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SPRING 2011 SCHEDULE OF CLASSES 
(January – June) 

 

Business Related Classes 
 

 

(M = Monday, T = Tuesday, W = Wednesday, R = Thursday, F = Friday & S = Saturday) 
 

 

 

Computer Classes 

 
File Management/Computer Security   4 hrs   $32  Chuck Billman 
Think of the computer as an electronic file cabinet. If you are unable to store the information you create in 
a logical and organized manner, it can be frustrating and time consuming trying to find your work. This 
course will provide you with the knowledge you can use to get organized.  Not knowing how to protect 
your computer can lead to costly repair charges. Computer security should be your highest priority.  Learn 
what programs you can use and the procedures you need to follow to reduce the risk of infection.  
2208  Jan 29     S  10:00am-03:00pm *  HC 1004  
2209  Feb 15-17     T R  10:00am-12:00pm   HC 1004  
2210  Mar 8-10     T R  10:00am-12:00pm   HC 1004  
2211  Apr 19-21     T R  06:00pm-08:00pm   HC 1004  
2212  Apr 26-28     T R  01:00pm-03:00pm   HC 1004  
2213  May 24-26     T R  10:00am-12:00pm   HC 1004  
 
Basic Computer Maintenance    4 hrs   $32 Chuck Billman 
Over time computers become physically dirty and a lot of unnecessary data builds up on the hard drive. To 
keep your computer in good operating condition, you need to periodically utilize the maintenance tools 
that are part of the Windows 7 operating system to clean up the computer. This will allow the computer to 
run cooler, more efficiently, and reduce the likelihood of having a computer malfunction. You will also need 
to control the programs that start when you start your computer.  
2197  Feb 8-10     T R  10:00am-12:00pm   HC 1004  
2198  Mar 1-3     T R  01:00pm-03:00pm   HC 1004  
2199  Apr 12-14     T R  06:00pm-08:00pm   HC 1004  
2200  May 17-19     T R  01:00pm-03:00pm   HC 1004  
2201  Jun 11     S  10:00am-03:00pm *  HC 1004  
 
 

 

*lunch break 12:00-1:00 p.m. 
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Excel 2007     12 hrs   $59 Dawn Harpell 
This beginning course will cover the basics. It will help students reinforce their skills and prepare for the 
office world. Students will create and format a worksheet and work with formulas and functions. The Auto 
Sum tool will be applied to create formulas. Formulas will be copied with absolute and relative cell 
references. Cells will be inserted and deleted. Labels and values will be entered and cell entries will be 
edited, copied, and moved. Students will be working with charts.  
2312  Mar 28-Apr 13     MW  06:30pm-08:30pm   HC 1004  
2373  Jun 13-29     MW  06:30pm-08:30pm   HC 1004  
 
Internet     4 hrs   $32 Chuck Billman 
This course provides a detailed explanation of the Internet Explorer 8 program that is part of the Windows 
7 Web to find and handle information found on the Internet is covered.  
2214  Jan 25-27     T R   01:00pm-03:00pm   HC 1004  
2215  Feb 22-24     T R  10:00am-12:00pm   HC 1004  
2216  Mar 1-3     T R  10:00am-12:00pm   HC 1004  
2217  Apr 5-7     T R  01:00pm-03:00pm   HC 1004  
2218  May 10-12     T R  01:00pm-03:00pm   HC 1004  
2219  Jun 18     S  10:00am-03:00pm*   HC 1004  
 
Beginning Computers for 55+    12 hrs   $59 Dawn Harpell 
This class is for seniors just venturing into the world of file and folder management, as well as security and 
including, terminology, explanation of hardware and software, file and folder management, as well as 
security and maintenance.  
2293  Feb 28-Mar 16     MW   09:00am-11:00am   HC 1004  
2294  May 23-Jun 13     MW  09:00am-11:00am   HC 1004  
 
Don't be a Computer Wimp    12 hrs   $59  Chuck Billman 
Are you using the computer to do basic e-mail, a little research on the Web, and play Solitaire? Included in 
the Windows 7 operating system are some programs that you can use to have fun and be more productive. 
You don't have to purchase additional programs or try to find free programs to download. Here's your 
opportunity to become more computer savvy and use the capabilities of your computer to do more than 
basic e-mail and playing games.  
2202  Feb 1-17     T R   01:00pm-03:00pm   HC 1004  
2203  Apr 5-21     T R  10:00am-12:00pm   HC 1004  
2204  Jun 14-30     T R  06:00pm-08:00pm   HC 1004  
 
Digital Photography      12 hrs  $59 Chuck Billman 
This class will cover downloading pictures from cameras to the hard drive, how to manipulate and improve 
quality, how to attach pictures to email, and how to use pictures for screen savers and slide shows.  We will 
explore how to burn pictures to CDs for showing on home DVD players. If you already own a camera, bring 
your camera and the software that came with it.  This course does not require a camera, and would be 
relevant to people who recently acquired one.  
2187  Jan 18-Feb 3     T R  10:00am-12:00pm   HC 1004  
2188  Mar 8-24     T R   01:00pm-03:00pm   HC 1004  
2189  May 3-19     T R  06:00pm-08:00pm   HC 1004  
2190  Jun 14-30     T R   01:00pm-03:00pm   HC 1004  
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Microsoft Publisher 2007    12 hrs   $59 Dawn Harpell 
You'll use a library of hundreds of customizable design templates to create newsletters, postcards, business 
cards, labels, flyers, and more.  
2275  Mar 7-23     MW   06:30pm-08:30pm   HC 1004  
2276  May 23-Jun 13     MW  12:00pm-02:00pm   HC 1004  
 
QuickBooks Pro 2009     16 hrs   $71 Dawn Harpell 
You'll learn how the power of QuickBooks can help you keep your financial records in order and help your 
business run smoothly.  You'll complete tasks like bill payment and management, invoicing and ordering, 
inventory management, and running financial reports.  
2291  Feb 7-Mar 2     MW   06:30pm-08:30pm   HC 1004  
2292  Apr 25-May 18     MW  06:30pm-08:30pm   HC 1004  
 
User Friendly Word 07        12 hrs   $59 Dawn Harpell 
You will learn about the basics of working in Microsoft Word: paste, insert, mail merge, and page layout & 
margins.  You'll also learn how to create letters & flyers, set up tables, and how to adjust font style, size, & 
color.  
2273  Feb 28-Mar 16     MW  12:00pm-02:00pm   HC 1004  
2274  May 2-18     MW  09:00am-11:00am   HC 1004  
 
Getting Started with Windows 7   2 hrs   $25 Chuck Billman 
This course is designed for individuals who have never used a computer or want a quick introduction to the 
Windows 7 operating system. It covers the computer terminology you'll need to effectively talk to someone 
about your computer,  the basics of how to use the keyboard and mouse, navigating around the operating 
system, and making minor changes so the computer is easier to use (more user friendly).  
2191  Feb 26     S  10:00am-12:00pm   HC 1004  
2192  Feb 22     T  01:00pm-03:00pm   HC 1004  
2193  Mar 29     T  01:00pm-03:00pm   HC 1004  
2194  Apr 9     S  10:00am-12:00pm   HC 1004  
2195  May 24     T  06:00pm-08:00pm   HC 1004  
2196  Jun 9     R  06:00pm-08:00pm   HC 1004  
 
Email Using Windows Live Mail    4 hrs   $32 Chuck Billman 
This course provides hands-on training to practice all aspects of sending and receiving email using the 
Windows Live Mail program.  Since Microsoft did not include an email program in the Windows 7 operating 
system, this is the program they would like to have everyone use.  The look and functionality is very much 
like Outlook Express (XP) and Windows Mail (Vista) and is a good choice for anyone using multiple email 
accounts. Security and email etiquette are also covered.  
2323  Feb 19     S  10:00am-03:00pm*   HC 1004  
2324  Mar 15-17     T R  10:00am-12:00pm   HC 1004  
2325  May 10-12     T R  10:00am-12:00pm   HC 1004  
2326  Jun 25     S  10:00am-03:00pm*   HC 1004  
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How to Set Up Windows 7    4 hrs   $32 Chuck Billman 
In this class you'll learn about the Microsoft Windows 7 operating system and how to customize it so the 
computer looks and works the way you prefer.  You may bring your laptop if you desire. 
2205  Jan 18-20     T R  01:00pm-03:00pm   HC 1004  
2206  Mar 29-31     T R  10:00am-12:00pm   HC 1004  
2207  Apr 26-28     T R  06:00pm-08:00pm   HC 1004  

 

 

Business Classes 
 
Designing Your Success     4 hrs   $30 Marsha Aubrey 
You'll learn how to get started and complete a path to achieving "the next chapter in career readiness," 
whether it is personal or professional.  Breakout sessions will be utilized to re-enforce and practice learned 
behavior and to have fun with the contents provided.  
2362  Jan 28     F  10:00am-03:00pm*  HC 1003  
2363  Feb 25     F  10:00am-03:00pm*   HC 1003  
2364  Mar 14-16     MW  05:30pm-07:30pm   HC 1003  
2365  Apr 11-13     MW  05:30pm-07:30pm   HC 1003  
2366  Apr 22     F  10:00am-03:00pm*   HC 1003  
2367  May 6     F  10:00am-03:00pm*   HC 1003  
2368  May 10-12     T R  05:30pm-07:30pm   HC 1003  
2369  Jun 3     F  10:00am-03:00pm*   HC 1003 
 
How to Better Market Yourself,    8 hrs   $39 Philip Bode 
      Organizations, and Businesses 
You'll learn how to use proven marketing and branding techniques to promote yourself, your organization 
and your business in a world where everyone and everything is competing for attention and recognition.  
Successful marketing and branding can help you secure a job, attract members or create sales. You'll also 
learn to promote your strengths and to differentiate what is unique about you or your company.  
2315  Feb 3-24     R   06:30pm-08:30pm   HC 1003  
2316  Mar 7-28     M   09:00am-11:00am   HC 1003  
2352  Apr 7-May 12     R  10:00am-12:00pm   TBA   
2353  Apr 4-May 9     M   05:30pm-07:30pm   TBA   
 
Business Writing     12 hrs   $59  Carol Johnson 
This course will help you understand how to write documents that you need in everyday living.  We will 
cover the fundamentals of writing letters, memos, and e-mails. Also included will be the basics of drafting, 
revising, and designing your documents.  
2348  Mar 1-Apr 5     T  05:30pm-07:30pm   HC 1004  
2349  Apr 25-May 11     MW  01:00pm-03:00pm   HC 1004  
2350  Jun 1-29     R  10:00am-12:00pm   HC 1004  
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Writing with a Purpose     8 hrs   $44  Philip Bode 
The course is designed to help individuals who write for a particular audience, organization or publication 
gain a better understanding of how to create interesting messages within your text that will convey your 
thoughts and attract the attention of your readers.  The goal is to become a more effective communicator 
and to get your story published or posted online.  
2346  Mar 4-25     F   09:00am-11:00am   HC 1004  
2347  May 23-Jun 8     MW   06:30pm-08:30pm   HC 1004  
 
Manager's Guide to HR     8 hrs   $39 David Houk 
Documentation is the key to a peaceful life in HR management.  In this interactive class through lecture, 
discussion and activities, you'll learn about the many aspects of the hiring processτrecruitment, 
orientation, policies & procedures, compensation, benefit administration, training, performance 
evaluations, and terminationτand that the more you document up front, the easier these processes 
become.  
2300  Mar 29-Apr 7    T R   02:00pm-04:00pm   HC 204A  
 
Supervisory Development    8 hrs   $39 David Houk 
In this interactive class through lecture, discussion, and activities, you'll learn about the roles of 
management and supervisors; training, coaching, and motivating employees; evaluating employees; and 
identify tools for developing employees.  
2298  May 3-12     T R   02:00pm-04:00pm   HC 204A  
2311  May 3-12     T R   06:00pm-08:00pm   HC 204A  

 

 

Spanish 
 
Conversational Spanish     12 hrs   $52   Dr. Richard (Dick) Murie 
This conversational course in Spanish is designed for the non-Spanish speaker.  Students will learn 
pronunciation and phrases useful for trades and daily conversation. Vocabulary, pronunciation and 
conversational skills (listening and speaking) will be enhanced by taking this course.  A slide presentation 
about Mexico is included in this class. Textbook ($11-$20): Spanish for Gringos by William C. Harvey, 
Barron's is publisher and is available through Amazon.com (ISBN-13:9780764139512) or Barnes and Noble 
(ISBN: 13:9780764139512). 
2295  Feb 8-Mar 15     T  06:00pm-08:00pm   HC 204B  
2296  Mar 29-May 3     T   06:00pm-08:00pm   HC 204B  
 
Communicating in Spanish    12 hrs   $52 Carol Johnson 
This class is fun and interesting, and most important of all, it is a very effective way to learn to interact in 
Spanish using the hundreds of Spanish words you already know. This is not academic Spanish. Every word 
you learn, every phrase you practice, can be immediately put to use to communicate with Spanish speakers 
anywhere in the world. This class is learning conversational Spanish without worrying about learning the 
grammar.  Textbook: "Spanish for Gringos" by William C. Harvey, Barron's is publisher, and text is available 
through Amazon.com or Barnes & Noble (ISBN 13-9780764139512) ($5 - $20).  
2351  Mar 1-Apr 5     T   03:00pm-05:00pm   TBA   

 

 

  



NWACC College at the Crossing — Spring 2011 Schedule of Classes 
 

Call CATC 479-855-1903  today to register Page 6 
 

College at the Crossing 
1801 Forest Hills Blvd., Suite 1000, Bella Vista, AR 72715 

Phone: 479-855-1903  Email: catc@nwacc.edu 
Webpage:  www.nwacc.edu/catc  Facebook: www.facebook.com/nwacc.catc 

Personal Safety Preparedness 
 
Citizen Preparedness Program    2 hrs   $0  Melodie Marcks 
The Citizen Preparedness Program is a free, two-hour presentation certified by FEMA/Department of 
Homeland Security.  The goal of the program is to train citizens on specific protective actions to save lives 
and minimize injuries after a disaster.  The course explains how to prepare to function on your own for up 
to 72 hours if needed.  It also covers the special considerations for people with disabilities and how to care 
for pets and service animals during an emergency.  
2333  Jan 26     W   01:00pm-03:00pm   HC 1001  
2334  Feb 19     S  09:00am-11:00am   HC 1003  
2335  Mar 31     R  05:30pm-07:30pm   HC 1003  
 

 

College Credit Classes 
/!¢/ ƛǎ ǇƭŜŀǎŜŘ ǘƻ ƻŦŦŜǊ ŎƻƭƭŜƎŜ ŎǊŜŘƛǘ ŎƭŀǎǎŜǎ ŦƻǊ ǘƘŜ {ǇǊƛƴƎ нлмм ǎŜƳŜǎǘŜǊΦ  b²!//Ωǎ .Ŝƭƭŀ ±ƛǎǘŀ /ŜƴǘŜǊΣ 
located in the Highlands Crossing Center, is a convenient location for students living or working in Bella 
Vista and neighboring towns.  To view the classes offered this spring at Highlands Crossing Center, go to 
www.nwacc.edu/catc and select the College Credit Classes tab in the left column or stop by the CATC 
offices. 
 
In addition to college credit classes, GED classes are offered at our Bella Vista Centers. 

 
          

 

 

 

 

 

 

 

 
 
 
 
 
 

 
 

MISSION STATEMENT             

The mission of NWACC College at the Crossing (CATC) in Bella Vista is to be a community outreach center that 
provides a comprehensive cross section of classes, seminars, and customized training programs for Northwest Arkansas 

and adjacent areas.  These initiatives are designed to assist individuals in developing lifelong skills in a positive and 
exciting learning environment.  Acquired skills will assist individuals in enhancing their personal attributes, keeping up 

with changing technologies, and being better equipped for the workforceðnow and in the future. 
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