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Computer and business skill training 
courses that last four to eight weeks 

 

2009 Job Training  

Course Catalog  
 

Get in, get trained, and get 
out into the workforce with 
skills to get a better job! 
 



Customer Service Representative  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Upcoming Dates:  
Feb 4th  ς March 16th   
 
 
Course Duration: 5 weeks  
Class Hours: 70 
Course Cost: $1999 

Program Prerequisites: Student should be familiar and 
comfortable with using Microsoft Windows and a 
mouse.  These skills are covered in our Basic Computers 
course and our Intro to XP course.  (add $149 if these 
courses need to be added) 
 
 

   
   
 
 
 
 
 
 

Computer Skills  Business Soft Skills 

1 The Internet  1 Customer Service 

2 Word Level 1  2 Business Grammar 

3 Excel Level 1  3 Business Writing 

4 Outlook Level 1    

5 Outlook Level 2    

6 Access Level 1    

7 Windows File Management    

8 Typing    

Course Description:  This course 
prepares the student for any entry 
level customer service position.  
Student will learn computer 
essentials (including typing) that will 
be required in most any customer 
service position.  Student will also 
have three soft skills classes 
important in the service industry.  
Classes can be added or removed 
from this course to customize 
experience for student.      



Administrative Assistant  

 
 
 
 
 
 
 
 
 
 
 
 
 
Upcoming Dates: 
Feb 4th ς March 17th  
 
 
Course Duration: 6 weeks 
Class Hours: 112  
Course Cost: $3199 

Program Prerequisites: Student should be familiar and 
comfortable with using Microsoft Windows and a mouse.  
These skills are covered in our Basic Computers course 
and our Intro to XP course.  (add $149 if these courses 
need to be added) 
 
 
 
 
 
 
 
 

 Computer Skills  Business Soft Skills 

1 Word Level 1  1 Customer Service 

2 Word Level 2  2 Business Grammar 

3 Excel Level 1  3 Business Writing 

4 Outlook Level 1  4 Time Management 

5 Outlook Level 2    

6 Publisher Level 1    

7 PowerPoint Level 1    

8 PowerPoint Level 2    

9 QuickBooks Level 1    

10 QuickBooks Level 2    

11 Access Level 1    

12 Windows File Management    

13 Typing    

     

Course Description:  This course 
prepares students for a position as 
an Administrative Assistant or 
Office Assistant.  Student will learn 
the computer programs that are 
essential in any office as well as soft 
skills required to work in an office 
environment. Classes can be added 
or removed from this course to 
customize experience for student.      



Office Manager  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Computer Skills  Business Soft Skills 

1 Internet Essentials  1 Customer Service 

2 Word Level 1  2 Business Grammar 

3 Word Level 2  3 Business Writing 

4 Excel Level 1  4 Time Management 

5 Excel Level 2  5 Business Math 

6 Excel Level 3  6 Conflict Management 

7 Outlook Level 1    

8 Outlook Level 2    

9 Publisher Level 1    

10 PowerPoint Level 1    

11 PowerPoint Level 2    

12 Access Level 1    

13 Windows File Management    

14 QuickBooks Level 1    

15 QuickBooks Level 2    

16 Typing    

Course Description:  This course prepares students for 
a position as an Office Manager or Executive Assistant.  
Student will learn all the essential skills for managing 
the day-to-day operations of any business office.  
Classes can be added or removed to this program as 
needed to fit the needs of the student.   

Upcoming Dates:  
Feb 4th ς March 17th  
 
 
 

Program Prerequisites: Student should be familiar and comfortable with using Microsoft 
Windows and a mouse.  These skills are covered in our Basic Computers course and our 
Intro to XP course.  (Add $149 if these courses need to be added.) 
 

Course Duration: 8 weeks 
Class Hours: 146 
Course Cost: $4399 



Complete Microsoft Office Courses   
 
 

Microsoft Office Essentials , Quick Core  

Upcoming Dates:  
Feb 4th ς March 16th  
 
Course Duration: 4 weeks 
Class Hours: 48 

Course Cost: $1299 
 
Course Description: This course is designed for 
students who are familiar with the computer and 
are ready to start learning the core most popular 
Office programs.   

 
1 Microsoft Word Level 1 5 Microsoft Excel Level 1 

2 Microsoft Word Level 2 6 Microsoft Excel Level 2 

3  Microsoft Outlook Level 1 7 Microsoft Publisher Level 1 

4 Microsoft Outlook Level 2 8 Microsoft PowerPoint Level 1 

 

Expanded Microsoft Office  
Upcoming Dates:  
Feb 4th ς March 16th  
 
Course Duration: 6 weeks 
Class Hours: 72 

Course Cost: $1899 
 
Course Description: This course is designed for 
students who are familiar with the computer and 
are ready to start learning every program in the 
Microsoft Office Professional suite.   

 
1 Microsoft Word Level 1 7 Microsoft Publisher Level 1 

2 Microsoft Word Level 2 8 Microsoft PowerPoint Level 1 

3  Microsoft Outlook Level 1 9 Microsoft Office File Management 

4 Microsoft Outlook Level 2 10 Microsoft PowerPoint Level 2 

5 Microsoft Excel Level 1 11 Microsoft Access Level 1 

6 Microsoft Excel Level 2 12 Internet Essentials  

 
Program Prerequisites: Student should be familiar and comfortable with using 
Microsoft Windows and a mouse.  These skills are covered in our Basic Computers 
course and our Intro to XP course.  (Add $149 if these courses need to be added.) 
 
 
 
 
 
 



Computer Technician  A+ Certification  

 
 
 
 
 
 
 
 
 
 
 
 
 
Upcoming Dates: 
Feb 2 ς Feb 12   
 
Course Duration: 2 weeks 
Class Hours: 70 hours  
Course Cost: $2899 

Program Prerequisites: Desire to learn how to build, 
repair, and support computers. 
 
Test Cost: Included in program 
 
Certification Received: Comptia A+ Certification 

 
Course Details  

ü 5 Days of instructor-led learning 
ü 1 Days mentored internship at 

our live computer repair facility  
ü 1 Day instructor-led test prep 
ü 1 day testing 

 

Topics Covered in classroom learning  

1. Desktop repair and support 
2. Laptop repair and support 
3. Microsoft Windows 
4. Troubleshooting 
5. Peripherals (printers, scanners) 
6. Networking 

 
 

 

 
 
 
 

A+, Net+ Combo Special   $5298    Only $4898  (save $ 400)  
      
 
 
 
 
 

Course Description:   This course prepares 

students for a position as a computer repair 
and support technician.  The skills learned in 
this class will provide student with a 
foundation on PC installation, repairs, and 
support.    
 
The A+ curriculum is designed to provide an 
individual with the same knowledge they 
would receive working in the computer field 
for six months.      
 
 

Certification Info :  This course is a complete 

package for getting A+ certified.  The course 
includes the training, real world experience, test 
preparation, and the test fees.  The certification test 
will be administered at our testing center. 
 

After taking this course and passing the 
test, student will be become an A+ Certified 
IT Technician   



Network Technician Net+ Certification  

 

 

 

 

 

 

 
Upcoming Dates: 
Feb 17th ςFeb 26th   
 
Course Duration: 2 weeks 
Class Hours: 70 hours  
Course Cost: $2399 
 

Program Prerequisites: A+ certification or six months of 
industry-related experience 
 
Test Cost: Included in program 
 
Certification Received: Comptia Net+ Certification 

 
Course Details  

ü 5 Days of instructor-led learning 
ü 1 Days mentored internship at 

our live computer repair facility  
ü 1 Day instructor-led test prep 
ü 1 day testing 

 

Topics Covered in classroom learning  

1.  Intro to networking 
2. Networking protocols 
3. Network Devices 
4. TCP/IP 
5. Internet Addressing 
6. Internetworking Servers 

 

 

 
 
 

A+, Net+ Combo Special   $5298    Only $4898  (save $ 400)  
      
 
 

 
 

Course Description:   This course prepares 

students for an entry level networking position.  A 
Net+ Certification is an excellent addition to an A+ 
Certification and is a great starting place for 
individuals interested in networking.   
 
The Net+ certification can be used to fulfill 
requirements in the Microsoft Certified Systems 
Administrator (MCSA) program.      
 

A Net+ certification is great starting place 
for individuals interested in networking.   

Certification Info :  This course is a complete 

package for getting Net+ Certified.  The course 
includes the training, real world experience, test 
preparation, and the test fees.  The certification test 
will be administered at our testing center. 
 



Individual  Courses 
 

Microsoft Excel 
Value Priced Learning Program     $625 
Includes Level 1, Level 2 & Level 3 

 
Excel Level 1     $175 
Excel Level 2     $250 
Excel Level 3     $300 
Excel Level 4     $350 
 
 

Microsoft Outlook 
Value Priced Learning Program     $325 
Includes Level 1 & Level 2 

 
Outlook Level 1 $150 
Outlook Level 2 $225 

 Microsoft Word 
 Value Priced Learning Program     $600 
 Includes Level 1, Level 2 & Level 3 

 
Word Level 1     $150 
Word Level 2     $225 
Word Level 3     $300 
Word Level 4     $350 
 

Microsoft PowerPoint 
Value Priced Learning Program     $325 
Includes Level 1 & Level 2 

 
PowerPoint  Level 1     $150 
PowerPoint Level 2      $225 

Microsoft Access 
Value Priced Learning Program     $350 
Includes Level 1 & Level 2 

 
Access  Level 1     $175 
Access  Level 2     $225 
 
 

 Microsoft Publisher 
  
 

 
Publisher Level 1     $150 
 

  Basic PC User Classes 
 
PC Concepts (half day)    $100 
Intro to XP (half day)       $100 
Intro to Vista (half day)   $100 
The Internet                      $150 
 
 

QuickBooks 
Value Priced Learning Program     $499 
Includes Level 1 & Level 2 

 
QuickBooks Level 1     $300 
QuickBooks Level 2      $300 

Business Skills 
 
 

Business Grammar           $250 
Business Writing               $250 
Conflict Management      $250 
Customer Service             $250 
Time Management          $250 

 



Meet the Teachers  

 
At the Quick Classes Learning Center we take education very seriously.  Our teachers are 
experienced experts in their respective fields.     

 
 

 

Kelly Pollard , MCSE  

Kelly is a Microsoft Certified System Engineer and Trainer.  She 
teaches all our Microsoft Office and Adobe classes. She is working 
towards her Bachelors degree in Business Administration specializing 
in Computer Information Systems at BSU. Her 8 years teaching 
internationally and experience in the business world shows in her 
ability to explain complex topics in plain English.  

 
 

 

Jodi Whittaker, CPA, MST  

Jodi has worked in the accounting industry for over 20 years. Her 
firm, Whittaker & Associates, Inc. offers QuickBooks training, design, 
bookkeeping, income tax preparation/planning and payroll support.  
She has instructed thousands of QuickBooks classes throughout the 
country for over 10 years.  She holds a Bachelor of Science degree in 
Accounting from the University of Idaho (1984) and is currently 
obtaining her Masters Degree of Taxation from Boise State 
University. 

 

 

Rob Sloan, Accountant  

Rob earned an undergraduate degree in Accounting from the 
University of Idaho, where he graduated summa cum laude.  While 
earning a Master of Science in Accountancy at Boise State University, 
he taught undergraduate financial accounting and continues to be an 
ŀŘƧǳƴŎǘ ƭŜŎǘǳǊŜǊ ŦƻǊ .{¦Φ  wƻō ƛǎ ǘƘŜ ŦƛǊƳΩǎ ǘŜŎƘƴƛŎŀƭ ǊŜǎŜŀǊŎƘ ŀƴŀƭȅǎǘ 
and specializes in partnership taxation, financial accounting, and 
QuickBooks consulting.. 

 

 

Scott Galloway, BS  

Scott is a Boise native.  He attended BYU where he received a 
ōŀŎƘŜƭƻǊΩǎ ŘŜƎǊŜŜ ƛƴ .ǳǎƛƴŜǎǎ ŀƴŘ LƴŦƻǊƳŀǘƛƻƴ {ȅǎǘŜƳǎ aŀƴŀƎŜƳŜƴǘΦ  
Scott teaches the technical courses at Quick Classes 

 

 

http://www.whittakercpa.com/


Facilities 
 

 
Up to Date Computers 
Our computers are fast and reliable custom-built systems.  All 
computers have Windows XP, Office 2003 & 2007 Professional and 
QuickBooks 2007 installed.   
 
Spacious Classroom 
Our classroom is spacious--500 sq ft.  We have accommodations 
for up to 12 students and more if needed.   
 
Onsite Technical Staff 
Our training center is located within the Quick Computer Services 
building.  This means there is a room full of technicians right next 
door.  If technical problems do arise, they can be fixed 
immediately.   
 
Break Room 
Our break room has a microwave and refrigerator for your use.  

Additionally, we have coffee and snacks for your enjoyment.   
 
High Speed Internet 
Our training facility has a seven megabit Internet connection.  
That's really fast! 
 
Large Comfortable Chairs 
Our seats are the most comfortable you will find in any training 
center in the Treasure Valley.  We have equipped the training 
room with large, leather executive style chairs (no napping).  

 

 
 

 
 
 
 
 
 
 

 



FAQ 
 
Q: How long are the classes and on what days do they run? 
A: Classes are held Mon-Fri and the schedule is as follows: 
 9AM -12PM: Instruction and Exercises 
 12PM-1PM:  Lunch Break 
 1PM-3PM:    Instruction and Exercises 
 3PM-4PM:    Labs 
 
Q: What kind of job can I get after taking your courses? 
A.  Our courses prepare students for any job that uses the computer.  For example: 
customer service, office assistant, office manager, technical support 
 
vΥ LΩƳ ŀ ǎƭƻǿ ƭŜŀǊƴŜǊΦ  ²Ƙŀǘ ƛŦ L ŘƻƴΩǘ ƎŜǘ ƛǘ ŀƭƭ ǘƘŜ ŦƛǊǎǘ ǘƛƳŜΚ 
A.  We have a bounce back program where students can take the entire course a second 
time ǿƛǘƘ ƴƻ ŀŘŘƛǘƛƻƴŀƭ ŦŜŜǎΦ  ¢Ƙƛǎ ǘŀƪŜǎ ŀǿŀȅ ǘƘŜ ǇǊŜǎǎǳǊŜ ǎƻƳŜ ǎǘǳŘŜƴǘǎ ŦŜŜƭ ǘƻ άƎŜǘ 
ƛǘέ ŀƭƭ ǘƘŜ ŦƛǊǎǘ ǘƛƳŜ ǘƘǊƻǳƎƘΦ 
 
Q.  How many students are in each class? 
A.  Minimum of one and a maximum of twelve.  On average there are seven students 
per class. 
 
Q.  Can I come in and visit the training center before signing up for class? 
A.  Absolutely.  We invite you to come and meet the staff and see the training center 
before you make any decisions.  No appointment is necessary.  Just drop in. 
 
Q.  How many students are required for the course to run? 
A.  One.  This is a huge advantage of our learning center.  We will run a class with only 
one student (who is not on bounce back).  This means if you are signed up for a class, it 
will not be cancelled.   
 
  Q.  What if something comes up and I miss a class? 
A.  You can take the class next time it is offered.  Our classes run on an eight-week 
revolving schedule so another class is always right around the corner. 
 
Q.  Where do you get your course curriculum? 
A.  All our computer skills classes have been developed and printed here at our Meridian 
training center.  Our business skills classes are purchased through Element-K. 
 
Q.  Will I be certified after taking your courses? 
A.   All classes we teach come with a certificate upon completion.  Industry certifications 
are available for many of the classes we teach.   



  
    Benjamin Franklin  

 

 

 
 

Trusted Training Partner for the Following Organizations 

 
 Vocational Rehab 

 Boise Labor Department 

 Meridian Labor Department 

 Deseret Industries 

 Qwest Communications 
 
 
 

Locally Owned and Operated 
 

 
 
 
 
 

 
 
 
 

 
Quick Classes Learning Center 

326 E. Franklin Rd 
Meridian, ID 83642 
Tel: 208.895.0800 
Fax: 208.898.9036 

www.quickclassesboise.com 

 

 

ñAn investment in 

knowledge always 

pays the best interest.ò 

ðBenjamin 

Franklinð 

City of Meridian 

EagleÎ 

Quick Computer Classes  

2100 E. Fairview Av #12 

Meridian, ID 83642 

www.quickclassesboise.com 
 

Fairview Ave. 

Locust 

Grove 

Eagle 

Î 

http://www.quickclassesboise.com/

