
 
Complete Small Business Professional Package  
 
350 course titles:  

• Business Skills  
o Basic Personal Finance  

 Basic Personal Finance 
o Budgeting  

 Budgeting: Creating and Analyzing a Budget  
 Budgeting: Operating and Manufacturing Budgets  
 Budgeting: Capital Budgeting 

o Essentials of Management  
 Essentials of Management: Succeeding as a New Manager  
 Essentials of Management: Creating a Positive Workplace  
 Sexual Harassment: What Employees Should Know 

o Financial Management Series  
 Financial Management: Fundamental Accounting Concepts  
 Financial Management: Understanding Financial Statements  
 Financial Management: Budgeting Essentials  
 Financial Management: Cash Analysis and Management  
 Financial Management: Analyzing Financial Statements  
 Financial Management: Inventory Costing and Depreciation 

o Introduction to Economics  
 Economics Part 1: The Principles of Economics 

o MS Money 2003  
 Money 2003 - Managing Your Finances 

o Organizational Behavior  
 Organizational Behavior: Organizational Dynamics for Individuals  
 Organizational Behavior: Organizational Group Dynamics 

o Principles of Marketing  
 Principles of Marketing: Fundamentals of Marketing  
 Principles of Marketing: Product Strategy 

o QuickBooks 2003  
 QuickBooks 2003 - Setting Up  
 QuickBooks 2003 - Basic Accounting 

o Quicken 2003 Deluxe  
 Quicken 2003 Deluxe - Personal Finance Management  

• Client Productivity  
o Microsoft Publisher  

 MS Publisher 2003 
o Adobe Acrobat 6.0  

 Adobe Acrobat 6.0 Fundamentals  
 Adobe Acrobat 6.0 Intermediate 

o Adobe GoLive 6  
 Adobe GoLive 6 Fundamentals  
 Adobe GoLive 6 Intermediate  
 Adobe GoLive 6 Advanced 

o Adobe Illustrator 10  
 Adobe Illustrator 10 Part 1  
 Adobe Illustrator 10 Part 2 

o Adobe PhotoShop 7.0 Fundamentals - Working with Images  



 PhotoShop 7.0: Introduction to Working with Images  
 PhotoShop 7.0: Color  
 PhotoShop 7.0: Layers and Photographs 

o Adobe PhotoShop 7.0 Advanced - Image Manipulation and Web Graphics  
 PhotoShop 7.0: Selections, Channels, and Masks  
 PhotoShop 7.0: Filters, Layers, and Actions  
 PhotoShop 7.0: Vector Graphics and ImageReady 

o Corel WordPerfect Office 11  
 WordPerfect Office 11 - WordPerfect 11  
 WordPerfect Office 11 - Quattro Pro 11  
 WordPerfect Office 11 - Presentations 11 

o HTML 4.01  
 HTML 4.01 - World Wide Web Basics  
 HTML 4.01 - HTML Documents  
 HTML 4.01 - Enhancing Interactivity  
 HTML 4.01 - Tables and Frames  
 HTML 4.01 - Web Publishing  
 HTML 4.01 - Web Page Enhancement  
 HTML 4.01 - Web Page Interactivity  
 HTML 4.01 - DHTML and CSS 

o ICDL and ECDL  
 ICDL/ECDL Curriculum Part 1  
 ICDL/ECDL Curriculum Part 2  
 ICDL/ECDL Curriculum Part 3  
 ICDL/ECDL Curriculum Part 4  
 ICDL/ECDL Curriculum Part 5  
 ICDL/ECDL Curriculum Part 6  
 ICDL/ECDL Curriculum Part 7 

o ICDL and ECDL Advanced Module: Spreadsheets  
 ICDL/ECDL Advanced Module Spreadsheets - Part 1  
 ICDL/ECDL Advanced Module Spreadsheets - Part 2  
 ICDL/ECDL Advanced Module Spreadsheets - Part 3  
 ICDL/ECDL Advanced Module Spreadsheets - Part 4 

o ICDL and ECDL Advanced Module: Word Processing  
 ICDL/ECDL Advanced Module Word Processing - Part 1  
 ICDL/ECDL Advanced Module Word Processing - Part 2  
 ICDL/ECDL Advanced Module Word Processing - Part 3  
 ICDL/ECDL Advanced Module Word Processing - Part 4  
 ICDL/ECDL Advanced Module Word Processing - Part 5  
 ICDL/ECDL Advanced Module Word Processing - Part 6 

o Introduction to PCs and Software  
 PCs and Software - Personal Computers Introduction  
 PCs and Software - Working with Windows XP  
 PCs and Software - Basic Application Software  
 PCs and Software - Internet, WWW, and e-Mail 

o Introduction to the Internet and World Wide Web  
 Internet and Business Services  
 Internet Connectivity  
 Basic Internet Services  
 Searching for Information on the Web 

o Jasc Paint Shop Pro 8  
 Paint Shop Pro 8 - Getting Started  
 Paint Shop Pro 8 - Working with Images 

o Linux Technology Overview  
 Linux Technology Overview: Technical and Business Considerations  
 Linux Technology Overview: Features for Users 



o Linux User Fundamentals  
 Linux Part 1: User Fundamentals 

o Linux Advanced Topics for Users  
 Linux Part 2: Advanced Topics for Users 

o Lotus Notes 6  
 Moving to IBM Lotus Notes 6 - Introduction to Notes 6  
 Moving to IBM Lotus Notes 6 - Establishing Mail Environment  
 Moving to IBM Lotus Notes 6 - Working with Messages  
 Moving to IBM Lotus Notes 6 - Calendar and the To Do List  
 Moving to IBM Lotus Notes 6 - Working with Databases  
 Moving to IBM Lotus Notes 6 - Managing Information  
 Moving to IBM Lotus Notes 6 - Enhancing Documents  
 New Features of IBM Lotus Notes 6 - Introduction  
 New Features of IBM Lotus Notes 6 - Bookmarks and Messaging  
 New Features of IBM Lotus Notes 6 - Calendar and To Do List  
 New Features of IBM Lotus Notes 6 - Documents, Replication, and 

Mobility 
o Lotus Notes R5  

 Lotus Notes R5 - An Introduction  
 Lotus Notes R5 - Navigating the Workspace  
 Lotus Notes R5 - Notes Databases  
 Lotus Notes R5 - Organizing the Workspace  
 Lotus Notes R5 - Messaging: Basics  
 Lotus Notes R5 - Messaging: Advanced Features  
 Lotus Notes R5 - Messaging: Working Remotely  
 Lotus Notes R5 - Working with Appointments and Alarms  
 Lotus Notes R5 - Scheduling Meetings  
 Lotus Notes R5 - Sharing and Integrating the Calendar  
 Lotus Notes R5 - Working With Views  
 Lotus Notes R5 - Searching for Information  
 Lotus Notes R5 - Automating Tasks with Agents  
 Lotus Notes R5 - Browsing the Web  
 Lotus Notes R5 - Organizing Work with Headlines 

o Lotus Notes R4.5  
 Lotus Notes R4.5: Getting Started  
 Lotus Notes R4.5: Database and Documents  
 Lotus Notes R4.5: Messaging Tools  
 Lotus Notes R4.5: Advanced Features  
 Calendaring Feature of Lotus Notes 4.5  
 Scheduling Feature of Lotus Notes 4.5  
 Navigating the Web with Lotus Notes 4.5  
 Advanced Features of Lotus Notes 4.5 

o Macromedia Dreamweaver 4  
 Dreamweaver 4 - An Introduction  
 Dreamweaver 4 - Documents  
 Dreamweaver 4 - Page Layout and Design  
 Dreamweaver 4 - Navigation and Behavior  
 Dreamweaver 4 - Site Testing and Publishing 

o Macromedia Dreamweaver MX  
 Dreamweaver MX Part 1  
 Dreamweaver MX Part 2 

o Macromedia Dreamweaver UltraDev 4  
 Dreamweaver UltraDev 4 - An Introduction  
 Dreamweaver UltraDev 4 - Databases and Data Sources  
 Dreamweaver UltraDev 4 - Working with Databases  
 Dreamweaver UltraDev 4 - Advanced Web Pages 



o Macromedia Fireworks MX  
 Fireworks MX Part 1  
 Fireworks MX Part 2 

o Macromedia Flash 5  
 Flash 5 - An Introduction  
 Flash 5 - Symbols, Objects, and Graphics  
 Flash 5 - Layers, Animation, and Buttons  
 Flash 5 - Optimizing and Publishing 

o Macromedia Flash MX  
 Flash MX Part 1 - Fundamentals  
 Flash MX Part 2 - Animation Basics 

o Macromedia FreeHand MX  
 FreeHand MX Part 1  
 FreeHand MX Part 2  
 FreeHand MX Part 3  
 FreeHand MX Part 4  
 FreeHand MX Part 5  
 FreeHand MX Part 6 

o MS Publisher  
 Microsoft Publisher 2002 

o Microsoft Office 2003  
 Introduction to Office 2003  
 New Features for Office 2003 Users 

o Microsoft Access 2003  
 Access 2003 - Fundamentals  
 Access 2003 - Proficient User 

o Microsoft Excel 2003  
 Excel 2003 Fundamentals  
 Excel 2003 Proficient User  
 Excel 2003 Expert Part 1  
 Excel 2003 Expert Part 2 

o Microsoft Outlook 2003  
 Outlook 2003 Fundamentals  
 Outlook 2003 Proficient User 

o Microsoft PowerPoint 2003  
 PowerPoint 2003 Fundamentals  
 PowerPoint 2003 Proficient User 

o Microsoft Word 2003  
 Word 2003 Fundamentals  
 Word 2003 Proficient User  
 Word 2003 Expert Part 1  
 Word 2003 Expert Part 2 

o Microsoft Office XP  
 New Features in Office XP  
 New Features in Word 2002  
 New Features in Excel 2002  
 New Features in PowerPoint 2002  
 New Features in Access 2002  
 New Features in Outlook 2002  
 New Features in FrontPage 2002 

o Microsoft Office XP - Planning Collaborative Solutions  
 Office XP - SharePoint Team Services  
 Office XP - Sharing Line-of-Business Data  
 Office XP - Knowledge Management  
 Office XP - Collaborative Applications 

o Microsoft Access 2002 Fundamentals  



 Access 2002 - Basics of Access 2002  
 Access 2002 - Table Creation and Modification  
 Access 2002 - Table Relationships and Data Integrity 

o Microsoft Access 2002 Proficient User  
 Access 2002 - Querying Data  
 Access 2002 - Forms Introduction  
 Access 2002 - Reports and Data Access Pages  
 Access 2002 - Database Integration 

o Microsoft Access 2002 Expert User  
 Access 2002 - Advanced Queries  
 Access 2002 - Forms Enhancements  
 Access 2002 - Report/Data Access Pages Enhancements  
 Access 2002 - Access Tools 

o Microsoft Excel 2002 Fundamentals  
 Excel 2002 - Basics of Excel 2002  
 Excel 2002 - Working with Data  
 Excel 2002 - Formatting Worksheets 

o Microsoft Excel 2002 Proficient User  
 Excel 2002 - Managing Display Properties  
 Excel 2002 - Advanced Calculation Techniques  
 Excel 2002 - Worksheet Data Manipulation  
 Excel 2002 - Outlining and Web Integration  
 Excel 2002 - Charts and Drawing Objects 

o Microsoft Excel 2002 Expert User  
 Excel 2002 - Template and Database Integration  
 Excel 2002 - Workbook Capabilities  
 Excel 2002 - Data Analysis and Automation 

o Microsoft FrontPage 2002 Proficient User  
 FrontPage 2002 - Introduction and Overview  
 FrontPage 2002 - Creating Web Pages  
 FrontPage 2002 - Creating Web Sites  
 FrontPage 2002 - Maintaining Web Sites 

o Microsoft FrontPage 2002 Expert User  
 FrontPage 2002 - Modifying and Structuring Web Sites  
 FrontPage 2002 - Customizing a FrontPage 2002 Web Site  
 FrontPage 2002 - Client/Server Interaction 

o Microsoft Outlook 2002 Fundamentals  
 Outlook 2002 - Basic Messaging Features  
 Outlook 2002 - Outlook Intermediate Messaging Features  
 Outlook 2002 - Scheduling with Calendar 

o Microsoft Outlook 2002 Proficient User  
 Outlook 2002 - Arranging Meetings and Contacts  
 Outlook 2002 - Working with Tasks, Journal, and Notes  
 Outlook 2002 - Integrating and Customizing Outlook 2002 

o Microsoft Outlook 2002 Expert User  
 Outlook 2002 - Exploring Communication Options  
 Outlook 2002 - Sharing and Integrating Outlook 2002  
 Outlook 2002 - Working Offline and Remotely 

o Microsoft PowerPoint 2002 Proficient User  
 PowerPoint 2002 - Basics of PowerPoint 2002  
 PowerPoint 2002 - Modifying a Presentation  
 PowerPoint 2002 - Adding Graphics to a Presentation  
 PowerPoint 2002 - Completing a Presentation 

o Microsoft PowerPoint 2002 Expert User  
 PowerPoint 2002 - Enhancing Presentations  
 PowerPoint 2002 - Working with Charts  



 PowerPoint 2002 - Working with Tables  
 PowerPoint 2002 - Transferring and Broadcasting on the Web 

o Microsoft Project 2002 Fundamentals  
 Project 2002 - Developing Projects  
 Project 2002 - Task Schedules, Resources, and Calendars  
 Project 2002 - Data Manipulation, Views, and Reports  
 Project 2002 - Updating and Tracking Projects 

o Microsoft Project 2002 Proficient User  
 Project 2002 - Advanced Tables, Views, and Reports  
 Project 2002 - Customization, Automation, Data Exchange  
 Project 2002 - Project Consolidation and Collaboration  
 Project 2002 - Project Server and Project Web Access 

o Microsoft Word 2002 Fundamentals  
 Word 2002 - Basics of Word 2002  
 Word 2002 - Working with Documents  
 Word 2002 - Formatting Documents  
 Word 2002 - Managing Documents 

o Microsoft Word 2002 Proficient User  
 Word 2002 - Enhancing Documents  
 Word 2002 - Visual Enhancements  
 Word 2002 - Mail Merge and Collaboration 

o Microsoft Word 2002 Expert User  
 Word 2002 - Advanced Text and Document Handling  
 Word 2002 - Group Editing and Document Distribution  
 Word 2002 - Advanced Document Capabilities 

o Microsoft Access 2000 Fundamentals  
 Access 2000 - Basics  
 Access 2000 - Tables  
 Access 2000 - Working with Access 2000 Data 

o Microsoft Access 2000 Proficient User  
 Access 2000 - Tables  
 Access 2000 - Applications and Database Administration  
 Access 2000 - Forms  
 Access 2000 - Reports 

o Microsoft Access 2000 Expert User  
 Access 2000 - Queries  
 Access 2000 - Forms  
 Access 2000 - Reports  
 Access 2000 - Access 2000 Tools 

o Microsoft Excel 2000 Fundamentals  
 Excel 2000 - Getting Started  
 Excel 2000 - Working with Data  
 Excel 2000 - Formatting Worksheets 

o Microsoft Excel 2000 Proficient User  
 Excel 2000 - Managing Display Properties  
 Excel 2000 - Advanced Calculation Techniques  
 Excel 2000 - Data Manipulation  
 Excel 2000 - Outlining and Web Integration  
 Excel 2000 - Charts and Drawing Objects 

o Microsoft Excel 2000 Expert User  
 Excel 2000 - Template and Database Integration  
 Excel 2000 - Workbook Capabilities  
 Excel 2000 - Data Analysis and Summary 

o Microsoft FrontPage 2000 Proficient User  
 FrontPage 2000 - Introduction and Overview  
 FrontPage 2000 - Creating Web Pages with FrontPage 2000  



 FrontPage 2000 - Creating Webs  
 FrontPage 2000 - Maintaining Webs 

o Microsoft FrontPage 2000 Expert User  
 FrontPage 2000 - Importing and Modifying an Existing Web  
 FrontPage 2000 - Customizing a FrontPage Web  
 FrontPage 2000 - Client-Server Interaction 

o Microsoft Outlook 2000 Fundamentals  
 Outlook 2000 - Basics  
 Outlook 2000 - Communicating with Outlook 2000 Messages  
 Outlook 2000 - Scheduling with Outlook 2000 Calendar 

o Microsoft Outlook 2000 Proficient User  
 Outlook 2000 - Arranging Meetings and Contacts  
 Outlook 2000 - Recording Tasks, Journals and Notes  
 Outlook 2000 - Integrating and Customizing Outlook 2000 

o Microsoft Outlook 2000 Expert User  
 Outlook 2000 - Exploring Communication Options  
 Outlook 2000 - Sharing Information  
 Outlook 2000 - Working Offline and Remotely  
 Outlook 2000 - Integrating Outlook 2000 Components 

o Microsoft PowerPoint 2000 Proficient User  
 PowerPoint 2000 - PowerPoint Interface  
 PowerPoint 2000 - Creating a Presentation  
 PowerPoint 2000 - Modifying a Presentation  
 PowerPoint 2000 - Enhancing a Presentation  
 PowerPoint 2000 - Completing a Presentation 

o Microsoft PowerPoint 2000 Expert User  
 PowerPoint 2000 - Working with Charts  
 PowerPoint 2000 - Working with Organization Charts  
 PowerPoint 2000 - Working with Tables  
 PowerPoint 2000 - Enhancing a Presentation  
 PowerPoint 2000 - Transferring and Broadcasting on the Web 

o Microsoft Project 2000 Fundamentals  
 Project 2000 - Creating Plans  
 Project 2000 - Resources and Calendars  
 Project 2000 - Tracking Plans  
 Project 2000 - Communicating Projects 

o Microsoft Project 2000 Proficient User  
 Project 2000 - Advanced Functions  
 Project 2000 - Customizing a Project Plan  
 Project 2000 - Project Central 

o Microsoft Word 2000 Fundamentals  
 Word 2000 - Basics of Word 2000  
 Word 2000 - Working with Documents  
 Word 2000 - Managing Documents  
 Word 2000 - Organizing Documents 

o Microsoft Word 2000 Proficient User  
 Word 2000 - Enhancing a Document  
 Word 2000 - Enhancing a Presentation Visually  
 Word 2000 - Mail Merge, Envelopes and Labels 

o Microsoft Word 2000 Expert User  
 Word 2000 - Advanced Text and Document Handling  
 Word 2000 - Group Editing and Document Distribution  
 Word 2000 - Advanced Document Capabilities 

o Microsoft Outlook 98 Fundamentals  
 Outlook 98 - Introduction  
 Outlook 98 - Inbox and Messages  



 Outlook 98 - Calendar and Appointments  
 Outlook 98 - Tasks and Notes 

o Microsoft Outlook 98 Proficient User  
 Outlook 98 - Managing Work: Outlook 98 Basics  
 Outlook 98 - Sharing Information: Folders  
 Outlook 98 - Communicating: Outlook 98 Mail  
 Outlook 98 - Scheduling: Outlook 98 Calendar 

o Microsoft Outlook 98 Expert User  
 Outlook 98 - Managing Information  
 Outlook 98 - Sharing Information  
 Outlook 98 - Integrating Outlook 98 Components 

o Microsoft Access 97  
 Introduction to Microsoft Access 97  
 Access 97 - Working with Tables  
 Access 97 - Working with Data  
 Access 97 - Working with Forms  
 Access 97 - Presenting Data 

o Microsoft Excel 97 Proficient User  
 Excel 97 - Working with Workbooks  
 Excel 97 - Entering and Editing Data  
 Excel 97 - Formatting Worksheets  
 Excel 97 - Charts 

o Microsoft Excel 97 Expert User  
 Excel 97 - Editing, Formatting and Printing Techniques  
 Excel 97 - Advanced Calculation Techniques  
 Excel 97 - Database and Workgroup Functionality  
 Excel 97 - Workgroup Functions 

o Microsoft FrontPage 97 Fundamentals  
 FrontPage 97 - Getting Started  
 FrontPage 97 - Editing and Enhancing a Web Page  
 FrontPage 97 - Creating a Web for User Input  
 FrontPage 97 - Managing a Web Site 

o Microsoft FrontPage 97 Advanced  
 FrontPage 97 Advanced - Forms and WebBots  
 FrontPage 97 Advanced - Using Frames  
 FrontPage 97 Advanced - Importing Dynamic Content  
 FrontPage 97 Advanced - Web Site Management  
 FrontPage 97 Advanced - Web Server Management 

o Microsoft Outlook 97  
 Outlook 97 - Using the Group Scheduling Component  
 Outlook 97 - Using All the Outlook Components 

o Microsoft PowerPoint 97  
 PowerPoint 97 - Intro to Microsoft PowerPoint 97  
 PowerPoint 97 - Basics  
 PowerPoint 97 - Modify a Presentation  
 PowerPoint 97 - Customize a Presentation  
 PowerPoint 97 - Presentation Techniques 

o Microsoft Word 97 Proficient User  
 Word 97 - Getting Started  
 Word 97 - Editing a Document  
 Word 97 - Additional Editing Techniques  
 Word 97 - Columns and Tables 

o Microsoft Word 97 Expert User  
 Word 97 - Managing Files and Advanced Page Appearance  
 Word 97 - Group Editing and Distributing Documents  
 Word 97 - Elements of a Publication  



 Word 97 - Enhancing Documents 
o Microsoft Internet Explorer 6: User Fundamentals  

 Internet Explorer 6 - Internet Explorer 6 Introduction  
 Internet Explorer 6 - Web Page Management and Security  
 Internet Explorer 6 - Internet Explorer 6 Suite 

o Microsoft Internet Explorer 5.0 User Fundamentals  
 Internet Explorer 5.0 - Introduction to the Internet  
 Internet Explorer 5.0 - Web Page Display  
 Internet Explorer 5.0 - Organizing and Saving Web Pages  
 Internet Explorer 5.0 - Advanced Features of IE 5.0  
 Internet Explorer 5.0 - IE 5.0 Suite 

o Microsoft Internet Explorer 4.0 Fundamentals  
 Internet Explorer 4.0 - Introduction to the Internet  
 Internet Explorer 4.0 - Surfing the Internet  
 Internet Explorer 4.0 - Internet Explorer Suite  
 Internet Explorer 4.0 - Advanced Features  
 Internet Explorer 4.0 - Active Desktop  

• Client Productivity  
o Microsoft Visio 2000  

 Visio 2000 - An Introduction  
 Visio 2000 - Standard Visio Diagrams  
 Visio 2000 - Specialized Visio Diagrams  
 Visio 2000 - Advanced Features 

o Microsoft Windows XP Professional Fundamentals  
 Windows XP - Introduction to Windows XP  
 Windows XP - File and Folder Management  
 Windows XP - Introduction to XP Network Applications 

o Microsoft Windows XP Professional Advanced User  
 Windows XP Advanced User - Windows XP System Tools  
 Windows XP Advanced User - Using Printers and Faxes  
 Windows XP Advanced User - Networking 

o Microsoft Windows 2000 Professional Fundamentals  
 Windows 2000 Professional - Windows 2000 Desktop  
 Windows 2000 Professional - Windows 2000 Programs  
 Windows 2000 Professional - Windows Explorer: An Introduction  
 Windows 2000 Professional - Organizing Files and Folders  
 Windows 2000 Professional - Networking 

o Microsoft Windows NT 4.0 User Fundamentals  
 Windows NT 4.0 User - Using the Desktop  
 Windows NT 4.0 User - Windows NT Workstation Basics  
 Windows NT 4.0 User - Using Explorer 

o Microsoft Windows 98 User Fundamentals  
 Windows 98 - Windows 98 Basics  
 Windows 98 - Windows 98 Desktop  
 Windows 98 - Organizing Files and Folders  
 Windows 98 - Personalizing a Desktop  
 Windows 98 - Active Desktop 

o Microsoft Works 2003  
 Works 2003 - Introduction  
 Works 2003 - Creating Documents  
 Works 2003 - Creating Spreadsheets  
 Works 2003 - Creating Databases 

o Netscape 6 User Fundamentals  
 Netscape 6 - The Internet Environment  
 Netscape 6 - Netscape Navigator  
 Netscape 6 - Netscape Navigator Advanced Features  



 Netscape 6 - Netscape Mail and Address Book 
o Netscape Communicator 4.6 User Fundamentals  

 Netscape Communicator 4.6 - The Internet Environment  
 Netscape Communicator 4.6 - Netscape Navigator  
 Netscape Communicator 4.6 - Navigator Advanced Features  
 Netscape Communicator 4.6 - Netscape Messenger  

• Interpersonal Skills  
o Business Writing  

 Business Writing: The Fundamentals  
 Business Writing: Creating Effective Proposals 

o Call Center Management  
 Call Center Management: Managing and Motivating Your Staff 

o Career Development  
 Career Development: Developing a Career Strategy  
 Career Development: Excelling in Your Career  
 Career Development: Professional Networking 

o Change Management  
 Change Management: Managing Change  
 Change Management: Adapting to Change 

o Coaching  
 Coaching: Building Relationships  
 Coaching: Applying the Coaching Process  
 Coaching: Communicating with Employees 

o Conducting Meetings  
 Conducting Meetings: The Meeting Process  
 Conducting Meetings: Managing a Meeting  
 Conducting Meetings: Effective Meeting Communication 

o Creativity and Innovation  
 Creativity and Innovation: Thinking Creatively  
 Creativity and Innovation: Increasing Personal Creativity  
 Creativity and Innovation: Fostering a Creative Environment  
 Creativity and Innovation: Promoting Team Creativity 

o Decision Making and Problem Solving  
 Decision Making and Problem Solving: Decision Making Fundamentals  
 Decision Making & Problem Solving: Problem Solving Fundamentals 

o Delegation  
 Delegation: Understanding Delegation  
 Delegation: The Delegation Process  
 Delegation: Monitoring and Evaluating Results 

o E-mail Etiquette  
 E-mail Etiquette: E-mail in the Workplace  
 E-mail Etiquette: Using E-mail to Communicate Successfully  
 E-mail Etiquette: Writing Effective E-mail Messages 

o Excellence in Service  
 Excellence in Service: Establishing Service Standards 

o Interpersonal Communication  
 Interpersonal Communication: Telephone Skills  
 Interpersonal Communication: Effective Communication  
 Interpersonal Communication: Listening Skills 

o Interviewing Skills  
 Interviewing Skills: Conducting an Interview  
 Interviewing Skills: Laws Governing the Interview Process 

o Listening Skills  
 Listening Skills: The Fundamentals of Listening  
 Listening Skills: Listening Challenges 

o Mentoring  



 Mentoring: Implementing a Formal Mentoring Program  
 Mentoring: Developing Your Mentoring Skills 

o Negotiating  
 Negotiating: Preparing for a Negotiation  
 Negotiating: The Negotiation Process 

o Organizational Communication  
 Organizational Communication: Communicating in the Workplace 

o Organizational Skills  
 Organizational Skills: Managing Information  
 Organizational Skills: Time Management 

o Project Management Essentials  
 Project Management Essentials: Planning a Project  
 Project Management Essentials: Project Scheduling and Budgeting  
 Project Management Essentials: Controlling and Closing a Project 

o Project Team Management  
 Project Team Management: Participating in a Project Team 

o Sales Skills  
 Sales Skills: The Fundamentals 

o Self Development  
 Self Development: Developing Rapport Through Communication  
 Self Development: Positively Influencing Others 

o Stress Management  
 Stress Management: Fundamentals for Managers  
 Stress Management: Fundamentals for Employees 

o Team Conflict  
 Team Conflict: Resolving Team Conflict 

o Team Leadership  
 Team Leadership: Developing A High-Performance Team  
 Team Leadership: Conducting Productive Team Meetings  
 Team Leadership: Promoting Your Team's Effectiveness 

o Time Management  
 Time Management: Developing a Plan  
 Time Management: Planning Your Day  
 Time Management: Overcoming Challenges  

• Peripherals Productivity  
o Digital Photography  
o Digital Video Editing  
o CD and DVD Creation  
o PDA and Pocket PC Fundamentals  
o Wireless Networking for Small Business  
o NetMeeting  

 


