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CTC Training was founded in 2001 and has grown to become a well 

recognized and leading ICT (Information and Communications Tech-

nology) training company in Leitrim, Sligo, Donegal and Roscommon.  

The company has grown significantly in the last two years and now 

boosts contracts to deliver IT training to specific state agencies in 

counties from Louth/Cavan and Monaghan to Offaly, Westmeath and 

Laois.   

CTC is committed to providing quality training by qualified tutors and is 

committed to an ongoing Quality Assurance program that ensures 

best practice in ICT training.  This is further validated through its ac-

credited training programs which insist on the highest standards, i.e, 

ECDL, Microsoft Office Specialist, FAS National Register of Trainers, 

City & Guilds and many more.  Further to this, CTC is listed on the 

FAS/Enterprise Ireland National register of trainers, a rigorous quality 

mark for training providers.  The much coveted FETAC Quality Assur-

ance mark is being processed during 2007 and CTC Training will be 

able to deliver FETAC accredited courses in early 2007. 

CTC delivers both classroom and on-site accredited training courses 

for local industry, education, government agencies and local authori-

ties.  We offer numerous ñpublic coursesò, both daytime and evening.  
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Class sizes are kept to a maximum of 7, ensuring that each participant 

gets the best attention from our qualified tutors.  Our computer training 

facility is set up with two dedicated PC training suites with full internet 

broadband access and up to date PCôs and software.  The facility is 

ideally located at NorthWest Business & technology Park, on the out-

skirts of Carrick-on-Shannon, where free parking is provided (see map 

on page 27). 

CTC offers a wide range of IT training courses, designed to suit indi-

vidual needs.  Accredited courses for the absolute beginner are aptly 

named, Equalskills and E-Citizen, whilst for the participant looking to 

progress further the accredited courses are ECDL and Microsoft Of-

fice Specialist and IC3.  For the participant looking to advance to the 

highest level in the use of office software, the Microsoft Office Special-

ist Masters certificate is a prized accreditation and could even be used 

to become a Microsoft Masters Instructor. 

This brochure outlines each course that is on offer and indicates times 

and costs.  All courses are run subject to demand.  If you have some-

thing more specific in mind or looking for workshop type training ses-

sions for your colleagues/staff/company, please feel free to contact us 

on 071 9623252, info@ctctraining.net , where a custom built training 

program can be prepared and delivered to address your specific 

needs.  Our one to one IT training service is very popular and used 

where participants wish to accelerate their learning, have specific ob-

jectives and find that the classroom type  environment is not for them. 

mailto:info@ctctraining.net
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DISCOUNTS OF UP TO 75% AVAILABLE ON CERTAIN COURSES FOR THOSE 

WHO ARE WORKING FULL TIME OR PART TIME. 

HOW DOES THIS WORK? 

The FAS Competency Development program. 

When people hear the words Fas Supported, 
the perception can sometimes be that you are 
not eligible for support because you are not 
registered as unemployed, not in receipt of a 
particular payment and therefore why even 
consider asking!  

Traditionally FAS would be seen as the state training agency for 
delivering training to those who are unemployed and this re-
mains the case.  However FAS also run a department aptly 
named Services to Business, whereby support is offered to 
employers, wishing to upskill their workforce. 

As a result, FAS designed and currently operate a program 
called the Competency Development Program.  The CDP pro-
gram was designed to offer financial assistance to those working 
full time or part time to increase their skills levels.  The program 
is designed to encourage all employers (from large multination-
als to micro enterprises) to encourage their employees to par-
take in further training.  The program is also designed to encour-
age the individual to avail of the significant discounts, so even if 
the employer is not actively encouraging further training, the em-
ployee can take it upon themselves to contact the training com-
panies (like CTC Training) and set about attending the training 
courses whereby they only have to pay 25% of the cost. 

What about the paperwork?? 
Simply fill in a registration form, where you give your PPS num-
ber, name of employer (or your own business name if self em-
ployed), company registration number (if available), and send it 
back with the 25% payment.  Its as simple as that!! 

A number of courses offered at CTC Training are included in the 
FAS Competency Development Programme. 
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EQUALSKILLS 

THE COMPUTER COURSE FOR THE ABSOLUTE BEGINNER.  

Overview. 

Equalskills is a fun and informal introduction to computers and the Internet. It is de-

signed to increase skills in basic computer literacy. It introduces technology to all peo-

ple, regardless of status, education, age or ability. Equalskills is a flexible learning pro-

gramme, with a proven track record in equipping people with the basic computer skills 

t he y  n e ed  t o  b ec o m e pa r t  o f  t h e  i n f o rm a t io n  s oc i e t y . 

 

The aim of the programme is to make people feel comfortable using a computer, and to 

teach them the basic skills necessary to communicate using the internet and email. It is 

well structured with excellent training resources, and it has the added bonus of provid-

ing certification to candidates who complete the programme.  

Suitability  

The Equalskills course is designed for the absolute beginner or for those who may have an ele-

mentary knowledge of the use of a PC.  An ideal follow course is the E-CITIZEN (see next 

page) certification course.   

Content 

There are 4 units in each Equalskills Workbook. 

 

1. Computer Basics. 

2. The Desktop. 

3. The World Wide Web. 

4. Email. 

Qualification. 

Equalskills Certificate. (Internationally Recognised). 

Schedule 

Day or Evening classes.  2 hour classes x 7 consecutive Monday evenings.  7pmð9pm 

Cost:  ú230 or ú57.50 if you meet the Competency Development Programme criteria (see page 

5 for details).  
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E-CITIZEN 

THE IDEAL FOLLOW ON FROM EQUALSKILLS.  

Overview. 

e-CITIZEN helps Candidates to develop an understanding and experience of com-

puters and the internet with a view to facilitating their participation in the Information 

Society. On completion of the programme Candidates will have acquired the skills to 

be able to fully participate in e-society. Candidates will be: 

aware of information sources and available online services  

able to browse the World Wide Web and extract useful information in the areas 

of news, government, consumer, travel, education/training, employment, health, 

interest groups and business  

capable of searching for information from a variety of sources  

Suitability  

The E-Citizen course is designed for those who may have already completed Equalskills or who  

may have an elementary knowledge of the PC and would like to progress onto the ECDL 

course. 

Content 

Foundation Skills 
Å The Computer  
Å Files and Folders  
Å Simple Applications  
Å Internet Basics  
Å E-mail Basics 

Information Search 
Å Searching  
Å Precautions  
Å Information 

E participation  

Online services 

Practical application 

Qualification. 

E-Citizen Certificate. (Internationally Recognised). 

Schedule 

Day or Evening classes.  3 hour classes x 8 consecutive Thursday evenings (6.30pmð9.30pm) 

Cost:  ú300 or ú75 if you meet the Competency Development Programme criteria (see page 5 

for details).  
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ECDL 

EUROPEAN COMPUTER DRIVING LICENCE 

THE INTERNATIONALLY RECOGNISED,  

 MUCH SOUGHT COMPUTER USERS CERTIFICATE.  
Overview. 

The ECDL establishes a standard for everyone who uses a computer in either a professional or per-
sonal capacity. It is a certificate that verifies competence in computer use, making the holder readily 
mobile within Ireland and internationally. Employers and job seekers all agree on the importance of this 
standard definition of practical competence in Information Technology. 

The ECDL syllabus describes the knowledge and the skills required to achieve the ECDL standard. It 
covers basic computer skills and the use of common applications in the workplace, the home and in 
society in general. It is divided into seven modules, 6 practical and 1 theoretical. A test in each module 
must be passed before the ECDL is awarded.  

Many large organisations have adopted the ECDL, setting it as the performance standard they expect 
from their employees. The standard verified by the ECDL matches the needs of both employees and 
employers in its clear definition of essential computer skills. 

Suitability  

The ECDL course is ideal for those who have completed E-Citizen (see page 7) or who already 

use a PC on a daily basis in their work/home activities and for those wishing to enhance their 

CV with an internationally recognised certificate. 

Content. 

Module 1ðBasic Concepts of Information technology. 

Module 2ðUsing the Computer and Managing Files. 

Module 3ðWord Processing. 

Module 4ðSpreadsheets. 

Module 5ðDatabase/Filing Systems. 

Module 6ðPresentation. 

Module 7ðInformation Network Services (Internet & E-mail). 

 

Qualification. 

ECDL Certificate. (Internationally Recognised). 

Schedule 

Day or Evening classes.  3 hour classes x 20 consecutive Wednesday evenings (6.30pmð

9.30pm) 

Cost:  ú600 or ú150 if you meet the Competency Development Programme criteria (see page 5 

for details).  
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ECDLðWEBSTARTER 

GET THE SKILLS NEEDED TO DESIGN YOUR OWN WEBSITE  

. 
Overview. 

ECDL WEBSTARTER has been specifically developed for anyone who wants to acquire the skills to create a 

simple web site, without having to commit to the time and expense of a professional-level web design pro-

gramme. 

This makes ECDL WEBSTARTER an ideal certification for second-level students, small businesses, commu-

nity groups and individuals who need to create personal web sites. 

By explaining the basics and cutting through the jargon of web site design, ECDL WEBSTARTER gives you 

the skills you need to get started.  

 

Suitability  

Ecdl Webstarter is: 

Designed for the student, home or small business candidate. 

Simple, easy-to-follow programme progression. 

Explains the basic concepts behind web site design. 

Covers a variety of web publishing software. 

A quality certification developed with input from international Subject Matter Experts. 

Certifies best-practice in simple web site creation. 
Backed by the international reputation of the ECDL Foundation.  

Content. 
ECDL WEBSTARTER certifies that a Candidate: 

Å understands key web publishing concepts  

Å has the skills necessary to create a simple web site  

Å understands some of the basic principles of HTML 

Å can perform simple coding tasks 

Å can use a web site editor to create Web pages, create forms and tables, use frames and format text  

Å can save and work with images on a web site 

Å can publish the site on the World Wide Web (WWW) 

Å has a good appreciation of security issues and law relating to web publishing 

 

Qualification. 

ECDL Webstarter Certificate. (Internationally Recognised). 

Schedule 

Day or Evening classes.  3 hour classes x 7 consecutive Wednesday evenings (6.30pmð

9.30pm) 

Cost:  ú300.  Funding under the Competency Development Programme is not available for 

Webstarter.  Deposit  of  ú100 required with booking form and balance payable within the first 

2 weeks of the course. 
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INTERNET AND COMPUTING  

CORE CERTICATION (IC3) Course 

 
The New Global Internet and Computing Qualification 

Your Future Starts with IC 3 

.  
Overview. 

The Internet and Computing Core Certification (IC3) is an internationally developed and recognised symbol of 

digital literacy.  Developed by a team of subject matter experts from around the world, IC³ accurately and 

thoroughly represents the Digital Literacy skills needed in todayôs fast-paced technology world. Successful 

completion of IC3 ensures you have the knowledge and skills required for basic use of computer hardware, 

software, networks, and the Internet.  IC3 is your gateway to advancement in education, employment, or other 

certification programmes. 

Suitability  

This course is suitable for those who may have completed E-Citizen or who use a PC regularly.   

Content. 

 

To become IC ³ certified, you must pass the following three exams :  
1.  Computing Fundamentals  
2.  Key Applications (Word, Excel and Powerpoint)  
3.  Living Online  
 

Qualification. 

IC
3
 (Internationally Recognised). 

 

Schedule 

Day or Evening classes.  3 hour classes x 10 consecutive Tuesday evenings (6.30pmð9.30pm) 

 

Cost:  

ú395.  Funding under the Competency Development Programme is not available for IC3.  Deposit  of  ú100 

required with booking form and balance payable within the first 2 weeks of the course. 
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MICROSOFT OFFICE SPECIALIST (MOS). 

Show The World You Mean Businessð 

Put Microsoft On Your CV. 

Excel Core level. 

Overview. 

The Microsoft Office Specialist (MOS) qualification is Microsoftôs official certification in 
the Microsoft Office desktop applications.  It is a globally recognised qualification that 
enables individuals to prove their skills in Microsoft Office and helps to fill the growing 
demand for qualified, knowledgeable people in the workplace.  
MOS certification sets individuals apart in today's competitive job market, bringing 
employment opportunities, greater earning potential and career advancement, in addi-
tion to increased job satisfaction  
Suitability  

The Microsoft Office Specialist training programmes are suitable for those who may 

have already completed their ECDL certification, or for those who may use Microsoft 

Office software (i.e., Word or Excel or PowerPoint or Access or Outlook) on a regular 

basis.  It is recommended that participants who wish to progress to the Excel or Word 

at Expert level, will have successfully completed the Core level before hand.  A 45 min-

ute test is taken on completion of each module. 

Content. 

Working with cells   

Working with files    
Formatting worksheets    
Page setup and printing    
Working with worksheets & workbooks    
Working with formulas & functions    
Using charts and objects  

Qualification. 

Microsoft Office Specialist Certification (Internationally Recognised). 

Schedule 

Day or Evening classes.  3 hour classes x 6 consecutive Monday evenings (6.30pmð9.30pm) 

Cost:  ú380.   

A discount of 75% is available if you are working full time or part time in the private sector 

and/or in certain commercial state organisations.  Fee with discount is only ú95 
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MICROSOFT OFFICE SPECIALIST (MOS). 

Show The World You Mean Businessð 

Put Microsoft On Your CV. 

Excel Expert(Advanced) level. 

Overview. 

The Microsoft Office Specialist (MOS) qualification is Microsoftôs official certification in 
the Microsoft Office desktop applications.  It is a globally recognised qualification that 
enables individuals to prove their skills in Microsoft Office and helps to fill the growing 
demand for qualified, knowledgeable people in the workplace.  
MOS certification sets individuals apart in today's competitive job market, bringing 
employment opportunities, greater earning potential and career advancement, in addi-
tion to increased job satisfaction  
Suitability  

The Microsoft Office Specialist training programmes are suitable for those who may 

have already completed their ECDL certification, or for those who may use Microsoft 

Office software (i.e., Word or Excel or PowerPoint or Access or Outlook) on a regular 

basis.  It is recommended that participants who wish to progress to the Excel or Word 

at Expert level, will have successfully completed the Core level before hand.  A 45 min-

ute test is taken on completion of each module. 

Content. 

Importing and exporting data    
Using templates    
Using multiple workbooks  
Formatting numbers   

Printing workbooks    
Working with named ranges    
Working with toolbars    
Using macros    
Auditing a worksheet    
Displaying and Formatting Data    
Using analysis tools    
Qualification. 

Microsoft Office Specialist Certification (Internationally Recognised). 

Schedule 

Day or Evening classes.  3 hour classes x 6 consecutive Tuesday evenings (6.30pmð9.30pm) 

Cost:  ú380.  A discount of 75% is available if you are working full time or part time in the 

private sector and/or in certain commercial state organisations.  Fee with discount is only ú95 
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MICROSOFT OFFICE SPECIALIST (MOS). 

Show The World You Mean Businessð 

Put Microsoft On Your CV. 

Word Core Level. 

Overview. 

The Microsoft Office Specialist (MOS) qualification is Microsoftôs official certification in 
the Microsoft Office desktop applications.  It is a globally recognised qualification that 
enables individuals to prove their skills in Microsoft Office and helps to fill the growing 
demand for qualified, knowledgeable people in the workplace.  
MOS certification sets individuals apart in today's competitive job market, bringing 
employment opportunities, greater earning potential and career advancement, in addi-
tion to increased job satisfaction  
Suitability  

The Microsoft Office Specialist training programmes are suitable for those who may 

have already completed their ECDL certification, or for those who may use Microsoft 

Office software (i.e., Word or Excel or PowerPoint or Access or Outlook) on a regular 

basis.  It is recommended that participants who wish to progress to the Excel or Word 

at Expert level, will have successfully completed the Core level before hand.  A 45 min-

ute test is taken on completion of each module. 

Content. 

Working with text  

Working with paragraphs  

Working with documents   
Managing files   
Using tables   
Working with pictures and charts  
 

Qualification. 

Microsoft Office Specialist Certification (Internationally Recognised). 

 

Schedule 

Day or Evening classes.  3 hour classes x 6 consecutive Wednesday evenings (6.30pmð

9.30pm) 

 

Cost:  ú380.  A discount of 75% is available if you are working full time or part time in the 

private sector and/or in certain commercial state organisations.  Fee with discount is only ú95 
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MICROSOFT OFFICE SPECIALIST (MOS). 

Show The World You Mean Businessð 

Put Microsoft On Your CV. 

Word Expert (Advanced) Level. 

Overview. 

The Microsoft Office Specialist (MOS) qualification is Microsoftôs official certification in 
the Microsoft Office desktop applications.  It is a globally recognised qualification that 
enables individuals to prove their skills in Microsoft Office and helps to fill the growing 
demand for qualified, knowledgeable people in the workplace.  
MOS certification sets individuals apart in today's competitive job market, bringing 
employment opportunities, greater earning potential and career advancement, in addi-
tion to increased job satisfaction  
Suitability  

The Microsoft Office Specialist training programmes are suitable for those who may 

have already completed their ECDL certification, or for those who may use Microsoft 

Office software (i.e., Word or Excel or PowerPoint or Access or Outlook) on a regular 

basis.  It is recommended that participants who wish to progress to the Excel or Word 

at Expert level, will have successfully completed the Core level before hand.  A 45 min-

ute test is taken on completion of each module. 

Content. 

Working with paragraphs  

Working with documents  

Using tables  

Working with pictures and charts  

Using mail merge   
Using advanced features  
Collaborating with workgroups  
 

Qualification. 

Microsoft Office Specialist Certification (Internationally Recognised). 

 

Schedule 

Day or Evening classes.  3 hour classes x 6 consecutive Thursday  evenings (6.30pmð9.30pm) 

 

Cost:  ú380.  A discount of 75% is available if you are working full time or part time in the 

private sector and/or in certain commercial state organisations.  Fee with discount is only ú95 
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MICROSOFT OFFICE SPECIALIST (MOS). 

Show The World You Mean Businessð 

Put Microsoft On Your CV. 

Access (Core level). 

Overview. 

The Microsoft Office Specialist (MOS) qualification is Microsoftôs official certification in 
the Microsoft Office desktop applications.  It is a globally recognised qualification that 
enables individuals to prove their skills in Microsoft Office and helps to fill the growing 
demand for qualified, knowledgeable people in the workplace.  
MOS certification sets individuals apart in today's competitive job market, bringing 
employment opportunities, greater earning potential and career advancement, in addi-
tion to increased job satisfaction  
Suitability  

The Microsoft Office Specialist training programmes are suitable for those who may 

have already completed their ECDL certification, or for those who may use Microsoft 

Office software (i.e., Word or Excel or PowerPoint or Access or Outlook) on a regular 

basis.  It is recommended that participants who wish to progress to the Excel or Word 

at Expert level, will have successfully completed the Core level before hand.  A 45 min-

ute test is taken on completion of each module. 

Content. 

Planning and Designing Databases   

Working with Access   

Building and modifying tables   

Building and modifying forms   

Viewing and organizing information   

Defining relationships   

Producing reports   

Integrating with other applications   

Using Access Tools   

Qualification. 

Microsoft Office Specialist Certification (Internationally Recognised). 

Schedule 

Day or Evening classes.  3 hour classes x 6 consecutive Thursday  evenings (6.30pmð9.30pm) 

Cost:  ú380.  A discount of 75% is available if you are working full time or part time in the 

private sector and/or in certain commercial state organisations.  Fee with discount is only ú95 
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MICROSOFT OFFICE SPECIALIST (MOS). 

Show The World You Mean Businessð 

Put Microsoft On Your CV. 

Powerpoint (Core level). 

Overview. 

The Microsoft Office Specialist (MOS) qualification is Microsoftôs official certification in 
the Microsoft Office desktop applications.  It is a globally recognised qualification that 
enables individuals to prove their skills in Microsoft Office and helps to fill the growing 
demand for qualified, knowledgeable people in the workplace.  
MOS certification sets individuals apart in today's competitive job market, bringing 
employment opportunities, greater earning potential and career advancement, in addi-
tion to increased job satisfaction  
Suitability  

The Microsoft Office Specialist training programmes are suitable for those who may 

have already completed their ECDL certification, or for those who may use Microsoft 

Office software (i.e., Word or Excel or PowerPoint or Access or Outlook) on a regular 

basis.  It is recommended that participants who wish to progress to the Excel or Word 

at Expert level, will have successfully completed the Core level before hand.  A 45 min-

ute test is taken on completion of each module. 

Content. 

Creating a presentation   

Modifying a presentation   

Working with text   

Working with visual elements   

Customizing a presentation   

Creating output   

Delivering a presentation   

Managing files   

Qualification. 

Microsoft Office Specialist Certification (Internationally Recognised). 

Schedule 

Day or Evening classes.  3 hour classes x 6 consecutive Thursday  evenings (6.30pmð9.30pm) 

Cost:  ú380.  A discount of 75% is available if you are working full time or part time in the 

private sector and/or in certain commercial state organisations.  Fee with discount is only ú95 
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MICROSOFT OFFICE SPECIALIST (MOS). 

Show The World You Mean Businessð 

Put Microsoft On Your CV. 

Outlook (Core level). 

Overview. 

The Microsoft Office Specialist (MOS) qualification is Microsoftôs official certification in 
the Microsoft Office desktop applications.  It is a globally recognised qualification that 
enables individuals to prove their skills in Microsoft Office and helps to fill the growing 
demand for qualified, knowledgeable people in the workplace.  
MOS certification sets individuals apart in today's competitive job market, bringing 
employment opportunities, greater earning potential and career advancement, in addi-
tion to increased job satisfaction  
Suitability  

The Microsoft Office Specialist training programmes are suitable for those who may 

have already completed their ECDL certification, or for those who may use Microsoft 

Office software (i.e., Word or Excel or PowerPoint or Access or Outlook) on a regular 

basis.  It is recommended that participants who wish to progress to the Excel or Word 

at Expert level, will have successfully completed the Core level before hand.  A 45 min-

ute test is taken on completion of each module. 

Content. 

Outlook 2000 Mail to communicate with others inside and outside your 

company   

Use Outlook 2000 to manage messages  

Use the Outlook 2000 calendar  

Navigate and use Outlook 2000 effectively  

Use Contacts  

Use Tasks  

Integrate Office applications and other applications with Outlook 2000 

components  

Use Notes   

Qualification. 

Microsoft Office Specialist Certification (Internationally Recognised). 

Schedule 

Day or Evening classes.  3 hour classes x 6 consecutive Thursday  evenings (6.30pmð9.30pm) 

Cost:  ú380.  A discount of 75% is available if you are working full time or part time in the 

private sector and/or in certain commercial state organisations.  Fee with discount is only ú95 
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DIGITAL PHOTOGRAPHYðLevel 1 
 

Make the Most of your Digital Camera and PC! 
 
Overview. 
This course introduces participants to Digital Photography. It will teach participants how 
to correctly take digital photographs, download them onto a PC, manipulate them 
(using an application called Photoshop Elements) and then finally print them. 

Suitability. 

The course is open to all age groups. Ownership of a Digital Camera is not essential  

Content. 

Digital Photography/How Digital media works/Understanding the basics of Digital Media/

Setting the Digital ISO/What makes a good picture/Setting capture resolution/Pixels/White 

balance/How to adjust the colour balance/How to choose the right resolution/Shooting indoors/

Shooting outdoor/Reviewing camera functions/Transferring images to your computer/Adjusting 

the size of an image/How and why to compress an image's file size. 

Photoshop Elements. 

Photoshop elements basics/The toolbox./The options palette/Selecting colours/Preferences/

Painting tools/Working views in Photoshop elements./Making selections/Magic wand tool/

Modifying selections./Layers/Layer tips/Layer modes/Various file formats and compression/

Paper & Printing options 

Tutor:  

Tony Murphy, Dip AD, H. Dip, MA. 

Qualification. 

CTC Certificate of Attendance 

 

Schedule 

2 Full Saturdays (9.30amð4.30pm).  Please call for dates. 

 

Cost:  ú220.   
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DIGITAL PHOTOGRAPHYðLevel 2 
 

Make even more use of your Digital Camera and PC! 
 
Overview. 
This course introduces participants to Digital Photography. It will teach participants how 
to correctly take digital photographs, download them onto a PC, manipulate them 
(using an application called Photoshop Elements) and then finally print them. 

Suitability. 

The course is open to all age groups.   It is recommended that Digital Photography Level 1 is 

completed before joining this course.  

Content. 

Camera. 

Experimenting with preset modes/Macro function / extreme close-up photos/White Balance/

Depth of Field/IOS (Light Sensitivity) settings/Video Mode 

Editing in Adobe PhotoShop Elements 2. 

Setting Computer Screen Resolution/Using Levels to adjust Colour and Contrast/Replacing 

Colour in an image/Using the full range of óSelectionô tools/Sharpening soft focus images/A 

closer look at Filters and Creative Picture Effects/A closer look at óLayersô - Adjustment and 

Masking Layers/Additional tutorials will include;/Making a Picture Package (numerous pictures 

on a single sheet)/How to make a Panoramic from multiple sequential images/How to fix distor-

tion and perspective/Changing/replacing background 

Printing  

Adjusting Printer Settings/Printer Maintenance, ink, paper, nozzle and alignment issues/Storage 

and Export Solutions ï External Hard Drives, Writing a Photo CD./Copying Pictures back to 

Memory Card after Editing on the computer./Creating a Slide Show PDF document. 

Tutor:  

Tony Murphy, Dip AD, H. Dip, MA. 

Qualification. 

CTC Certificate of Attendance 

 

Schedule 

2 Full Saturdays (9.30amð4.30pm).  Please call for dates. 

 

Cost:  ú260 
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COMPUTERISED ACCOUNTS ïLEVEL 1. 
 

 CITY AND GUILDS CERTIFIED COURSE  AT LEVELS 1. 
 
 
Overview. 

Content. 

Course Introduction/Navigating through SAGE/Similarity between manual/

computerised accounting system./Double entry./System set up for Company informa-

tion and VAT rates./Customers and Sales ledgers-setting up customers. enter/change 

invoices/credit notes, enter/allocate sales ledger receipts, print customer and sales 

ledger reports.  End of period programmes-sales ledger./Products - setting up/

enquiring/reporting./Invoicing-enter/change invoice/credit notes, printing/posting in-

voice/credit notes./Suppliers and Purchase Ledger-setting up suppliers, enter/change 

invoices/credit notes, enter/allocate purchase ledger receipts, print supplier and pur-

chase ledger reports.   

 

Qualification. 

City & Guilds  - Comuterised Accounts level 1 certificate (Internationally recognised). 

 

 

Schedule 

Day or Evening classes.  2 hour classes x 8 consecutive Thursday  evenings (7.30pmð9.30pm) 

Cost:  ú300. excluding exam. 
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COMPUTERISED ACCOUNTS ïLEVEL 2 
 

 CITY AND GUILDS CERTIFIED COURSE  AT LEVELS 2 
 
 
Overview. 

Content. 

 

Enter initial capital cash, cheque, and other bank transactions like standing orders and 

direct debits. 

Correct errors by using credit notes or journal adjustments. 

Enter tax reference codes and/or percentages like VAT or Sales Tax. 

Produce a Trial balance. 

Produce aged debtors schedule 

Produce supplier and customer account history 

Credit Control 

Pre payments and Accruals. 

Bank reconciliation. 

Year end 

 

Qualification. 

City & Guilds  - Comuterised Accounts level II certificate (Internationally recognised). 

 

 

Schedule 

Day or Evening classes (subject to demand).  2 hour classes x 8 consecutive Monday evenings 

(7.30pmð9.30pm) 

Cost:  ú300. excluding exam. 
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Computerised Payroll (Sage Quickpay). 

 

Overview. 

This course is aimed at those who are new to payroll.  Also, it is suitable for all users 

who require an update on current payroll practices. 

 

The course will start with the basics of running a payroll using Quickpay and general 

requirements of your payroll, including knowledge to calculate tax and PRSI and the 

reports that are required for the revenue and Social Welfare. 

 

Contents 

Payroll terminology The PAYE system The PRSI system. Disability benefit 

Holiday entitlement Revenue forms  Monthly & Year end returns. 

Setting up company information Running payroll Produce standard reports. 

Backing up and restoring pay path/cash dissection 

Administration  Payment and Deduction formulae Job codes. 

 

Schedule 

Daytime or evening classes 2hours x 8 consecutive weeks.  Days to be decided de-

pending on demand.  Please call to have name included on database of interested 

participants. 

 

Cost 

ú300 
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Computer Courses for Children. 

 

******New for Autumn 2007****** 

Overview. 

CTC Training is delighted to offer this custom built computer education programme for 
children from ages 7ð14 years old.  CTC will assess your child and allocate to their 
specific class based on their proficiencies with a PC.  Children can learn computer, 
keyboard and mouse skills in grade 1 and then progress through the levels until they 
attain Grade 7, when they will be able to use word processing, spreadsheets, data-
bases and Internet & E-mail.   
Once the child has completed grade 7, they have the choice to commence the ECDL 
certified course. 
 
Our professional tutors will ensure plenty of new skills are gained, whilst promoting an 
atmosphere of learning through fun/interactive classes 
 

 
Schedule and Prices 

 

All classes take place after school hours: 

Grade 1,2,3,4ð1 hour per week x 8 weeks (Grade 1 Mondays 3.30pmð4.30pm) (Grade 2 

Tuesdays  3.30pmð4.30pm) (Grade 3 Wednesdays 3.30pmð4.30pm) (Grade 4 Thursdays 

3.30pmð4.30pm)       

Grades 5,6,7ð1.5hours per week x 8 weeks. (Grade 5  Mondays 4.30pmð6pm) (Grade 6 

Tuesdays 4.30pmð6pm) (Grade 7 Wednesdays 4.30pmð6pm) 

 

Grade 1 Grade 2 Grade 3 Grade 4 Grade 5 Grade 6 Grade 7 

ú80 ú80 ú80 ú80 ú120 ú120 ú120 
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ECDL for Children. 

 

******New for Autumn 2007****** 

Overview. 

CTC is delighted to offer this ECDL programme for children.  ECDL is a certificate that 
verifies your children's computer skills, and gives them the advantage of having re-
ceived certification before the pressures of state exams on years to come. 
 
The certification requires the demonstration of skill in each of seven modules.  The 
final achievement of the ECDL license occurs after all seven exams are passed. 
 

Content. 

Module 1ðBasic Concepts of Information technology. 

Module 2ðUsing the Computer and Managing Files. 

Module 3ðWord Processing. 

Module 4ðSpreadsheets. 

Module 5ðDatabase/Filing Systems. 

Module 6ðPresentation. 

Module 7ðInformation Network Services (Internet & E-mail). 

 
 
Schedule and Prices 

 

All classes take place after school hours: 

2 hours x 4/5 weeks (per module).  The ECDL cert can be achieved over a 3 year period.  Why 

not let your child pace themselves and aim to achieve the ECDL over a 2 year period? 

Days and times to be decided based on demand.  Exam to be taken at the last class of each mod-

ule 

ú85 per module (including notes) 

ú40 for ECDL Skillcard (one off payment to administer exams for ICS (Irish Computer Soci-

ety). 
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One to One Customised Training Courses. 

 

Overview. 

One to one tuition is designed for those who need to gain par-

ticular skills in a shorter time frame than attending classroom 

type tuition.  It is extremely flexible in that the tutor can alter the 

course material to suit the need of the particular participant. 

Content 

CTC Training can provide customised training in the following 

areas: 

Word Excel  Access Powerpoint (all levels). 

Internet & E-mail 

File Management 

Publisher 

Computerised Accounts & Payroll. 

Web Design 

Contact CTC Training at 071 9623252 to chat about your indi-

vidual needs and to make an appointment with one of our pro-

fessional tutors. 

 

Note: 

One to One tuition is charged at an hourly rate. 
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CTC CLIENTS: 

Bank of America (MBNA) 

Masonite Ireland 

Courts Service (Northern and Midlands Regions) 

FAS Training Centre, Sligo. 

Leitrim County Council. 

Leitrim County Enterprise Board 

Roscommon County Enterprise Board. 

Gilmartins Cash & Carry. 

ROLE Skillnet. 

National College of Art & Design. 

Local FAS CE Schemes (Aughrim/Kimore, Ballinamore) 

Leitrim Observer. 

BMW Regional Assembly (Ballaghaderren). 

St. Annes Youth Centre, Sligo. 

Bush Hotel. 

Mulveys Newsagents & Gift shop. 

Owner/Managers of local small businesses. 

 

 


