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COMPUTER SEMINARS

Space is limited (10 max). You will learn in a hands-on environment. Custom courses can be arranged
for an individual or group from one company. Register early to avoid disappointment!

Newsletter using MS Word Course: WDNO1.F11

Prerequisite: Basic MS Word or equivalent. Student will learn how to design a newsletter using tools
like styles, columns, drop caps, pictures, WordArt, and more. (6 hours)

T&Th @ Oct18 & 20 @ 6-9 pm @ Fee $140

MS PowerPoint Course: PPBO01.F11

Prerequisite: WDBO1 or equivalent. Learn to create a successful presentation by using features such as
slide master, pictures, diagrams, animation, hyperlinks, action buttons, and much more. (12 hours)
T&Th @ Oct25 & 27, Nov1 & 3 @ 6-9 pm @ Fee $160

MS Excel — Basic Course: EXBO01.F11

Learn how identify the Excel environment, setting defaults, moving around the worksheet, spell check,
undo/redo commands, alignments, text wrap, and simple formulas. (6 hours)

T&Th @ Nov8 & 10 @ 6-9 pm @ Fee $140

Formulas using MS Excel Course: EXF01.F11

Prerequisite: EXBO1 or equivalent. Learn how to build formulas using relative references, absolute
references, and mixed references. (6 hours)

T&Th @ Nov15 & 17 @ 6-9 pm @ Fee $140

Charts using MS Excel Course: EXCOL1.F11

Prerequisite: EXBO1 or equivalent. Learn to create and format adjacent and non-adjacent charts. Make a
chart stand out above all others. (6 hours)

T&TH @ Nov22 & 24 @ 6-9pm e Fee $140

Take all three Excel Courses for only $375
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OTHER TOPICS

Medical Terminology

Computerized Medical Office Manager (MOM)
Simply Accounting—various modules
Punctuation Bootcamp

Records Management

Customized Classes for Microsoft Office

“5 Word

“&  Excel

“% Access

“% Outlook

D D D DD D

Contact Stacey MacKinnon, Admissions Director, at
(902) 463-6516 with your requests.

PAYMENT OF FEES

Full payment of course fees (HST included in fees) may be made at the time of registration, whether by mail, phone, or in person.
Fees must be paid prior to course start date. Payment may be made by cash, credit card, company cheque or money order payable
to Maritime Business College. Contact MBC for details on company billing.

REFUND POLICY

Withdrawal from all courses must be made seven working days prior to the start date. There will be a $25 cancellation fee.

Dartmouth Campus

145 Ochterloney Street

Dartmouth, NS B2Y 1C9

Tel: (902) 463-6516

Fax: (902) 463-4433

Toll Free: (800) 550-6516

E-Mail: admissions@maritimebusinesscollege.ca




