
 

Blended Solutions Technical Institute         phone: 603-622-4922    www.bstinh.com 
 

Office Tracks 
 
Learn MS Office Applications 
Earn Microsoft Certified Application Specialist Certifications 

 
 

All Office Tracks offer core applications:  Start Date ____________     End Date  ___________ 
Windows Introduction 6-hours MS PowerPoint Introduction 6-hours 
Internet & Online Job Search 6-hours MS PowerPoint Advanced 6-hours 
MS Word Introduction 6-hours MS Excel Introduction 6-hours 
MS Word Intermediate 6-hours MS Excel Intermediate 6-hours 
Word Applied: Includes Recreating a 
Basic Document, Creating a Tip 
Sheet, and Using Resume & Cover 
Letter Templates 

6-hours Excel Applied: Includes Creating a 
Budget Worksheet and a Simple Job 
Search Database to Mail Merge a 
Cover Letter 

6-hours 

MS Outlook Introduction 6-hours MS Access Introduction 12-hours 
Exam Cram and Practice Test 6-hours Labs Unlimited 

 

Tailor your classes to suit your needs.  Students may exchange equivalent hours of instruction to learn a 
different application.  
 

NEW!  Using Technology to Get the Job Seminars Included 
Job Search Strategies - Resume Workshop -  Online Job Search 

Interview Prep – Practical Interviewing 
 

Office Specialist – 84 Hours of Instruction  $2,295 
  

Benefits:    Learn core applications for office environment 
      
 
Office Expert – 96 Hours of Instruction  $2,595 
 

Upgrade from Office Specialist:  Add MS Word and Excel Advanced 
     Earn 2 Microsoft Certified Application Specialist certifications 
 
Office Master – 126 Hours of Instruction  $3,395 
Upgrade from Office Expert:  Add MS Access Intermediate and Advanced  
     Add Outlook Intermediate 
     Earn 5 Microsoft Certified Application Specialist certifications 

 

Blended Solutions, LLC is an equal opportunity employer and training facility.  Auxiliary aids and services are 
available upon request to individuals with disabilities.  Are there any special accommodations necessary for 
course completion?   Yes   No Explain __________________________________________ 
Method of Payment   Check  Purchase Order # _________________ 
*Not valid with other offers 
__________________________           _______________________________     ________      ________ 
CC Type: MC, Visa,          Credit Card #                                                     Exp. Date            Total 
Any buyer may cancel this transaction any time prior to midnight of the third business day after the date of 
this transaction.  I agree to the terms and conditions on the back of this form.   
 
Authorized Signature   ________________________________     Date ___________ 

Name  
Company  
Address  
City  State  Zip  
Telephone  Fax  Date  


