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 Adobe InDesign Essentials
Adobe InDesign is the industry standard page-layout program that 
works seamlessly with Adobe Illustrator and Photoshop. InDesign 
allows you to create simple to complex multi-page documents 
such as brochures, flyers, books, and magazines. This course is a 
comprehensive exploration of InDesign tools and capabilities used 
to create professional documents. You will learn how to manage 
the InDesign environment and create, set up, design, enhance, 
and finalize multi-page documents. Access to Adobe InDesign 
software required.

Fee: $225

# 4009 11/7–12/2 16 Hours Online

 Adobe Photoshop Essentials
This fundamental course covers Adobe Photoshop CC’s most 
commonly used tools, menus, and panels. You will learn the basics 
of Photoshop and effectively work with selection and editing tools, 
layers, and masks to edit, retouch, and enhance existing images or 
create your own composite digital artwork. Impress your business 
organization, friends, and family by enhancing their photos and 
creating magazine cover quality-enhanced images. Access to 
Adobe Photoshop software required. 

Fee: $225

# 4010 10/3–10/28 16 Hours Online

 Boosting Your Website Traffic
Acquire the basic skills needed to boost your website traffic. Learn 
how to analyze your visitor traffic, use search engine optimization 
to get greater visibility and exposure in Google searches, and 
redesign your website copy to increase your visitors and results. 
No experience necessary, but if you are at an advanced level, 
your instructor is an SEO expert and can answer your toughest 
questions as well. 

Fee: $195

# 3968 10/3–10/28 16 Hours Online

 Online Advertising
Make online advertising work for you and your organization. 
Explore pay-per-click advertising with Google AdWords, then find 
out how to test low-budget AdWord campaigns. Learn how you 
can target local audiences via Facebook advertising and determine 
the demographics (and even numbers of people) you want to 
reach. No experience necessary, but if you are at an advanced level, 
your instructor is an online ad expert and can answer your toughest 
questions as well. 

Fee: $195

# 3969 11/7–12/2 16 Hours Online

 Successful Print Marketing
Gen Y embraces print. Gen Z likes print even more than Gen Y. 
Amazon and eBay are both producing print catalogs. Find out the 
secrets to success in the almost-forgotten—but still remarkably 
effective— area of print, including catalogs, direct mail letters, 
brochures, postcards, and flyers. Learn powerful words, phrases, 
and structure needed to write effective direct mail letters and 
emails. Finally, we’ll discuss postcard marketing, including 
positioning and choosing images that send both a visual and 
written message. 

Fee: $195

# 4039 10/3–10/28 16 Hours Online

 Integrated Marketing Best Practices
Enter the fascinating—and growing—field of integrated 
marketing. Learn how to move potential customers from one 
medium to another, increasing both their interest and purchasing 
decisions. See how print and digital tools complement each other. 
You’ll take home an Integrated Marketing Model to help you 
choose what’s best for your business, and learn to put it all together 
with a one-year integrated marketing plan that engages your 
customers and projects a positive image for your organization and 
efforts.

Fee: $195

# 4035 11/7–12/2 16 Hours Online

The following classes are offered through remote instruction using the Zoom meeting platform 
(except where designated as “online” or a specific location is listed). Program staff will notify 
registered participants with information to access your class 24 hours before class begins. To 
register online visit www.mchenry.edu/workforce or call (815) 455-8588.
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 Marketing Using Social Media
Develop a two-way communication and marketing strategy for 
your organization using social media. Let your instructor guide 
you in exploring major social media platforms including Twitter, 
LinkedIn, and blogging. Learn quick, easy ways to engage 
your customers and keep them interested in your organization 
or business. Discover the advantages and disadvantages of 
each platform and learn what’s right for your type of work and 
organization.

Fee: $195

# 3926 10/3–10/28 16 Hours Online

 Integrating Social Media Into Your 
Organization
Take away a practical strategy and techniques for implementing 
social media for your organization or business. Learn how to 
create your own private social media using Ning, work socially 
using Google Docs and calendars, and move your website to 
an interactive Web 2.0 site. Then your instructor will help you 
choose which social media tools are right for your situation, and 
then integrate them into your web site to develop a social media 
strategy for your organization. Find out what you can be doing, 
what you should be doing, and take back a plan to integrate social 
media into your communication and marketing. 

Fee: $195

# 3927 11/7–12/2 16 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

# 4079 10/12–12/2 24 Hours Online
# 4180 11/16–1/6 24 Hours Online

 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. Participants will receive an email with 
login information 24-48 hours after registering

Fee: $115

# 4261 10/12–12/2 24 Hours Online
# 4262 11/16–1/6 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

# 4089 M 11/28 12:30–3:30 p.m. SCC

Microsoft OneNote
Microsoft OneNote is a powerful tool to capture your digital 
and handwritten notes and is particularly useful for workplace 
productivity. Capture digital notes and keep them organized as 
well as add images, diagrams, audio, video, and more.

Fee: $89

# 4088 W 12/14 12:30–3:30 p.m. SCC

Microsoft Windows 10
Learn how to get started with the latest version of Microsoft’s 
operating system. Discover desktop features, personalization 
options, File Explorer, and multitasking. We’ll also demonstrate 
Cortana, OneDrive, and Microsoft Edge.

Fee: $99

# 4087 M 12/12 12:30–4:30 p.m. SCC
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 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 an email with login information 24-
48 hours after registering

Fee: $115

# 4176 10/12–12/2 24 Hours Online
# 4177 11/16–1/6 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

# 4090 W 11/2 8 a.m.–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

# 4080 10/12–12/2 24 Hours Online
# 4181 11/16–1/6 24 Hours Online

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

# 4093 T 12/6 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

# 4091 M 10/24 12:30–4:30 p.m. SCC

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

# 4094 W 10/26 12:30–4:30 p.m. SCC
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MICROSOFT EXCEL 2016 SERIES
This series includes Microsoft Excel 2016 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 2016 Series (3 sessions) and 
save!

Series Fee: $477

Series # SER-EX 10/21–12/2

Microsoft Excel 2016 Level 1 (Basic)
This course provides the basic concepts and skills students need 
to start being productive with Microsoft Excel 2016: how to create, 
save, share, and print worksheets that contain various kinds of 
calculations and formatting. Students will benefit most from this 
course if they want to accomplish basic workplace tasks in Excel 
2016, or if they want to have a solid foundation for continuing on to 
become an Excel Expert.

Fee: $179

# 4081 F 10/21 8 a.m.–4:30 p.m. SCC

Microsoft Excel 2016 Level 2 (Intermediate)
Excel 2016 Level 2 builds on the basic concepts and skills of 
our Level 1 course to provide more advanced tools for analysis 
and presentation of complex, realistic data. Learn how to 
manage complex workbooks, build more complex functions, 
use data analysis tools, make an impact with powerful chart and 
presentation features, and collaborate 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

# 4082 F 11/4 8 a.m.–4:30 p.m. SCC

Microsoft Excel 2016 Level 3 (Advanced)
Excel 2016 Level 3 builds on the concepts and skills of our Level 
1 and Level 2 courses : lookup and decision-making functions, 
auditing and error-handling, array functions, date and text 
functions, importing and exporting, what-if-analysis, and macros. 
Students will benefit most from this course if they want to use Excel 
2016 to perform real-world tasks such as handling and getting 
information from large amounts of data from sources inside 
and outside of Excel, creating output that varies according to 
conditions, manipulating dates and text, and automating repetitive 
tasks.

Fee: $179

# 3667 W 9/21 8 a.m.–4:30 p.m. SCC
# 4268 F 12/2 8 a.m.–4:30 p.m. SCC

MICROSOFT EXCEL 2019 SERIES
This series includes Microsoft Excel 2019 Level 1, 2 and 3 at a 
discounted rate. Taking all three courses allows the learner to start 
with a solid foundation and then follow a progression of learning 
that builds upon each skill. Excel 2019 offers the newest features 
such as Power Query, automated workflow, 3D images, custom 
functions, chart improvements and new forms capabilities.

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

Series Fee: $477

Series # SER-EX2019  10/24–12/14

Microsoft Excel 2019 Level 1 (Basic)
Learn the basic concepts and skills needed to start being 
productive with Excel 2019. 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

# 4084 MW 10/24, 10/26 8 a.m.–Noon SCC

Microsoft Excel 2019 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

# 4085 MW 11/28, 11/30 8 a.m.–Noon SCC

Microsoft Excel 2019 Level 3 (Advanced)
You will benefit most from this class if you want to use Excel 2019 
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

# 4086 MW 12/12, 12/14 8 a.m.–Noon SCC
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NEW! MICROSOFT EXCEL 2019/
OFFICE 365 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). *Note: The “Starter Version” and 
“Web App” versions of Microsoft Excel will not work with the full 
version of Excel taught in this course. Participants will receive an 
email with login information 24–48 hours after registering.

Take the entire Microsoft Excel 2019/Office 365 Online Series 
(3 sessions) and save!

Series Fee: $324

Series # 4275 10/12–4/7

 NEW! Introduction to Microsoft Excel 2019/
Office 365
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. 

Fee: $129

# 4178 10/12–12/2 24 Hours Online
# 4179 12/14–2/3 24 Hours Online

NEW! Intermediate Microsoft Excel 2019/Office 
365
Learn how to use powerful features in the 2019 version of Microsoft 
Excel. Discover how 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.

Fee: $129

# 4271 10/12–12/2 24 Hours Online
# 4272 12/14–2/3 24 Hours Online

NEW! Advanced Microsoft Excel 2019/Office 365
Master features in Microsoft Excel 2019/Office 365 that most users 
don’t know exist. You’ll 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. By the time you finish 
this course, you will have mastered Microsoft Excel 2019/Office 365 
and will be better able to serve your company’s data management 
needs.

Fee: $129

# 4274 2/15–4/7 24 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

# 4020 10/3–10/28 48 Hours Online
# 4021 11/7–12/2 48 Hours Online
# 4022 12/5–12/30 48 Hours Online
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