Participants will receive login 
information 24-48 hours after registering.

Take the entire Microsoft Excel 2019 Online Series (3 sessions) 
and save!

Fee: $324

# 5283 4/12–8/4 72 Hours Online

 Introduction to Microsoft Excel 2019
Explore Microsoft Excel’s basic functions and uses. Through hands-
on lessons, you’ll learn numerous shortcuts to set up worksheets 
quickly and efficiently. We’ll discuss using the function wizard 
to calculate statistics and future values, and give tips on sorting 
and analyzing data, creating three-dimensional workbooks, and 
automating frequently repeated tasks with macros and buttons. 
Participants will receive login information 24-48 hours after 
registering.

Fee: $129

# 5284 4/12–6/2 24 Hours Online

 Intermediate Microsoft Excel 2019
Learn to harness the power of Excel’s data analysis tools and 
AutoFilter commands and create macros that eliminate repetitive 
tasks. Set yourself apart from the casual Excel user by adding 
VLOOKUP, INDEX & MATCH, and other intermediate functions 
to your professional skill set. In addition, you will learn to create 
macros that let you manipulate data with the push of a button. You 
will also discover how to use Goal Seek and Solver and apply them 
to real-world problems. Participants will receive login information 
24-48 hours after registering.

Fee: $129

# 5286 5/17–6/23 24 Hours Online

 Advanced Microsoft Excel 2019
Learn the secret to using formula-based conditional formatting as 
a creative solution to common issues and discover how to leverage 
Excel’s Power Query tool to import and transform data from just 
about any source. Participants will receive login information 24-48 
hours after registering.

Fee: $129

# 5287 6/14–8/4 24 Hours Online

Microsoft Excel Tips, Tools, and Timesavers
This course highlights 82 features for editing, formatting, 
printing, and customizing Excel. The tips included will give a back 
door approach to accomplishing tasks quickly and efficiently. 
Prerequisite: Excel 2016 Basic or equivalent experience.

Fee: $89

# 5427 W 6/14 8 a.m.–Noon SCC

Microsoft Excel PivotTables
Learn how to create and use PivotTable reports to quickly 
summarize and manipulate large amounts of data. After creating 
PivotTable reports, we’ll explore PivotCharts—a flexible chart 
based on data in a PivotTable. Prerequisite: Excel 2016 Basic or 
equivalent experience.

Fee: $79

# 5425 W 4/19 12:30–3:30 p.m. SCC

Microsoft Excel PowerPivot
We’re living in the age of big data. Data is collected constantly 
and for increasingly detailed transactions. Excel provides 
PowerPivot to help you organize, manipulate, and report on 
your data in the most efficient way. Gain a solid understanding of 
PowerPivot to maximize your effectiveness when analyzing data. 
After successfully completing this course, you’ll be able to use 
PowerPivot along with Excel 2016 to analyze data from a variety 
of sources. Prerequisite: Excel 2016 and PivotTable experience 
and an understanding of spreadsheet concepts and creating and 
analyzing basic PivotTables. Completion of Pivot Tables course 
highly recommended.

Fee: $99

# 5426 W 5/10 12:30–4:30 p.m. SCC
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  Certificate in Data Analysis
Data Analysis is quickly becoming one of the most sought-after 
skills in the workplace. Companies have vast amounts of data, 
but it is rare to have someone with the ability to analyze that data 
to see trends and make predictions. Add a whole new skill set to 
your portfolio, and make a big difference in the success of your 
organization by acquiring data analysis skills.

Take each class individually — or register for the entire series 
and save!

Certificate Series Fee: $495

# 4781 4/3–6/30 48 Hours Online

Introduction to Data Analysis
Fee: $195

# 4784 4/3–4/28 16 Hours Online

Intermediate Data Analysis
Fee: $195

# 4787 5/1–5/26 16 Hours Online

Advanced Data Analysis
Fee: $195

# 4790 6/5–6/30 16 Hours Online

  Power BI Certificate
Gain insights into your data using business intelligence software 
– Power Business Intelligence. Power BI is a widely used business 
analytics service offered by Microsoft. Discover the process of 
creating interactive reports; integrate financial, marketing, or any 
other source data in your accounting system, Excel, or on the Web; 
streamline your data; and create charts, maps, and other visuals to 
see your data in real time. Delve further into Power Query to ETL 
(Extract, Transform, and Load) your data; utilize time Intelligence 
functions to view YoY or YTD reports; and add user-friendly features 
to enhance your reports and analyze your results.

Take each class individually — or register for the entire series 
and save!

Certificate Series Fee: $495

# 4990 4/3–6/30 48 Hours Online

Introduction to Power BI
Fee: $195

# 4976 4/3–4/28 16 Hours Online

Intermediate Power BI
Fee: $195

# 4987 5/1–5/26 16 Hours Online

Advanced Power BI
Fee: $195

# 4973 6/5–6/30 16 Hours Online

  Coding Certificate
Coding is becoming one of the most in-demand skills in the 
workplace today. As a result, coding has become a core skill 
that bolsters one’s chances for becoming a higher value to 
organizations. The highest demand is for programming languages 
with broad applicability. Begin with an introduction to the basics 
of computer programming and various programming languages. 
Then, go to the next level and acquire all the basics of HTML and 
CSS. You will learn the relationship between these two industry-
standard web page coding languages and the step-by-step 
process of hand-coding and building web pages. Finally, discover 
the advanced features of CSS and learn how to use this very 
powerful language.

Fee: $595

# 4949 4/3–6/30 48 Hours Online

 Podcasting
Businesses are turning to podcasting to grow their brand and 
connect with customers, and people with a niche hobby are 
turning podcasts into a business. The intimate nature of the audio 
medium allows potential clients to get to know who you are and 
determine if you are the kind of company with which they want to 
do business. Learn how to take your business or hobby and turn it 
into a podcast. This step-by-step class will take you from start to 
finish and cover the essential elements you need to get your show 
online. Come to class with your idea and end with your show online 
for all to hear.

Fee: $245

# 4849 4/3–4/28 16 Hours Online

  SQL Certificate
Structured Query Language (SQL) is the industry standard 
database programming language. Proficiency in SQL is one of the 
most in-demand skills in occupations that require interaction with 
data and data analysis. In this course, you’ll learn about relational 
database structures, the history and uses of Structured Query 
Language, and how to use SQL to create a database, add records 
to database tables, and extract meaningful data from database 
tables.

Fee: $595

# 4995 4/3–6/30 48 Hours Online
# 4996 5/1–7/28 48 Hours Online
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NEW! All About Canva Workshop
Canva is a free online graphic design tool that can be used to 
create social media posts, presentations, posters, videos, logos, 
and more. Join Lori Lattanzio, Manager of Communications and 
Marketing at Northern Illinois Special Recreation Association 
(NISRA), as she shares how Canva can help your projects come 
to life, no matter what your skill level. Lattanzio is a self-taught 
nonprofit professional who paved the way for herself through 
passion and creativity. Working in the nonprofit sector brings 
the opportunity to be more budget-friendly when it comes to 
resources—and that’s where Canva comes in! This workshop will 
demonstrate skills for the beginner and advanced user. 

Fee: $29

# 5462 F 4/21 8:30–10 a.m. SCC

  Certificate in Web Design
Understanding what it takes to produce effective web design is 
essential in today’s market of highly saturated digital competition. 
First, discover the basics of web design using HTML and CSS. No 
prior knowledge of HTML or web design is required. After the 
first course, you will have the info you need to plan and design 
effective web pages. Then find out how to create effective and 
dynamic websites/applications. Take away a functioning web 
application hosted on a web server that is both accessible and 
Search Engine Optimized. Finally, learn about responsive design 
process, advanced layout and design features using the Bootstrap 
framework. In addition, explore CMS frameworks and industry 
standard technologies and frameworks.

Take each class individually — or register for the entire series 
and save!

Certificate Series Fee: $595

# 4934 4/3–6/30 48 Hours Online

Introduction to Web Design
Fee: $245

# 4931 4/3–4/28 16 Hours Online

Intermediate Web Design
Fee: $245

# 4940 5/1–5/26 16 Hours Online

Advanced Web Design
Fee: $245

# 4937 6/5–6/30 16 Hours Online

  Graphic Design Software Essentials 
Certificate
The Adobe software tools are the leading software for graphic 
design. Adobe Illustrator is the industry standard computer 
illustration software. Use Illustrator to draw shapes and design 
logos, flyers, posters, banners, business cards, or any other vector 
graphics for print or web. Adobe InDesign is the industry standard 
page-layout program that works with Adobe Illustrator and 
Photoshop seamlessly. InDesign allows you to create simple or 
complex multi-page documents such as brochures, flyers, books, 
and magazines. Use Adobe Photoshop to effectively work with 
selection and editing tools, layers, and masks to edit, retouch, and 
enhance existing images or create your own composite digital 
artwork. Access to the Adobe software tools is required.

Take each class individually — or register for the entire series 
and save!

Certificate Series Fee: $545

# 4946 4/3–6/30 48 Hours Online

Adobe Illustrator Essentials
Fee: $225

# 4964 4/3–4/28 16 Hours Online

Adobe Photoshop Essentials
Fee: $225

# 4970 5/1–5/26 16 Hours Online

Adobe InDesign Essentials
Fee: $225

# 4967 6/5–6/30 16 Hours Online
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To register, visit www.mchenry.edu/workforce or call (815) 455-8588 32

  Digital Marketing Certificate
Get a fundamental yet advanced introduction to eMarketing, 
including improving email promotions, analyzing your website 
traffic, implementing search engine optimization, and successfully 
employing online advertising. Relevant for any type of 
organization, including businesses, companies, non-profits, and 
government agencies. No eMarketing experience or expertise is 
necessary. If you are already at an advanced level, your instructors 
are experts and can provide the latest, most advanced information 
and answer your toughest questions.

Take each class individually — or register for the entire series 
and save!

Certificate Series Fee: $495

# 4835 4/3–6/30 48 Hours Online

Improving Email Promotions
Fee: $195

# 4838 4/3–4/28 16 Hours Online

Boosting Your Website Traffic
Fee: $195

# 4841 5/1–5/26 16 Hours Online

Online Advertising
Fee: $195

# 4844 6/5–6/30 16 Hours Online

  Social Media for Business Certificate
Get in on this exciting and growing way to communicate, market, 
and serve your customers and clients. From Facebook and 
Twitter to blogging, YouTube, LinkedIn, and more, discover the 
new principles of communication that apply across all networks. 
Discover how these specific social networks work and identify 
possible uses for your organization. For businesses, nonprofits, 
government, and other organizations.

Take each class individually — or register for the entire series 
and save!

Certificate Series Fee: $495

# 4719 4/3–6/30 48 Hours Online

Introduction to Social Media
Fee: $195

# 4722 4/3–4/28 16 Hours Online

Marketing Using Social Media
Fee: $195

# 5673 5/1–5/26 16 Hours Online

Integrating Social Media Into Your Organization
Fee: $195

# 4726 6/5–6/30 16 Hours Online

  Integrated Marketing Certificate
Discover best practices in integrated marketing, an increasingly 
popular strategy that combines traditional print marketing with 
digital marketing for even greater success. Younger generations 
are embracing print as well as online media, creating exciting 
opportunities to connect with audiences in new ways. Find out the 
keys to success in printed collateral, including catalogs, direct mail 
letters, and postcards. Learn advanced marketing concepts and 
principles such as RFM analysis, AIDA, and the 3-30-3 principle, 
and understand how digital and print marketing complement 
and enhance each other. You’ll come away with new marketing 
expertise that will increase your value in any workplace. 

Take each class individually — or register for the entire series 
and save!

Certificate Series Fee: $495

# 4846 4/3–6/30 48 Hours Online

Advanced Marketing Concepts
Fee: $195

# 5021 4/3–4/28 16 Hours Online

Successful Print Marketing
Fee: $195

# 5036 5/1–5/26 16 Hours Online

Integrated Marketing Best Practices
Fee: $195

# 5024 6/5–6/30 16 Hours Online
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