
[For Work]
Quickbooks Pro 2012 2

Facebook for Business 4
Pharmacy Technician 9

[For Play]
Art Appreciation 27
Basic Digital Photography 14
Landscape Design 18

[For a Get-a-way]
Gourmet Chicago 16
Paris Rendezvous 16
Frank Lloyd Wright Experience 17
A Day in the Garden 17

No Place So Close Can Take You So Far

Continuing Education Center
Spring 2013 Schedule | www.ivcc.edu/cec

Grow
beyond the rest
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Visit us on the Web! www.ivcc.edu/cec 

Grow
beyond the rest

January is the time of year when we make
new plans, for our careers and for our
busy lifestyle! Decide to learn new skills
and talents, expand your personal interests,
and grow your company. Let the Continuing
Education Center schedule be your guide
for growth opportunities with new classes
and events. See all that we have to offer.

Remember!
no place so close can take you so far,

make a commitment to lifelong learning. Call IVCC’s Continuing Education Center
…helping you continue to GROW!
(815) 224-0427

Grow your
business

Dig into
your garden

Upload your
computer skills

Explore digital
photography

Experience a
“new” craft

Invest in yourself!

Invest your future!

Invest in your business!!
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Online Classes

Community Education

IVCC Online Courses
Convenient, Affordable, and Effective
Take IVCC ed2go courses anywhere and when it’s 

most convenient for you. 

Choose from over

300 online classes
available every month.

For Business
Creating Web Pages

Project Management Fundamentals
A to Z Grantwriting

Start a Pet Sitting Business
Achieving Success with Difficult People

For Teachers [Earn CPDUs]
Spanish in the Classroom 
Teaching ESL/EFL Grammar
Teaching ESL/EFL Vocabulary

Singapore Math: Number Sense & Computational Strategies

For Nurses [Earn CE Hours]
Certificate in Spirituality, Health, and Healing

Certificate in End of Life Care
Certificate in Perinatal Issues

For Personal Enrichment
Homeschool with Success
Write Your Life Story

Introduction to Natural Health & Healing
Understanding Adolescents
Navigating Divorce

Start a Pet Sitting Business
Luscious, Low-Fat, Lightning Quick Meals

HOW TO GET STARTED: 
1. Select Your Course from our web-site:
www.ed2go.com/ivcc.  Click on “Enroll Now” and complete
the on-line orientation program. Note: You cannot pay at
the ed2go site and are not officially registered with IVCC
until you complete Step 2. 

2. Register and Pay at IVCC via phone, online, fax or mail. We
accept online registration and payment for courses at
www.ivcc.edu/onlinecec. You can phone your registration
to 815-224-0447. Mail or fax registrations using the form
on page 32. Be sure you are registered at IVCC and have
paid no later than the day before your class starts. 

3. Begin the Course on the day your course begins return to
www.ed2go.com/ivcc and click “Classroom” link. 
Log in with the name and password your provided 
during orientation. 

View our online course catalog at www.ed2go.com/ivcc
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Student Testimonials

See what students have
said about our
classes…

Creative Gourd Art : Bill Ferguson
“Enjoyed the class and would recommend
class and teacher to others.”

Breathing for Life : Dan Retoff
“Instructor and material were very insightful.
Will use what I learned throughout my life.”  

Computer Basics : Kathy Baker
“Great class”

Soapy Suds Adventure : Dawn Rorem
“Enjoyed the class very much! Her skills 
are inspiring!”

Culinary : Chef Tim Freed
“Tim was very knowledgeable about
everything. I’m very science oriented and he
was able to explain exactly how food cooks
and reasons for doing certain things to make
food taste and prepare better.” 

Understanding Medicare & Medicaid 
: Dick Volker
“Lots to Learn! Practical Information! 
Great Instructor!”

Learn to Use Your iPad : Pamela Klarup
“Very good class for beginners.”
“Great class – Lots of useful hints!”

Sell Your Treasures on ETSY 
: Pamela Klarup
“Enjoyed the class. A lot to think about, but
excited to get started.”

Continuing & 
Professional Education
For busy professionals and career seekers to acquire skills needed to
improve work performance or prepare for a new career.

2-3 Computers 
4 Business
5 Small Business Development
6 OSHA & Safety
7 Home Inspection & Online Career Programs
8 Online Fashion Design & Sleep Technician
9 Healthcare Career Programs
10 Nursing & Massage
11 Teachers
12 Food Service Sanitation 

For people in our community wanting courses, activities and
cultural experiences to enrich their lives and continue their 
learning adventure.

13 Personal Technology
14 Photography
15 Culinary
16-18 Trips
18-19 Gardening
20 Music
21 Dance
22 Outdoor Education & Green Technology
23 Homestead Conference
24 Senior Matters
25 Dollars & Sense
26 Mind, Body & Wellness
27-29 Creative Arts
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Look for this icon throughout for classes at the IVCC Ottawa Campus. 

Unless otherwise stated, these courses
are designed for adults 18 and over.
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Computers

� Microsoft Word 2010 [Level 1]
This class covers beginning level skills and is ideal for the newer
computer user who wants to become well versed in Word. You will
be introduced to the Ribbon interface, working with text, printing,
using proofreading tools, creating bulleted and numbered lists, tables
and forms, and more. *Textbook and 2GB flash drive required.
Tue 6-9 p.m. Feb 5-26 4 Sessions
Doreen Balzarini A-323, IVCC CEX-4021-302 $99

� Microsoft Word 2010 [Level 2]
Explore a variety of features: newsletter columns, WordArt and clip
art, document themes, styles, picture editing, using mail merge,
footnotes and endnotes, headers and footers, templates, table of
contents and indexes, inserting SmartArt graphics, formatting page
backgrounds, and more. Each student will create a research paper
and a promotional brochure. *Textbook and 2GB flash drive
required. No class: Mar 12.
Tue 6-9 p.m. Mar 5-Apr 2 4 Sessions
Doreen Balzarini A-323, IVCC CEX-4022-303 $99

� Microsoft Word 2010 [Level 3]
Take your knowledge of Microsoft Word a step further. This class will
teach you to create a table of contents, track changes in documents,
and protect documents. Learn how to integrate other programs with
Word including using mail merge features in conjunction with Excel,
and creating Word documents for use in PowerPoint. Create forms,
set passwords, prepare documents for sharing and control document
access. *Textbook and 2GB flash drive required.
Tue 6-9 p.m. Apr 9-30 4 Sessions
Doreen Balzarini A-323, IVCC CEX-4023-304 $99

� Quickbooks Pro 2012 [Part I]
Utilize Quickbooks to pay bills to outside vendors, record
customer payments and analyze financial data. Navigate the

menus, record expenses and pay bills, invoice customers and track
receivables, and generate reports and graphs. *Textbook and a 2GB
flash drive required. No class Mar 11.
Mon 6:30-9:30 p.m. Feb 25-Mar 25 4 Sessions
Kathryn Baker A-323, IVCC CEX-4708-302 $99

� Quickbooks Pro 2012 [Part II]
Students should be familiar with the basics of Quickbooks to
enroll in this course. Students will perform advanced functions

including job costing, tracking, creating estimates, working with
balance sheets, sales tax, payroll and paying expenses. *Textbook
and a 2GB flash drive required.
Mon 6:30-9:30 p.m. Apr 1-22 4 Sessions
Kathryn Baker A-323, IVCC CEX-4709-304 $99

� Microsoft Outlook 2010
Topics introduced will be the Outlook Ribbon interface, navigating in
Outlook, setting email options, sending messages, attaching files,
responding to messages, creating contacts, distribution lists, creating
notes, tasks and journal entries, and archive folders. The course will
also cover calendar sharing, snapshots, meeting cancellations, To Do
Bar, calendar overlays, and meeting update controls. *Textbook and
2GB flash drive required. No class: Mar 13.
Wed 6-9 p.m. Mar 6-Apr 3 4 Sessions
Doreen Balzarini A-323, IVCC CEX-4904-303 $99

Microsoft Publisher 2010
Students will be introduced to the Publisher ribbon, plan and design
publications, use various tools to enhance publications, explore
templates, add and edit graphic images, and modify building blocks.
Bring your creative side to class to prepare attractive personal,
business, and promotional documents. *Textbook and 2GB flash
drive required.
Wed 6-9 p.m. Apr 10-May 1 4 Sessions
Doreen Balzarini A-323, IVCC CEX-1203-304 $99

Don’t forget your textbooks!
If you are taking courses at the Ottawa Center, you can have
your textbooks delivered to the center at no charge. Have your
course number ready. Order your books online at
www.ivccbookstore.com or call the bookstore at 815-224-0311
for more information.   

NE
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Continuing Professional Education

Computers

OTTAWA CENTER COMPUTER CLASSES

� PowerPoint 2010 [Level 1]
This class covers beginning level skills. Topics introduced include the
Ribbon interface, document themes, bulleted lists, outlines,
formatting text, printing presentations, transitions, clip art and
graphics, charts, slide show delivery, and more. Learn about the
changes introduced in 2010 including artistic effects with photos and
background removal.*Textbook and 2GB flash drive required. No
class: Feb 18.
Mon/Wed 3:30-5:30 p.m. Feb 11-Mar 4 6 Sessions
Kathryn Baker Rm 112 CEX-4309-602 $99

Ottawa Center

� PowerPoint 2010 [Level 2]
This class moves the user through enhancing your presentation
by adding headers, footers, multimedia through video and audio

clips, and tables in many styles. You will be introduced to
customizing themes and slide masters which will make future
presentations easier to create and present.
Mon/Wed 3:30-5:30 p.m. Mar 18-Apr 3 6 Sessions
Kathryn Baker Rm 112 CEX-4310-603 $99

Ottawa Center

� PowerPoint 2010 [Level 3]
This class covers connecting and broadcasting presentations using
hyperlinks and embedding objects. You will also learn how to transport

your new PowerPoint presentation to your meeting or family reunion.
Lastly, you will learn how to integrate with other Office programs
that will bring everything together in your presentation.
Mon/Wed 3:30-5:30 p.m. Apr 8-24 6 Sessions
Kathryn Baker Rm 112 CEX-4311-604 $99

Ottawa Center

�Microsoft Excel 2010 [Level 1]
Designed for beginners, you will gain basic skills in this spreadsheet
program. At the completion of class you will be able to create and
edit worksheets, enter formulas, format cells and entries, manipulate
data, use various automated tools and create charts. *Textbook and
a 2GB flash drive required.
Fri 1-4 p.m. Feb 15-Mar 8 4 Sessions
Kathryn Baker Rm 112 CEX-4115-602 $99

Ottawa Center

�Microsoft Excel 2010 [Level 2]
Learn to work with multi-sheet workbooks, use financial functions
and analysis tools, pivot tables, styles and outlines, use illustrations,
and create an Excel database. *Textbook and a 2GB flash drive required.
Fri 1-4 p.m. Mar 22-Apr 12 4 Sessions
Kathryn Baker Rm 112 CEX-4116-603 $99

Ottawa Center

�Microsoft Excel 2010 [Level 3]
Learn to work with spark lines, pivot tables and charts, macros, financial
functions, data analysis tools, auditing functions, collaboration and
more. *Textbook and a 2GB flash drive required.
Fri 1-4 p.m. Apr 19-May 10 4 Sessions
Kathryn Baker Rm 112 CEX-4117-604 $99

Ottawa Center

�Microsoft Word 2010 [Level 1]
See class description on page 2.
Tue 3:30-5:30 p.m. Apr 2-May 7 6 Sessions
Kathryn Baker Rm 112 CEX-4021-604 $99

Ottawa Center

PLEASE NOTE:
Ottawa Center is located at 321 W. Main Street • Ottawa, IL

NE
W
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� Computer Basics [Intro to Windows]
Learn basic skills for using Windows 7 in this hands-on workshop.
If you’re new to computers, we’ll start with turning the computer
on and proceed at a comfortable pace. You will learn the features of
My Computer, Recycle Bin, customize your desktop, run multiple
programs and use shortcuts. Learn to install programs, check
your hard disk drive, delete and restore files, and change your
mouse settings. Your instructor will use plain language and
hands-on demonstrations, with practice and individual help.
*Textbook and a 2GB flash drive required.
Wed 6-9 p.m. Feb 6-27 4 Sessions
Doreen Balzarini A-323, IVCC CEX-4408-302 $99

Thu      3:30-5:30 p.m. Mar 21-Apr 25 6 Sessions
Kathryn Baker  Rm 112 CEX-4408-603 $99

Ottawa Center



4 Continuing Education   �   ��  �  Register by:    [phone] 815.224.0447    [fax] 815.224.6091    [mail]   registration form  on pg. 32 

Continuing Professional Education

� Link-up with LinkedIn
LinkedIn is an online networking site that allows you to make
connections with other professionals and has become a cyberspace
“must” for everyone currently working or looking for work. Join us
for a laid-back, hands-on introduction to the basics of LinkedIn.
Learn how to set up and personalize your account, how to complete
a profile, and how to invite others you know to join your network.
Tue 6-9 p.m. Feb 19 1 Session
Pamela Klarup A-208, IVCC CEX-4614-302 $39

� Sell Your Treasures on ETSYNEW 2 Session Format
Attention all artists and vintage lovers! The hottest way to sell your
artwork or vintage items is online at Etsy.com. Learn what to do and
what not to do to open an Etsy shop. Pick up tips on photographing
your items, writing effective item descriptions, integrating with social
media sites, and simple ways to optimize search engine results.
Learn how to set up your Etsy shop in the first session and then the
second session will be more in depth and hands on with your online
Etsy shop.
Tue 6-9 p.m. Feb 26
Tue 6-8 p.m. Mar 5 2 Sessions
Pamela Klarup A-208, IVCC CEX-4611-302 $79

� Facebook for Business Marketing
This course will help you use Facebook and content marketing to
drive traffic to your website and generate awareness for your
business. CEU: .3
Wed 6-9 p.m. Mar 6 1 Session
Ted Parisot C-325, IVCC CEU-4609-303 $89

� Mission Possible: Editing & Proofreading 
Your Own Writing

How many times have you heard people say it’s impossible to
proofread your own work? And as for editing, who can remember

all those rules? Based on the premise that writing is a process (pre-
writing, composing, and editing/proofreading), this session will help
you master the last task of the process. We’ll look at the most
common sentence structure and punctuation errors to look for. Most
of the session will be devoted to actual practice with samples
provided by the instructor. Participants may bring samples of their
own work to share with the group. Participants will leave with
handouts to use as reminders when editing. CEU: .3
Wed 6-9 p.m. Mar 13 1 Session
Dr. Marydale C-325, IVCC CEX-7620-303 $39
Stewart

� Employment Law Fundamentals
Learn the basics of employment law so you can legally hire, evaluate
and manage employees as a manager, supervisor, small business owner,
human resource specialist, or corporate executive. Learn the difference
between an employee and independent contractor; the basic types
of employee benefits; effective hiring, evaluation, and termination
procedures; methods to resolve employment disputes in and out of
court; discrimination and union laws; and workplace safety rules.
Course Number: WWW-1000 $99

� Managing Customer Service
As a manager, you probably interact with customer service personnel
every day. But are you empowering your organization with quality
customer service suggestions? In this six-week online course, you'll
discover the dynamite methods for bringing out the best in your
team, measuring customer service, and learning what you need to
do to anticipate the needs of your reps and your customers. As an
added bonus, you'll unlock the power of leading by example and
setting new trends for customer service in your growing business.
Course Number: WWW-1000 $99

� Administrative Assistant Fundamentals
Rapid growth in health, legal services, public relations, and other
industries have created many new job opportunities for administrative
assistants. Discover the essentials of managerial and staff support,
information and records management, communications technology,
travel and meeting coordination, space planning, and office ergonomics.
You'll become an indispensable member of your team by identifying
opportunities and implementing solutions to turn your office into a
high productivity machine. This course may help you prepare for the
internationally recognized Certified Professional Secretary (CPS) and
Certified Administrative Professional (CAP) exams offered by the
International Association of Administrative Professionals. 
Course Number: WWW-1000 $99

Additional courses are available in: Business Communication
and Leadership, Business Fundamentals, Business Software,
General Business and Management, Project Management,
Database Management, Business Writing and more.

Business

Take it Online!
Ed2Go for Business

See Page 33 for registration directions.
Classes begin monthly.

www.ed2go.com/ivcc
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Open For Business Series
This four-part roundtable series is an opportunity for local businesses to
review and refresh their knowledge of trends on how to manage a
business and employees, reviewing financial reports and accounting
practices, retail merchandising, and marketing. Register for all four
sessions for $180 or pick and choose which session to attend for $55 each.
Thu 7:30-9:30 a.m. Feb 7-28 4 Sessions

Conference Room CEX-9527-402 $180
Bureau Co. Republican Center, Princeton

Thu 7:30-9:30 a.m. Mar 7-28 4 Sessions
Rm 101  CEX-9527-603 $180
Ottawa Center

� Part I: Managing Your Employees
Learn the basics of writing a policy manual and how to write and
administer constructive yearly performance plans to enhance employee
productivity and skills.
Thu 7:30-9:30 a.m. Feb 7 1 Session
Bev Malooley Conference Room CEX-9524-402 $55

Bureau Co. Republican Center, Princeton

Thu 7:30-9:30 a.m. Mar 7 1 Session
Bev Malooley Rm 101 CEX-9524-603 $55

Ottawa Center

� Part II: Financial Literacy for Business Owners
Learn how to plan for profitable growth and improve business
performance by knowing how to understand and utilize the

financial outcomes from your business. 
Thu 7:30-9:30 a.m. Feb 14 1 Session
Gina Conference Room CEX-9528-402 $55
Czubachowski Bureau Co. Republican Center, Princeton

Thu 7:30-9:30 a.m. Mar 14 1 Session
Gina Rm 101 CEX-9528-603 $55

� Part III: Retail and Service Business
Learn how to assess the internal operations of your business by
taking a look at the appearance of your store or office, customer

service skills, vendors and customers, merchandising/seasonal
opportunities, and monitoring inventory/product mix.
Thu 7:30-9:30 a.m. Feb 21 1 Session
Bev Malooley Conference Room CEX-9529-402 $55

Bureau Co. Republican Center, Princeton

Thu 7:30-9:30 a.m. Mar 21 1 Session
Bev Malooley Rm 101 CEX-9529-603 $55

Ottawa Center

� Part IV: Managing Social Media for Small Business
Enhance your understanding of the internet as a critical marketing
tool and learn how to utilize this tool to maximize your business

goals. Learn how to create an internet presence that gets your
business found.
Thu 7:30-9:30 a.m. Feb 28 1 Session
Ted Parisot & Conference Room CEX-9530-402 $55
Gina Bureau Co. Republican Center, Princeton
Czubachowski

Thu 7:30-9:30 a.m. Mar 28 1 Session
Ted Parisot & Rm 101 CEX-9530-603 $55
Gina Ottawa Center
Czubachowski

Continuing Professional Education

5Continuing Education ��  �  � Questions: [phone] 815.224.0427   [online]   www.ivcc.edu/cec

� Starting a Business in Illinois
Starting a new business is both exciting and frightening. This workshop
covers registering a business name, obtaining a tax ID number, choosing
appropriate forms of insurance, keeping records, choosing a legal form
of ownership and other start-up issues. This seminar is intended for those
not yet in business.
Tue 6-8 p.m. Feb 5 1 Session
Bev Malooley Rm101, Bldg. H CEX-9508-302 $35

IVCC-East Campus

Tue 6-8 p.m. Mar 19 1 Session
Bev Malooley Rm 105 CEX-9508-633 $35

Ottawa Center

� Writing a Business Plan
A business plan is a necessity for any business, especially if you want to
reduce your risk. In this seminar, you will begin to develop the basic
foundation for organizing and writing a comprehensive business plan as
well as preparing revenue and expense projections. Learn why it is
an important tool for long-range planning, submitting financial
proposals, and developing strategies.
Tue 6-8 p.m. Apr 23 1 Session
Bev Malooley Rm 101, Bldg. H CEX-9501-304 $65

IVCC-East Campus

NE
W

Illinois Small Business Development Center
The leader in providing small business owners and entrepreneurs
with the tools and guidance needed to become successful in
today’s challenging economic climate.
Questions? Please Call: 815.224.0212 

www.ivcc.edu/sbdc
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STARTING A SMALL BUSINESS

Czubachowski Ottawa Center
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OSHA & Safety

� Forklift Train-the-Trainer
This class will cover the classroom requirements of the Powered
Industrial Truck Standard. OSHA defines a powered industrial truck
as a “mobile, power propelled truck used to carry, push, lift, stack, or
tier material.” Manual operated pallet movers, earth moving and
agricultural equipment is not covered by this regulation. This class
will review the Powered Industrial Truck Training Standard and
include the requirements for an in-house training program. CEU: .3
Mon 1-4 p.m. Feb 11 1 Session
Jeff Clark C-325, IVCC CEU-7214-02 $129

� 10 Hour Construction Course
Participants will learn the major provisions of OSHA. Primary topics
include: the inspection and citation process, working and walking
surfaces, emergency plans and exit routes, material safety data
sheets and labeling, electrical safety, machine guarding and record
keeping. OSHA’s 10 Hour Construction card will be earned upon
completion of this class. CEU: 1.0
Thu/Fri Thu: 8 a.m.-3 p.m. Fri: 8 a.m.-12 p.m.
Feb 21 & 22 C-325, IVCC 2 Sessions
Jeff Clark CEU-7218-02 $269

� Electrical Safety Related Work Practices
This course is for individuals responsible for employees working
on or near electrical energized equipment and risk the possibility

of electrical shock. This training will include the topics of Subpart S
of OSHA’s Electrical standard and the NFPA’s 70E Arc Flash
requirements including Limits of Approach, Hazard/Risk Evaluation
Procedures, selecting Flame-Resistant (FR) clothing and electrical
work permits. A complete understanding of OSHA’s Control of
Hazardous Energy (Lock Out 29 CFR 1910.147) including various
ways on how to develop your specific lock out procedures and other
documentation will be presented in this class. CEU: .3
Mon 1-4 p.m. Mar 11 1 Session
Jeff Clark C-325, IVCC CEU-7237-03 $129

� 10 Hour General Industry
Participants will learn the major provisions of OSHA requirements.
Primary topics include: the inspection and citation process, working
and walking surfaces, emergency plans and exit routes, material
safety data sheets and labeling, electrical safety, machine guarding
and record keeping. OSHA’s 10 Hour General Industry card will be
earned upon completion of this class. CEU: 1.0
Mon/Tue Mon: 1-4 p.m. Tue: 8 a.m.-4 p.m.
Apr 15-16 C-325, IVCC 2 Sessions
Jeff Clark CEU-7203-04 $269

NE
W

Pictured: instructor Jeff Clark

“Jeff definitely has great
knowledge on subject and
throws some great past

experiences into the program
to open our eyes and make it

really understanding.”
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Continuing Professional Education

� Home Inspection Information Session
Do you have the desire to run a small business? Are you interested
in construction and how things work? Are you a detail-oriented
person? Do you enjoy meeting and helping people? Whether you are
seeking part-time or full-time employment, home inspection may be
the career choice for you. Gain insight into this profession from a
practicing home inspector, find out about the income potential, and
learn the steps to take to become a licensed home inspector.
Sat 9-11 a.m. Feb 9 1 Session
Charles U-304 CEX-9951-402 Free
Bellefontaine Kishwaukee College

� Home Inspection Pre-Licensing Program
Prepare for the Illinois Home Inspection State Licensing Exam with
this state-approved course consisting of classroom, online, and two
days of in-field instruction with real home inspections. Topics include
the physical components of a home, communication skills, knowledge
of professional practices, and insight into what may go wrong as well
as the cause and implications of problems that result. Participants
will receive clear direction concerning what to look for during an
inspection, such as signs of non-performance due to old age, deferred
maintenance, weather damage, and poor workmanship. Our instructors
are experienced licensed home inspectors and active members of the
American Society of Home Inspectors [ASHI]. Upon completion of the
approved pre-licensing course, applicants must pass the Home Inspection
State Licensing Exam before they are eligible for a license in the State
of Illinois. Cost of exam is NOT included in the course fee. E-mail access
and an internet connection are required for this course.

The first five sessions of classroom instruction will be held at Kishwaukee
College in Malta, Illinois, in computer lab A-350, on the following
Saturdays: Feb 23, Mar 9 & 23, Apr 13 & 27. Field inspections and
instruction will be held at Rock Valley College in Rockford on
Saturday, May 11.

Sat 8 a.m.-4 p.m. Feb 23-May 11 6 Sessions
CCE-1500-150 $899

Locations: Kishwaukee College & Rock Valley College
Instructors: Charles Bellefontaine & Corey Friedman

A payment plan option is available for students registered by
February 13, 2013. Call 815-224-0207 for more information.

Gatlin Education Services (GES) is the country’s largest and most successful
provider of online career training programs. These open enrollment,
instructor-led programs are designed to provide the skills necessary
to acquire entry-level positions for many occupations, all within a three
month delivery window. Instructors are involved in the student’s online
learning experience. Each program has a set of lessons and tests; grades
are a combination of computer-graded tests and the instructor’s
evaluation of the student’s work. Additional information is available
at www.gatlineducation.com. Cost of books and materials are
included in the tuition fee.

To register, contact the Continuing Education Center at (815) 224-0427.
Over 100 Online Career Programs available at
www.gatlineducation.com. Classes start monthly.

REFUND POLICY for Gatlin Education Services Online Classes: There will
be NO refunds granted once GES provides the student with an access
code. There will be NO exceptions.

� Paralegal [225 hours]
This course prepares students for an entry-level paralegal position.
Course includes free access to Westlaw, an online legal research service,
and official NALA prep courses. In order to meet the eligibility requirements
to sit for the CP/CLA credentialing exam using this course, you must also
hold a Bachelor's Degree in any field, or you must have seven years of
experience as a legal assistant. Course fee does NOT include National Exam.
Course number: CPD-5101 Course fee: $1,595

� Administrative Professional with Microsoft Office
2010 Master [380 hours]

Start your career as an administrative professional with this online
training program. Learn administrative skills, travel and event planning

techniques, effective communication skills, and more. This unique
program will give you the skills you need to be a successful administrative
professional, as well as a master of Microsoft's suite of programs. The
Microsoft Office 2010 Master program is the only performance-based
certification program approved by Microsoft to validate business
computer skills using Excel, Word, PowerPoint, and Outlook. 
Course number: CPD-5305 Course fee: $1,995

CompTIA™ A+ Certification Training [150 hours]
CompTIA A+ certification is the industry standard for validating the
skills of entry-level computer technicians. It opens the door to an
exciting career in computer technology, and Gatlins’s online program
makes training convenient and interactive. Course fee does NOT
include National Exam.
Course Number: CPD-5304 Course Fee: $1,695

Home Inspection Online Career Programs

NE
W

Note: Once registered, you will be mailed textbooks, syllabus, 
and instructions for the online portion of the class. Please
REGISTER early as there is homework which must be
completed prior to the first full day of instruction. IVCC is
offering this program in cooperation with Kishwaukee College
and Rock Valley College. For more information about program
delivery and to register call IVCC’s Continuing Education
Center at (815) 224-0427.



Achieve your fashion design goals in a virtual classroom led by Eric
W. Stiles, Sr., Master Tailor and Designer with over 35 years of
experience at Giorgio Armani, Polo-Ralph Lauren, and others.  For
more information, visit www.ewsacademy.org, or contact the instructor
at: ewsacademy1802@ewsacademy.org

Materials Required: A material list will be provided on the first day
of class. Supplies are not included in the price of the course. You will
need a sewing machine at home and high speed internet connection.

� Basic Sewing/Construction [Level 1]
Learn how to sew and special techniques that top European and
Domestic designers use in their clothing construction, fitting, and pressing.
Mon Online Feb 11-Mar 4 4 Sessions
Eric Stiles WWW-1363-102 $48

Mon Online Mar 25-Apr 15 4 Sessions
Eric Stiles WWW-1363-103 $48

� Basic Pattern Drafting [Level 1]
Draft professional pattern formulas from beginning to end for 
ready-to-wear and custom garments.
Mon Online Feb 11-Mar 4 4 Sessions
Eric Stiles WWW-1364-102 $48

Mon Online Mar 25-Apr 15 4 Sessions
Eric Stiles WWW-1364-103 $48

� Sewing/Construction [Level 2]
Mon Online Mar 25-Apr 22 5 Sessions
Eric Stiles WWW-1371-103 $60

Pattern Drafting [Level 2]
Mon Online Mar 25-Apr 22 5 Sessions
Eric Stiles WWW-1372-103 $60

� Advanced Sewing/Pattern Drafting [Level 3]
Draft the full scale of skirt and pant drafts on brown drafting paper.
Find out how to make the needed adjustments on these patterns

for yourself and/or clients. The construction of skirt and pant patterns
will be covered in this class. Pre-requisite: Completion of Levels 1 and 2. 
Mon/Thu Online Mar 25-May 2 12 sessions
Eric Stiles WWW-1373-103 $144

Classes in Alterations and Draping are listed at www.ivcc.edu/cec.
Select Continuing and Professional Education for a full course listing.  
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Continuing Professional Education

Online Fashion Design Sleep Technician

� Sleep Technician NEW Blended Learning Format
IVCC’s four week Sleep Technician Basic Training course is an A-STEP
program (Accredited Sleep Technology Education Program) which is
accredited by the American Academy of Sleep Medicine. The A-STEP
80 hour introductory course includes online lecture segments that
are to be completed prior to your first day in the classroom and will
take approximately 30 hours to complete. This program is designed
to provide a solid foundation for the sleep technician as recommended
by the American Academy of Sleep Medicine [AASM], plus 22 hours
of clinical experience in an accredited sleep lab. Whether new to the
field or arriving with experience, the tools gained from this program
will help cultivate an understanding and appreciation for the importance
of sleep data collection and the analysis process. Participants will
develop the skills to collect a quality sleep study with an introduction
to polysomnography scoring procedures. They will achieve the essentials
necessary, as set forth by the AASM’s 29 standards of achievement,
to promote an understanding of basic principles of polysomnography
and the role of the sleep technician. Topics include abnormal sleep
patterns, collecting an EEG signal, sleep staging, respiratory events,
and medications. Participants will emerge highly prepared for a
professional position as a trainee in a sleep disorder center. 

Students will attend a clinical observation at the sleep center prior to
beginning the classroom portion of the course. This first clinical is observation
only and three subsequent clinical sessions will include hands-on
participation. Students will complete a total of 22 clinical hours.

A payment plan option is available for students registered by
February 13, 2013. Call 815-224-0207 for more information.
There is a YouTube video available at www.ivcc.edu/cec that
prospective students are encouraged to view. 

Online Self Learning [30 Hours] April 2-12

IVCC Classroom Instruction [7 Sessions] April 15-23
Week 1: Mon-Fri 8:30-5:30 p.m.
Week 2: Mon-Tue 8:30-5:30 p.m.
Four clinical sessions at Presence Saint Joseph Medical Center will be
scheduled once class begins. 
Mary Kay Hobby A-323, IVCC CCE-1730-04 $2,695

Mary Kay Hobby A-323, IVCC CCE-1730-09 $2,695

IVCC’s Sleep Technician Basic Training course is accredited by the
American Academy of Sleep Medicine. In order to meet the AASM’s
requirements, the clinical training portion of the course will be at
Presence Saint Joseph Medical Center in Joliet, an AASM-accredited
sleep center. Prerequisites for the clinical portion include: background
check, vaccination titres, TB skin tests, flu shot, and a drug test.
For more information, call: 815-224-0207. 

REGISTRATION DEADLINE:  Monday, March 18, 2013

NE
W
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W
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Level 2: It is recommended to take Sewing /Construction and Pattern
Drafting [Level 2] classes together. Pre-requisite: Completion of Level 1 Classes.

Level 1: It is recommended to take the Sewing/Construction and Pattern
Drafting classes together. No sewing experience is required
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Continuing Professional Education

Find out more about payment plan options by calling 815-224-0207.
Payment options are available for students registered by 
February 13, 2013. 

� Pharmacy Technician Program
This comprehensive 50-hour course will prepare students to enter
the pharmacy field and take the Pharmacy Technician Certification
Board’s PTCB exam. Technicians work in hospitals, home infusion
pharmacies, community pharmacies and other health care settings
under the supervision of a registered pharmacist. Course content
includes medical terminology specific to the pharmacy, reading and
interpreting prescriptions and defining drugs by generic and brand
names, dosage calculations, I.V. flow rates, drug compounding, dose
conversions, dispensing of prescriptions, inventory control and billing
and reimbursement. Prerequisite: A high school diploma or GED plus
a solid background in math. Textbook and materials are included in
the course fee. Cost of the PTCB exam is NOT included in the course
fee. Job assistance is not available for this program.
Mon/Wed 6-9:30 p.m. Mar 20-May 8 15 Sessions
TBA C-325, IVCC CCE-1720-300 $999

� Certified Medical Administrative Assistant [CMAA]
This comprehensive 50-hour course prepares students to function
effectively in many of the administrative and clerical positions in the
health care industry. This program covers important background
information on the medical administrative profession and interpersonal
skills, medical ethics and law, medical office terminology, basics of
insurance billing and coding, telephone techniques, scheduling
appointments, medical records management and management of
practice finances. This program is intended to provide students with
a well-rounded introduction to medical administration so that a student
can gain the necessary skills required to obtain a medical administrative
assistant position in the health care field. Textbooks and materials
are included in the course fee. The Certified Medical Administrative
Assistant Exam (CMAA) will be administered by the instructor at the
end of the training program for those students interested in securing
national certification. Cost of the CMAA exam is NOT included in
course fee. Job assistance is not available for this program.
Tue/Thu 6-9:30 p.m. Mar 19-May 7 15 Sessions
TBA C-325, IVCC CCE-1740-300 $999

Healthcare Career Programs

� Exploring Careers in Healthcare  
[Certified Medical Administrative Assistant &
Pharmacy Tech]
These programs are offered in partnership with Condensed
Curriculum International, Inc. (CCI). Available to both working adults
interested in a new career and current professionals, these short
term training programs will help you prepare for entry level jobs
in healthcare. The free information session will give prospective
students information on job outlook, certification requirements
and the course content for the Certified Medical Administrative
Assistant and Pharmacy Technician classes, as well as payment
plan options. It is recommended that you check out the local
market and attend this session BEFORE registering for 
the programs.  
Tue 6-7:30 p.m. Feb 5 1 Session
Staff C-316, IVCC CEX-9952-302 Free
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� Heart Matters: All Things Cardiac
Join Barb Bancroft for a day on cardiovascular pathology. Barb
will cover CV anatomy and correlate pathologic changes that

occur in children and adults, congenital heart disease, early onset
of cardiac disease in kids due to diabetes, congestive heart failure,
atrial fibrillation, hypertension, atherosclerosis, valvular heart
disease, and more. Barb will also discuss the cardiovascular exam
for the practicing nurse: if you only have 5 minutes how would
you examine the heart? If you have 30 minutes how would you
examine the heart? And finally, drugs, drugs, drugs…from 
anti-hypertensive agents to anti-arrhythmic agents to anticoagulants
to anti-platelet drugs and more. [5 CE Hours]
Thu 8:30 a.m.-3 p.m. Apr 11 1 Session
Barb Bancroft C-316, IVCC CPD-3231-04 $99

CEU’s for Nurses through Allegra Learning Solutions, LLC.
Allegra Learning Solutions is accredited as a provider of continuing
education in nursing by the American Nurses Credentialing Center’s
Commission of Accreditation. 

Courses Begin Monthly.
See page 33 for registration directions.

Certificate in Complementary and Alternative Medicine 
[22 Contact hours]
Course Number: CPD-3504 $189

Certificate in Pain Assessment and Management [24 Contact hours]
Course Number: CPD-3505 $159

Certificate in Gerontology [44 Contact hours]
Course Number: CPD-3506 $199

Certificate in Legal and Ethical Issues in Nursing [23 Contact hours]
Course Number: CPD-3508 $159

Certificate in Integrative Mental Health [19 Contact hours]
Course Number: CPD-3512 $135

Nursing Massage

Barb Bancroft
Barb Bancroft is a fascinating and highly
informative national speaker whose dynamic
presentation style makes learning complex 
health topics easily understandable. Many can
write books on health and conduct seminars, 
but very few can make them thoroughly
informative and entertaining. 

BIO

Take it Online!
www.ed2go.com/ivcc

Ed2Go Nursing

� Reiki Level I 
Learn about Reiki energy and how it helps you to relax, reduce stress,
and helps you to clear your emotional and physical anxiety throughout
your day. Anyone can learn Reiki meditation and Reiki hand positions.
You will learn how Reiki was founded and came to the United States
and spread throughout the world, the five precepts and ethics, hand
positions and the color and locations of the seven chakras. Adding
Reiki to your massage therapy offers your client more than just relaxation;
it helps balance the energy vortexes (chakras) in the body and mind.
Please bring a sack lunch and a twin sheet set to class. Textbook provided.
This course has been approved for 7 CE hours by the NCBTMB. Prior
to the workshop participants MUST undergo at least one full Reiki
Session. Please call 815-252-1656 to set up an appointment and for
additional information. Instructor Tina Dittle is a Reiki Master Teacher
of Usui and Karuna Reiki. She is certified in Reiki-ssage and Reiki-reflex
and an affiliated member of the International Center for Reiki Teaching. 
Sat 9 a.m.-5 p.m. Mar 23 1 Session
Kristina Dittle G-202B, IVCC CPD-3101-03 $139

� Your Massage Toolbox: Individual Techniques for
the Cervical Spine

Attendees will be introduced to approximately 40 individual massage
techniques for the cervical spine. Each technique will be accompanied

by a brief explanation as to how, when, and why each is utilized in
a cervical treatment; what are the indications and contraindications
for each technique; whether each technique is appropriate in a clinical
based and/or wellness based session; and what are the anticipated
effects of each technique. A demonstration of each technique and
hands-on practice time will be incorporated into this “Tool Box” class
for the cervical spine. Finally, there will be a brief review of the cervical
anatomy. Lunch is on your own, students may bring a sack lunch if preferred.
Please bring a twin sheet to class. Massage Therapists will receive 7
contact hours for continuing education credit through the state of Illinois.
Sun        8 a.m.-4:30 p.m.  Mar 10  1 session
Michael Hovi      G-202B, IVCC     CPD-3137-03      $139

The Massage classroom and lab has been moved from Building 11
to its new location in Building G/Gym in the upper level. Lab classes
will be held in G-202D and classroom will be in G-202B.

Mike Hovi
Mike Hovi has been practicing Clinical Massage
Therapy since 1991 in Woodstock, IL. He has
been teaching general massage classes since
1998, CE's in Clinical Massage Techniques and
Sports Massage since 2002, and has taught a
CAM class to medical students at the University
of Illinois-Chicago since 2003. Additionally,
Mike has worked as a sports massage therapist
at the Winter Olympics in Salt Lake City and
the Summer Olympics in Athens, Greece.
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