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 We are excited about the happenings 
in Adult Education.  We have programs that 
can enhance your academic and your per-
sonal life.  We offer classes that will lead to 
your High School Diploma or GED.  These 
classes are designed for adults and those 17 
or 18 years of age and older. We can help you 
move up the career ladder by having classes 
such as WorkKeys preparation, ParaPro 
preparation, Praxis workshops, Child Care 
classes, Online classes, and more.  To brush 
up on your academics , we offer Skills Up-
grade classes.  Our English as a Second 
Language classes  will give you the conver-
sational confidence you need.    

 Our Community Schools programs 
have something for everyone. We offer a vari-
ety of classes from Computer courses to 
Dance classes. 

 Psst!  I want to tell 

you about the best kept 

secret in town.  Discover 

Poynor Adult and Com-

munity Education. 

 Discover Poynor Adult and Community Education 
 Our Computer classes have been re-
vamped, and we have ways to save you money. 
We are offering Workshops designed for high 
school seniors and their parents.  We have Mu-
sic and Dance, Health and Fitness, Personal 

Growth,  Career Enhancement and ed2go on-
line classes for you. 

  Look inside our catalog and discover all 
that we offer.  Our services include Extended 
Day Programs for after school care and 21st 
Century for tutorial and academic programs for 
middle school students. Poynor  has programs in 
Timmonsville, Johnsonville, at RN Beck 

Learning Center, Florence County Detention 

Center, Palmer Pre-Release, Vocational Reha-

bilitation, the Library, and the Department of 

Disabilities and Special Needs.  

Poynor’s Hours: 

Monday, Tuesday, Thursday 

8:00am-8:30pm 

Wednesday: 8:00am-5:00pm 

Friday: 8:00 am-1:00pm 

RN Beck’s Hours: 

Monday-Thursday 

8:00am-2:00pm 
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Adult Basic Education -These courses are designed to 
improve reading and math skills.  The class is self-paced and 
instructors are available at all times to provide assistance to 
the students. Many teaching methods including audio cas-
settes, video cassettes, and computer software are used.  
Hours for Poynor 
Monday - Thursday: 8:30 am - 12:00 pm 
Tuesday and Thursday:  5:00pm - 8:00 pm 
 
Cost: $60.00 day/ $30.00 night per semester 

 

ACADEMIC PROGRAMS 

Free GED Fast Track 
Twelve hour classes will be 
offered in the daytime and 
the evening for qualified stu-
dents. Students will receive 
instruction in  writing essays 
and using the Casio Fx calcu-
lator. General information is 

given concerning the test.  
A practice GED test is given 
at the end of the class. Tests 
are scored, and students are 
given information which al-
lows them to decide if they 
are ready for the GED test 
or if they need additional 
preparation. Call 843-664-
8152 for information.            
Classes 

August 25, 26:  
9:00am-3:00pm 

September 2, 3, 4 
8:30 am-12:00 noon 

September 9, 11, 16, 18 
5:30 pm-8:30pm 

GED Class—This course prepares you for the 
South Carolina General Equivalency Diploma Exami-
nation.  The course is offered at Poynor Adult and 
Community Education Center for adults 19 years of 
age and older who are no longer in regular school. 
The class offers instruction in math, science, social 
studies, reading, and writing. Instructional methods 
include self-paced study sheets, computer software, 
classroom lectures, videos and practice tests.    

Monday - Thursday: 8:30 am - 12:00 noon 

Tuesday and Thursday 5:00pm - 8:00 pm  
 
$60.00 day/$30.00 night per semester 

YAP! (Young Adult Program) 
A student aged 17 or 18, not currently attending high school, may 
enroll in Poynor to pursue a high school diploma or GED. The stu-
dent should pick up a registration packet of information.  After eligi-
bility is determined and the student is accepted into the program, 
the student may enroll at a designated time. Qualified teachers are 
available to provide assistance.  All courses are self-paced, and labs 
are equipped with computers and a variety of software to assist 
each student. Students must earn 24 units and pass the HSAP in 

order to receive a diploma.    

$60.00 per unit/ $60.00 GED per semester 
 
Monday - Thursday  1:00pm-4:30pm    

High School Diploma - Classes for students 
19 and older are offered each semester during 
the school year.  Take advantage of our spe-
cially designed, self-paced courses which in-
clude English, Math, Science, Social Studies and 
various electives.  Instructors are available to 
assist students at all times.  Students must earn 
24 units and pass the HSAP to receive their 

diploma.  

 Monday - Thursday: 8:30 am - 12:00 pm  
Tuesday and Thursday: 5:00pm-8:00 pm 
(Poynor)    Cost: $60.00 per unit                                                                                 

Moms’ Program  
 In this parent enhancement program for teen-
age mothers, students may earn their GED. 
Children from birth through 4 years of age may 
attend our on-site day care center while moth-
ers are in school. Special parenting classes are a 
part of this program. This course is taught at 
the R.N. Beck Learning Center.  Call  673-5793 
for more information. 

Monday - Thursday       8:30 am - 2:30 pm 
$60.00 per semester 

 

English as a Second Language -  
(ESL/ Ingles Como Idioma Se-
gundo/Anglais Comme Lanque Sec-
ondaire) - This class is for non-
English speaking adults who need 
instruction in speaking and writing 
English.                                       
Monday - Thursday:: 8:30 am - 12:00 pm  
Tuesday and Thursday: 6:00 pm- 8:00 
pm 

Cost: $60.00 per semester/day 
         $30.00 per semester/night

  

WorkKeys and the Career Readiness Certification Program 
The WorkKeys test, developed by American College Testing Inc., is a skill measure-
ment standard for determining performance in various job skill areas.  Adult Educa-
tion offers testing and test preparation in the three areas required by most employ-
ers:   Reading for Information,  Applied Mathematics, Locating Information 
If you are not at the skill level that matches your employment goals, the Career 
Readiness Certification process offers skill enhancement paired to the WorkKeys sys-
tem using a combination of classroom instruction and the WIN software program. 
Using diagnostic tools within the system, the instructor will advise participants when 
they have reached an appropriate level of preparation for their WorkKeys target goal. 

Workkeys for Parapro testing: $50.00 test fee  

Call 664-8152 ext. 21 for information  Cost: $50.00 for classes.  
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SPECIAL PROGRAMS 

KEYBOARDING or WORD PROCESSING 
These classes are taught in a self-paced lab environment. A teacher is available for individual assistance. Classes are 
scheduled during lab hours.  Cost: $35.00    Labs Open:  Mon & Wed  9:00 am - 4:00 pm                                          

       Tues & Thurs   10:00 am - 3:00 pm &  6:00 pm - 8:00 pm 

 

Extended Day  

This program offers after school care in 10  elemen-
tary schools in Florence School District One for work-
ing parents or those attending school or training. 

Contact Joyce Marshall at 664-2155 

21st Century 

This program provides tutorial and aca-
demic enrichment programs for stu-
dents and parents.  It serves the Church 
Hill area, McLaurin Elementary, Wil-
liams, Southside, and Moore Intermedi-
ate middle schools. 

Contact Beverly Woods at 664-2156 

Community Education Classes 

Career Enhancement  

As part of the Career Readiness Initiative, we will be offering 
classes for WorkKeys Preparation and for ParaPro Credentials.  If 
you have taken the WorkKeys test and need to increase your 
score or would like to prepare before taking  the test, classes will 

be available this fall. Contact Susan Sheely at  664-8152 ext. 21 for 
information.  Cost: $50.00 for classes    Parapro test: $50.00 

Child Care 

Child care classes for four and five certifi-
cation hours will be offered.   

Courses : How Children Grow, Record 
Keeping, and Integrating Academics. 

Class 1:  September 9, 16  

Class 2: September 23, 30 

Class 3: October 7, 14 

Time: 6:30 pm-8:30 pm       Room 2A 

Teacher: Ms.Palmer   Cost: $25.00 

Grant Writing 

This one day workshop may be taken based on your needs.  
Grant Writing 1 will be from 9:00am-12:00 noon. 

Grant Writing II will be from 1:00pm-4:00pm. And Grant 
Writing I & II  will be from 9:00am-4:00pm. 

Teacher: Mr. Rupert  Room: Auditorium Class:October 24 

Cost: $80.00 per class or $140.00 for both classes 
College Application /Financial Aid-

Workshops 

These classes are designed for high school 
seniors and their parents.  We help you pre-
pare that all important application to get you 
into the school of your choice. We also go 
over everything you need to know about your 
financial aid application. 

Classes: September 16 & 23                        
Time:6:00pm-8:00pm 

Teacher: Ms. Goodson   

Cost: $30.00 per class or $50.00 for both 

Chemistry 

This course gives one Carnegie unit.  It is taught in a well 
equipped lab at South Florence High.  Classes  begin August 25 
and are held every Monday, Tuesday, and Thursday until Novem-
ber 6.  The final exam is November 6.   

Cost: $180.00   Time: 6:00pm-9:00pm 

GED Online 

GED Online helps students prepare to take the GED test. This program 

is designed especially for students looking for at-home or internet study.  

For more information about GED Online Solution, contact Susan Sheely 

at (843) 664-8152 ext. 21. SSheely@fsd1.org. 
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It’s Ballroom Dance Time. 
Let’s learn to dance with the stars or 
at least dance like them. Let’s move 
gracefully across the floor and learn 

to ballroom dance. 

Class 1: September 8, 15, 22, 29 

Class 2: October 6, 13, 20, 27 

Class 3:  November 3, 10, 17, 24 

Time: 6:00 pm-8:00pm 

Teacher: Ms. Eubanks 

Cost:: $50.00      Room: Gym 

Let’s Shag 
Learn to move your feet and do 
the South Carolina state dance.  
You’ll be tapping your toes and 
dancing every time you hear 

that good old beach music. 

Class1: September 8, 15, 22, 29  

Class 2: October 6, 13, 20, 27 

Class 3:November 3, 10, 17, 24 

Time: 7:00 pm– 8:30 pm 

Teachers: the Barefoots 

Cost:: $35.00 

Room 101 

 

 

Line dancing is here. 
All you shaggers and non shaggers get ready for some dancing fun.  
This popular dance is for everyone.  Let’s line up and let the fun 

begin. 
        Class: September 8, 15, 22, 29 
        Time: 6:00pm-7:00pm 
        Teacher: Ms. Freeman 
        Cost:: $30.00 
        Room 101  

Music and Arts 

Personal Growth 
Flower Arranging 

Learn to arrange those live and silk 
flowers to enhance your home and 
the homes of friends.  Enjoy a hobby 
that can last a lifetime. 
Class1: September 9, 16, 23, 30, Oc-
tober 7 
Class 2: October 14, 21, 28, Novem-
ber 11, 18 
Time: 6:00 pm-8:00 pm 
Teacher: Ms. Owens 
Cost: $55.00 
Room 104 

Play the Piano 
Individual piano lessons are available for both children and adults. Classes 
are conveniently offered both morning and evening hours and are thirty 
minutes per session.  

Call 664-8152 for more information 

Cost: $35.00 per month 

Teacher: Ms. Vivian Cato 
Room 305 

Cake Decorating 

Let’s Have our Cake and Eat it, too! 

Learn to decorate cakes for all occasions and seasons.  Your 

cake will not only be delicious; it will be beautiful as well.  Put 

your culinary skills on display with this popular class. 

Class: September 11, 18, 25, October 2, 9, 16,  

Time: 6:00 pm-8:00 pm 

Teacher: Ms. Sullivan 

Cost:: $55.00 

Room 104 

 

 

Strum that Guitar! 
This class is for those who want to dust off that guitar and learn to play 

like BB King.  You’ll learn the basics and then some.   

Class 1: September 11, 18, 25, October 2, 9, 16 

Class 2: October 23, 30, November 6, 13, 20, December 4 

Time: 6:00  pm-7:00 pm  Teacher: Mr. Booth   Cost: $55.00  Auditorium 
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Personal Growth Upholstery 
Redo that chair and save some 

cash! 
Breath new life into old furniture.    You 
will learn about tools, materials, and fab-
ric. Bring a small chair and a flexible tape 
measure to class the first night.  This 

popular class is limited to eight. 
Class:  September 8,15, 22, 29, October 
6, 13, 20, 27, November 3, 10, 17, 24, 

December 1 

Time:  6:00pm-8:30 pm 

Teacher: Mr. Harrell 

Cost: $225.00 

Room: Upholstery Room 

 

How to Make a Quilt 

A sewing we will go. 

Grab those colorful pieces of fabric, and create a beautiful quilt.  Our experienced in-
structor will provide all of the information and techniques needed to help you make 
your own work of art.  
Class 1: September 8, 15, 22, 29, October 6, 13, 20, 27 Time: 9:00 am-11:00 am 
Class 2: November 3, 10, 17, 24, December 1, 8, 15  Time: 9:00am-11:30 am 
Cost: $65.00   Teacher: Ms. Marsee  Room 311    

Hunter Education 

 This course is approved by the SC Department 
of Natural Resources and is required for all 
residents and non-residents born after June 30, 
1979. Registration is not taken in our office.  
Register on-line at www.dnr.sc.gov .   
Classes: September 6, October 11, November 
15, December 13 
Time: 8:30 am– 5:30 pm 
(One hour lunch on your own.) 
Teacher: Mr. Ard   Cost: Free Room 201 
For additional information  
call 1-800-277-4301 

Beginner’s Sewing 

A Stitch in Time  

Now is the time to stitch a seam.  Learn how to sew and make 
clothes and more.  You’ll learn to use a sewing machine and how 
to work with patterns.  We provide the sewing machines for the 
class.  Join us for a class that will be useful and fun. 

Class 1: September 10, 17, 24, October 1, 8, 15 

Class 2: October 22, 29, November 5, 12, 19, December 3 

Time: 9:00 am-11:00 am 

Teacher: Ms. Marsee 

Cost: $55.00   Room 101 

Bridge 

Let’s Make a Deal 

You will learn how to improve your skills.  Our in-
structor explains takeout doubles, takeout or penalty 
double, takeout double to show a strong overcall, ad-
vancing the takeout double,  

And much more.  You will play like a pro. 

Class:  September 11, 18, 25, October 2, 9, 16, 23, 30 

Time: 6:00 pm-8:00 pm 

Teacher: Mr. Giles 

Cost: $75.00   Room 101 

 Repair and Maintenance for Home Computers 

Cut the cost of expensive repair jobs by learning basic computer repair to keep your computer purring 
like a kitten.  Learn how to keep Windows running at full potential, upgrade basic components, stay on 
top of pesky viruses, update software, and more.  To enroll you must have computer skills. 

Classes:September  9, 16, 23, 30  Time: 6:00pm-8:30pm    Room 101   Teacher: Mr. Brown   Cost: $110.00 
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LANGUAGES 

Basic Sign Language 
This is one of our most popular classes.  Learn from a qualified instructor.  You will learn the basic knowledge of hand 

finger spelling, hand formation, numbers, receptive and expressive language skills. 

Class: September 30, October 7, 14, 21, 28, November 11 

Time: 6:00 pm-8:00 pm             Teacher: Ms. Howell     
Cost: $45.00   Room 311 

Beginner’s Spanish 

Learn to “habla Espanol”. 

This is the class for  those who want to learn a new lan-
guage.  You will learn conversational terms that can 
help you get from place to place, order food, and other 
things.  This is the language to learn! 

Class:September 11, 18, 25, October 2, 9, 16, 23, 23, 30, 
November 6, 13, 20, December 4, 11 

Time: 6:00pm-8:00 pm     Teacher: Ms. Ocampo 

Cost: $125.00  Room 201 

Intermediate Spanish 

Learn to “habla Espanol mas” 

This class is designed for those who have 
completed beginner’s Spanish or those who 
have taken another Spanish class.   

Class:  September 8, 15, 22, 29, October 6, 
13, 20, 27, November 3, 10, 17, 24, Decem-
ber 1, 8 

Time:9:00 am-11:00 am 

Teacher: Ms. Ocampo 

Cost: $125.00 Room 201 
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Karate 

Kick like Jackie Chan 

Karate classes are offered in our gym by 
a professional instructor.  

Class:  Classes begin on Monday, Sep-
tember 8 and are held every Monday 
and Wednesday until December 17.  
Classes are also held on Saturday begin-
ning September 6 and concluding De-
cember 13.  

Time: 5:00pm-6:00 pm (Mon. & Wed.)    
12:00-2:00pm(Sat.) 

Room: Gym  Cost: $40.00 monthly 

Teacher: Mr. Smith  

Women’s Self Defense 

This will teach the fundamentals of self defense.  The instructor 
gives valuable techniques to ensure your safety. 

Class 1: September 9, 11, 16, 18, 23, 25, 30, October 2 

Class 2: October 7, 9, 14, 16, 21, 23, 28, 30 

Class 3: November 6, 11, 13, 18, 20, 25, December  2, 4 

Teacher: Mr. Smith Cost: $55.00 Room: Gym 

Yoga 

Bend that Body 

Practice the ancient art of yoga.  Join us as we work with a pro-
gram that can promote lifetime wellness. 

Class:September 29, 30, October 6, 7, 13, 14 

Time: 6:30 pm-8:00 pm              Room:Gym 

Teacher: Ms. Lang  Cost: $40.00 

CPR 

These classes will cover the new CPR techniques.  Classes are taught the first Saturday of each month be-
ginning September 6 at 478 West Evans Street.  Registration is taken at Poynor.  

Cost:  $55.00        Time: 9:00am-1:00pm 

Kickboxing      This high energy class will prepare you to be a champion in this sport.   

Class 1: September 23, 25, 30, October 2, 7, 9  Class 2: October 14, 16, 21, 23, 28, 30   

Time: 7:00 pm-8:30pm   Teacher: Mr. Mintz   Room: Gym Cost: $50.00 
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Computer Basics 7.5 hrs.       Cost: $45.00 
Pre-requisite:  None  Supplies needed:  None   
Start your computer training with hands-on introduction to basic computer fundamentals from learning to improve your 
mouse skills to understanding the difference between OS software and Application software.  After completing this 
course you will be able to: 
 

 

Turn your computer on and off the correct way and start 
programs. 

Use the backspace and delete key and type text 
in a text box. 

Control Windows with the control buttons. Select text in different ways and use basic format-
ting. 

Use the mouse and keyboard for navigation. Point and click, right click, and left click, at the 
appropriate times. 

Communicate with the computer through the use of 
menus, check boxes, radial buttons and drop down 
dialog boxes. 

Cut, copy, and paste text in the same document 
and into a different document. 

Class 1 September 8, 9, 10   Time: 9:00am-11:30am   Place: Library    Teacher: Ms. Anderson 

Class 2: September 8, 9, 11 Time: 6:00pm-8:30pm  Room: 212    Teacher: Ms. Munn 

Class 3: October 7, 8, 9  Time: 9:00am-11:30am   Place: Library    Teacher: Ms. Anderson 
Class 4:  October 27, 28, 30 Time: 6:00pm-8:30pm  Room: 212    Teacher: Ms. Munn 

Windows Basics 7.5 hrs.    Cost: $45.00 
Pre-requisite:  Basic Computer or equivalent knowledge. Supplies needed:  None 
This class is the next step after Computer Basics and is also recommended for anyone already familiar with the Com-
puter Basics fundamentals.  Discover how to better communicate with your Windows environment in a relaxed hands-
on setting.  After completing this course you will be able to: 
 

 

Use the Desktop and Taskbar for moving and organiz- Create folders and subfolders to organize your 

Work with dialog boxes. Move, rename and delete files. 

Turn on and use the Quick Launch. Create Shortcuts. 

Use Help and Support. Burn a file to a CD. 

Customize the start menu. Navigate through Control Panel. 

Class 1: September 15, 16, 17 Time: 9:00am-11:30am  Place: Library Teacher: Ms. Anderson 

Class 2: September 15, 16, 18 Time: 6:00pm-8:30pm  Room: 212 Teacher: Ms. Munn 

Class 3: October 14, 15, 16 Time: 9:00am-11:30am  Room: 212 Teacher: Ms. Munn 

Class 4: November 10, 11, 13 Time: 6:00pm-8:30pm  Room: 212 Teacher: Ms. Munn 

Class 5: November 17, 18, 19 Time: 9:00am-11:30am  Place: Library Teacher: Ms. Anderson 

Internet 5 hrs.   Cost:$40.00 
Pre-requisite:  Basic Computer and Windows Basics, or equivalent knowledge. 
Supplies needed:  None 
Learn to better navigate in cyber space, learn how to narrow down searches, visit and discover many sites used for learning, 
looking for a job, or planning that next vacation.   After completing this course you will be able to: 
 

 

Use the Browser window. Send, Reply to and Forward E-mail. 

Enter site addresses. Send a CC or BCC. 

Navigate the WWW. Download and Upload 

Search the WWW different ways. Narrow your searches down. 

Set up a free E-mail account. Organize and use Favorites. 
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Internet Classes (continued) 

Class 1: September 23, 24  Time: 9:00am-11:30am Place: Library Teacher: Ms. Anderson 

Class 2: September 23, 25  Time: 6:00pm-8:30pm Room: 212 Teacher: Ms. Munn 

Class 3: October 22, 23  Time: 9:00am-11:30am Place: Library Teacher: Ms. Anderson 

Class 4: November 24, 25  Time:9:00am-11:30am Place: Library Teacher: Ms. Anderson 

Class 5: December 16, 18  Time: 6:00pm-8:30pm Room: 212 Teacher: Ms. Munn 

 

WORD Basic 5 hrs.  Cost: $40.00 
Pre-requisite:  Windows Basic or equivalent knowledge and some typing ability. 
Supplies needed:  CD-R or jump drive optional for taking files home. 
Microsoft WORD is currently one of the most commonly used word processing applications for creating professional 
documents such as reports, letters, business plans, etc. for business and home use.  Word Basic is an introduction to 
this powerful program.  After completing this course you will be able to: 
 

 

Navigate the WORD window. Insert Symbols. 

Select text using the mouse and Keyboard. Preview and print a document. 

Change page margins and orientation. Create a basic block letter. 

Preview, open and edit a document. Make tabs go the way you want. 

Utilize fonts, faces, styles and color. Use AutoCorrect and Change Case. 

Class 1: October 13, 14  Time: 6:00pm-8:30pm Room: 212 Teacher: Ms. Munn 

Class 2: October 22, 23  Time: 9:00am-11:30am Room: 212 Teacher: Ms. Munn 

Class 3: November 17, 18  Time: 6:00pm-8:30pm Room: 212 Teacher: Ms. Munn 

Class 4: December 1, 2  Time:9:00am-11:30am Place: Library Teacher: Ms. Anderson 

We are offering a basic, an intermediate, and an advanced class.  Those who take all three classes will 

be able to get a $10.00 discount on them—-three classes for $110.00 

WORD Intermediate 5 hrs.  Cost: $40.00 
Pre-requisite:  WORD Basic or equivalent knowledge. 
Supplies needed:  CD-R or jump drive optional for taking files home. 
This class takes you a step further in your knowledge of  WORD and helps you to make your documents look more professional 
with different formatting techniques.  After completing this course you will be able to: 
 

 
 
 
Class 1: October 16, 20  Time: 6:00 pm-8:30pm Room 212 Teacher: Ms. Munn 
Class 2: October 27, 28  Time:9:00 am-11:30 am Place: Library Teacher: Ms. Anderson 

Class 3: November 24, 25  Time: 6:00pm-8:30pm Room 212 Teacher: Ms. Munn 

Class 4: December 8, 9  Time:9:00 am-11:30 am Place: Library Teacher: Ms. Anderson 

 

Copy formatting using Format Painter Use the Thesaurus and Spell checker. 

Customize Bullets and Numbering. Find and Replace text. 

Control a document with paragraph spacing, line 
spacing, indents and breaks. 

Create stunning text using the WordArt feature. 

Add and work with Clip Art. Use Styles and create custom styles 
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WORD Advanced  5 hrs.      Cost: $40.00 
Pre-requisite:  WORD Intermediate or equivalent knowledge. 
Supplies needed:  CD-R or jump drive optional for taking files home. 
Learn to use some of the more advanced features in WORD to perform tasks such as creating labels for your Christmas list, us-
ing a table for complex documents or merging a document with table data.  After completing this course you will be able to: 
 

 
Class 1:  October 21, 23  Time: 6:00pm-8:30pm Room: 212 Teacher: Ms. Munn 
Class 2: October 29, 30  Time: 9:00am-11:30am Room: 212 Teacher: Ms. Munn 
Class 3: December 4, 8  Time: 6:00pm-8:30pm Room: 212 Teacher: Ms. Munn 
Class 4: December 15, 16  Time: 9:00am-11:30am Place: Library Teacher: Ms. Anderson 
 

Set up and format a table. Set up a customized Template. 

Use columns. Create envelopes and labels. 

Locate and use Templates Use mail merge. 

Web Page Design 8 hrs.        Cost: $55.00 
Are you interested in creating your own web page?  Learn how to use Microsoft Front Page to manage and revise your site,   Let 
us guide you through all of the fundamentals as you learn to design a professional looking Web page. 

Class: September 22, 29, October 6, 13    Time: 6:00pm-8:30pm      Room: 216       Teacher: Ms. Hardison         

PowerPoint Basic  5 Hrs.  Cost: $40.00 
Pre-requisite:  Windows Basic or equivalent knowledge and some typing ability. Word Intermediate is very helpful 
but not a pre-requisite. 
Supplies needed:  CD-R or jump drive optional for taking files home. 
Discover what you can do with PowerPoint and how to create a Microsoft PowerPoint® presentation quickly and with 
little fuss.  After completing this course you will be able to: 

 
Class 1: October 6, 7 Time: 6:00pm-8:30pm Room: 216 Teacher: Ms. Poston 
Class 2: November 10, 11  Time: 9:00am-11:30am Room :212 Teacher: Ms. Munn 
 We are offering a basic, an intermediate, and an advanced class.  Those who take all three classes will be able 
to get a $10.00 discount on them—-three classes for $110.00 

Navigate in the PowerPoint window. Use the AutoContent Wizard. 

Apply a design template. View the show. 

Put text and pictures on slides. Print handouts and notes. 

Arrange slide content by using layouts. Copy a presentation to CD. 

PowerPoint Intermediate 5 Hrs.       Cost: $40.00 
Pre-requisite:  PowerPoint Basic or equivalent knowledge. 
Supplies needed:  CD-R or jump drive optional for taking files home. 
Make your presentation more professional by learning how to customize text boxes, clip art and pictures with bor-
ders, colors, fills and WordArt.  After completing this course you will be able to: 
 

 

Work with grouped objects. Create a table on a slide. 

Use clip art for effect. Embed an object. 

Add impact with pictures. Create a linked object. 

Create custom borders, colors and fills. Use WORD Tables in PowerPoint. 

Use the WordArt feature. Use the Organization Chart feature. 
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Power Point Intermediate (Continued) 

Class 1: October 13, 14  Time: 6:00pm-8:30pm                 Room: 216  Teacher: Ms. Poston 

Class 2: November 19, 20                  Time: 9:00am-11:30am                 Room :212  Teacher: Ms.Munn 

 

PowerPoint Advanced 5 hrs.  Cost: $40.00 
Pre-requisite:  PowerPoint Intermediate or equivalent knowledge. 
Supplies needed:  2 CD-Rs and a music CD from home. 
Dazzle your audience and add pizzazz to your PowerPoint presentation with sound effects and special effects.  After 
completing this course you will be able to: 
 

 
Class 1: October 20, 21  Time: 6:00pm-8:30pm                 Room: 216  Teacher : Ms. Poston 
Class 2: November 24, 25  Time: 9:00am-11:30am                 Room :212  Teacher: Ms.Munn 

 

Rearrange slides. Add music to a presentation. 

Add animation and transitions. Package your presentation. 

Embed sound effects. Send notes, handouts, or an outline to WORD 

Access Complete  17.5 hrs.     Cost: $120.00 

Learn the concepts of a relational data base using Microsoft Access.  Subject areas include designing and building a 
database, creating and editing tables, creating queries to extract information from tables, saving and editing forms for 
data entry, producing custom reports,.  Forms and reports will be created using available wizards.  Tables and que-
ries will be created using the design view. You will use a query to extract data from an Access table.  Various methods 
and functions will be used to pull out necessary data.  Reports with totals, subtotals, grouping, and other functions will 
be generated.   This class is for those who are familiar with the computer. 

Class: November 17, 18, 24, 25, December 1, 2, 4 Time: 6:00pm-8:30pm     Room: 216    Teacher: Ms. Poston 

 

 MS Office  10 hrs.     Cost: $90.00    

                                                                                                                                                                         
This course includes the following:  a view of Access 2003, Excel 2003, Outlook 2003 with Business Contact Manager,    
PowerPoint 2003, Publisher 2003, and Word 2003 . It facilitates document sharing within teams; controls what gets 
changed with enhanced permissions settings features. It offers advanced security features and IRM capabilities  and 
lets you control when email or documents can be forwarded, copied or printed Word Formatting and Editing Restric-
tions let you set permission controls on entire documents or portions of a document to prevent modifications or re-
formatting.  Outlook 2003 lets you view multiple calendars next to your own to help you quickly compare schedules 
and plan meetings.    

 This class is not for beginners. 

 Class: December 9, 11, 16, 18     Time: 6:00pm-8:30pm      Room: 216      Teacher: Ms. Poston 

 

 

 
Digital Photography      6 hrs.   Cost: $50.00 
Learn to use your digital camera.  Discover all of the ins and outs of  this new craze.  Our experienced teacher will 
provide all of the answers.   

Class: September 23, 25, 30, October 2       Time: 6:30 pm-8:00 pm    Room 308    Teacher: Mr. Biggs 
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Excel Basics 5 hrs.      Cost: $40.00 

Prerequisite:  Windows XP Basics or equivalent knowledge 

Students will learn the fundamentals of worksheets using Microsoft Excel 2003.  They will learn to create and edit 
spreadsheets.  Formulas will be used to automate work.  Editing, designing, and printing will be taught.  Students will 
be able to create headers and footers for reports. Cut, copy, and paste commands will be used, as well as basic chart-
ing concepts.   

Class 1: September 9, 11  Time: 6:00pm-8:30pm  Room: 216 Teacher: Ms. Poston 

Class 2: September 29, 30  Time: 9:00am-11:30am  Room: 212 Teacher: Ms. Munn 

Class 3: October 28, 30  Time: 6:00pm-8:30pm  Room: 216 Teacher: Ms. Poston 

We are offering a basic, an intermediate, and an advanced class.  Those who take all three classes will be able 

to get a $10.00 discount on them—-three classes for $110.00 

Excel Intermediate    5 hrs.      Cost: $40.00 

Prerequisite: Excel Basic or equivalent knowledge 

Gain a broader knowledge of the power behind Excel 2003.  Subject areas include Nested IF statements, PMT func-
tions, creating 3d formulas by linking spreadsheets, and database topics such as creating and formatting, sorting, 
finding, counting, extracting, and deleting records. 

Class 1: September 16, 18  Time: 6:00pm-8:30pm  Room 216 Teacher: Ms. Poston 

Class 2: October 9, 13  Time: 9:00am-11:30am  Room: 212 Teacher: Ms. Munn 

Class 3: November 3, 6  Time: 6:00pm-8:30pm  Room 216 Teacher: Ms. Poston 

 

Excel Advanced 5 hrs.  Cost: $40.00 

Prerequisite: Excel Intermediate or equivalent knowledge 

This advanced class teaches the student to import data, to use templates and styles, to analyze data, to use macros and 
custom controls, to use security and proofing, to customize Excel 2003, and to collaborate and consolidate. 

Class 1: September 23, 25  Time: 6:00pm-8:30pm  Room :216  Teacher: Ms. Poston 

Class 2: October 20, 21  Time: 9:00am-11:30am  Room: 212 Teacher: Ms. Munn 

Class 3: November 11, 13  Time: 6:00pm-8:30pm  Room: 216 Teacher: Ms. Poston 

  

 

If there are classes that you would like to have taught, please con-
tact us at Poynor to let us know.  We will work with you to design 
courses that suit your needs.  We will be offering special workshops 
and short classes throughout this semester.  Flyers will be prepared 
to announce dates and times.  A Praxis workshop will be scheduled 
for the fall.   Check the Praxis website (www.praxisprep.com) for 
dates. 

 Discover Poynor and learn what we can do for you.  We are here to 
meet your needs.  
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SERVING FLORENCE SCHOOL DISTRICTS 1, 4, & 5 
 

Is Your Time Limited?  Do You Have Internet Access? 

If so, try our online classes. 

POYNOR ADULT AND COMMUNITY  EDUCATION  CENTER 
301 SOUTH DARGAN ST. 
FLORENCE, SC    29506 
 

Phone: 843-664-8152 
Fax: 843-664--8155 
E-mail: gayle.f.robertson@fsd1.org 

Dedicated to meeting the needs of the community. 

WE'RE ON THE WEB   

www.poynor.com 

Non-Profit Organization 

U.S. Postage Paid 

Permit No. 29 

Florence, SC 29501 

 

 

 

www.ed2go.com/poynor 
Go to this website  

for a complete listing of  
courses, dates and costs. 

(Hundreds of classes from which to choose) 
 
 

 
 

 Our Mission 
  is to create, in partnership with the community, an educational system which best develops 

 literate, self-directed, lifelong learners  who will be significant contributors to society.  

ADVANCED REGISTRATION IS PREFERRED FOR ALL CLASSES. 
 
Fees must be paid at the time of registration.  No spaces will be reserved without payment.  Refunds will be issued if a class is  
cancelled.  Cash or checks are accepted for payment.  Also payment can be made by debit or credit via our website at 
www.poynor.com 

Enroll in an ed2go course for a chance to win an iPod touch! 


