
 

Course Guide 
Royalwise Solutions, Inc. 
 

Fall 2016 
  

www.royalwise.com 

503-406-6550 

Alicia and Jamie Pollock 
 



 

ROYALWISE COMPUTER TRAINING AND SUPPORT   2 

Table of Contents 
 

 

Table of Contents ................................ ................................ ................................ ............2 

Introduction ................................ ................................ ................................ ..................5 

What We Teach ................................ ................................ ................................ ..............5 

How We Teach ................................ ................................ ................................ ...............7 

Course Credit ................................ ................................ ................................ .................7 

About Your Instructors................................ ................................ ................................ ......9 

Course Descriptions ................................ ................................ ................................ .........9 
Apple Macintosh Classes. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  10  

Macs: WhatΩs New in OS X El Capitan .................................................................................................. 10 
Macs: Macs for Seniors ...................................................................................................................... 12 
Mac OS X: Level 1 ς All The Basics ....................................................................................................... 13 
Mac OS X: Level 2 - ............................................................................................................................ 15 
New and Cool Features ...................................................................................................................... 15 
Macs OS X: Level 3 ς File Management................................................................................................ 16 
Macs OS X: Level 4 ς System Preferences ............................................................................................ 18 
Macs OS X: Level 5 ς Finding and Downloading Software ...................................................................... 19 
Macs: Level 6 ς Time Machine, Backups, and Storage ........................................................................... 20 
Macs: Level 7 ς Multiple User Accounts............................................................................................... 22 
Macs: Mail, Contacts, and Calendar .................................................................................................... 23 
Macs: Safari Surfing ........................................................................................................................... 25 
Macs: Preview (filling in forms and  writing on pictures) ....................................................................... 27 
Macs: Video Chatting and Text Messaging ........................................................................................... 28 
Macs: iTunes and Apple Music ............................................................................................................ 29 
Macs: Photos 1 ς Organizing............................................................................................................... 31 
Macs: Photos 2 ς Editing and Adjusting ............................................................................................... 32 
Macs: Photos 3 ς Sharing Photos ........................................................................................................ 34 
Macs: Photos 4 ς Slideshows, Movies, Books, Cards and More .............................................................. 36 
Macs: iPhoto 1 - Organizing ................................................................................................................ 38 
Macs: iPhoto 2 - Editing...................................................................................................................... 39 
Macs: iPhoto 3 ς Sharing Your Images ................................................................................................. 41 
Macs: iPhoto 4 ς Slideshows ............................................................................................................... 42 
Macs: iPhoto 5 ς Photo Books, Calendars and Cards ............................................................................. 43 
Macs: iCloud Photo Library and Photo Stream ..................................................................................... 45 
Macs: Pages ...................................................................................................................................... 46 
Macs: Numbers ................................................................................................................................. 48 



 

ROYALWISE COMPUTER TRAINING AND SUPPORT   3 

Macs: Keynote................................................................................................................................... 49 
Macs: GarageBand............................................................................................................................. 50 
Macs: Spring Clean Your Mac.............................................................................................................. 51 

iPhone and iPad Classes . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  52  
iPhone and iPad: Level 1 ς All The Basics ............................................................................................. 52 
iPhone and iPad: Level 2 ς ThereΩs an App for That! ............................................................................. 54 
iPhone and iPad: Level 3 ς iCloud, Apple IDs, and Syncing ..................................................................... 56 
iPhone and iPad: Level 4 ς Siri and Dictation ........................................................................................ 57 
iPhone and iPad: Mail and Safari ......................................................................................................... 59 
iPhone and iPad: Using the Camera..................................................................................................... 61 
iPhone and iPad: iCloud Library and  Photo Stream .............................................................................. 62 
iPhone and iPad: Music ...................................................................................................................... 63 
iPhone and iPad: iMovie ..................................................................................................................... 64 
iPhone and iPad: Pages, Numbers, and Keynote ................................................................................... 66 
iPhone and iPad: Migrating to a New Device ........................................................................................ 68 
iPhone and iPad: Apple Watch ............................................................................................................ 69 

Microsoft Office Classes . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  71  
Excel: Learn Excel in 3 Hours Flat ........................................................................................................ 71 
Excel: Advanced Excel ........................................................................................................................ 73 
Word: Learn Word in 3 Hours Flat ....................................................................................................... 75 
Word: Research Papers ...................................................................................................................... 77 
Word: Desktop Publishing .................................................................................................................. 79 
Word: Mail Merge and Mailing Labels ................................................................................................. 81 
PowerPoint: Learn PowerPoint in 3 Hours Flat ..................................................................................... 82 
Outlook: Learn Outlook in 3 Hours Flat ................................................................................................ 83 
OneNote Info Management................................................................................................................ 85 
Microsoft OneDrive and Tablet Apps ................................................................................................... 87 
Access: Introduction to Access............................................................................................................ 88 

QuickBooks Classes. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  89  
Introduction to Accounting and Bookkeeping ...................................................................................... 89 
Introduction to QuickBooks ................................................................................................................ 91 
Introduction to QuickBooks for Mac.................................................................................................... 93 
Introduction to QuickBooks Online...................................................................................................... 94 
Practical QuickBooks: Products and Services ........................................................................................ 96 
Practical QuickBooks:  Setting Up a Chart of Accounts .......................................................................... 98 
Practical QuickBooks:  Estimates, Payments, Progress Invoicing and Job Costing .................................. 100 
Practical QuickBooks:  E-commerce and Web Stores .......................................................................... 102 
Practical QuickBooks:  Credit Cards ................................................................................................... 104 
Practical QuickBooks:  Bank Feeds and Reconciling............................................................................. 106 
Practical QuickBooks:  Troubleshooting Tricky Situations .................................................................... 108 
Practical QuickBooks:  Running Reports ............................................................................................. 110 
Practical QuickBooks:  Year-end Procedures ...................................................................................... 112 
Quicken .......................................................................................................................................... 114 

Personal and Business Productivity . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  115 
Internet Security Basics .................................................................................................................... 115 
Google Docs: Sheets ........................................................................................................................ 116 
Facebook, LinkedIn, and Twitter for Business ..................................................................................... 118 
Facebook and Social Media .............................................................................................................. 120 



 

ROYALWISE COMPUTER TRAINING AND SUPPORT   4 

DropBox.......................................................................................................................................... 122 
Evernote ......................................................................................................................................... 123 
WordPress ...................................................................................................................................... 125 
Photoshop ...................................................................................................................................... 126 
Photoshop Elements ........................................................................................................................ 127 

Edutainment Events . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  128 
iPad Demos for Financial Advisors ..................................................................................................... 128 
iPad Demos for Seniors .................................................................................................................... 130 
Word Candy .................................................................................................................................... 131 

 
  



 

ROYALWISE COMPUTER TRAINING AND SUPPORT   5 

Introduction 
At  Royalwise  Solutions,  Inc.,  

we teach old dogs new tricks,  and new dogs old tricks.   

 
Our low-cost, hands-on classes are designed to help you become comfortable using your 
computer and technology to make your life and your job easier. We want you to become self-
sufficient and confident in your ability to figure things out yourself. 
 

 

 

What We Teach 
 

 All  Apple  products  including Mac, iPhone, iPad, and Apple Watch. 

 Mic rosoft  Office  including Excel, Word, PowerPoint, Outlook, Access, OneNote, 

and online apps. 

 QuickBooks , QuickBooks  Online , and Quicken . 

 
Alicia has a Master of Arts in Teaching, and Jamie is a gifted instructor. You will enjoy 
learning in a supportive environment. 
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How We Teach 

 

We can come to your home or office for 1-to-1 personalized  training . 

 

Attend our live  classes in person, via webinar, or recorded for you to watch at your 
convenience. All of our classes are recorded and saved in our “My Class Recordings” section 
of our website so you can watch them again at your convenience. 
 

Take advantage of our library of books and videos  for on-demand training. 

 
Every client has a different learning style. Our variety of materials provides you with options 
to choose the way you retain information best. 

 

Course Credit 
 

CPE Credit  for accountants, bookkeepers, and other professionals is available at the rate of 

1 credit per hour of class.  
 

Certificates  of Completion  are available to any of our students for any live courses or 
webinars completed…just ask! Certificates are automatically generated by courses taken in 
our On-demand Video Library. 

 

http://royalwise.com/my-classes/
http://royalwise.com/rw/about-royalwise-solutions/meet-jamie/
http://royalwise.com/rw/about-royalwise-solutions/meet-jamie/
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About Your Instructors 
 

Jamie Pollock  is a member of the Apple Consultants Network and an Apple Certified 

Support Professional. With an ability to explain complex topics in simple terms, combined 
with a healthy sense of humor, he has taught hundreds of people how to use Apple products 
to improve their quality of life.  

 

Alicia  Katz  Pollock  is a QuickBooks ProAdvisor, member of the Intuit Trainer/Writer 

Network, a member of the Apple Consultants Network, a Microsoft Certified Trainer, and a 
Microsoft Office Specialist Master Level. She has authored courses in Microsoft Office for 
Lynda.com and CreativeLive.com. She’s funny, too. 
 
 
 

Course Descriptions 
Our live class schedule varies month-to-month. See our upcoming classes at 
http://royalwise.com/upcoming-classes/. Don’t see the class you want on the schedule? 
Call us at 503-406-6550, and we’ll add classes at your request! 
 
All classes may be taken live in person or online via webinar. If you can’t make the scheduled 
date and time, choose our “Watch Later” option and you’ll be able to watch the recording at 
your convenience. 
 
 

Royal  like  a king, wise like  an owlé 

with  a touch of jester. 

  

http://royalwise.com/rw/about-royalwise-solutions/meet-jamie/
http://www.lynda.com/AliciaKatzPollock
https://www.creativelive.com/courses/microsoft-office-creative-pros-alicia-katz-pollock?utm_campaign=offer24&utm_medium=affiliate&utm_source=Royalwise+Solutions%252C+Inc.%09
http://royalwise.com/upcoming-classes/


 

ROYALWISE COMPUTER TRAINING AND SUPPORT   10 

Apple Macintosh Classes 

Macs: What s New in OS X El Capitan 

Class Description 
Your Mac computer has a brand new operating systems, called OS X 10.11 El 
Capitan. It has dozens of new and improved features. Join us and see all the new things you c
an do!   
 

Instructional Level 
Beginner through Advanced  
 

Course Length 
2 hours  
 

Requirements  
Mac OSX 10.11 El Capitan installed on your computer, or interest in upgrading. 
 

Who should take this class? 
Mac users with computers from 2011 or later who have upgraded to El Capitan, or are about 
to switch.  
 

What should you bring? 
A Macintosh computer (optional). 

 
What YouΩll Learn  

 New interface features 

 Improvements to Mail 

 New features in Safari and Messages 

 How to use Spotlight 

 Answering your iPhone through your computer 

 Using Continuity and Handoff to move information back and forth from your 
iPhone/iPad to your computer 

 Family Sharing - one person’s apps, music, and software purchases can be used by 
everyone 

 What is iCloud Drive and why do you use it? 
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 How to use AirDrop to share files across devices instantly 

 Many tips and tricks to make your computer easier to use than ever! 
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Macs: Macs for Seniors 

Class Description 
If you're a new or nervous Mac user, attend this class and gain confidence as we teach you 
fundamental skills! We’ll go slowly, and make sure you understand each technique in this 
personalized Mac training. We’ll start with turning the computer on and off, and build on 
your skills from there. 
 

Instructional Level 
Beginner 
 

Course Length 
2 hours  
 

Requirements  
Owning a Mac computer. 
 

Who should take this class? 
Novice Macintosh users who would like a slower class pace 
 

What should you bring? 
A Macintosh computer (optional). 

 
What YouΩll Learn  

 Starting up and shutting down 

 Using a mouse or trackpad 

 Highlighting 

 Cutting, copying, pasting 

 Managing windows 

 Using the Finder 

 Features of the operating system 

 Using the Dock 

 Other topics time permitting 
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Mac OS X: Level 1  All The Basics 

Class Description 
Start at the beginning and get a great foundation of information, whether you are new to 
Macs, or a Windows switcher. This class is great for Seniors and Beginners! We will cover the 
Mac Operating System (OS X), including everything you need from getting set up, to looking 
around, to getting work done, to printing. We’ll take out the mystery and fear of using your 
computer so that you enjoy communicating with family, friends, and work. 
 

Instructional Level 
Although this is a beginner class, we specialize in “what you don’t know you don’t know,” 
so even intermediate Mac users will learn new and useful tricks. 
 

Course Length 
2 hours  
 

Requirements  
Owning a Mac computer. 
 

Who should take this class? 
Novice Macintosh users who want to be more comfortable with their computers. 
 

What should you bring? 
A Macintosh computer (optional). 

 
What YouΩll Learn  

 Mac OSX 

 The Finder 

 Menus 

 Installing and updating software 

 The Dock 

 Using a mouse or trackpad 

 Organizing your files 

 Spotlight 

 Setting up a printer 

 System Preferences 
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 Time Machine 

 Help 

 A ton of tips and tricks for users of all levels 
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Mac OS X: Level 2 - 

 New and Cool Features 

Class Description 
This class introduces you to all the latest features that make your Mac user-friendly and 
exciting to use. We’ll explore full screen apps, multiple desktops, trackpad gestures, new 
saving options, how to dictate instead of type, texting & video chatting, sharing, Facebook 
integration, and much more. 
 

Instructional Level 
Beginner through Intermediate 
 

Course Length 
2 hours  
 

Requirements  
Owning a Mac computer running OSX 10.10 or higher. 
 

Who should take this class? 
Macintosh users who want to get the most out of their investment. 
 

What should you bring? 
A Macintosh computer (optional). 

 
What YouΩll Learn  

 3 ways to open apps 

 Trackpad gestures 

 New saving options 

 Dictation instead of typing 

 Instant messaging & video chatting 

 Reminders 

 Notes 

 Notifications 

 Facebook integration 

 Improvements to your favorite apps like Mail and Safari 
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Macs OS X: Level 3  File Management 

Class Description 
This class is essential, and everyone should take it so that they're using their computer 
effectively and efficiently! We’ll show you how to save files of all types in the right place 
every time. 
 
If your Desktop is covered with icons or your Documents folder is one long list of mysterious 
file names, we’ll clean up your computer, and create a Finder filing system that makes sense. 
Last but not least, we’ll show you 5 ways to find your files quickly and easily. 
 

Instructional Level 
Beginner through Advanced 
 

Course Length 
2 hours  
 

Requirements  
Owning a Mac computer running OSX 10.9 or higher. 
 

Who should take this class? 
Macintosh users who want to stay organized, and be able to find important documents 
quickly. 
 

What should you bring? 
A Macintosh computer (optional). 

 
What YouΩll Learn  

 Finder views: Icon, List, Column, and Cover Flow 

 All My Files 

 Creating folders and subfolders 

 Moving files between folders 

 Renaming files 

 Saving files to your Documents folder 

 Save as…  vs. Duplicate 

 Revert to older copies of a file 

 Making subfolders on the fly 

 Spotlight 
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 5 easy ways to find files 
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Macs OS X: Level 4  

System Preferences 

Class Description 
Are you afraid you’re going to break your computer if you mess with its settings? Learn what 
all the Preferences do, and how to customize your machine so it looks and behaves just like 
an extension of your own personality. We’ll cover everything from Desktop slideshows to 
Printers to Family Accounts. This class is a must to become an educated computer user. Bring 
your own laptop! 
 

Instructional Level 
Beginner through Intermediate 
 

Course Length 
2 hours  
 

Requirements  
Owning a Mac computer running OSX 10.9 or higher. 
 

Who should take this class? 
Mac users who know they’re only scratching the surface. 
Mac users who would like to customize their computer so it works the way they want it to. 
 

What should you bring? 
A Macintosh computer (optional). 

 
What YouΩll Learn  

 How to adjust your scrollbars 

 Dock settings 

 Changing your desktop picture and screensaver 

 Mission Control 

 Using your keyboard in other languages 

 Security settings 

 Notifications settings 

 Energy saver 

 Adjusting your mouse 

 Trackpad gestures 
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 Setting up printers 

 Choosing a beep sound 

 iCloud and Email settings 

 App extensions 

 Network settings 

 Parental Controls 

 Dictation and Speech setup 

 Using Accessibility to change cursor and font sizes…and more! 

Macs OS X: Level 5  

Finding and Downloading Software 

Class Description 
Your Mac comes with a ton of free software - do you know what's on it? There are also 
thousands more apps for everything from garden planning to games to productivity. Many 
are free! We'll show you how to find, install, and update software from the App Store and 
online. Most importantly, we’ll also show you how to do so safely, without worrying about 
viruses. We'll also demonstrate our favorite programs, and you'll get to suggest your own. 
 

Instructional Level 
Beginner 
 

Course Length 
2 hours  
 

Requirements  
Owning a Mac computer running OSX 10.8 or higher. 
 

Who should take this class? 
Macintosh users who barely use their computer because they’re not sure everything it can do 
for them 
Mac users who wonder what all the fuss is about. 
 

What should you bring? 
A Macintosh computer (optional). 

 

What YouΩll Learn  
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 Free software that’s already on your Mac 

 Exploring the App Store 

 What apps would be handy to have? 

 Finding apps online 

 Learning what apps do 

 Using Reviews to evaluate quality 

 Downloading and installing the app 

 Running it the first time 

 Do you need to register it? 

 Updating apps 

 5 ways to open an app quickly on your computer 
 

Macs: Level 6  

Time Machine, Backups, and Storage 

Class Description 
It’s essential to create copies of your most important files in case something happens to your 
computer. We’ll look at a variety of backup strategies including Time Machine, external hard 
drives, iCloud, and offsite backup. We’ll also show you how to use Thumb Drives to archive 
your files.  
 

Instructional Level 
Beginner through Advanced  
 

Course Length 
2 hours   
 

Requirements  
No prerequisite knowledge needed. 
 

Who should take this class? 
Mac users who want to make sure they don’t lose their data. 

 
What should you bring? 
No equipment is necessary. 
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What YouΩll Learn  

 The difference between onsite and offsite backup strategies  

 Time Machine 

 Time Capsule 

 External hard drives 

 iCloud 

 BackBlaze 

 How to burn CDs  
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Macs: Level 7  

Multiple User Accounts 

Class Description 
Do 2 or more people use your computer...husbands & wives, grandkids, roommates, and 
work vs. home? Make it easy by creating User Accounts. Everyone will have their own 
settings, and personal files stay private from prying or accidents. It's like having two 
computers in one! 
 

Instructional Level 
Intermediate through Advanced  
 

Course Length 
1 hour  
 

Requirements  
No prerequisite knowledge needed. 
 

Who should take this class? 

 Mac users who share their computer with other people, and don’t want them to see all 
your files, or change your settings 

 People who use their Mac both for work and business, and want to keep them 
separate. 

 
What should you bring? 
A Macintosh computer (optional). 

 
What YouΩll Learn  

 How to create multiple user accounts 

 Setting user passwords 

 Fast switching between users 

 Users & Groups preferences 

 How to share information between both sides  
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Macs: Mail, Contacts, and Calendar 

Class Description 
In this two-hour class we will learn about Apple Mail. No browsers for you anymore! You 
can have multiple email addresses all in one place. Not only that, it integrates with the rest of 
your computer, including Safari, Contacts, and the Calendar. We’ll cover everything from 
etiquette to organization to creating emails with personality. We will also look at Apple's 
Contacts and Calendar apps, so that you can keep track of all your friends and family, and 
your busy life. 
 

Instructional Level 
Beginner to Intermediate 
 

Course Length 
2 hours  
 

Requirements  
Owning a Mac computer running OSX 10.9 or higher. 
 

Who should take this class? 

 People with email accounts 

 People who want to keep in touch with friends and family 

 People who want to keep track of appointments and events 
 

What should you bring? 
A Macintosh computer (optional). 

 

What YouΩll Learn  
 Adding your email addresses to Apple's Mail program 

 Organizing your email 

 Email etiquette 

 Using BCC to send out emails without a list of 150 address 

 Many handy features of the program you won't find on your own 

 Apple's Contacts 

 Creating new contacts 

 Merging duplicates 

 Apple’s Calendar 

 Making new appointments 
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 Making multiple color-coded calendars 

 Integrating all 3 using Data Detector dropdowns for address, phone numbers, and 
dates 
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Macs: Safari Surfing 

Class Description 
Go out onto the web with greater confidence after taking this class. Learn about the hidden 
powers of Google to find exactly what you’re looking for.  
 
Know how to avoid fake support popups to stay secure and not waste your money!  
 
When we help people, the problems we see them have stem from organizing Favorites, 
understanding the toolbar options, and making use of the Reading List. Safari’s Bookmarks 
and Favorites sync through iCloud to all your devices, so it’s important to organize the pages 
you save so you can find them easily on your iPhone, iPad, and Mac. 
 
Did you know you can use iCloud Tabs to instantly “hand off” webpages from your 
iPhone/iPad to your computer and back again? When you download something, where does 
it go? 
 
We’ll answer all these questions and play with a number of slick features that make surfing 
the internet a pleasure. 
 

Instructional Level 
Beginner through Intermediate  
 

Course Length 
2 hours  
 

Requirements  
No prerequisite knowledge needed. 
 

Who should take this class? 
Everyone who surfs the web for information or entertainment. 

 

What should you bring? 
A Macintosh computer (optional). 

 
What YouΩll Learn  

 When to choose Safari, Firefox, and Chrome 

 How to do searches that actually return the results you’re looking for 

 Google’s search by Images, Shopping, Videos, News, and more 
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 The Reading List sidebar 

 Organizing your Bookmarks 

 The Favorites List 

 Top sites  

 Downloading files 

 How to avoid fake support popups, malware and viruses 

 Sharing pages with others 
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Macs: Preview (filling in forms and  
writing on pictures) 

Class Description 
This class always gets rave reviews! Preview is the most useful program on your Mac that 
you've never heard of! It opens every time you view PDFs and images from your email and 
the internet. Did you know it can also be used to resize pictures, crop them, and add text to 
images? You can even fill in and sign PDF documents! Come check out this powerful yet 
underutilized program.    
 

Instructional Level 
Beginner through Advanced  
 

Course Length 
2 hours  
 

Requirements  
No prerequisite knowledge needed. 
 

Who should take this class? 
Mac users who receive forms via email and print them out to sign them. 
Mac users who want to resize and edit their pictures with more accuracy than the Photos app 
allows. 
Mac users who want to date stamp their photos. 
Mac users who want to cut out one picture and paste it inside another one. 

 
What should you bring? 
A Macintosh computer (optional). 

 
What YouΩll Learn  
How to access Preview 
Signing documents with your real signature 
Rotating images 
Drawing shapes and arrows on images 
Writing on images 
Adjusting brightness, contrast, and color 
Instant Alpha to cut out images 
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Macs: Video Chatting and Text Messaging 

Class Description 
Keeping in touch with your loved ones has never been easier.  You’ll be surprised how easy it 
is to video chat with loved ones, so you can talk and see their beloved faces. Text messaging 
allows you to shoot quick messages when it’s not necessary or convenient to pick up the 
phone. Keep in contact with family and grandchildren across the country…or all the way 
upstairs! 
 

Instructional Level 
Beginner through Intermediate  
 

Course Length 
1 hour  
 

Requirements  
No prerequisite knowledge needed. 
 

Who should take this class? 
Grandparents who want to see their grandkids grow up 
Parents who travel and want to tuck in their kids 
Family members and friends who need quick bits of information 
Coworkers who want to hold meetings virtually 
New relationships who can’t be apart for more than an hour 
People who spend time in the attic or basement and can’t be bothered to walk up and down 
the steps 

 
What should you bring? 
A Macintosh computer (optional), iPhone, or iPad 

 
What YouΩll Learn  
Facetime 
Skype 
Messages 
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Macs: iTunes and Apple Music 

Class Description 
Get an in-depth look at iTunes, from music to movies to university courses. We’ll show you 
how to sync music with your iPhone, make playlists, burn music CDs, and buy songs from 
the iTunes store. We’ll also explore iTunes Match to keep all your music available, even if it 
doesn’t fit on your iPhone. And we'll introduce you to Apple Music, which now allows you 
to listen to any music, any time, even if you don't own it! 
 

Instructional Level 
Beginner through Intermediate  
 

Course Length 
2 hour  
 

Requirements  
No prerequisite knowledge needed. 
 

Who should take this class? 
People who listen to music on their computer, iPhone, or iPad 

 
What should you bring? 
A Macintosh computer (optional), iPhone, or iPad 

 
What YouΩll Learn  
iTunes 
The sidebar 
Adding music 
Buying and downloading music 
Renting and buying movies 
Taking university classes 
Making playlists 
Syncing to iPhones and iPads 
iTunes Match 
Apple Music 
Burning music CDs 
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Macs: Photos 1  Organizing 

Class Description 
The Photos app has amazing tools for importing photos, then organizing them using Faces, 
Places, Keywords, Flagging, creating Albums, searching for photos, and much more. 
 

Instructional Level 
Beginner through Intermediate 
 

Course Length 
2 hours  
 

Requirements  
No prerequisite knowledge needed. 
 

Who should take this class? 
 Mac users who want to organize all their photos on their computers. 

 

What should you bring? 
A Macintosh computer (optional). 
 

What Youôll Learn  
 How to import photos 

 Events 

 Faces 

 Places 

 Keywords 

 Flagging 

 Albums 

 Smart Albums 

 Searching 
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Macs: Photos 2  Editing and Adjusting 

Class Description 
Improve your photos with the Photos' app powerful editing tools. We'll cover all aspects of 
the editing options that iPhoto has to offer, including cropping, red-eye, retouching, and 
adjusting color. 
 

Instructional Level 
Beginner through Intermediate 
 

Course Length 
1 hour 
 

Requirements  
Photos 1 class 
 

Who should take this class? 
Mac users who want their snapshots to look like they were taken by a pro. 
 

What should you bring? 
A Macintosh computer with photos loaded. 
 

What Youôll Learn  
 Rotate 

 Enhance 

 Red-Eye 

 Straighten 

 Crop 

 Retouch 

 Brightness 

 Contrast 

 Saturation 

 Edge Blur 

 Definition and Sharpness 

 Highlights & Shadows 
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 Temperature & Tint 

 White Point 
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Macs: Photos 3  Sharing Photos 

Class Description 
The Photos app integrates automatically with Mail, FaceBook, Photostream. We'll look at 
how to download photos from the web and email into your Photos. Learn how to transfer 

pictures to your iPhone or iPad. Then we ll learn how to share your photos with the world as 

easily as clicking a button. If possible, bring in your computer with photos you want to share. 
 

Instructional Level 
Beginner through Intermediate 
 

Course Length 
1 hour  
 

Requirements  
Photos 1 and 2 classes 
 

Who should take this class? 
Mac users who want to send their favorite photos to friends and loved ones. 
 

What should you bring? 
A Macintosh computer with photos you want to share. 
 

What Youôll Learn  
 Sending photos over email 

 Uploading to Facebook 

 Adding to Flickr 

 Tweeting images 

 Printing out favorite photos 

 Sending pictures away to be professionally printed by Kodak 

 Using Photo Stream to send them instantly from iPhone to computer 
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Macs: Photos 4  Slideshows, Movies, Books, Cards 

and More 

Class Description 
Turn your Photos into a self-running slideshow with a soundtrack! We'll edit your photos, 
arrange them, create Ken Burns pans and transitions, set them to music, and upload them to 
YouTube for your loved ones to see.  
 
Another great way to keep your memories alive is with prints, photo albums, and greeting 
cards. We'll learn how to design professionally-published keepsakes, using the tools you 
already have on your computer! If possible, bring in your computer with photos and songs 
you want to use. 
 

Instructional Level 
Beginner through Intermediate 
 

Course Length 
1 hour  
 

Requirements  
iPhoto 1 and 2 classes 
 

Who should take this class? 
Mac users who want to make personalized books, calendars, or cards for keepsakes, 
Christmas and birthday gifts. 
 

What should you bring? 
A Macintosh computer with photos and songs. 
 

What Youôll Learn  
 Choosing a theme 

 Adding transitions 

 Setting them to music 

 Burning the finished slideshow onto a DVD 

 Choosing a book s theme and size 

 Changing page layout 

 Adding photos to pages 
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 Changing page color 

 Selecting picture frames 

 Photo special effects 

 Adding text 

 Adding page numbers 

 Sending to print 
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Macs: iPhoto 1 - Organizing 

Class Description 
iPhoto is Mac’s tool for organizing your photos so that you can always find what you’re 
looking or, even years later. Search your photos by date, event, people in them, where they 
were taken, what they’re about, and which ones are your favorites. 
 

Instructional Level 
Beginner through Intermediate 
 

Course Length 
2 hours  
 

Requirements  
No prerequisite knowledge needed. 
 

Who should take this class? 
Mac users who want to organize all their photos on their computers. 

 
What should you bring? 
A Macintosh computer (optional). 

 
What YouΩll Learn  

 How to import photos 

 Events 

 Faces 

 Places 

 Keywords 

 Flagging 

 Albums 

 Smart Albums 

 Searching 
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Macs: iPhoto 2 - Editing 

Class Description 
Make your bad photos good, and your good photos great, with iPhoto's powerful editing 
tools. In just a few clicks you can crop and resize it, eliminate red-eye, retouch zits, and adjust 
color. You’ll feel like a pro…and look like a professional photographer. 
 

Instructional Level 
Beginner through Intermediate 
 

Course Length 
2 hours  
 

Requirements  
iPhoto 1 class 
 

Who should take this class? 
Mac users who want their snapshots to look like they were taken by a pro. 

 
What should you bring? 
A Macintosh computer with photos loaded. 

 
What YouΩll Learn  

 Rotate 

 Enhance 

 Red-Eye 

 Straighten 

 Crop 

 Retouch 

 Brightness 

 Contrast 

 Saturation 

 Edge Blur 

 Definition and Sharpness 

 Highlights & Shadows 

 Temperature & Tint 

 White Point 
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Macs: iPhoto 3  Sharing Your Images 

Class Description 
iPhoto integrates automatically with Mail, Facebook, and Flickr. We'll look at how to 
download photos from the web and email into your iPhoto. Learn how to transfer pictures to 
and from your iPhone or iPad. Then we’ll learn how to share your photos out to the with the 
world as easily as clicking a button, or printing. 
 

Instructional Level 
Beginner through Intermediate 
 

Course Length 
1 hour  
 

Requirements  
iPhoto 1 and 2 classes 
 

Who should take this class? 
Mac users who want to send their favorite photos to friends and loved ones. 

 
What should you bring? 
A Macintosh computer with photos you want to share. 

 
What YouΩll Learn  

 Sending photos over email 

 Uploading to Facebook 

 Adding to Flickr 

 Tweeting images 

 Printing out favorite photos 

 Sending pictures away to be professionally printed by Kodak 

 Using Photo Stream to send them instantly from iPhone to computer 



 

ROYALWISE COMPUTER TRAINING AND SUPPORT   42 

Macs: iPhoto 4  Slideshows 

Class Description 
Turn your photos into a self-running slideshow with a soundtrack! We'll edit your photos, 
arrange them, create Ken Burns pans and transitions, set them to music, and burn the whole 
thing onto a DVD that will play in any computer or TV set.  
 

Instructional Level 
Beginner through Intermediate 
 

Course Length 
1 hour  
 

Requirements  
iPhoto 1 and 2 classes 
 

Who should take this class? 
Mac users who want to present their photos to others. 

 
What should you bring? 
A Macintosh computer with photos you want to turn into a slideshow. 

 
What YouΩll Learn  

 Choosing a theme 

 Creating Ken Burns pans 

 Adding transitions 

 Setting them to music 

 Burning the finished slideshow onto a DVD 
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Macs: iPhoto 5  

Photo Books, Calendars and Cards 

Class Description 
The best way to keep your memories alive isn’t viewing them on a screen, but with prints, 
photo albums, and greeting cards. Learn how to design your own professionally-published 
keepsakes, using the drag-and-drop template tools you already have on your computer!  
 

Instructional Level 
Beginner through Intermediate 
 

Course Length 
1 hour  
 

Requirements  
iPhoto 1 and 2 classes 
 

Who should take this class? 
Mac users who want to make personalized books, calendars, or cards for keepsakes, 
Christmas and birthday gifts. 

 
What should you bring? 
A Macintosh computer with photos you want to share or turn into a printed publication. 

 
What YouΩll Learn  

 Choosing a book’s theme and size 

 Changing page layout 

 Adding photos to pages 

 Cropping images 

 Changing page color 

 Selecting picture frames 

 Photo special effects 

 Adding text 

 Adding page numbers 

 Sending to print 
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Macs: iCloud Photo Library and Photo Stream 

Class Description 
The iCloud Photo Library and the Photo Stream are iCloud features that allow you to sync 
your pictures between your computer, iPad, and iPhone. Learn how to set them up, select the 
right sync options for your needs, and share your photo libraries with your family. 
 

Instructional Level 
Beginner through Advanced  
 

Course Length 
2 hours  
 

Requirements  
An iCloud account 
OS X 10.10 or higher 
 

Who should take this class? 
Mac users who take photos on their iPhones and want to access them immediately from 
anywhere. 

 
What should you bring? 
A Macintosh computer running OSX 10.10 Yosemite or higher 
An iPhone running OSX 8 or 9 
Photos you’ve taken on your iPhone 

 

What YouΩll Learn  
 Setting up iCloud Photo Library 

 Setting up Photo Stream 

 Syncing photos 

 Sharing them with loved ones 
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Macs: Pages 

Class Description 
You Don't Need Microsoft Word. Use Pages! Pages features stunning templates and word 
processing features that give Microsoft Word a run for its money. Make brochures, 
newsletters, invitations, posters, flyers, stationery, and more with Apple’s Desktop 
Publishing program. You won't believe how easy it is to make elegant, snazzy, professional 
publications without knowing anything about design! 
 

Instructional Level 
Beginner through Advanced  
 

Course Length 
2 hours  
 

Requirements  
Pages software from the App Store 
 

Who should take this class? 
Mac users who use Pages for word processing 
People switching from PC to Mac 

 
What should you bring? 
A Macintosh computer with Pages installed 

 
What YouΩll Learn  

 Opening existing Word documents 

 Using templates 

 Finding tools in the dynamic interface 

 Entering text 

 Formatting text 

 Adjusting Page layout 

 Working with images 

 Saving into Word 

 Saving as a PDF 

 Exporting to iCloud 

 Additional topics by request 
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Macs: Numbers 

Class Description 
You don't need Microsoft Excel. Use Numbers! Numbers is Apple’s easy-to-use equivalent of 
Excel for crunching numbers. It makes math easy and pretty! Learn how to build and format 
a spreadsheet complete with formulas, formatting, and charts. 
 

Instructional Level 
Beginner through Advanced  
 

Course Length 
2 hours  
 

Requirements  
Numbers software from the App Store 
 

Who should take this class? 
Mac users who use Numbers to create spreadsheets 
People switching from PC to Mac 

 
What should you bring? 
A Macintosh computer with Numbers installed 

 
What YouΩll Learn  

 Opening existing Excel documents 

 Using templates 

 Finding tools in the dynamic interface 

 Using tables 

 Entering numbers 

 Creating formulas and calculations 

 Formatting for readability 

 Creating charts 

 Adjusting page layout 

 Saving into Excel 

 Saving as a PDF 

 Exporting to iCloud 

 Additional topics by request 
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Macs: Keynote 

Class Description 
Make stunning presentations with Keynote, the Apple equivalent of PowerPoint. Easy to use 
and fun to design, you can show people your ideas step-by-step and image-by-image. Make a 
slideshow, a travelogue, a training, a business presentation, or anything to show on the big 
screen! 
 

Instructional Level 
Beginner through Advanced  
 

Course Length 
2 hours  
 

Requirements  
Keynote software from the App Store 
 

Who should take this class? 
Mac users who use Keynote for presentations 
People who want an easy way to make graphics 
People switching from PC to Mac 

 
What should you bring? 
A Macintosh computer with Keynote installed 

 
What YouΩll Learn  

 Opening existing PowerPoint documents 

 Using templates 

 Finding tools in the dynamic interface 

 Entering text 

 Formatting text 

 Adjusting slide layout 

 Working with images 

 Saving into PowerPoint 

 Saving slides as jpgs 

 Exporting to iCloud 

 Additional topics by request 
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Macs: GarageBand 

Class Description 
Whether you're a rock star or a wannabe, GarageBand will help you record your music and 
polish the tracks. It will even teach you how to play piano and guitar! We'll demonstrate the 
major features. 
 

Instructional Level 
Beginner 
 

Course Length 
1 hour  
 

Requirements  
No prerequisite knowledge needed. 
 

Who should take this class? 
Mac users who want to create and edit music on their computers. 

 
What should you bring? 
A Macintosh computer (optional). 

 
What YouΩll Learn  

 Learn to Play 

 Magic GarageBand 

 Making iPhone ringtones 

 Choosing instruments 

 Creating Loops 

 Saving songs 
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Macs: Spring Clean Your Mac 

Class Description 
In this hands-on training session, we’ll show you how to “spring clean” your Mac to improve 
overall performance. You’ll learn how to tell what condition your machine is in and how to 
optimize your Mac. We’ll talk about the things that slow down your iMac or laptop, and use 
several tools to fix any problems, look for malware, and clean up large files. 
 

Instructional Level 
Beginner through Advanced  
 

Course Length 
1 hour  
 

Requirements  
No prerequisite knowledge needed. 
 

Who should take this class? 
Everyone who wants their Mac to stay healthy and run at top speed. 

 
What should you bring? 
A Macintosh computer (optional). 

 
What YouΩll Learn  

 How to use the About this Mac window 

 What is RAM? 

 How full is your hard drive? 

 What slows down your iMac or laptop 

 Use Disk Utility to fix any problems 

 Use Disk Inventory X to clean up large files 

 Use Adware Medic to look for malware and viruses 

 Get your questions answered 
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iPhone and iPad Classes 

iPhone and iPad: Level 1  All The Basics 

Class Description 
Get to know your iPad or iPhone! We’ll start with the fundamentals, and throw in a ton of 
tips and tricks that make it fun and easy to use. Discover how to synchronize it to your 
computer, use the keyboard, and buy Apps from the App Store. Get to know your device at a 
deeper level, both as a life-enriching tool and an entertaining toy. 
 

Instructional Level 
Beginner through Intermediate  
 

Course Length 
2 hours  
 

Requirements  
No prerequisite knowledge needed. 
 

Who should take this class? 
iPhone owners 
iPad owners 
People afraid to take it out of the box 
Experienced users who want to glean every tip they can  
 

What should you bring? 
An iPhone and/or iPad. 
 

What YouΩll Learn  
 Turning the device on and off 

 Mute and orientation lock 

 All the Settings 

 Keyboard tricks 

 Dictation 

 The App Store 

 iCloud 
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 Syncing to your computer 

 Switching between apps 

 Quitting apps 

 Our favorite essential apps  
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iPhone and iPad: Level 2  

There s an App for That! 

Class Description 
We'll explore in depth many of your iPad, iPhone's built-in apps, including Email, Safari, 
Contacts, Calendar, Maps, iBooks, and any others you choose. 

 

Instructional Level 
Beginner through Intermediate  
 

Course Length 
1 hour  

 

Requirements  
No prerequisite knowledge needed. 

 

Who should take this class? 
iPhone owners 
iPad owners 
Experienced users who want to glean every tip they can  
 

What should you bring? 
An iPhone and/or iPad. 
 

What YouΩll Learn  
 Mail 

 Safari 

 Contacts 

 Calendar 

 Messages 

 Maps 

 iBooks 

 Clock 

 Phone 
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 Tips 

 Calculator 

 Voice Memos 

 Camera 
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iPhone and iPad: Level 3  

iCloud, Apple IDs, and Syncing 

Class Description 
Are you out of the house a lot? Now you can leave your computer at home and still use your 
email, contacts, calendar, and files. iCloud allows you to access your data from any 
computer, iPad or iPhone. We’ll discuss Apple IDs and what they give us access to, like 
Facetime, iMessages and brand new features like Text and Phone call forwarding. Do you 
still need to plug in to your computer? We’ll help you figure it all out. 

 

Instructional Level 
Beginner through Advanced  
 

Course Length 
2 hours  

 

Requirements  
No prerequisite knowledge needed. 

 

Who should take this class? 
Mac users with an iPhone and/or iPad 
Experienced users who want to glean every tip they can  
 

What should you bring? 
A laptop, iPhone and/or iPad. 
 

What YouΩll Learn  
 Creating an Apple ID 

 Setting iCloud up on all your devices 

 Sharing email and website bookmarks 

 Sharing photos 

 Sharing music 
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iPhone and iPad: Level 4  

Siri and Dictation 

Class Description 
SIRI is the personal assistant that comes with iOS. But sometimes she is a challenge to get 
along with. This class is packed with tips and tricks to make SIRI do exactly what you want 
her to. Through voice commands, we will get SIRI to make phone calls, send text messages, 
create reminders, look up information on the Internet and even make a dinner reservation. 
Combine SIRI with the built-in Dictation and you can even send texts and emails with no 
typing at all! 

 

Instructional Level 
Beginner through Advanced  
 

Course Length 
2 hours  

 

Requirements  
No prerequisite knowledge needed. 

 

Who should take this class? 
iPhone owners 
iPad owners 
People who hate to type with their thumbs  
 

What should you bring? 
An iPhone or iPad. 
 

What YouΩll Learn  
 Siri settings 

 How to talk to Siri 

 Commands Siri understands 

 How to use Dictation 
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iPhone and iPad: Mail and Safari 

Class Description 
Learn how to set up and use the Mail on your iPad or iPhone. Then, we'll go over all the 
features of your device's Safari web browser app. 
 

Instructional Level 
Beginner through Intermediate  
 

Course Length 
1 hour  
 

Requirements  
No prerequisite knowledge needed. 
 

Who should take this class? 
iPhone owners 
iPad owners 
Experienced users who want to glean every tip they can  
 

What should you bring? 
An iPhone and/or iPad. 
 

What YouΩll Learn  
 Creating accounts 

 Moving between multiple email addresses 

 Creating a new message 

 Formatting text in the message 

 Sending photos 

 Flagging messages 

 Deleting multiple messages at once 

 Surfing on Safari 

 Saving bookmarks 

 Switching between open pages 

 Sharing websites with others 

 Adding websites to your Home Screen 

 Using Handoff to move between devices 
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iPhone and iPad: Using the Camera 

Class Description 
Learn how to use the Camera on your iPad or iPhone. Learn to use the flash, the focus, HDR, 
movies, time lapse, panorama, selfies, and more. You’ll be a pro by the time class is done. 
 

Instructional Level 
Beginner through Advanced  
 

Course Length 
1 hour 
 

Requirements  
No prerequisite knowledge needed. 
 

Who should take this class? 
Everyone who takes pictures with their iPhone or iPad 
Experienced users who want to glean every tip they can  
 

What should you bring? 
An iPhone and/or iPad. 
 

What YouΩll Learn  
 3 ways to access the Camera 

 Taking photos 

 Taking videos 

 Focusing 

 Using the flash 

 Adjusting for brightness 

 Using the special effects: Time lapse, Slo-mo, and Square 

 Taking Panoramas 

 HDR photos 

 Using the timer 

 Reversing the camera 

 Using filters 

 Viewing your pictures in the Photos app 
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iPhone and iPad: iCloud Library and  
Photo Stream 

Class Description 
Learn how to edit photos and share them with others. Then discover iCloud Photo Sharing 
and the Photo Stream, allowing you to sync your photos between your computer and your 
devices. You can even share your photos with your family! 
 

Instructional Level 
Beginner through Advanced  
 

Course Length 
2 hours  
 

Requirements  
No prerequisite knowledge needed. 
 

Who should take this class? 
Everyone who takes pictures with their iPhone or iPad 
Experienced users who want to glean every tip they can  
 

What should you bring? 
An iPhone and/or iPad. 
 

What YouΩll Learn  
 Viewing your pictures in the Photos app 

 Editing images 

 Sending photos to others 

 Using iCloud Photo Sharing 
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iPhone and iPad: Music 

Class Description 
We'll explore in depth the Music app on your iPad or iPhone. We'll learn how to sync just the 
music you want instead of your whole library on your computer. We’ll explore iTunes 
Match, iTunes Radio, and Apple Music. Time permitting, we'll also explore other music apps. 
 

Instructional Level 
Beginner 
 

Course Length 
1 hour  
 

Requirements  
No prerequisite knowledge needed. 
 

Who should take this class? 
Everyone who listens to music on their iPhone or iPad  
 

What should you bring? 
An iPhone and/or iPad. 
 

What YouΩll Learn  
 Getting around the Music app 

 Syncing to your Mac 

 Using iTunes Match to make all your music available, even if it’s not synced 

 Downloading music from the iTunes Store 

 Discovering new music 

 Listening to the iTunes Radio 

 Using Apple Music to listen to anything, any time 

 Saving your favorites 
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iPhone and iPad: iMovie 

Class Description 
Since your iPad and iPhone can film movies, why not edit them right on the spot? You can 
trim clips, apply themes, record narrations, and much more. When you're done, immediately 
upload them to YouTube, Facebook, or your iTunes. 
 

Instructional Level 
Beginner through Advanced  
 

Course Length 
1 hour  
 

Requirements  
No prerequisite knowledge needed. 
 

Who should take this class? 
Everyone who takes movies with their iPhone or iPad 
Experienced users who want to glean every tip they can  
 

What should you bring? 
An iPhone and/or iPad. 
 

What YouΩll Learn  
 Taking videos on your iPhone or iPad 

 Choosing a theme 

 Trimming the beginning and ends of the clips 

 Editing out content from the middle of clips 

 Adding transitions 

 Adding titles and subtitles 

 Creating special effects 

 Adding music 

 Adding credits at the end 

 Exporting movie files to iCloud 

 Adding movies to iTunes Theater 

 Sharing on YouTube 
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iPhone and iPad: Pages, Numbers, and Keynote 

Class Description 
Apple's iWork is designed to move seamlessly between your Mac and your iPad or iPhone. 
Work on your documents away from home or the office. Give a presentation without a 
computer! We'll work with all three applications, including how to store files in the cloud. 
 

Instructional Level 
Beginner through Advanced  
 

Course Length 
2 hours  
 

Requirements  
Experience with Pages, Numbers, and Keynote is helpful but not required. 
 

Who should take this class? 
Anyone who owns an iPad 
Anyone who uses Pages, Numbers, and Keynote 
Experienced users who want to glean every tip they can  
 

What should you bring? 
An iPhone and/or iPad. 
 

What YouΩll Learn  
 Opening files saved on iCloud Drive 

 Navigating the interface 

 Creating new documents using templates 

 Creating new documents from scratch 

 Entering text 

 Formatting text 

 Working with images 

 Working with shapes and color 

 Text wrap 

 Exporting to Microsoft Office 

 Finding your files again on your Mac 
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iPhone and iPad: Migrating to a New Device 

Class Description 
When new iPhones come out, there are a few things to know about migrating your data. 
We'll show you how to move all your info from your old phone to your new one without 
losing anything. 
 

Instructional Level 
Beginner through Advanced  
 

Course Length 
1 hour  
 

Requirements  
No prerequisite knowledge needed. 
 

Who should take this class? 
Anyone upgrading their iPhone to the newest model 
 

What should you bring? 
An iPhone and/or iPad. 
 

What YouΩll Learn  
 Backing up to your computer 

 Backing up to iCloud 

 Setting up your new iPhone or iPad 

 Syncing it back to your Mac and iCloud 
 

  



 

ROYALWISE COMPUTER TRAINING AND SUPPORT   69 

iPhone and iPad: Apple Watch 

Class Description 
The brand new Apple Watch is out! Come and take a look at this new technology and see 
how it can be used to enhance your daily life. 
 

Instructional Level 
Beginner through Advanced  
 

Course Length 
1 hour  
 

Requirements  
No prerequisite knowledge needed. 
 

Who should take this class? 
Anyone who owns an Apple Watch 
Anyone interested in buying an Apple Watch 
 

What should you bring? 
Your new Apple Watch 
Your iPhone 
 

What YouΩll Learn  
 How to choose which version is right for you 

 Syncing to your iPhone 

 Adjusting Settings 

 Which settings are on your watch and which are on your iPhone 

 The built-in apps on the Watch 

 Adding and removing apps 

 Using Siri 

 Taking phone calls 

 Sending text messages 

 Setting up your Favorites 

 Sending taps, heartbeats, drawings, and animated emoticons to your Faves 

 Syncing to Bluetooth headphones 
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Microsoft Office Classes 

Excel: Learn Excel in 3 Hours Flat 

Class Description 
Crunching numbers in a spreadsheet is only daunting until you know what you’re doing. 
Our 3-hour class teaches you the essentials of not just beginning-level Excel, but some of the 
more advanced features that are essential to working with your numbers. We focus on the 
tools that will be most useful to you at work. 
 
It doesn’t matter what version of the PC or Mac operating system you’re using. The 
techniques we will cover work similarly in Excel PC and Mac.  

 

Instructional Level 
Beginner through Intermediate  
 

Course Length 
3 hours  
 

Course Credits 
3 CPE, Certificate of Completion 

 
Requirements  
Microsoft Office 365 or a standalone copy. 
 

Who should take this class? 
Business owners and employees looking to analyze data for business decisions 
Students and job-seekers looking to boost their employment marketability.  
Beginners who want to start from scratch 
Advanced students looking to fill in gaps in their knowledge. Since we specialize in what you 
“don’t know that you don’t know,” even seasoned users are guaranteed to glean essential 
nuggets of information to make using Excel easier than before.  
 

What should you bring? 
A laptop computer with Excel loaded (any version is fine).   
 

What YouΩll Learn  
 Moving around in a spreadsheet 
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 Entering data 

 AutoFill Handle 

 Formulas and Functions 

 Relative and Absolute Cell References 

 Formatting 

 Charts 

 Sparklines 

 Printing 

 Conditional Formatting 

 Plus, you’ll learn valuable tips and tricks to shave time off your daily tasks. 
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Excel: Advanced Excel 

Class Description 
Once you’re familiar with Excel, learning the more advanced tools will help you analyze 
your numbers for solid business decisions. We'll create pivot tables. We’ll demystify dozens 
of handy formulas: vlookup, date, text and logic formulas. We’ll sort and filter data tables, 
name ranges for easy understanding, and protect worksheets to keep them perfect. We’ll also 
explore more tools that you can use as soon as you get back to work. 
 
It doesn’t matter what version of the PC or Mac operating system you’re using. The 
techniques we will cover work similarly in Excel for PC and Mac. 

 

Instructional Level 
Intermediate through Advanced  
 

Course Length 
3 hours  

 
Course Credits 
3 CPE, Certificate of Completion 

 
Requirements  

 Our "Learn Excel in 3 Hours Flat" live class/webinar, or 

 Our Udemy.com "Learn Excel in 3 Hours Flat" video course, or  

 Prior knowledge of the features listed in the description above. 

 Microsoft Office 365 or a standalone copy. 
 

Who should take this class? 
Business owners and employees looking to manipulate and analyze Excel spreadsheet data 
for business decisions 
Students and job-seekers looking to boost their employment marketability 
Experienced users looking to glean essential nuggets of information to make using Excel 
easier than before 
 

What should you bring? 
A laptop computer with Excel loaded (any version is fine).   
 

What YouΩll Learn  
 AutoFill Handle 

https://www.udemy.com/learn-excel-in-3-hours-flat/
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 Relative and Absolute Cell References 

 Named ranges 

 Data Tables for working with Lists 

 Pivot Tables 

 IF function 

 AND/OR/NOT functions 

 Nested functions 

 VLOOKUP and HLOOKUP 

 DATE functions 

 TEXT formulas including CONCATENATE and splitting text into columns 

 Tracing formulas 

 Protecting worksheets 

 Plus, you’ll learn valuable tips and tricks to shave time off your daily tasks. 
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Word: Learn Word in 3 Hours Flat 

Class Description 
Learn how to do word processing! Word is one of those applications where everyone thinks 
they know how to use it because you can just open it up and go, but the truth is there are 
actually a wealth of techniques and features that will make your documents sparkle. Plus, a 
little training will cut down the time it takes you to make your letters and reports.  
 
We'll enter and lay out text, format fonts and pages, work with images, create tables, apply 
styles, and answer your questions. 
 
It doesn’t matter what version of Word you have, or whether you're on a PC or Mac.  
 

Instructional Level 
Beginner through Intermediate.  
 

Course Length 
3 hours  

 
Course Credits 
3 CPE, Certificate of Completion 

 
Requirements  
Microsoft Office 365 or a standalone copy. 
 

Who should take this class? 
Business owners and employees who write letters and reports 
Students and job-seekers will boost their employment marketability 
Seasoned users are guaranteed to glean essential nuggets of information to make using Word 
easier and faster than before  
 

What should you bring? 
A laptop computer with Word loaded (any version is fine).   
 

What YouΩll Learn  
 Ribbons 

 Word Wrap 

 Selecting techniques 

 Copy/Paste, Drag & Drop 



 

ROYALWISE COMPUTER TRAINING AND SUPPORT   76 

 Character Formatting  

 Paragraph Formatting 

 Line Spacing 

 Indents 

 Page Margins 

 Columns 

 Bullets & Numbering 

 Page Breaks 

 Images 

 Styles 

 Page Numbering 

 Tables 

 Desktop Publishing 

 Answer your specific questions. 

 Plus, you’ll learn valuable tips and tricks to shave time off your daily tasks. 
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Word: Research Papers 

Class Description 
Learn how to format school and business reports quickly and efficiently in this class! We’ll 
teach you everything from the cover page to the index, and everything in between. You’ll 
receive an A in appearance, leaving you to concentrate on developing your content. 
 
It doesn’t matter what version of Word for the PC or Mac operating system you’re using.  

 

Instructional Level 
Intermediate through Advanced.  
 

Course Length 
3 hours  

 
Requirements  
Prior knowledge of the features listed in the “Learn Word in 3 Hours Flat” description above. 
 

Who should take this class? 

 Business owners and employees who write reports 

 Students who write research papers 

 Job-seekers wishing to boost their employment marketability 

 Seasoned users are guaranteed to glean essential nuggets of information to make using 
Word easier and faster than before  

 

What should you bring? 
A laptop computer with Word loaded (any version is fine).   
 

What YouΩll Learn  
 Cover pages 

 Page breaks 

 Section breaks 

 Page numbering 

 Headers & footers 

 Sizing margins for binders 

 Font styles 

 Headings 

 Page Break Before 
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 Tabs 

 Tables 

 Figures and Captions 

 Table of contents  

 Index  
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Word: Desktop Publishing 

Class Description 
Did you know that Microsoft Word has graphic design tools? You can use it to design flyers, 
posters, and newsletters that rival fancy desktop publishing programs. 
 
We'll place graphics, edit them, make headlines, flow text, adjust spacing, and export the 
finished product in a variety of formats. 
 
It doesn’t matter what version of the PC or Mac operating system you’re using. Techniques 
work similarly in Word 2007, 2010, and 2013 for PC. The screen appearance may look a little 
different, but the tools function the same way. Word for Mac users will find that all the same 
tools are there, but they may be located in slightly different places on the toolbar. 

 

Instructional Level 
Beginner through Advanced.  
 

Course Length 
2 hours  

 
Requirements  
Prior knowledge of the features listed in the “Learn Word in 3 Hours Flat” description above 
is helpful but not required. 
 

Who should take this class? 

 Business owners and employees who make flyers and newsletters 

 Students and job-seekers will boost their employment marketability 

 Seasoned users are guaranteed to glean essential nuggets of information to make using 
Word easier and faster than before  

 

What should you bring? 
A laptop computer with Word loaded (any version is fine).   
 

What YouΩll Learn  
 Using templates for newsletters and more 

 Working with objects 

 Inserting Pictures 

 Cropping & resizing images 

 Recoloring images 
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 Manipulating text 

 Printing 2-sided 

 Plus, you’ll learn valuable tips and tricks to shave time off your daily tasks. 
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Word: Mail Merge and Mailing Labels 

Class Description 
Whether you're sending out a newsletter for your business or your annual Christmas letter, 
the last thing you want to do is address each envelope by hand. In this class you'll print 
mailing labels by doing a Mail Merge with your addresses saved in your Contacts, Outlook 
or in MS Excel. 
 

Instructional Level 
Intermediate through Advanced.  
 

Course Length 
1 hour  

 
Requirements  
Microsoft Office. 
 

Who should take this class? 

 Business owners and employees who send mail to customers 

 Families who send newsletters to friends and loved ones 

 Students and job-seekers will boost their employment marketability 

 Seasoned users are guaranteed to glean essential nuggets of information to make using 
Word easier and faster than before  

 

What should you bring? 
A laptop computer with Microsoft Office loaded (any version is fine).   
 

What YouΩll Learn  
 Creating the Main document: Letters, Envelopes, Mailing Labels 

 Creating address lists in Word, Contacts, Outlook, or Excel 

 Inserting Merge Fields for personalization 

 Doing the merge and checking for errors 

 Saving the 3 parts of a merge 

 Printing your letters, labels, or envelopes 
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PowerPoint: Learn PowerPoint in 3 Hours Flat 

Class Description 
PowerPoint allows you to make presentations for viewing on the big screen, a computer 
screen, or online. We'll make a slideshow, add graphics and music, add transitions, and 
animate all the objects onscreen to make them engaging. 
 
It doesn’t matter what version of the PC or Mac operating system you’re using. Techniques 
work similarly in PowerPoint 2007, 2010, and 2013 for PC. The screen appearance may look a 
little different, but the tools function the same way. PowerPoint for Mac users will find that 
all the same tools are there, but they may be located in slightly different places on the toolbar. 

 

Instructional Level 
Beginner through Advanced.  
 

Course Length 
3 hours  

 
Requirements  
Microsoft Office 365 or a standalone copy. 
 

Who should take this class? 

 Business owners and employees who make presentations in front of an audience 

 Students and job-seekers will boost their employment marketability 

 Seasoned users are guaranteed to glean essential nuggets of information to make using 
Word easier and faster than before  

 Home users who want to make slideshows of their favorite images.  

 People looking for a quick and easy way to create graphics 

 Seasoned users are guaranteed to glean essential nuggets of information to make using 
PowerPoint easier and faster than before.  

 

What should you bring? 
A laptop computer with PowerPoint loaded (any version is fine).   
 

What YouΩll Learn  
 Choosing a theme 

 Customizing a theme 

 Adding pictures 

 Cropping and resizing pictures 
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 Adding music 

 Creating graphics 

 Adding transitions 

 Animating objects 

 Plus, you’ll learn valuable tips and tricks to shave time off your daily tasks. 

Outlook: Learn Outlook in 3 Hours Flat 

Class Description 
Outlook is the ultimate productivity tool for home and business. It combines email, calendar, 
contacts, to-do lists, and more in one seamless interface, allowing you to move information 
back and forth. 
 
It doesn’t matter what version of the PC or Mac operating system you’re using. Techniques 
work similarly in Outlook 2007, 2010, and 2013 for PC. The screen appearance may look a 
little different, but the tools function the same way. Outlook for Mac users will find that all 
the same tools are there, but they may be located in slightly different places on the toolbar. 

 

Instructional Level 
Beginner through Intermediate.  
 

Course Length 
3 hours  

 
Requirements  
Microsoft Office 365 or a standalone copy. 
 

Who should take this class? 

 Business owners and employees who like to stay organized 

 Students and job-seekers will boost their employment marketability 

 Seasoned users are guaranteed to glean essential nuggets of information to make using 
Outlook easier and faster than before  

 

What should you bring? 
A laptop computer with Outlook loaded (any version is fine).   
 

What YouΩll Learn  
 Complete setup and use of: 
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 Email 

 Calendar 

 Contacts 

 Tasks 

 Notes 

 Integrating information  
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OneNote Info Management 

Class Description 
OneNote is the perfect solution when you have a lot of information you need to organize. 
Designed to manage snippets of text alongside images, you can literally create your own 
notebooks just as you would on paper. But it’s not just text…you can record audio, too.  
 
It doesn’t matter what version of the PC or Mac operating system you’re using. The screen 
appearance may look a little different, but the tools function the same way.  
 

Instructional Level 
Beginner through Advanced.  
 

Course Length 
2 hours  

 
Requirements  
Microsoft Office 365 or a standalone copy. 
 

Who should take this class? 

 Business owners and employees who like to stay organized 

 Students who take notes in class 

 Seasoned users are guaranteed to glean essential nuggets of information to make using 
OneNote easier and faster than before  

 

What should you bring? 
A laptop computer with OneNote loaded. 
 

What YouΩll Learn  
 Creating Notebooks 

 Adding pages 

 Entering text 

 Inserting images 

 Creating Outlines 

 Formatting text 

 Inserting tables 

 Inserting PDFs 

 Recording audio  
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 Saving to OneDrive 

 Sharing info outside of OneNote 
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Microsoft OneDrive and Tablet Apps 

Class Description 
Microsoft’s new OneDrive service now makes it possible for you to access your Word, Excel 
and PowerPoint files from anywhere, including a web browser or a tablet. We’ll show you 
how to make use of this marvelous option.  

 

Instructional Level 
Beginner through Advanced.  
 

Course Length 
2 hours  

 
Requirements  
Microsoft Office 365. 
 

Who should take this class? 
People who would like to access their Microsoft Office files away from their computer.  
 

What should you bring? 
A laptop computer with an Office365 account 
 

What YouΩll Learn  
 Setting up OneDrive 

 Saving to OneDrive 

 Editing files in a browser 

 Editing files on a tablet 
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Access: Introduction to Access 

Class Description 
Microsoft Access is a relational database, allowing you to track anything from a collection to 
an entire business. This PC-only software is a powerful entry-level database program that is 
fully customizable. 

 

Instructional Level 
Intermediate through Advanced.  
 

Course Length 
18 hours  

 
Requirements  
Microsoft Office 365 or a standalone copy. 
 

Who should take this class? 
Business owners and employees who like to stay organized 
Job seekers who want to improve job skills 
 

What should you bring? 
A PC laptop with Access loaded. 
 

What YouΩll Learn  
 Creating tables 

 Creating fields 

 Defining fields 

 Assigning keys 

 Setting relationships 

 Creating queries 

 Creating forms 

 Designing reports 
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QuickBooks Classes 

Introduction to Accounting and Bookkeeping 

Class Description 
Entrepreneurs and new business owners are experts in their field and have a passion for 
what they do…but if they were good at bookkeeping, they would have become bookkeepers! 
This class is a great introduction to the business behind business. What do you need to know 
about recordkeeping in order to succeed? 
 

Instructional Level 
Beginner through Intermediate  
 

Course Length 
1 hour  
 

Course Credits 
1 CPE, Certificate of Completion 

 
Requirements  
No prerequisite knowledge needed. 
 

Who should take this class? 
Entrepreneurs and new business owners who are just getting started, and want to make sure 
they have solid business knowledge so that they can succeed.  
 

What should you bring? 
A notebook to take notes. 
 

What YouΩll Learn  
 The importance of good record keeping 

 When do you need a bookkeeper and when can you do it yourself? 

 Bookkeeping options like QuickBooks, web-based systems including QBO and Xero 

 Common bookkeeping mistakes business owners make 

 Why and how to save receipts 

 Using a tablet or laptop to write up estimates in the field 

 Using a smartphone to take credit cards 
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 Estimates to invoices to payments 

 The world of QB apps like Tsheets for timecards and Bill.com for A/P. 
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Introduction to QuickBooks 

Class Description 
If you run a business, good financial records are crucial to your business decisions, and your 
tax returns! Learn how to manage your company by using QuickBooks. We’ll take a broad 
look at all of QuickBooks’s features and help you determine which ones you need to manage 
your business on a daily basis. 
 

Instructional Level 
Beginner through Intermediate  
 

Course Length 
4 hours  
 

Course Credits 
4 CPE, Certificate of Completion 

 
Requirements  
No prerequisite knowledge needed. 
QuickBooks Pro or higher installed on your computer. 
 

Who should take this class? 

 Business owners and employees who maintain their company’s financial records 

 Students and job-seekers will boost their employment marketability 

 Entrepreneurs and new business owners who are just getting started, and want to 
make sure they have solid business knowledge so that they can succeed 

 Seasoned users looking to glean essential nuggets of information to make using 
QuickBooks easier and faster than before 

 Bookkeepers and Accountants who wish to brush up on their skills. 
 

What should you bring? 
A pen. We will provide you with a free QuickBooks manual where you can take notes. 
 

What YouΩll Learn  
 The importance of good record keeping 

 When do you need a bookkeeper and when can you do it yourself? 

 Common bookkeeping mistakes business owners make 

 Setting up QuickBooks 



 

ROYALWISE COMPUTER TRAINING AND SUPPORT   92 

 QuickBooks Preferences 

 Creating your Items list 

 Working with Customers (Accounts Receivable): Estimates, Invoices, Sales Receipts, 
Payments 

 Working with Vendors (Accounts Payable): Bills, Payments, Expenses, Checks 

 Bank feeds 

 Reconciling 
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Introduction to QuickBooks for Mac 

Class Description 
If you run a business, good financial records are crucial to your business decisions, and your 
tax returns! Learn how to manage your company by using QuickBooks. We’ll take a broad 
look at all of QuickBooks’s features and help you determine which ones you need to manage 
your business on a daily basis. 
 

Instructional Level 
Beginner through Intermediate  
 

Course Length 
4 hours  
 

Course Credits 
4 CPE, Certificate of Completion 
 

Requirements  
No prerequisite knowledge needed. 
QuickBooks for Mac 2015 installed on your computer. 
 

Who should take this class? 

 Business owners and employees who maintain their company’s financial records 

 Students and job-seekers will boost their employment marketability 

 Entrepreneurs and new business owners who are just getting started, and want to 
make sure they have solid business knowledge so that they can succeed 

 Seasoned users looking to glean essential nuggets of information to make using 
QuickBooks easier and faster than before 

 Bookkeepers and Accountants who wish to brush up on their skills. 
 

What should you bring? 
A pen. We will provide you with a free QuickBooks manual where you can take notes. 
 

What YouΩll Learn  
 The importance of good record keeping 

 When do you need a bookkeeper and when can you do it yourself? 

 Common bookkeeping mistakes business owners make 

 Setting up QuickBooks 

 QuickBooks Preferences 
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 Creating your Items list 

 Working with Customers (Accounts Receivable): Estimates, Invoices, Sales Receipts, 
Payments 

 Working with Vendors (Accounts Payable): Bills, Payments, Expenses, Checks 

 Bank feeds 

 Reconciling 

Introduction to QuickBooks Online 

Class Description 
If you run a business, good financial records are crucial to your business decisions, and your 
tax returns! Learn how to manage your company by using QuickBooks Online, the web-
based version of QuickBooks. We’ll take a broad look at all of QuickBooks Online’s features 
and help you determine which ones you need to manage your business on a daily basis. 
 

Instructional Level 
Beginner through Intermediate  
 

Course Length 
4 hours  
 

Course Credits 
4 CPE, Certificate of Completion 

 
Requirements  
No prerequisite knowledge needed. 
 

Who should take this class? 

 Business owners and employees who maintain their company’s financial records 

 Students and job-seekers will boost their employment marketability 

 Entrepreneurs and new business owners who are just getting started, and want to 
make sure they have solid business knowledge so that they can succeed 

 Seasoned users looking to glean essential nuggets of information to make using 
QuickBooks easier and faster than before 

 Bookkeepers and Accountants who wish to brush up on their skills. 
 

What should you bring? 
We will provide you with a free QuickBooks manual where you can take notes. 
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What YouΩll Learn  
 The importance of good record keeping 

 When do you need a bookkeeper and when can you do it yourself? 

 Common bookkeeping mistakes business owners make 

 Setting up QuickBooks 

 QuickBooks Preferences 

 Creating your Items list 

 Working with Customers (Accounts Receivable): Estimates, Invoices, Sales Receipts, 
Payments 

 Working with Vendors (Accounts Payable): Bills, Payments, Expenses, Checks 

 Bank feeds 

 Reconciling 
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Practical QuickBooks: Products and Services 

Class Description 
Set up a list of the services you provide and/or the products you sell. Add them to your 
Invoices and Sales Receipts to show customers what they paid for. Manage Inventory. Run 
reports to find out your best-selling products and services that make you the most money. 
 

Instructional Level 
Beginner through Intermediate  
 

Course Length 
2 hours  
 

Course Credits 
2 CPE, Certificate of Completion 

 
Requirements  

 Our "Introduction to QuickBooks" live class/webinar, or 

 Our "QuickBooks Online" video course, or  

 Prior knowledge of the features listed in the Introduction to QuickBooks description 
above. 

 

Who should take this class? 

 Business owners and employees who maintain their company’s financial records 

 Students and job-seekers will boost their employment marketability 

 Entrepreneurs and new business owners who are just getting started, and want to 
make sure they have solid business knowledge so that they can succeed 

 Seasoned users looking to glean essential nuggets of information to make using 
QuickBooks easier and faster than before 

 Bookkeepers and Accountants who wish to brush up on their skills. 
 

What should you bring? 
A pen. No computer is necessary. 
 

What YouΩll Learn  
 Defining Income accounts in the Chart of Accounts 

 Setting up your Services list 

 Setting up your Products list 
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 Selling services to your customers 

 Using Invoices and Sales Receipts 

 Using Purchase Orders to buy products for resale 

 Managing Inventory 

 Running Reports to show your best-selling services & products, and profit margins by 
revenue stream and customer  
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Practical QuickBooks:  
Setting Up a Chart of Accounts 

Class Description 
Your Chart of Accounts is the backbone of your business. It has two functions: outlining what 
the IRS wants to see for taxes, and allowing you to generate your P&L and Balance Sheet 
reports. There are industry-standard accounts you need, but you also have the flexibility to 
create accounts that reflect your unique circumstances. It’s impossible to start using 
QuickBooks without customizing your Chart of Accounts. This class will explain the 
fundamentals. 
 

Instructional Level 
Beginner through Intermediate  
 

Course Length 
2 hours  
 

Requirements  
 Our "Introduction to QuickBooks" live class/webinar, or 

 Our "QuickBooks Online" video course, or  

 Prior knowledge of the features listed in the Introduction to QuickBooks description 
above. 

 

Who should take this class? 
Business owners and employees who want to understand the “business behind business” 
Students and job-seekers will boost their employment marketability 
Entrepreneurs and new business owners who are just getting started, and want to make sure 
they have solid business knowledge so that they can succeed 
Bookkeepers and Accountants who wish to brush up on their skills. 
 

What should you bring? 
A pen. No computer is necessary. 
 

What YouΩll Learn  
 The function of the Chart of Accounts 

 Creating new accounts 

 Editing existing accounts 

 Equity accounts 
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 Liability accounts 

 Asset accounts 

 Bank accounts 

 Credit card accounts 

 Income accounts 

 Cost of Goods accounts 

 Expense accounts 

 Other Income accounts 

 Other Expense accounts 

 Accounts Receivable 

 Accounts Payable 

 Undeposited Funds 

 Understanding a Profit and Loss report 

 Understanding a Balance Sheet 
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Practical QuickBooks:  
Estimates, Payments, Progress Invoicing and Job 

Costing 

Class Description 
When you work in the trades, QuickBooks can be daunting. In this class specific to 
construction and other service-related businesses, we’ll cover Estimates, Progress Billing, 
Change Orders, taking Deposits, receiving partial Payments, and Job Costing. 
 

Instructional Level 
Beginner through Intermediate  
 

Course Length 
2 hours  
 

Course Credits 
2 CPE, Certificate of Completion 

 
Requirements  

 Our "Introduction to QuickBooks" live class/webinar, or 

 Our "QuickBooks Online" video course, or  

 Prior knowledge of the features listed in the Introduction to QuickBooks description 
above. 

 

Who should take this class? 
Businesses who work in the field 
Businesses that write estimates or bid on jobs, take deposits for work to be performed, take 
partial payments as work is completed, and want to determine which services and customers 
make the most profit 
Bookkeepers and Accountants who wish to brush up on their skills 
 

What should you bring? 
A pen. No computer is necessary. 
 

What YouΩll Learn  
 Creating estimates 

 Closing estimates 
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 Converting estimates to invoices 

 How to track change orders 

 Doing progress invoicing 

 Taking deposits 

 Taking partial payments 

 Issuing customer statements 

 Making bank deposits 

 Making time and materials expenses billable to customers 

 Running job costing reports 
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Practical QuickBooks:  
E-commerce and Web Stores 

Class Description 
Do you sell products online? How are your managing your sales, merchant service fees, and 
inventory? It’s not easy! If you do it wrong, you underreport your income and lose out on tax 
deductions! If you do it the correct but hard way, it can take hours of time. We’ll show you  
the happy medium to enter daily sales in just a few steps. 
 
We’ll look at online stores like eBay, Etsy and Shopify. We’ll discuss payment options 
including PayPal, QB Payments, Stripe, and more. Then we’ll look at third-party app 
integrations to automate the workflow.  Learn how to integrate your web store with 
QuickBooks and QuickBooks Online to streamline data entry. 
 

Instructional Level 
Beginner through Advanced  
 

Course Length 
2 hours  
 

Course Credits 
2 CPE, Certificate of Completion 

 
Requirements  

 Our "Introduction to QuickBooks" live class/webinar, or 

 Our "QuickBooks Online" video course, or  

 Prior knowledge of the features listed in the Introduction to QuickBooks description 
above. 

 

Who should take this class? 
Businesses who sell products online 
Businesses who use QuickBooks or QuickBooks Online 
Bookkeepers and Accountants who wish to brush up on their skills 
 

What should you bring? 
A laptop is helpful but not necessary. 
 

What YouΩll Learn  
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 How eBay, Etsy, and Amazon process sales 

 How payment processors like PayPal, Etsy, and Stripe take out their fees 

 How personal website shopping carts like Shopify integrate with QuickBooks 

 How do decide whether to track customers inside QuickBooks…or not! 

 How to properly process sales transactions inside QuickBooks 

 Workarounds to save hours of time in managing daily sales 

 App integrations to tie websites, payments, and QuickBooks together  
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Practical QuickBooks:  
Credit Cards 

Class Description 
We’ll delve into using credit cards for you own purchases, and taking credit cards for your 
customer payments. These days, anyone can take credit cards; your customers will pay more 
quickly! We’ll explore merchant services options including Square, PayPal, and QuickBooks 
Payments. We’ll demonstrate how to swipe a credit card on a smartphone, then see how to 
manage the transaction in your accounting software. We’ll also look at the nuances of 
managing your own credit card balances. 
 

Instructional Level 
Beginner through Advanced  
 

Course Length 
2 hours  
 

Course Credits 
2 CPE, Certificate of Completion 

 
Requirements  

 Our "Introduction to QuickBooks" live class/webinar, or 

 Our "QuickBooks Online" video course, or  

 Prior knowledge of the features listed in the Introduction to QuickBooks description 
above. 

 

Who should take this class? 

 Anyone who uses credit cards to pay for business expenses 

 Anyone who would like to be able to accept credit cards for customer payments 

 Bookkeepers and Accountants who wish to brush up on their skills. 
 

What should you bring? 
A pen. No computer is necessary. 
 

What YouΩll Learn  
 Adding credit cards to your Chart of Accounts  

 Separating personal and business expenses 
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 Managing corporate credit card accounts with multiple cards for employees 

 Accepting expenses from the credit card bank feed 

 The differences between Square, PayPal, and QuickBooks Payments 

 How to swipe a credit card on your smartphone 

 How Payments are processed in QuickBooks 

 Managing credit card batches 

 Sending invoices that allow clients to pay online. 
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Practical QuickBooks:  
Bank Feeds and Reconciling 

Class Description 
One of the newest features in accounting software like QuickBooks is the opportunity to 
connect your bank accounts and credit cards. This allows you to pull in your transactions and 
classify them automatically, instead of entering everything in by hand. Once you’re up to 
date, we’ll also show you how to reconcile your accounts at the end of the month so that you 
can have confidence in your numbers. 
 

Instructional Level 
Beginner through Advanced  
 

Course Length 
2 hours  
 

Course Credits 
2 CPE, Certificate of Completion 

 
Requirements  

 Our "Introduction to QuickBooks" live class/webinar, or 

 Our "QuickBooks Online" video course, or  

 Prior knowledge of the features listed in the Introduction to QuickBooks description 
above. 

 

Who should take this class? 
Business owners and employees who maintain their company’s financial records 
Bookkeepers and Accountants who wish to brush up on their skills. 
 

What should you bring? 
A pen. No computer is necessary. 
 

What YouΩll Learn  
 How to connect your bank accounts to your QuickBooks 

 How to import new transactions as they clear the bank 

 How to import previous transaction history 

 How to classify transactions through the Bank Feed to save time on manual data entry 

 Which transactions you should NOT import automatically 
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 Workarounds for bank feed issues 

 Why you should reconcile even if you’re importing 

 How to reconcile your bank account transactions with your monthly bank statement 

 Tips and tricks wile reconciling that will save time and frustration 
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Practical QuickBooks:  
Troubleshooting Tricky Situations 

Class Description 
It’s one thing to learn QuickBooks basics, but it’s completely something else to use it for 
common business situations. In this special QuickBooks class, we’ll look at these everyday 
business transactions: Loans, Lines of Credit, and Bartering. 
 
Why track Barter trades? The IRS still wants you to report everything. You're missing out on 
tax deductions. And the next time you're applying for a bank loan, you'll wish you had a 
larger net income to show for your work! 
 

Instructional Level 
Intermediate through Advanced  
 

Course Length 
2 hours  
 

Course Credits 
2 CPE, Certificate of Completion 

 
Requirements  

 Our "Introduction to QuickBooks" live class/webinar, or 

 Our "QuickBooks Online" video course, or  

 Prior knowledge of the features listed in the Introduction to QuickBooks description 
above. 

 

Who should take this class? 
Business owners and employees hoping to gain deeper knowledge of how to perform 
common business transactions in their software 
Bookkeepers and Accountants who wish to brush up on their skills 
 

What should you bring? 
A pen. No computer is necessary. 
 

What YouΩll Learn  
 How to add situation-specific accounts to the Chart of Accounts 

 How to manage a Line of Credit 
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 How to separate out Loan payments for principal, interest, and debt protection 
insurance 

 How to process Bounced Checks, both your customers’ and your own 

 How to track Bartering, so you can track your true income and your expenses even 
though no money has changed hands 

 How to memorize transactions, so the next time you don’t need to remember what 
you did last time 

 Valuable tips and tricks to shave time off your daily tasks 
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Practical QuickBooks:  
Running Reports 

Class Description 
When you keep your business records up-to-date, you can analyze your business to help it 
grow. Who are your best customers? What are your best sellers? Who owes you money, and 
whom do you owe? We’ll customize your reports and memorize your favorites for future 
use! 
 

Instructional Level 
Beginning through Advanced  
 

Course Length 
2 hours  
 

Course Credits 
2 CPE, Certificate of Completion 

 
Requirements  

 Our "Introduction to QuickBooks" live class/webinar, or 

 Our "QuickBooks Online" video course, or  

 Prior knowledge of the features listed in the Introduction to QuickBooks description 
above. 

 

Who should take this class? 
Business owners and employees hoping to gain deeper insight into the health of their 
business 
Bookkeepers and Accountants who wish to brush up on their skills 
 

What should you bring? 
A pen. No computer is necessary. 
 

What YouΩll Learn  
 What reports are available at each subscription level of QuickBooks 

 How to read a Profit & Loss report 

 How to read a Balance Sheet 

 A/R and A/P reports 

 Job Costing reports 
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 Who are your best Customers? 

 What are your most lucrative services? 

 What are your best-selling products? 

 How to analyze your reports to decide what direction to grow in the future 

 How to customize reports to extract exactly what you want to see 

 How to memorize reports so you can run them again in the future 
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Practical QuickBooks:  
Year-end Procedures 

Class Description 
Now that you’ve spent hours keeping your business records up-to-date, you can analyze 
your business to help it grow. Who are your best customers? What are your best sellers? Who 
owes you money, and who do you owe? We’ll customize your reports and memorize your 
favorites for future use! 
 

Instructional Level 
Beginning through Advanced  
 

Course Length 
2 hours  
 

Course Credits 
2 CPE, Certificate of Completion 

 
Requirements  

 Our "Introduction to QuickBooks" live class/webinar, or 

 Our "QuickBooks Online" video course, or  

 Prior knowledge of the features listed in the Introduction to QuickBooks description 
above. 

 

Who should take this class? 
Business owners and employees hoping to gain deeper insight into the health of the business 
Bookkeepers and Accountants who wish to brush up on their skills 
 

What should you bring? 
A pen. No computer is necessary. 
 

What YouΩll Learn  
 What reports are available at each subscription level of QuickBooks 

 How to read a Profit & Loss report 

 How to read a Balance Sheet 

 A/R and A/P reports 

 Job Costing reports 
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 Who are your best Customers? 

 What are your most lucrative services? 

 What are your best-selling products? 

 How to analyze your reports to decide what direction to grow in the future 

 How to customize reports to extract exactly what you want to see 

 How to memorize reports so you can run them again in the future 
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Quicken 

Class Description 
Quicken is personal financial management software. Not only is it a digital checkbook, it can 
help you monitor your investments as well. Get the big picture of your financial health, and 
have all the deductions at your fingertips come tax time. 
 

Instructional Level 
Beginning 
 

Course Length 
2 hours  
 

Course Credits 
2 CPE, Certificate of Completion 

 
Requirements  
A copy of Quicken for Mac or PC 
 

Who should take this class? 
Households who want to track and analyze where their money is going 
Investors who want to see the value of their holdings, and their net worth, all in one place 
 

What should you bring? 
A computer with Quicken installed, any version (optional) 
 

What YouΩll Learn  
 Setting up a new file 

 Setting up your bank accounts 

 Setting up your credit cards 

 Setting up your investment holdings 

 Creating your list of Tags 

 Using the automatic import of transactions 

 Writing & printing checks 

 Reconciling 

 Running reports 
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Personal and Business Productivity 

Internet Security Basics 

Class Description 
Stay safe while using your Apple devices. Malware and fake support pop-ups & emails have 
become a regular part of using a computer and the Internet these days. In this class for the 
home user, we will have a frank discussion about security concerns and how to protect 
yourself from modern day threats. 
 

Instructional Level 
Beginner through Intermediate  
 

Course Length 
2 hours  
 

Requirements  
No prerequisite knowledge needed. 
 

Who should take this class? 
Everyone who surfs the web for information or entertainment. 

 
What should you bring? 
A Macintosh computer (optional). 

 
What YouΩll Learn  

 The difference between viruses and malware 

 How to recognize fake emails 

 How to recognize fake support websites 

 Which security threats are real, and which are hype 

 How to create secure passwords 

 How to keep track of your passwords securely 

 What to do if you receive an email you’re not sure about 
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Google Docs: Sheets 

Class Description 
Google Docs is an online web-based suite of business apps that parallel Microsoft Office. 
Sheets is Google’s spreadsheet, like Excel.  Take this class to learn how to use Sheets to create 
your own spreadsheets, share them with others, and import/export them with Excel. 
 

Instructional Level 
Beginner through Intermediate  
 

Course Length 
3 hours  
 

Course Credits 
3 CPE, Certificate of Completion 

 
Requirements  
Docs.google.com account. 
 

Who should take this class? 

 Business owners and employees who leverage Google Docs for their business 
documents. 

 People who are familiar with Excel but need to make the switch.  
 

What should you bring? 
A laptop computer with a docs.google.com account.  
 

What YouΩll Learn  
 Moving around in a spreadsheet 

 Entering data 

 AutoFill Handle 

 Formulas and Functions 

 Relative and Absolute Cell References 

 Formatting 

 Charts 

 Sparklines 

 Printing 

 Conditional Formatting 
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 Plus, you’ll learn valuable tips and tricks to shave time off your daily tasks. 
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Facebook, LinkedIn, and Twitter for Business  

Class Description 
Social Networking is transforming the world, making the globe smaller while making your 
experience larger. Create a Facebook Page and Group for business marketing. Use LinkedIn 
to improve your business reputation or network for new work opportunities. We'll also check 
out Twitter to communicate moment-to-moment with potential customers around the world.  
 

Instructional Level 
Beginner through Advanced  
 

Course Length 
2 hours  
 

Requirements  
A Facebook, LinkedIn, and/or Twitter account. 
 

Who should take this class? 

 Facebook users 

 LinkedIn users 

 Twitter users 

 Businesses who want to use Social Media for marketing and branding  
 

What should you bring? 
Your computer, Mac or PC (optional) 
 

What YouΩll Learn  
 The Facebook interface 

o Friending people 
o Liking posts 
o Commenting etiquette 
o Sharing 
o Posting photos 
o Tagging photos 
o Direct messaging people 
o Facebook Pages 
o Facebook Groups 
o Switching between commenting as a person and commenting as a Page 
o Facebook Live video streaming 
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o Facebook Ads 

 LinkedIn profiles 
o Designing your page 
o Posting articles 
o Joining Groups 
o Endorsing colleagues 

 Creating a Twitter profile 
o Tweeting 
o Sending images and links 
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Facebook and Social Media 

Class Description 
Social Media is transforming the world, making the globe smaller while making your 
experience larger. This class explains how Facebook works and how to get started using it. 
Once we understand Facebook, we will compare it to LinkedIn, Twitter, Instagram and even 
SnapChat to help you better understand what network to use for what. 
 

Instructional Level 
Beginner 
 

Course Length 
2 hours  
 

Requirements  
A Facebook account. 
 

Who should take this class? 

 Facebook users 

 LinkedIn users 

 Twitter users 

 Instagram and Snapchat users 
 

What should you bring? 
Your computer, Mac or PC (optional) 
 

What YouΩll Learn  
 The Facebook interface 

 Friending people 

 Liking posts 

 Commenting etiquette 

 Sharing 

 Posting to your timeline 

 Posting photos 

 Tagging photos 

 Direct messaging people 

 Facebook Pages 

 Facebook Groups 
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 LinkedIn profiles 

 Tweeting 

 Sending images and links 
 
  



 

ROYALWISE COMPUTER TRAINING AND SUPPORT   122 

DropBox 

Class Description 
DropBox is an Internet service that gives you offsite cloud document storage. Use it as a 
backup, to access files from multiple computers, or to share files with your colleagues. Come 
to this class to set up your account, and find out everything it can do. 
 

Instructional Level 
Beginner through Advanced  
 

Course Length 
1 hour  
 

Requirements  
A DropBox account, although this can be set up in class. 
 

Who should take this class? 

 People who collaborate with others 

 People who need to transfer large files to other people 

 People looking for offsite backup 
 

What should you bring? 
Your computer, Mac or PC (optional) 
 

What YouΩll Learn  
 Creating a DropBox account 

 Installing DropBox software on your computer 

 Seeing DropBox files on your computer 

 Accessing DropBox through a browser 

 Uploading files 

 Sharing files with other people 

 Understanding Read-only vs. Editing access 

 Syncing DropBox to your computer for offline access 

 Using DropBox on a smartphone 
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Evernote 

Class Description 
Evernote organizes all your little snippets of information into a cohesive structure. It’s the 
most useful app on your computer and smartphone. Does your brain get full of little details? 
Is your computer monitor covered with sticky notes? Do you need to keep track of lots of 
information and want one central place to store it? Would you like coworkers to be able to 
access it easily? Whether you’re a business owner looking to organize your research, receipts, 
and business cards, or a stay-at-home mom wanting to better manage the household, this 
class is for you. In this class, we’ll show you how to make the most of this indispensable tool! 
 

Instructional Level 
Beginner through Advanced  
 

Course Length 
2 hours  
 

Requirements  
An Evernote account, although this can be set up in class. 
 

Who should take this class? 

 People who have lots of random information to save 

 People who need an organized structure to store info 

 People who make a lot of notes 

 People who would like to search photos and scans for text  

 Businesses who need employees to share information 
 

What should you bring? 
Your computer, Mac or PC (optional) 
 

What YouΩll Learn  
 Creating an Evernote account 

 Setting up Notebooks 

 Creating Notes 

 Organizing into Stacks 

 Adding and formatting text 

 Adding images 

 Adding checklists 

 Creating Reminders 
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 Annotating notes 

 Recording audio 

 Searching for text inside photos (Premium version) 

 Sharing with others 

 Importing content from Safari and other apps 

 Using Evernote on a smartphone 
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WordPress 

Class Description 
WordPress allows you to quickly create your own website or publish a blog. This course will 
discuss software installation, how to make basic blog entries, how to create static (non-
changing) pages, and installing plug-ins for added functionality. 
 

Instructional Level 
Beginner through Advanced  
 

Course Length 
2 hours  
 

Requirements  
No prerequisite knowledge needed.  
Knowledge of HTML is helpful. 
 

Who should take this class? 

 People who want to write a blog 

 Businesses who want to maintain their own website 
 

What should you bring? 
Your computer, Mac or PC (optional) 
 

What YouΩll Learn  
 Creating a WordPress account 

 Installing WordPress into your own domain 

 Choosing a theme 

 Designing your Home page 

 Creating blog posts 

 Creating pages 

 Creating a menu 

 Finding and installing plugins 
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Photoshop 

Class Description 
Photoshop is for professional-strength photo editing and manipulation. Learn all the 
fundamental tools and techniques you'll need to open up an image, touch it up, and perfect 
it.  
 

Instructional Level 
Intermediate through Advanced  
 

Course Length 
2 hours  
 

Requirements  
Understanding of photo editing techniques 
 

Who should take this class? 

 People who want to edit and manipulate photos 

 People who have outgrown the editing tools in Photos and Preview 
 

What should you bring? 
Your Macintosh computer with Photoshop installed (optional). PC people are welcome. 
 

What YouΩll Learn  
 File types 

 Resolution 

 Layers 

 Basic tools 

 Popular tools 

 The color palette 

 Generating web graphics 

 …and more! 
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Photoshop Elements 

Class Description 
Where Photos excels at touching up a photo, with Photoshop Elements you can alter the 
composition. Change the color of someone's shirt, take unwanted items out of the picture, 
merge the best faces in a group shot, remove spaces between people, and learn more fun 
tricks.  
 

Instructional Level 
Intermediate through Advanced  
 

Course Length 
2 hours  
 

Requirements  
Understanding of photo editing techniques 
 

Who should take this class? 

 People who want to manipulate photos 

 People who have outgrown the editing tools in Photos and Preview 
 

What should you bring? 
Your Macintosh computer with Photoshop Elements installed (optional). PC people are 
welcome. 
 

What YouΩll Learn  
 Understanding file types 

 Resolution 

 Layers 

 Basic Tools 

 Working with color 

 Recomposing a photo 

 Photomerge® Group Shot 

 Photomerge® Faces 

 Photomerge® Scene Cleaner 

 …and more! 
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Edutainment Events 
These workshops are ideal for corporate customer appreciation events, networking meetings, 
and as fun diversion at senior centers. Our whiz-bang Edutainment Events makes your 
audience laugh and learn technology at the same time. A tried-and-true crowd pleaser! We’ll 
customize the content for your target audience: beginner to advanced, family to financial 
advisor. Your clients will be grateful that you delighted them with practical knowledge. 

iPad Demos for Financial Advisors 

Class Description 
In this 90-minute iPad Demo, we’ll humorously demonstrate iPad features, unveil tips and 
tricks, and suggest apps, geared to be relevant to your audience. We’ll start with basic 
functionality like keyboard swipes, and look at useful settings (teak contour of AutoCorrect!). 
Then we’ll delve into apps, so you can drive around town without getting lost, and name the 
stars overhead (not at the same time). 
 

Instructional Level 
Beginner through Advanced  
 

Course Length 
2 hours  
 

Requirements  
No prerequisite knowledge needed. 
 

Who should take this class? 
Financial Advisors or similar who want to provide customer appreciation breakfasts, 
lunches, or happy hours.  
 

What should you bring? 
A smile. 
 

What YouΩll Learn  
 How to navigate your iPad or iPhone 

 Settings 

 Organizing apps 

 Watching movies 
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 Reading books 

 Explore the apps made by your organization to keep track of your balances, activities, 
and holdings.  Even receive alerts for your accounts and securities! 
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iPad Demos for Seniors 

Class Description 
All those young folks want grandma and grandpa on an iPad. But when the kids give Nana 
an iPad for Christmas, it frequently stays in the box because she doesn’t know how to use it. 
iPads allow seniors to keep their minds sharp and stave off boredom, from playing solitaire 
to reading books. Email, video chatting, and Facebooking allow residents to stay in touch 
with children and grandbabies. We’ll come in and do a group class demonstrating what 
iPads can do to enhance a senior’s life. Afterwards, we can also set up individual 
appointments to personalize their iPads. 
 

Instructional Level 
Beginner 
 

Course Length 
1 hour  
 

Requirements  
No prerequisite knowledge needed. 
 

Who should take this class? 

 Life Enrichment professionals at Senior Centers who want to help residents use the 
iPads their kids gave them for Christmas 

 Marketing directors who want to show prospective residents modern entertainment 
options 

 

What should you bring? 
A smile. 
 

What YouΩll Learn  
 Basic iPad functionality 

 Apps that help Seniors with quality of life 

 Apps that help Seniors stay in touch with family 

 Apps that keep Seniors’ minds stay sharp 
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Word Candy 

Class Description 
In our 60-minute Microsoft Word Candy workshop, we’ll show off hidden mouth-watering 
word processing tools that will leave Baby Ruth wishing he’d known about them years ago. 
From AutoCorrect abbreviations to magic lines, whether you’re a Butterfingers or a Word 
expert, you’ll Snicker when you learn a dozen sweet Word tools. You’ll be craving S’more!  
 
(Translation: If you use Word for work or school, this 1-hour workshop will give you a dozen 
incredibly useful time-saving tools you never knew were there. You’ll wish you learned them 
years ago!) 
 

Instructional Level 
Beginner through Advanced 
 

Course Length 
1 hour  
 

Requirements  
No prerequisite knowledge needed. 
 

Who should take this class? 
Event coordinators who bring in educational speakers for their meetings 
 

What should you bring? 
A smile. 
 

What YouΩll Learn  
 Microsoft Word tips and tricks that are not only incredibly useful in the workplace, 
but have visual “wow factor” that make crowds gasp 

 Word Styles 

 AutoCorrect tricks 

 How to save files to a specific folder by default 

 Image wrapping 

 …additional topics, time permitting 
 
 
  



 

ROYALWISE COMPUTER TRAINING AND SUPPORT   132 

 

www.royalwise.com 

503-406-6550 

Alicia and Jamie Pollock 
 


