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Course Specifications

Course number: 084587
Course length: 1.0 day(s)
Certification: MOS: Microsoft Office Access 2010 Exam 777 885

Course Description
Course Objective: You will create and modify new databases and their various objects.

Target Student: This course is designed for students who wish to learn the basic operations of the
Microsoft Access database program to perform their day-to-day responsibilities, and who want to use the
application to be more productive in their work. It provides the fundamental knowledge and techniques
needed to use more complex Access features such as maintaining databases and using programming
techniques that enhance Access applications.

Prerequisites: To be successful in this course, you should be familiar with using personal computers and
you should have used the mouse and keyboard. You should be comfortable in the Windows environment
and be able to use Windows to manage information on the computer. Specifically, you should be able to
launch and close programs; navigate to information stored on the computer; and manage files and
folders. To ensure your success, we recommend you first take one of Element K's introductory Windows
courses, such as either of the following, or have equivalent skills and knowledge:

1 Windows XP Professional: Level 1 or
T  Windows XP: Introduction

Certification

This course is one of a series of Element K courseware titles that addresses Microsoft Office Specialist
(MOS) certification skill sets. The MOS and certification program is for individuals who use Microsoft's
business desktop software and who seek recognition for their expertise with specific Microsoft products.

Course Objectives
Upon successful completion of this course, students will be able to:

identify the basic components of an Access database.
build the structure of a database.

manage data in tables.

guery a database.

design forms.

generate reports.

=4 =4 =8 -8 -89
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Lesson 1: Getting Started with Access Databases

Topic 1Aidentify the Elements of the Access 2010 Interface
Topic 1Bldentify the Components of a Database
Topic 1CExamine the Relational Database Desigrc€se

Lesson 2: Building the Structure of a Database

Topic 2ACreate a New Database

Topic 2BCreate a Table Using the Design View
Topic 2CManage Tables

Topic 2DEstablish Table Relationships

Lesson 3: Managing Data in a Table

Topic 3AModify Table Data
Topic 3BSort and Filter Records
Topic 3CWork with Subdatasheets

Lesson 4: Querying a Database

Topic 4ACreate a Query

Topic 4BAdd Criteria to a Query

Topic 4CAdd a Calculated Field to a Query

Topic 4DPerform Calculations onRecord Grouping

Lesson 5: Designing Forms

Topic 5ACreate a Form
Topic 5BModify the Design of a Form
Topic 5CView and Edit Data Using an Access Form

Lesson 6: Generating Reports

Topic 6ACreate a Report

Topic 6BAdd a Control to a Report

Topic 6CFormat the Controls in a Report
Topic 6DEnhance the Appearance of a Report
Topic 6EPrepare a Report for Print

Appendix A: Microsoft Office Access 2010 Exag88%3
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Microsoft® Office Access® 2010: Level 2

Course Specifications

Coursenumber: 084588
Course length: 1.0 day(s)

Course Description

Course Objective: You will improve and customize tables, queries, forms and reports, and share Access
data with other applications.

Target Student: This course is designed for individuals who wish to learn intermediate-level operations of
the Microsoft® Office Access® program. The target student may also include individuals whose job
responsibilities include creating databases, tables, and relationships, as well as working with and revising
intermediate-level queries, forms, and reports. It also introduces them to integrating Access data with
other applications such as Microsoft Office Word or Excel.

Prerequisites: To ensure your success, we recommend that you
introductory courses, such as Microsoft® Office Access® 2010 : Level 1, or have equivalent knowledge
and skills.

Course Objectives

Upon successful completion of this course, students will be able to:

streamline data entry and maintain data integrity.

join tables to retrieve data from unrelated tables.

create flexible queries to display specified records, allow for user-determined query criteria, and
modify data using queries.

improve forms.

customize reports to organize the displayed information and produce specific print layouts.
share data between Access and other applications.

o Io o Too To To
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Course Content
Lesson 1: Controlling Data Entry

Topic 1A: Constrain Data Entry Using Field Properties
Topic 1B: Establish Data Entry Formats for Entering Field Values
Topic 1CCreate a List of Values for a Field

Lesson 2: Joining Tables

Topic 2A: Create Query Joins
Topic 2B: Join Tables with No Common Fields
Topic 2C: Relate Data Within a Table

Lesson 3: Creating Flexible Queries

Topic 3A: Set the Select Query Propeesti
Topic 3B: Retrieve Records Based on Input Criteria
Topic 3C: Create Action Queries

Lesson 4: Improving Forms

Topic 4A: Restrict Data Entry in Forms

Topic 4B: Organize Information with Tab Pages
Topic 4C: Add a Command Button to a Form

Topic 4DCreate a Subform

Topic 4E: Display a Summary of Data in a Form
Topic 4F: Change the Display of Data Conditionally

Lesson 5: Customizing Reports

Topic 5A: Organize Report Information

Topic 5B: Format Reports

Topic 5C: Control Report Pagination

Topic5D: Summarize Report Information

Topic 5E: Add a Subreport to an Existing Report
Topic 5F: Create a Mailing Label Report

Lesson 6: Sharing Data Across Applications

Topic 6A: Import Data into Access

Topic 6B: Export Data to Text File Formats
Topic &: Export Access Data to Excel
Topic 6D: Create a Mail Merge
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Course Specifications

Course number: 084589
Course length: 1.0 day(s)

Course Description

Course Objective: You will create complex Access databases by structuring existing data, writing
advanced queries, working with macros, and performing database maintenance.

Target Student: This course is for the individual whose job responsibilities include working with heavily
related tables; creating advanced queries, forms, and reports; writing macros to automate common tasks;
and performing general database maintenance.

Prerequisites: To ensure your success, knowledge of basic and intermediate features of Access tables,
relationships, and queries, forms, and reports is recommended. The following Element K courses or
equivalent knowledge is recommended:

A Microsoft® Office Access® 2010: Level 1
A Microsoft® Office Access® 2010: Level 2

Course Objectives

Upon successful completion of this course, students will be able to:

restructure data into appropriate tables to ensure data dependency and minimize redundancy.
write advanced queries to analyze and summarize data.

create and revise Microsoft® Office Access® 2010 macros.

customize reports by using various Microsoft® Office Access® 2010 features.

maintain their databases using Microsoft® Office Access® 2010 tools.

To T J>o T T>o
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Course Content

Lesson 1: Structuring Existing Data

Topic 1A: Restructure the Data in a Table
Topic 1B: Create a Junction Table
Topic 1C: Impve the Table Structure

Lesson 2: Writing Advanced Queries

Topic 2A: Create SubQueries

Topic 2B: Create Unmatched and Duplicate Queries
Topic 2C: Group and Summarize Records Using Criteria
Topic 2D: Summarize Data Using a Crosstab Query
Topic 2E: @ate a PivotTable and a PivotChart

Lesson 3: Simplifying Tasks with Macros

Topic 3A: Create a Macro

Topic 3B: Attach a Macro

Topic 3C: Restrict Records Using a Condition
Topic 3D: Validate Data Using a Macro

Topic 3E: Automate Data Entry Using a Mac

Lesson 4: Creating Effective Reports

Topic 4A: Include a Chart in a Report

Topic 4B: Print Data in Columns

Topic 4C: Cancel Printing of a Blank Report
Topic 4D: Publish Reports as PDF

Lesson 5: Maintaining an Access Database

Topic 5A: Link Tadd to External Data Sources
Topic 5B: Manage a Database

Topic 5C: Determine Object Dependency

Topic 5D: Document a Database

Topic 5E: Analyze the Performance of a Database
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Course Specifications

Course number084590
Course length: 1.0 day(s)

Course Description

Course Objective: You will exchange data with other applications, automate business processes by
using VBA code, and secure and share databases.

Target Student:

This course is designed for students who have a thorough understanding of the basic and advanced user
features of the Microsoft® Office Access® 2007 application, and are interested in learning introductory
level administrator skill sets. The course is also for students who may be working in a web-based
environment and may need to adapt Access applications to the environment.

Prerequisites:

To ensure the successful completion of Microsoft® Office Access® 2010: Level 4, the following
Element K courses or equivalent knowledge is recommended:

T Microsoft® Office Access® 2010: Level 1
1 Microsoft® Office Access® 2010: Level 2
1 Microsoft® Office Access® 2010: Level 3

Course Objectives

Upon successful completion of this course, students will be able to:

share Access data with other applications.

use VBA to automate a business process.

create and modify a database switchboard and set the startup options.
secure and distribute databases.

share databases using a SharePoint site.

E
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Course Content
Lesson 1: Integrating Access into Your Business

Topic BA: Import XML Data into an Access Database
Topic 1B: Export Access Data to the XML Format
Topic 1C: Export Data to an Outlook Address Book
Topic 1D: Collect Data Through Email Messages

Lesson 2: Automating a Business Process with VBA

Topic 2A: Creata Standard Module
Topic 2B: Develop Code

Topic 2C: Call a Procedure from a Form
Topic 2D: Run a Procedure

Lesson 3: Managing Switchboards

Topic 3A: Create a Database Switchboard
Topic 3B: Modify a Database Switchboard
Topic 3C: Set the Startup @pts

Lesson 4: Distributing and Securing Databases

Topic 4A: Split a Database

Topic 4B: Implement Security

Topic 4C: Set Passwords

Topic 4D: Convert an Access Database to an ACCDE File
Topic 4E: Package a Database with a Digital Signature

Lesson 5Sharing Databases Using a SharePoint Site

Topic 5A: Export a Table to a SharePoint List
Topic 5B: Import Data from a SharePoint List
Topic 5C: Publish a Database to a SharePoint Site
Topic 5D: Move a Database to a SharePoint Site
Topic 5E: Work Oifie
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Course Specifications

Course number: 084586
Course length: 0.5 day(s)

Course Description

Course Objective: You will identify and use the new and enhanced features to Microsoft® Office
Access® 2010 since the release of Microsoft Access 2003.

Target Student: This course is designed for experienced Access users who have worked with the earlier
versions of Microsoft Access, ideally Microsoft Access 2003, and who have or are planning to upgrade to
Microsoft Access 2010.

Prerequisites: Students enrolling in this course should have worked on Access 2003 or earlier, and be
familiar with the Internet. This course covers the commonly used new features for a typical user.

Course Objectives

Upon successful completion of this course, students will be able to:

identify the components of the Microsoft Office Access 2010 interface.
build tables and forms and also work with macros.

create queries and reports.

work with external data.

build a database for the web.

T T>o T>o T T

Course Content

Lesson 1: Identifying the Components of the Access 2010 Environment

Topic 1A: Explore the User Interface

Topic 1B: Access Commands on the Ribbon Tabs
Topic 1C: Access the Contextual Tabs

Topic 1D: Custorrezthe Access Environment

Lesson 2: Building Tables and Forms

Topic 2A: Create a Table

Topic 2B: Build Forms from Existing Table Data
Topic 2C: Design a Form

Topic 2D: Work with Macros
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Lesson 3: Creating Queries and Reports

Topic 3A: Query a Databa

Topic 3B: Generate Reports

Topic 3C: Format a Report

Lesson 4: Working with External Data

Topic 4A: Import Data
Topic 4B: Export Data to Other Applications

Lesson 5: Building a Database for the Web

Topic 5A: Create Tables and Forms in a Webliase

Topic 5B: Create Queries and Reports in a Web Database
Topic 5C: Prepare to Publish a Database to Access Services
Appendix A: New Features in Microsoft Office Access 2010

Appendix B: Enhanced File and Compatibility Features in Access

AppendixC: Publish a Database to Access Services
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Course Specifications

Course number084676

Course length1.0 day(s)

Certification:MOS: Microsoft Office Excel 2010 Exam882, MOS: Microsoft OfficexBel 2010 Expert
Exam 7¢888

Course Description

Course Objective: You will create and edit basic Microsoft Office Excel 2010 worksheets and
workbooks.

Target Student: This course is designed for students who desire to gain the necessary skills to create,
edit, format, and print basic Microsoft Office Excel 2010 worksheets.

Prerequisites: To be successful in this course, you should be familiar with using personal computers and
you should have used the mouse and keyboard. You should be comfortable in the Windows environment
and be able to use Windows to manage information on the computer. Specifically, you should be able to
launch and close programs; navigate to information stored on the computer; and manage files and
folders. To ensure your success, we recommend you first take one of Element K's introductory Windows
courses, such as either of the following, or have equivalent skills and knowledge:

1 Windows XP Professional: Level 1
1 Windows XP: Introduction

Certification

This course is one of a series of Element K courseware titles that addresses Microsoft Office Specialist
(MOS) certification skill sets. The MOS and certification program is for individuals who use Microsoft's
business desktop software and who seek recognition for their expertise with specific Microsoft products.

Course Objectives
Upon successful completion of this course, students will be able to:

create a basic worksheet by using Microsoft Excel 2010.
perform calculations in an Excel worksheet.

modify an Excel worksheet.

modify the appearance of data within a worksheet.
manage Excel workbooks.

print the content of an Excel worksheet.

=4 =8 =8 -8 -4

Course Content
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Lesson 1: Getting Started with Excel

Topic 1A: Identify the Elements of the Excel Interface
Topic 1B: Navigate and Select Cells in Worksheets

Topic 1C: Customize the Excel Interface

Topic 1D: Create a Basic Worksheet

Lesson 2: Performing Calculations in an Excel Worksheet

Topic 2A: Create Formulas in a Worksheet
Topic 2B: Insert Functions in a Worksheet
Topic 2C: Reuse Formulas

Lesson 3Modifying an Excel Worksheet

Topic 3A: Edit Worksheet Data

Topic 3B: Find and Replace Data

Topic 3C: Manipulate Worksheet Elements

Lesson 4: Modifying the Appearance of a Worksheet

Topic 4A: Apply Font Properties

Topic 4B: Add Borders and Colors &<
Topic 4C: Align Content in a Cell

Topic 4D: Apply Number Formatting
Topic 4E: Apply Cell Styles

Lesson 5: Managing an Excel Workbook

Topic 5A: Manage Worksheets
Topic 5B: View Worksheets and Workbooks
Lesson 6: Printing Excel Workbooks

Topic &: Define the Page Layout

Topic 6B: Print a Workbook

Appendix A: Microsoft Office Excel 2010 ExaxB82
Appendix B: Microsoft Office Excel 2010 Expert Exai8887
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Course Specifications

Course number: 084577
Couse length: 1.0 day(s)

Course Description

Course Objective: You will use advanced formulas and work with various tools to analyze data in
spreadsheets. You will also organize table data, present data as charts, and enhance the look and appeal
of workbooks by adding graphical objects.

Target Student: This course is meant for those desiring to gain advanced skill sets necessary for
calculating data using functions and formulas, sorting and filtering data, using PivotTables and
PivotCharts for analyzing data, and customizing workbooks.

Prerequisites: Before starting this course, students are recommended to take the following Element K
course or have equivalent knowledge: Microsoft® Office Excel® 2010: Level 1.

Course Objectives

Upon successful completion of this course, students will be able to:

use advanced formulas.

organize worksheet and table data using various techniques.

create and modify charts.

analyze data using PivotTables, Slicers, and PivotCharts.

insert and modify graphic objects in a worksheet.

customize and enhance workbooks and the Microsoft Office Excel environment.

o T To T o Do

Course Content
Lesson 1: Calculating Data with Advanced Formulas

Topic 1A: Apply Cell and Range Names

Topic 1B: Calculate Data Across Worksheets

Topic 1C: Use SpeciatizBunctions

Topic 1D: Analyze Data with Logical and Lookup Functions

Lesson 2: Organizing Worksheet and Table Data

Topic 2A: Create and Modify Tables

Topic 2B: Format Tables

Topic 2C: Sort or Filter Data

Topic 2D: Use Functions to Calculate Data
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Lesson 3: Presenting Data Using Charts

Topic 3A: Create a Chart
Topic 3B: Maodify Charts
Topic 3C: Format Charts

Lesson 4: Analyzing Data Using PivotTables, Slicers, and PivotCharts

Topic 4A: Create a PivotTable Report
Topic 4B: Filter Data Usingc8lis
Topic 4C: Analyze Data Using PivotCharts

Lesson 5: Inserting Graphic Objects

Topic 5A: Insert and Modify Pictures and ClipArt
Topic 5B: Draw and Modify Shapes

Topic 5C: lllustrate Workflow Using SmartArt Graphics
Topic 5D: Layer and Group Grap®bjects

Lesson 6: Customizing and Enhancing the Excel Environment

Topic 6A: Customize the Excel Environment
Topic 6B: Customize Workbooks

Topic 6C: Manage Themes

Topic 6D: Create and Use Templates

Course Specifications

Course number: 084578
Course length: 1.0 day(s)

Course Description

Course Objective: You will automate some common Excel tasks, apply advanced analysis techniques to
more complex data sets, troubleshoot errors, collaborate on worksheets, and share Excel data with other
applications.

Target Student: This course was designed for students desiring to gain the skills necessary to create
macros, collaborate with others, audit and analyze worksheet data, incorporate multiple data sources,
and import and export data.

Prerequisites: To ensure your success, we recommend that you first take the following Element K
courses or have equivalent knowledge:
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A Microsoft® Office Excel® 2010: Level 1
A Microsoft® Office Excel® 2010: Level 2

Course Objectives

Upon successful completion of this course, students will be able to:

enhance productivity and efficiency by streamlining the workflow.
collaborate with other workbook users.

audit worksheets.

analyze data.

work with multiple workbooks.

import and export data.

integrate Excel data with the web.

structure workbooks with XML.

Too To o T To T To Do

Course Content

Lesson 1: Streamlining Workflow
Topic 1A: Update Workbook Properties
Topic 1B: Create a Macro

Topic 1C: Edit a Macro

Topic 1D: Apply Conditional Formatting
Topic 1E: Add Data Validation Criteria

Lesson 2: Collaborating with Other Users
Topic 2A: Protect Files

Topic 2B: Share a Workbook

Topic 2C: Set Revision Tracking

Topic 2D: Review Tracked Revisions
Topic 2E: Merge Workbooks

Topic 2F: Administer Diglt8ignatures
Topic 2G: Restrict Document Access

Lesson 3: Auditing Worksheets

Topic 3A: Trace Cells

Topic 3B: Troubleshoot Invalid Data and Formula Errors
Topic 3C: Watch and Evaluate Formulas

Topic 3D: Create a Data List Outline

Lesson 4: AnalyzirData

Topic 4A: Create a Trendline

Topic 4B: Create Sparklines

Topic 4C: Create Scenarios

Topic 4D: Perform a Whiit Analysis

Topic 4E: Perform a Statistical Analysis with the Analysis ToolPak

Lesson 5: Working with Multiple Workbooks
Topic 5A: Crate a Workspace
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Topic 5B: Consolidate Data

Topic 5C: Link Cells in Different Workbooks
Topic 5D: Edit Links

Lesson 6: Importing and Exporting Data
Topic 6A: Export Excel Data

Topic 6B: Import a Delimited Text File
Lesson 7: Integrating Excel Datihwthe Web
Topic 7A: Publish a Worksheet to the Web
Topic 7B: Import Data from the Web

Topic 7C: Create a Web Query

Lesson 8: Structuring Workbooks with XML
Topic 8A: Develop XML Maps

Course Specifications

Course number: 084580
Course length: 0.5 day(s)

Course Description
Course Objective: You will create and analyze PivotTable data.

Target Student: This course is meant for people with a sound working knowledge of Microsoft Excel and
general computer proficiency.

Prerequisites: Before starting this course, students are recommended to take the following Element K

courses or have equivalent knowledge: Microsoft® Office Excel® 2010: Level 1 and Microsoft® Office
Excel® 2010: Level 2

Course Objectives
Upon successful completion of this course, students will be able to:

1 build a PivotTable.
1 analyze data using PivotTables.
1 present PivotTable data visually.

Course Content

Lesson 1: Building a PivotTable
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Topic 1A: Insert a PivotTable

Topic 1B: Create a PivotTablesBd on External Data
Topic 1C: Categorize PivotTable Data

Topic 1D: Customize a PivotTable

Lesson 2: Analyzing Data Using PivotTables

Topic 2A: Create Custom Calculations in a PivotTable
Topic 2B: Restructure a PivotTable

Lesson 3: Presenting PiVatble Data Visually

Topic 3A: Format a PivotTable
Topic 3B: Present a PivotTable in a PivotChart
Topic 3C: Print PivotTables and PivotCharts

Course Specifications

Course number984575
Course length: 0.5 day(s)

Course Description

Course Objective: You will use the new and enhanced features in Microsoft Office Excel 2010.

Target Student: This course is designed for experienced Excel users who have worked with earlier
versions of Microsoft Office Excel, ideally Microsoft Office Excel 2003, and who are planning to upgrade
to Microsoft Office Excel 2010.

Prerequisites: Students must have prior knowledge of Microsoft Office Excel 2003 or Excel XP on the
Windows operating system.

Course Objectives

Upon successful completion of this course, students will be able to:

identify the elements of the Microsoft Office Excel 2010 environment.
organize data in Excel worksheets.

analyze Excel data by sorting, filtering, and conditionally formatting it.
present Excel data using charts, illustrations and PivotTables.

use Office Web Apps.

T>o I>o I> T To

Course Content
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Lesson 1: Identifying the Elements of the Excel 2010 Environment

Topic 1A: Identify the User Interface Elements
Topic 1B: Identify the Ribbddomponents
Topic 1C: Use Contextual Tabs

Topic 1D: Use Excel Galleries

Topic 1E: Customize the Excel Interface

Lesson 2: Organizing Data

Topic 2A: Identify the Enhancements to Excel 2010 Spreadsheets
Topic 2B: Insert Tables

Topic 2C: Format Tables

Lesson 3: Analyzing Data

Topic 3A: Apply Conditional Formatting

Topic 3B: Sort Data in a Spreadsheet

Topic 3C: Filter Data in a Spreadsheet

Topic 3D: Apply a Formula

Lesson 4: Presenting Data

Topic 4A: Create Charts

Topic 4B: Format Charts

Topic 4C: Work with Illustrations

Topic 4D: Create PivotTables and PivotCharts
Topic 4E: Share Excel Charts

Topic 4F: Save Data in Compatible Formats

Lesson 5: Using Office Web Apps

Topic 5A: Save Excel Spreadsheets to the Web
Topic 5B: Access and Wavkh Spreadsheets on the Web

Appendix A: New Features in Microsoft Office Excel 2010
Appendix B: Enhanced File and Compatibility Features in Microsoft Office Excel 2010
Appendix C: Link Formatting in Tablet PCs

Appendix D: Mobile Features
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Course Specifications

Course number: 084705
Course length: 1.0 day(s)

Course Description

Course Objective: You will familiarize yourself with the basic components of personal computers, log on
to Windows 7, explore the Windows 7 interface, manage files and folders, use the common tools and
programs available in Windows 7, customize the Windows 7 desktop, and browse the Internet.

Target Student: This course is targeted to individuals who do not have any background, knowledge, or
experience in computers and who need to use personal computers at home or the office.

Prerequisites: There are no prerequisites required for this course.

Course Objectives

Upon successful completion of this course, students will be able to:

A examine the parts that make up a personal computer to familiarize yourself with the basic
components and individual functions of each component.

explore the Windows 7 operating system after logging on to it using the personal computer.
manage files and folders using Windows Explorer to navigate to folders and manage files.
understand application software, and use common tools and applications that are part of the
Windows 7 operating system such as the WordPad word processor, the Paint tool, the Calculator
tool, among others.

customize the Windows 7 desktop using the customizing tools and shortcuts to personalize the
desktop to suit your business requirements.

examine networking tools and features so that you can browse for information using the Internet.

T T o

Course Content

Lesson 1: Getting Started with Personal Computers

Topic 1A: Identify Personal Computer Basics

Topic 1B: Identify Input Devices

Topic 1C: Identify Output Devices

Topic 1D: Identify Storage Devices

Topic 1E: Set Up the Computer

Topic 1F: Examine Personal Computer Functionality

Lesson 2: Exploring Windows 7 Operating System

Topic 2A: Log On to Windows 7 Operating System
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Topic 2B: Explore the Desktop

Topic 2C: Work with Windows

Topic 2D: Use Windows Help and Support
Topic E: Turn Off Personal Computers

Lesson 3: Managing Folders and Files

Topic 3A: Navigate to Folders with Windows Explorer
Topic 3B: Work with Folders and Files

Topic 3C: Copy Data on Storage Media

Lesson 4: Using Common Tools and Programs
Topic 4A: Eamine Application Software

Topic 4B: Create a Document in WordPad

Topic 4C: Work with the Calculator

Topic 4D: Customize a Graphic with the Paint Tool
Lesson 5: Customizing the Windows 7 Desktop
Topic 5A: Customize the Start Menu

Topic 5B: Custonmezthe Taskbar

Topic 5C: Personalize the Desktop

Topic 5D: Set a Screen Saver

Topic 5E: Add Gadgets

Lesson 6: Browsing the Internet

Topic 6A: An Overview of Networks
Topic 6B: Browse Websites with Internet Explorer 8

Course Specifications

Course number: 084574
Course length: 1.0 day(s)

Course Description
Course Objective: You will work with the new and updated features of Microsoft Office 2010.

Target Student: Users with prior experience of previous versions of the Microsoft Office suite, who are
looking to transition to 2010 and want to know what the new features of Office 2010 are.

Prerequisites: To be successful in this course, you should be familiar with prior versions of the Microsoft
Office suite of products (Word, Excel, PowerPoint, Access, and Outlook). To ensure your success, we
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recommend you first take one of Element K's Level 1 courses, such as either of the following, or have
equivalent skills and knowledge:

Microsoft® Office Word® 2003: Level 1
Microsoft® Office Excel® 2003 Level 1
Microsoft® Office PowerPoint® 2003 Level 1
Microsoft® Office Access® 2003 Level 1
Microsoft® Office Outlook® 2003 Level 1

= =4 =4 -8 -4

Internet access (check with your local network administrator).
A printer (optional) or an installed printer driver.
A projection system to display the instructor's computer screen.
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Course Objectives

Upon successful completion of this course, students will be able to:

1 identify the new and enhanced features that are common to all applications in the Microsoft Office
suite.

modify documents using Microsoft Word 2010.

present worksheet data using Microsoft Excel 2010.

create Microsoft PowerPoint 2010 presentations.

work with databases using Microsoft Access 2010.

manage tasks using the new features in Microsoft Outlook 2010.

share files using Microsoft Office 2010.

=A =4 =4 -8 -8 -9

Course Content

Lesson 1: Getting Started with Microsoft Office 2010
Topic 1A: Customize the User Interface

Topic 1B: Work with Ribbon Tabs

Topic 1C: Save Files irfif@ent Formats

Topic 1D: Print Files

Lesson 2: Modifying Documents Using Microsoft Word 2010
Topic 2A: Navigate and Find Information

Topic 2B: Apply Text Styles

Topic 2C: Add SmartArt Graphics

Topic 2D: Insert Screenshots in a Document

Topic 2E: Gupare Reviewed Documents

Lesson 3: Working with Spreadsheets Using Microsoft Excel 2010
Topic 3A: Work with Tables

Topic 3B: Apply a Formula

Topic 3C: Apply Enhanced Conditional Formatting

Topic 3D: Create Charts

Topic 3E: Create Sparklines

Topic 3FWork with PivotTables and PivotCharts
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Lesson 4: Creating Dynamic Presentations Using Microsoft PowerPoint 2010
Topic 4A: Apply Themes

Topic 4B: Apply Picture Effects

Topic 4C: Apply Animation and Transition Effects

Topic 4D: Add Videos

Topic 4E: Dide a Presentation into Sections

Lesson 5: Working with Databases Using Microsoft Access 2010
Topic 5A: Work with Tables

Topic 5B: Work with Queries and Macros

Topic 5C: Create Forms

Topic 5D: Create Reports

Topic 5E: Work with External Data

Topic5F: Design a Database for the Web

Lesson 6: Managing Information at Work with Microsoft Outlook 2010

Topic 6A: Manage Email Messages
Topic 6B: Locate Information Quickly
Topic 6C: Share Calendar Information
Topic 6D: Share Contact Information
Topic &: Add RSS Feeds

Lesson 7: Sharing Microsoft Office 2010 Files
Topic 7A: Protect Files
Topic 7B: Share Files

Course Specifications

Course number: 084567
Course length: 1.0 day(s)

Course Description

Course Objective: You will create, edit, organize, and enhance notes and also integrate them with other
applications using Microsoft OneNote 2010.

Target Student: This course is designed for users who take notes and use automated tools to organize
and manage the notes.

Prerequisites: Students should be familiar with using personal computers and have used a mouse and
keyboard (basic typing skills are recommended). They should be comfortable in the Windows
environment and be able to use Windows to manage information on their computers. Specifically, they
should be able to launch and close programs; navigate to information stored on the computer; and
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manage files and folders. One of the following courses are recommended, or you should have equivalent
knowledge of: Windows XP Professional: Level 1, Windows XP Professional: Level 2, Windows 7: Level
1.

Course Objectives

Upon successful completion of this course, students will be able to:

explore the Microsoft OneNote 2010 interface and create a simple notebook.

create notes using Microsoft OneNote 2010.

organize content and search for information in a Microsoft OneNote 2010 notebook.
integrate OneNote 2010 with other applications.

use OneNote 2010 to share notes with other people.
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Course Content

Lesson 1: Getting Started with OnaBl@010

Topic 1A: Explore the OneNote Interface
Topic 1B: Create a Notebook
Topic 1C: Customize the OneNote Interface

Lesson 2: Creating Notes

Topic 2A: Enter Note

Topic 2B: Create TemplaBased Notes
Topic 2C: Format Notes

Topic 2D: Draw Shapes

Topic 2E: Embed Content

Lesson 3: Organizing and Working with OneNote

Topic 3A: Organize Notes
Topic 3B: Add Tags

Topic 3C: Search Notes

Topic 3D: Save and Print Notes

Lesson 4: Integrating OneNote with Other Applications
Topic 4A: Customize then@Note View

Topic 4B: Use Outlook with OneNote

Topic 4C: Use OneNote with Other Office Applications
Topic 4D: Publish Notes Pages

Lesson 5: Collaborating and Working with Notes

Topic 5A: Share Notebooks on a Network Location
Topic 5B: Work with Shed Notebooks
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Course Specifications

Course number: 084595
Course length: 1.0 day(s)

Course Description

Course Objective: You will use Outlook to compose and send email, schedule appointments and
meetings, manage contact information, schedule tasks, and create notes.

Target Student: This course is intended for people who have a basic understanding of Microsoft
Windows and want to know how to use Outlook to manage their time and information.

Prerequisites: To be successful in this course, you should be familiar with using personal computers.
You should be comfortable in the Windows environment and be able to use Windows to manage
information. Specifically, you should be able to launch and close programs; navigate to information stored
on a computer; and manage files and folders. To ensure your success, we recommend that you first take
one of Element K's introductory Windows courses, such as either of the following, or have equivalent
skills and knowledge:

1 Windows XP Professional: Level 1 or;
1 Windows XP: Introduction

Course Objectives
Upon successful completion of this course, students will be able to:

explore the Outlook interface, send mail, and respond to messages.
compose email messages.

organize email messages into folders.

manage contacts and contact information.

schedule appointments.

schedule a meeting.

manage tasks and notes.
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Course Content

Lesson 1: Getting Started with Outlook

Topic 1A: Identify the @aponents of the Outlook Interface
Topic 1B: Read an Email Message

Topic 1C: Reply to and Forward an Email Message
Topic 1D: Print an Email Message

Topic 1E: Delete an Email Message

Lesson 2: Composing Messages
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Topic 2A: Create an Email Message
Topic2B: Format a Message

Topic 2C: Check Spelling and Grammar
Topic 2D: Attach a File

Topic 2E: Enhance an Email Message
Topic 2F: Send an Email Message

Lesson 3: Organizing Messages

Topic 3A: Manage Email Messages
Topic 3B: Move Email Messages inttdEs
Topic 3C: Open and Save an Attachment
Lesson 4: Managing Contacts

Topic 4A: Add a Contact

Topic 4B: Sort and Find Contacts

Topic 4C: Find the Geographical Location of a Contact
Topic 4D: Update Contacts

Lesson 5: Scheduling Appointments
Topic5A: Explore the Outlook Calendar
Topic 5B: Schedule an Appointment
Topic 5C: Edit Appointments

Lesson 6: Managing Meetings in Outlook

Topic 6A: Schedule a Meeting

Topic 6B: Reply to a Meeting Request

Topic 6C: Track and Update Scheduled Meetings
Topic 6D: Print the Calendar

Lesson 7: Managing Tasks and Notes
Topic 7A: Create a Task

Topic 7B: Edit and Update a Task
Topic 7C: Create a Note

Topic 7D: Edit a Note
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Course Specifications

Course number:
Course length: 1.0 day(s)

Course Description

Course Objective: You will customize the Outlook environment, calendar, and mail messages, and will
also track, share, assign, and quickly locate various Outlook items.

Target Student: This course is designed for experienced Outlook users who need to customize their
Outlook environment, calendar, and email messages and who wish to track, share, assign, and locate
various Outlook items.

Prerequisites: Prospective students should be familiar with using personal computers (basic typing skills
are recommended). They should be comfortable with the Windows environment and be able to use
Windows to manage information on the computer. Specifically, they should be able to launch and close
programs; navigate to information stored on the computer; and manage files and folders. Before taking
this course, it is recommended that students take the following Element K courses or possess equivalent
knowledge of Microsoft Office Outlook 2010: Level 1, and a choice of operating systems. Prerequisite
courses include:

1 Windows XP Professional: Level 1
1 Windows XP Professional: Level 2

Course Objectives

Upon successful completion of this course, students will be able to:

customize message settings.

organize and locate Outlook messages.
set calendar options.

track activities using the Journal.
assign and track tasks.

share folder information.

customize the Outlook environment.

E R EE ]

Course Content

Lesson 1: Customizing Message Options
Topic 1A: Modify Message Settings

Topic 1B: Modify 8livery Options

Topic 1C: Change the Message Format

Topic 1D: Set the Out of the Office Notification
Topic 1E: Create a Contact Group

Topic 1F: Insert a Hyperlink
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Topic 1G: Create Quick Steps

Lesson 2: Organizing and Locating Messages
Topic 2A: Somessages Using Multiple Criteria
Topic 2B: Find Messages Using Instant Search
Topic 2C: Find Messages Using Multiple Criteria
Topic 2D: Filter Messages

Topic 2E: Organize Messages

Topic 2F: Manage Junk Email

Lesson 3: Setting Calendar Options

Topic3A: Set Workdays and Time

Topic 3B: Display an Additional Time Zone

Topic 3C: Set Availability Options

Topic 3D: Create Calendar Groups

Topic 3E: Manage Automatic Meeting Responses

Lesson 4: Tracking Activities Using the Journal
Topic 4A: Record aurnal Entry Automatically
Topic 4B: Record a Journal Entry Manually
Topic 4C: Modify a Journal Entry

Lesson 5: Managing Tasks

Topic 5A: Assign a Task

Topic 5B: Reply to a Task Request
Topic 5C: Send a Task Update
Topic 5D: Track Assigned Tasks

Lesson 6: Sharing Folder Information

Topic 6A: Specify Folder Permissions

Topic 6B: Access Another User's Folder

Topic 6C: Send Calendar Information in an Email Message
Topic 6D: Delegate Folder Access to Users

Lesson 7: Customizing the Outlook Envirenm

Topic 7A: Customize the Ribbon and Quick Access Toolbar
Topic 7B: Customize the-Do Bar

Topic 7C: Create a Folder Home Page
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Course Specifications

Course number: 084597
Course length: 1.0 day(s)

Course Description

Course Objective: You will work with the advanced features of Outlook.

Target Student: This course is intended for persons with an intermediate understanding of Outlook who
need to use Outlook to personalize and organize their email, manage Outlook data files, share and link
contacts, archive items, create forms, and work offline and remotely.

Prerequisites: This course assumes that you are proficient with Windows to manage information on your
computer and that you have an intermediate knowledge of Outlook. The following Element K courses (or
equivalent knowledge) are required:

T Microsoft® Office Outlook® 2010: Level 1
1 Microsoft® Office Outlook® 2010: Level 2

Course Objectives

Upon successful completion of this course, students will be able to:

personalize their email.

organize Outlook items.

manage Outlook data files.

work with contacts.

save and archive email messages.
create a custom form.

work offline and remotely.
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Course Content

Lesson 1: Personalizing Your Email

Topic 1A: Apply 8tionery and Themes

Topic 1B: Create a Custom Theme

Topic 1C: Create a Signature

Topic 1D: Modify Signatures

Topic 1E: Configure Email Message Security Settings

Lesson 2: Organizing Outlook Items
Topic 2A: Group Items

Topic 2B: Create Search Folders
Topic 2C: Apply Conditional Formatting
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Lesson 3: Managing Outlook Data Files

Topic 3A: Back Up Outlook Items in Outlook Data Files
Topic 3B: Add Outlook Data Files to a Mail Profile
Topic 3C: Change Data File Settings

Lesson 4: Managing Contactgda@@ontact Information
Topic 4A: Forward Contacts

Topic 4B: Edit an Electronic Business Card

Topic 4C: Export Contacts

Topic 4D: Perform a Mail Merge

Topic 4E: Link Items to the Business Contact Manager

Lesson 5: Saving and Archiving Email

Topic 5ASave Messages in Alternate Formats

Topic 5B: Archive Messages

Topic 5C: Protect Archives and Other Personal Folders

Lesson 6: Creating a Custom Outlook Form
Topic 6A: Customize a Form
Topic 6B: Create Outlook Items Based on a Custom Form

Lesson 7: \Wrking Offline and Remotely

Topic 7A: Make Folders Available Offline

Topic 7B: Configure Remote Procedure Calls over HTTP
Topic 7C: Download Selected Messages

Topic 7D: Publish Calendar Information to Office Online

Appendix A: Newsgroups

Appendix B: BS Feeds

Appendix C: The Outlook Social Connector
Appendix D: Manage Multiple Accounts
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Course Specifications

Course number: 084592
Course length: 1.0 day(s)
Certification: MOS: Microsoft Office PowerPoint 2010

Course Description

Course Objective: You will explore the PowerPoint environment and create a presentation. You will
format text on slides to enhance clarity. To enhance the visual appeal, you will add graphical objects to a
presentation and modify them. You will also add tables and charts to a presentation to present data in a
structured form. You will then finalize a presentation to deliver it.

Target Student: This course is designed for students who are interested in learning the fundamentals
needed to create and modify basic presentations using Microsoft Office PowerPoint 2010.

Prerequisites: Students should be familiar with using personal computers, and have used a mouse and
keyboard. They should be comfortable with the Windows environment and be able to use Windows to
manage information on their computers. Specifically, they should be able to launch and close programs;
navigate to information stored on the computer; and manage files and folders. Students should have
completed the following courses or possess equivalent knowledge before starting with this course:

Microsoft® Office Windows® XP Introduction
Microsoft® Office Windows® XP Professional Level 1
Microsoft® Office Windows® XP Professional Level 2
Microsoft® Office Windows® 2000 Introduction
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Certification

This course is one of a series of Element K courseware titles that addresses Microsoft Office Specialist
(MOS) certification skill sets. The MOS certification program is for individuals who use Microsoft's
business desktop software and who seek recognition for their expertise with specific Microsoft products.

Course Objectives

Upon successful completion of this course, students will be able to:

identify the components of the PowerPoint 2010 interface.
create a presentation.

format text on slides.

add graphical objects to a presentation.

modify graphical objects in a presentation.

work with tables in a presentation.

add charts to a presentation.

prepare to deliver a presentation.
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Course Content

Lesson 1: Getting Started with PowerPoint
TopiclA: Identify the Elements of the User Interface
Topic 1B: View Presentations

Topic 1C: Save a Presentation

Topic 1D: Use Microsoft PowerPoint Help

Lesson 2: Creating a Basic Presentation
Topic 2A: Select a Presentation Type
Topic 2B: Enter Text

Topc 2C: Edit Text

Topic 2D: Format Text Placeholders
Topic 2E: Add Slides to a Presentation
Topic 2F: Arrange Slides

Topic 2G: Work with Themes

Lesson 3: Formatting Text on Slides
Topic 3A: Apply Character Formats
Topic 3B: Format Paragraphs

Lessort: Adding Graphical Objects to a Presentation
Topic 4A: Insert Images into a Presentation

Topic 4B: Add Shapes

Topic 4C: Add Visual Styles to the Text in a Presentation

Lesson 5: Modifying Graphical Objects in a Presentation
Topic 5A: Edit Graphicabf@cts

Topic 5B: Format Graphical Objects

Topic 5C: Group Graphical Objects on a Slide

Topic 5D: Arrange Graphical Objects on a Slide

Topic 5E: Apply Animation Effects

Lesson 6: Working with Tables

Topic 6A: Insert a Table

Topic 6B: Format Tables

Topic 6C: Import Tables from Other Microsoft Office Applications

Lesson 7: Working with Charts

Topic 7A: Insert Charts

Topic 7B: Maodify a Chart

Topic 7C: Import Charts from Other Microsoft Office Applications

Lesson 8: Preparing to Deliver a Presentat
Topic 8A: Review the Content in a Presentation
Topic 8B: Divide a Presentation into Sections
Topic 8C: Add Transitions

Topic 8D: Add Speaker Notes
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Course Specifications

Course number: 084593
Course lengthl1.0 day(s)

Course Description

Course Objective: You will enhance your presentation by using features that will transform it into a
powerful means of communication. You will customize the PowerPoint interface to suit your requirements
and use features to create dynamic and visually appealing presentations. You will then finalize a
presentation and secure it to authenticate its validity.

Target Student: This course is designed for professionals who will use Microsoft Office PowerPoint 2010
to prepare presentations and be more productive in their work.

Prerequisites: To ensure your success, we recommend that vyou
introductory courses, such as Microsoft® Office PowerPoint® 2010 : Level 1, or have equivalent
knowledge and skills.

Course Objectives

Upon successful completion of this course, students will be able to:

customize the PowerPoint environment.
customize a design template.

add SmartArt graphics to a presentation.
add special effects to a presentation.
customize a slide show.

collaborate on a presentation.

secure and distribute a presentation.

Too To o Jo To I Do

Course Content

Lesson 1: Customizing the PowerPoint Environment

Topic 1A: Customize the PowerPoint Interface
Topic 1B: Set Options for Working with PowerPoint

Lesson 2: Giomizing a Design Template

Topic 2A: Set Up a Slide Master

Topic 2B: Create Custom Slide Layouts
Topic 2C: Add Headers and Footers
Topic 2D: Modify the Notes Master
Topic 2E: Modify the Handout Master
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Lesson 3: Adding SmartArt Graphics to a Presanmt

Topic 3A: Insert SmartArt Graphics
Topic 3B: Modify SmartArt Graphics

Lesson 4: Adding Special Effects to a Presentation

Topic 4A: Add Multimedia Elements
Topic 4B: Customize Slide Component Animations

Lesson 5: Customizing a Slide Show

Topt 5A: Set Up a Custom Slide Show

Topic 5B: Annotate a Presentation

Topic 5C: Create a Presentadependent Slide Show
Topic 5D: Set Up a Slide Show to Repeat Automatically

Lesson 6: Collaborating on a Presentation

Topic 6A: Review a Presentation

Topic 6B: Publish Slides to a Slide Library

Topic 6C: Restrict Access to a Shared Presentation

Topic 6D: Share a Presentation Using PowerPoint Web App

Lesson 7: Securing and Distributing a Presentation
Topic 7A: Broadcast a Presentation

Topic 7B: Convea Presentation into a Video

Topic 7C: Package a Presentation

Topic 7D: Publish a Presentation to Other File Formats
Topic 7E: Secure a Presentation

Appendix A: PowerPoint Mobile 2010

Appendix B: Math Equation Support

wWww.sunteleo.com 210.880.477] Page38




Sunteleo Training Course Catalog 2011-2012

Course Specifications

Course number: 084591
Course length: 0.5 day(s)

Course Description

Course Objective: You will identify the components of the results-oriented interface of the PowerPoint
environment and customize the interface to suit your requirements. You will identify and use the new and
enhanced features of PowerPoint 2010 to create dynamic and visually appealing presentations. You will
finalize a presentation and secure it with a digital signature to authenticate its validity, and finally save a
presentation to the web so that you can access it online.

Target Student: This course is designed for experienced PowerPoint users who have worked with the
earlier versions of Microsoft® Office PowerPoint®, ideally Microsoft® Office PowerPoint® 2003, and who
have or are planning to upgrade to Microsoft® Office PowerPoint® 2010.

Prerequisites: Students having prior knowledge of PowerPoint 2003 and/or PowerPoint XP on the
Windows operating system.

Course Objectives

Upon successful completion of this course, students will be able to:

identify the elements of the PowerPoint environment.
build the framework of a presentation.

add visual elements to a presentation.

prepare to deliver a presentation.

work with shared presentations.

Too To o I Do

Course Content

Lesson 1: Identifying the Elements of the PowerPoint Environment
Topic 1A: Identify the Components of the User Interface

Topic 1B: Use the Tagkiented Tabs on the Ribbon

Topic 1C: Customize the Poweiidnterface

Lesson 2: Building the Framework of a Presentation

Topic 2A: Create a Presentation
Topic 2B: Save a Presentation
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Topic 2C: Create Custom Slide Layouts
Topic 2D: Create and Apply Themes

Lesson 3: Adding Visual Elements to a Presemtatio

Topic 3A: Apply Rich Text and Typography Effects
Topic 3B: Apply Animation Effects

Topic 3C: Work with Pictures and SmartArt Graphics
Topic 3D: Add Styles and Effects to a Table

Topic 3E: Work with Chart Tools

Topic 3F: Add and Manage Videos

Lessn 4: Preparing to Deliver a Presentation
Topic 4A: Divide a Presentation into Sections
Topic 4B: Add Transitions

Topic 4C: Print a Presentation

Topic 4D: Secure a Presentation

Lesson 5: Working with Shared Presentations

Topic 5A: Share PowerPoineBentations
Topic 5B: Work with Presentations by Using a Web Browser

Appendix A: New Features in PowerPoint 2010

Appendix B: PowerPoint Mobile 2010
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Course Specifications

Course number:; 084602
Course length: 1.6ay(s)

Course Description
Course Objective: You will create and manage a project schedule using Microsoft® Project 2010.

Target Student: This course is designed for a person who has an understanding of project management
concepts, who is responsible for creating and modifying project plans, and who needs a tool to manage
those project plans.

Prerequisites: Students enrolling in this class should have the following:

A A general introductory-level understanding of project management concepts. Courses that help
fulfill this requirement include: Project Management Fundamentals (Second Edition).

A Basic end-user skills with any current Windows operating system. Courses that help fulffill this
requirement include: Microsoft® Windows® XP Professional: Level 1 or Microsoft® Windows®

Vist aE: Level 1 or Mi crosoftE WindowsE 7: Level 1.

Course Objectives

Upon successful completion of this course, students will be able to:

identify the basic features and components of the Microsoft Project environment.
create a new project plan file and enter project information.

manage tasks by organizing tasks and setting task relationships.

manage resources for a project.

finalize a project plan.

Too T I>o T T>o

Course Content

Lesson 1: Getting Started with Microsoft Project

Topic 1A: Explorthe Microsoft Project 2010 Environment
Topic 1B: Display an Existing Project Plan in Different Views

Lesson 2: Creating a Project Plan

Topic 2A: Create a Project Plan

Topic 2B: Assign a Project Calendar

Topic 2C: Add Tasks to a Project Plan
Topic D: Enter the Task Duration Estimates
Topic 2E: Add Resources to a Project Plan
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Lesson 3: Managing Tasks in a Project Plan

Topic 3A: Outline Tasks

Topic 3B: Link Dependent Tasks

Topic 3C: Set Task Constraints and Deadlines
Topic 3D: Add Notes to aska

Topic 3E: Add a Recurring Task

Lesson 4: Managing Resources in a Project Plan
Topic 4A: Create a Resource Calendar

Topic 4B: Assign Resources to Tasks

Topic 4C: Enter Costs for Resources

Topic 4D: Resolve Resource Conflicts

Lesson 5: FinalizirgProject Plan

Topic 5A: Shorten a Project Using the Critical Path
Topic 5B: Set a Baseline

Topic 5C: Print a Project Summary Report

Appendix A: Additional Procedures to Create a Schedule in Microsoft Project 2010

Course Specifications

Course number: 084603
Course length: 1.0 day(s)

Course Description

Course Objective: You will manage and customize project plans during the implementation stage of a
project.

Target Student: This course is designed for a person who has an understanding of project management
concepts, who has the basic skills to create and modify project plans using Microsoft Project 2010, and
who needs to use Microsoft Project 2010 to manage and customize those plans through the
implementation stage of a project.

Prerequisites: Students enrolling in this class should have the ability to create and update project plans

using Microsoft Project 2010. You can obtain this level of skills and knowledge by taking the following
course:

1 Microsoft® Project 2010: Level 1
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A general understanding of project management concepts is helpful, but is not required. To obtain this
general understanding, you may choose to take the following course:

1 Project Management Fundamentals: (Second Edition)

Knowledge of other Microsoft Office 2010 applications would also be helpful, but is not required.

Course Objectives

Upon successful completion of this course, students will be able to:

exchange project plan data with other applications.
update a project plan.

manage project costs.

report project data visually.

reuse project plan information.

=A =4 =8 -8 -9

Course Content
Lesson 1: Exchanging Project Plan Data with Other Applications

Topic 1A: Import Project Information
Topic 1B: Export Project Plan Cost Data to an Excel Workbook
Topc 1C: Copy a Picture of the Project Plan Information

Lesson 2: Updating a Project Plan

Topic 2A: Enter Task Progress
Topic 2B: Enter Overtime Work
Topic 2C: Edit Tasks

Topic 2D: Reschedule a Task
Topic 2E: Filter Tasks

Topic 2F: Set an Interim Rla
Topic 2G: Create a Custom Table
Topic 2H: Create a Custom Field

Lesson 3: Managing Project Costs

Topic 3A: Update Cost Rate Tables

Topic 3B: Group Costs

Topic 3C: Link Documents to a Project Plan
Lesson 4: Reporting Project Data Visually
Topic4A: Create a Visual Report

Topic 4B: Customize a Visual Report
Topic 4C: Create a Visual Report Template
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Lesson 5: Reusing Project Plan Information

Topic 5A: Create a Project Plan Template

Topic 5B: Create a Custom View

Topic 5C: Make Custom Viewgaflable to Other Project Plans
Topic 5D: Share Resources

Topic 5E: Create a Master Project

Appendix A: Synchronizing with SharePoint

Course Specifications

Course number: 084092
Course length: 1.0 day(s)

Course Description

Course Objective: You will log on to Windows 7, explore its interface, identify the different components
in the interface, customize the Windows 7 desktop, manage files and folders, use the common tools and
programs available in Windows 7, and browse the Internet.

Target Student: This course is designed for any worker, business professional, or private individual who
needs knowledge in operating systems and file management skills.

Prerequisites: To ensure your success in this course, we recommend that you take up the Introduction
to Personal Computers course available at ElementK or possess equivalent experience.

Course Objectives

Upon successful completion of this course, students will be able to:

A log on to Windows 7, explore its interface, and identify the different components present in the
interface.

customize the Windows 7 desktop.

manage files and folders.

use the common tools and programs available in Windows 7.

browse the Internet.

To o o To
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Course Content

Lesson 1: Exploring Windows 7

Topic A: Identify Personal Computer Functionality
Topic 1B: Log On to Windows 7

Topic 1C: Explore the Desktop

Topic 1D: Work with Windows

Topic 1E: Access the Help and Support Feature
Topic 1F: Turn Off the Personal Computer

Lesson 2: Customizing the Wowds 7 Desktop
Topic 2A: Customize the Start Menu

Topic 2B: Customize the Taskbar

Topic 2C: Personalize the Desktop

Topic 2D: Add Gadgets to the Desktop

Lesson 3: Managing Folders and Files

Topic 3A: Navigate to Folders Using Windows Explorer
topic 3B Work with Folders and Files

Topic 3C: Secure Folders and Files

Topic 3D: Organize Folders and Files

Topic 3E: Search for Folders and Files

Lesson 4: Using Common Tools and Programs in Windows 7
Topic 4A: Create a Document in WordPad

Topic 4B: Workvith the Calculator

Topic 4C: Capture Screens Using the Snipping Tool

Topic 4D: Customize a Graphic with the Paint Tool

Lesson 5: Browsing the Internet

Topic 5A: Get Familiar with the Internet

Topic 5B: Browse Websites Using Internet Explorer 8
Topic 5C: Download and Install a Gadget

Appendix A: Windows 7 Keyboard Shortcuts

Appendix B: Personal Computer Basics
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Course Specifications

Course number: 084218
Course length: 1.0 day(s)

Course Description
Course Objective: You will work with Microsoft® Windows® 7 to perform advanced tasks.

Target Student: This course is designed for any knowledge worker or business professional who needs
operating system and file management skills.

Prerequisites: To ensure your success in this course, we recommend that you take the following
Element K courses, or have equivalent knowledge.

A Introduction to Personal Computers
A Microsoft® Windows® 7: Level 1

Course Objectives

Upon successful completion of this course, students will be able to:

customize the Windows 7 environment.
configure user accounts.

work with applications in Windows 7.
work with devices.

manage networks.

secure your system data.

enhance system performance.

work with Internet Explorer 8.

Too To o Jo To T To Do

Course Content

Lesson 1: Customizing the Windows 7 Environment

Topic 1A: Apply Aero Features
Topic 1B: Modify Display Settings

Lesson 2: Configuring User Accounts

Topic 2A: Create a User Account
Topic 2B: Manage User Accounts

Lesson 3: Working with ApplicationsWindows 7
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Topic 3A: Schedule Tasks
Topic 3B: Work with Media Files
Topic 3C: Explore Games
Topic 3D: Manage Programs

Lesson 4: Working with Devices

Topic 4A: Modify Device Settings
Topic 4B: Configure Removable Devices

Lesson 5: Managing Netwark

Topic 5A: An Overview of Networks
Topic 5B: Share Files and Folders
Topic 5C: Manage Offline Files

Lesson 6: Securing System Data

Topic 6A: Back Up Data
Topic 6B: Restore Data
Topic 6C: Apply Security Settings

Lesson 7: Enhancing System Perfance

Topic 7A: Improve Processing Speed

Topic 7B: Optimize Power Consumption

Topic 7C: Configure Windows Update Settings
Topic 7D: Troubleshoot Problems

Lesson 8: Working with Internet Explorer 8

Topic 8A: Manage Favorites

Topic 8B: Manage Historylés

Topic 8C: Configure Pap Settings

Topic 8D: Configure Internet Security and Privacy Settings
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Course Specifications

Course number: 084089
Course length: 0.5 day(s)

Course Description

Course Objective: You will use the new features in Windows 7 to streamline your workflow efficiency
and business productivity.

Target Student: This course is designed for persons who are familiar with and comfortable working in
Windows XP and want to upgrade to the new and enhanced features of Windows 7. This course is not for
students who are first-time Windows users.

Prerequisites: To ensure successful completion of Windows® 7: Transition from Windows® XP, students
need to have experience working in a Windows XP environment.

Course Objectives

Upon successful completion of this course, students will be able to:

explore the new and enhanced features on the Windows 7 desktop.
manage files and folders.

work with the new and improved programs in Windows 7.

secure the computer using the enhanced and new features in Windows 7.
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Course Content

Lesson 1: Exploring the New Features on the Windows 7 Desktop

Topic 1A: Log On to Windows 7
Topic 1B: Explore the Desktop Context Menu Options
Topic 1C: Explore the Windows 7 Taskbar

Lesson 2: Working with Enhanced File and Folder Management
Topic 2A: Examine Enhancements in Windows Explorer

Topic 2B: Work with Libraries

Topic 2C: Work with Windows

Topic 2D: Share Files and Folders

Lesson 3: Working with the New and Enhanced Rrogrin Windows 7

Topic 3A: Work with New Accessories
Topic 3B: Work with the Enhanced Accessories
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Topic 3C: Browse the Internet Using Internet Explorer 8
Topic 3D: Use the Windows Media Center
Topic 3E: Set Up and Manage Removable Devices

Lesson 4Securing the Computer Using Enhanced and New Features

Topic 4A: Apply Security Settings
Topic 4B: Troubleshoot Problems

Appendix A: Windows XP Virtual Mode in Windows 7

Course Specifications

Course number: 084582

Course length: 1.0 day(s)

Certification: MOS: Microsoft Office Word 2010 Exam 777 881, MOS: Microsoft Office Word Expert 2010
Exam 77i 887

Course Description

Course Objective: You will create, edit, and enhance standard business documents using Microsoft®
Office Word 2010.

Target Student: This course is designed for students who wish to learn the basic operations of the
Microsoft Word to perform their day-to-day responsibilities, and who want to use the application to be
more productive in their work. It provides the fundamental knowledge and techniques needed to advance
to using more complex Word features such as protecting your documents and usage of ligatures.

Prerequisites: To be successful in this course, you should be familiar with using personal computers and
you should have used the mouse and keyboard. You should be comfortable in the Windows environment
and be able to use Windows to manage information on the computer. Specifically, you should be able to
launch and close programs; navigate to information stored on the computer; and manage files and
folders. To ensure your success, we recommend you first take one of Element K's introductory Windows
courses, such as either of the following, or have equivalent skills and knowledge.

1 Windows XP Professional: Level 1
T Windows XP: Introduction

Certification

This course is one of a series of Element K courseware titles that addresses Microsoft Office Specialist
(MOS) certification skill sets. The MOS and certification program is for individuals who use Microsoft's
business desktop software and who seek recognition for their expertise with specific Microsoft products.
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Course Objectives

Upon successful completion of this course, students will be able to:

identify and work with basic Word 2010 tools and features.
edit text in a Word document.

modify the appearance of text in a Word document.

insert special characters and graphical objects.

organize data in tables.

proof a Word document.

control the appearance of pages in a Word document.
print a Word document.
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Course Content
Lesson 1: Getting Started with Word 2010

Topic 1A: Identify the Components of the Word Interface
Topic 1B: Customize the Word Interface

Topic 1C: Display a Document in Different Views

Topic 1D: Enter Text in a Document

Topic 1E: SavelZocument

Lesson 2: Editing Text in a Word Document
Topic 2A: Select Text

Topic 2B: Modify Text

Topic 2C: Find and Replace Text

Lesson 3: Modifying the Appearance of Text in a Word Document
Topic 3A: Apply Character Formatting

Topic 3B: Align Textslihg Tabs

Topic 3C: Display Text as List Items

Topic 3D: Modify the Layout of a Paragraph

Topic 3E: Apply Styles

Topic 3F: Manage Formatting

Topic 3G: Apply Borders and Shading

Lesson 4: Inserting Special Characters and Graphical Objects
Topic 4A:rsert Symbols and Special Characters
Topic 4B: Add lllustrations to a Document

Lesson 5: Organizing Data in Tables
Topic 5A: Insert a Table

Topic 5B: Modify a Table

Topic 5C: Format a Table

Topic 5D: Convert Text to a Table

Lesson 6: Proofing a WibDocument
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Topic 6A: Check Spelling and Grammar
Topic 6B: Use the Thesaurus

Lesson 7: Controlling the Appearance of Pages in a Word Document
Topic 7A: Apply a Page Border and Color

Topic 7B: Add a Watermark

Topic 7C: Add Headers and Footers

Lessor8: Printing Word Documents

Topic 8A: Control Page Layout

Topic 8B: Preview and Print a Document
Appendix A: Microsoft Office Word 2010
Appendix B: Microsoft Office Word Expert 2010

Course Specifications

Course numbr: 084583
Course length: 1.0 day(s)
Certification: MOS: Microsoft Office Word 2010

Course Description

Course Objective: You will create complex documents and build personalized efficiency tools using
Microsoft Office Word 2010.

Target Student: This course is designed for persons who are able to create and modify standard
business documents in Microsoft Word 2010, but need to know how to create or modify complex business
documents and customized Word efficiency tools. It also aims to assist persons preparing for the
Microsoft Office Specialist exams for Microsoft Word 2010.

Prerequisites: Students should be able to use Microsoft Word 2010 to create, edit, format, save, and
print basic business documents containing text, tables, and graphics. Students can obtain this level of
skill by taking the following Element K course:

A Microsoft® Office Word 2010: Level 1

Certification

This course is one of a series of Element K courseware titles that addresses Microsoft Office Specialist

skill sets. The Microsoft Offic e Speci al i st program is for individuals w
software and seek recognition for their expertise with specific Microsoft products. Certification candidates

must pass one or more proficiency exams in order to earn the Microsoft Office Specialist certification.
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Course Objectives

Upon successful completion of this course, students will be able to: manage lists.

customize tables and charts.

customize the formatting of a document using styles and themes.
modify pictures in a document.

create customized graphic elements.

insert content using Quick Parts.

control text flow.

use templates to automate document creation.

use the mail merge function.

use macros to automate common tasks.
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Course Content

Lesson 1: Managing Lists
Topic 1A: Sort a List

Topic 1B: Renumber a List
Topic 1C: Customize a List

Lesson 2: Customizing Tables and Charts
Topic 2A: Sort Table Data

Topic 2B: Control Cell Layout

Topic 2C: Perform Calculations in a Table
Topic 2D: Create Charts

Lesson 3Creating Customized Formats with Styles and Themes
Topic 3A: Create or Modify a Text Style

Topic 3B: Create a Custom List or Table Style

Topic 3C: Apply Default and Customized Document Themes

Lesson 4: Modifying Pictures

Topic 4A: Resize a Picture

Topic 4B: Adjust the Picture Appearance Settings

Topic 4C: Wrap Text Around a Picture

Topic 4D: Insert and Format Screenshots in a Document

Lesson 5: Creating Customized Graphic Elements

Topic 5A: Create Text Boxes and Pull Quotes

Topic 5B: Draw Shapes

Topic 5C: Add WordArt and Other Special Effects to Text
Topic 5D: Create Complex lllustrations with SmartArt

Lesson 6: Inserting Content Using Quick Parts
Topic 6A: Insert Building Blocks

Topic 6B: Create Building Blocks

Topic 6C: Modify Building Blks

Topic 6D: Insert Fields Using Quick Parts

Lesson 7: Controlling Text Flow
Topic 7A: Control Paragraph Flow
Topic 7B: Insert Section Breaks
Topic 7C: Insert Columns
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Topic 7D: Link Text Boxes to Control Text Flow

Lesson 8: Using Templates to Auiate Document Creation
Topic 8A: Create a Document Based on a Template
Topic 8B: Create a Template

Lesson 9: Automating the Mail Merge

Topic 9A: Use the Mail Merge Feature
Topic 9B: Merge Envelopes and Labels
Topic 9C: Create a Data Source Using Word

Lesson 10: Using Macros to Automate Tasks
Topic 10A: Automate Tasks Using Macros
Topic 10B: Create a Macro

Course Specifications

Course number: 084584
Course length: 1.0 day(s)

Course Description

Course Objective: You will create, manage, revise, and distribute documents.

Target Student: This course is designed for persons who want to gain skills necessary to manage
lengthy documents, collaborate with others, and secure documents.

Prerequisites: Students should be able to use Microsoft® Office Word 2010 to create, edit, format, save,
and print business documents that contain text, tables, and graphics. Students should also be able to use
a web browser and an email program. In order to understand how Word interacts with other applications
in the Microsoft Office System, students should have a basic understanding of how worksheets and
presentations work. To ensure your success, you need to first take the following Element K courses or
have equivalent knowledge:

A Microsoft® Office Word 2010: Level 1
A Microsoft® Office Word 2010: Level 2

Course Objectives

Upon successful completion of this course, students will be able to:

use Word with other programs.
collaborate on documents.
manage document versions.

add reference marks and notes.
simplify the use of long documents.
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A secure a document.
A create forms.

Course Content

Lesson 1: Using Microsoft Office Word 2010 with Other Programs
Topic 1A: Link a Word Document to an Excel Worksheet

Topic 1B: Send a Documenttine to Microsoft® Office PowerPoint®
Topic 1C: Send a Document as an Email Message

Lesson 2: Collaborating on Documents

Topic 2A: Modify User Information

Topic 2B: Send a Document for Review

Topic 2C: Review a Document

Topic 2D: Compare DocumentaBiges

Topic 2E: Merge Document Changes

Topic 2F: Review Track Changes and Comments
Topic 2G: Coauthor a Document

Lesson 3: Managing Document Versions
Topic 3A: Create a New Document Version
Topic 3B: Compare Document Versions
Topic 3C: Merge DocumgXersions

Lesson 4: Adding Reference Marks and Notes
Topic 4A: Insert Bookmarks

Topic 4B: Insert Footnotes and Endnotes
Topic 4C: Add Captions

Topic 4D: Add Hyperlinks

Topic 4E: Add Cro$eferences

Topic 4F: Add Citations and a Bibliography

Lessn 5: Simplifying the Use of Long Documents
Topic 5A: Insert Blank and Cover Pages

Topic 5B: Insert an Index

Topic 5C: Insert a Table of Figures

Topic 5D: Insert a Table of Authorities

Topic 5E: Insert a Table of Contents

Topic 5F: Create a Master Dmeent

Lesson 6: Securing a Document

Topic 6A: Hide Text

Topic 6B: Remove Personal Information from a Document
Topic 6C: Set Formatting and Editing Restrictions

Topic 6D: Add a Digital Signature to a Document

Topic 6E: Set a Password for a Document

Topic 6F: Restrict Document Access

Lesson 7: Creating Forms
Topic 7A: Add Form Fields to a Document
Topic 7B: Protect a Form
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Course Specifications

Course number: 084581
Course length: 0.5 day(s)

Course Description

Course Objective: You will identify and use the new and enhanced features in Microsoft® Office Word
2010.

Target Student: This course is designed for experienced Word users who have used earlier versions of
Microsoft Office Word, ideally Microsoft Office Word 2003, and who are planning to upgrade to Microsoft
Office Word 2010.

Prerequisites: Students enrolling in this course should understand how to use some versions of Word,
preferably 2003, and have some familiarity with the Internet. Due to the nature of this course and the
minimal prerequisites, this course covers the commonly used new features, and not the more advanced
new features of the application.

Course Objectives

Upon successful completion of this course, students will be able to:

identify the components of the Word 2010 environment.

add images, styles, and themes to documents.

use the advanced features to add building blocks, equations, citations, and bibliography to a
document.

finalize documents.

work with Office Web Apps to save and access documents from the web.
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Course Content

Lesson 1: Identifying the Components of the Word 2010 Environment

Topic 1A: Identify the New Interface Features
Topic 1B: Work with the Ribbon

Topic 1C: Use Options on Contextual Tabs
Topic 1D: Use the Galleries

Topic 1E: Customize the Interface

Lesson 2: Adding Images, Styles, and Themes

Topic 2A: Apply Styles
Topic 2B: Apply Document Themes
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Topic 2C: Add Stial Effects
Topic 2D: Work with Images

Lesson 3: Using Advanced Features

Topic 3A: Add Building Blocks

Topic 3B: Build Equations

Topic 3C: Use the Navigation Pane

Topic 3D: Add Citations and Bibliographies
Lesson 4: Finalizing Documents

Topic 4A Compare Reviewed Documents
Topic 4B: Inspect Documents

Topic 4C: Perform a Compatibility Check
Lesson 5: Working with Office Web Apps

Topic 5A: Save Documents to the Web
Topic 5B: Access Documents from the Web

Appendix A: New Features in MicrosdiOffice Word 2010
Appendix B: Secure a Document
Appendix C: Ink Formatting in Tablet PCs

Appendix D: Mobile Features
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Course Specifications

Course number: 088481
Course length: 1.0 day(s)

Course Description

As a first-time manager, you will have the responsibility to write business documents that will help support
the goals of your company. In order to successfully create a variety of business documents, you need to
thoroughly understand which documents work best for specific situations and how to produce them. In
this course, you will learn how to choose the best document to use and prepare to write the document to
help you achieve your business goals.

Course Objective: You will identify specific presentation technigues for various business documents,

including business plans, proposals, project plans, contracts, strategic plans, reports, procedures, and
policies, and the methods of preparing those documents for your intended audience.

Target Student: First-time managers who want to build their skills to write well-organized and convincing
business documents.

Prerequisites: Business Writing

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives

Upon successful completion of this course, students will be able to:

1 focus your document.
1 communicate to your audience effectively.

Course Content

Lesson 1: Focusing Your Document
Topic 1A: Determine Your Purpose
Topic 1B: Determine Youdience

Lesson 2: Communicating to the Audience Effectively
Topic 2A: Planning the Writing Project
Topic 2B: Using Informative and Persuasive Techniques
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Course Specifications

Course number: 088686
Software: Microsoft Windows®
Course length: 1.0 day(s)

Course Description

In any profession, you will find yourself in a situation where you need to relay information to another
colleague. When such situations arise, good communication skills are an essential part of getting your
message across clearly. This course will show you how to apply advanced verbal and written
communication techniques in your workplace.

Course Objective: You will examine the components of good written and verbal communication.

Target Student: Business professionals who are interested in learning effective written and verbal
communication techniques.

Prerequisites: There are no prerequisite skills for this course, however, you might be interested in the
following related courses: Problem-Solving Skills, Negotiating Skills, Business Presentations, and
Business Writing: From Email to Proposals.

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives

Upon successful completion of this course, students will be able to:

determine the content of your message.

determine the best way to prepare and deliver your message verbally.
examine the basics of building a well-structured presentation.
examine the mechanics of delivering a successful presentation.

=A =4 =4 =4

Course Content

Lesson 1: Write to be Understood

Topic 1A: Determine When to Write

Topic 1B: Plan Your Message

Topic 1C: Perfect Your Style and Mechanics
Topic 1D: Writing in the Workplace

Lesson 2: Speak to be Heard
Topic 2APrepare Your Message
Topic 2B: Deliver Your Message

Lesson 3: Plan for High Impact
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Topic 3A: The Importance of Planning
Topic 3B: Outline Your Presentation
Topic 3C: Develop Your Script

Topic 3D: Add Visual Aids

Lesson 4: Captivate Your Audience
Topic4A: Make Final Preparations

Topic 4B: Basics of Delivery

Topic 4C: The Questi@and-Answer Session
Topic 4D: Assess the Presentation

Course Specifications

Course number: 088201
Course length: One day of training.
Software: n/a

Course Description

Appraising Performance provides an overview of the basics of conducting performance appraisals. It
provides guidelines and best practices for evaluating and improving the work performance of employees,
thereby increasing quality and productivity.

Prerequisites: There are no prerequisites for this course.

Delivery Method: This course is designed for instructor-led, group paced classroom-delivery, providing
students with structured hands-on activities.

Hardware/Software Requirements
You will need:

An overhead projector

A whiteboard projection screen and markers
A flip chart and markers

Microsoft Word 2000

E R I E

Performance-Based Objectives

i Establish performance expectations so that desired work results are achieved in accordance with
the organization's values and quality standards.

1 Write a performance appraisal so that it reflects an objective evaluation of the individual's work
performance.

1 Prepare for a performance appraisal discussion so that there are no barriers for an effective
discussion.
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1 Conduct a performance appraisal so that mutual understanding and cooperation is achieved and
a realistic development plan to improve future performance is prepared.
1 Follow up on a performance appraisal so that future performance meets expectations.

Course Content

Lesson 1: Establishing Performance Expectations
Topic 1A: Appraise Performance

Topic 1B: Manage Performance

Topic 1C: Establish Performance Expectations

Lesson 2: Writing a Performance Appraisal
Topic 2A: Avoid Common Performance RaEngrs
Topic 2B: Gather Appraisal Information

Topic 2C: Rate Performance

Topic 2D: Ensure Legal Compliance

Lesson 3: Preparing for the Appraisal Discussion
Topic 3A: Prepare the Individual

Topic 3B: Arrange the Logistics

Topic 3C: Prepare Yourself

Lessort: Conducting the Performance Appraisal Discussion
Topic 4A: Discuss Your Ratings and Comments

Topic 4B: Resolve Performance Problems

Topic 4C: Cope with Discussion Difficulties

Topic 4D: Plan for the Future

Lesson 5: Following Up

Topic 5A: Evaluate theffectiveness of the Appraisal Discussion
Topic 5B: Communicate Frequently

Topic 5C: Provide Ongoing Feedback and Coaching

Appendix A: Works Cited
References and Works CitedTopic

wWww.sunteleo.com 210.880.477] Pages0




Sunteleo Training Course Catalog 2011-2012

Course Specifications

Course number: 088613
Software: Microsoft Windows®
Course length: 0.5 day(s)

Course Description

Everyone who works in the business world today is faced with constant changes and is expected to
adapt. In this course, students will identify methods for solving problems resulting from workplace
changes. Students will define change management and identify strategies for effectively preparing for
change, coping with reaction to change, and becoming an agent of change in their working lives.
Course Objective: You will identify ways to solve problems related to change on the job, including

recognizing, anticipating, and effectively managing change. You will also define change management,
identify change-management strategies, define the psychological process of moving through change,
identify ways of preparing for change, and explore ways to embrace change on an ongoing basis.

Target Student: This course is for any professional who is experiencing or anticipating change within the
work environment.

Prerequisites: None.

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives
Upon successful completion of this course, students will be able to:

1 describe change in the workplace, and effective strategies for change management.
1 define the POISS Model of change analysis, and identify the steps of analyzing change.
1 define anticipating and embracing change, and identify best practices for both.

Course Content

Lesson 1: Understanding Change

Topic JA: Assess Your Reaction to Change
Topic 1B: Cope with Stress

Topic 1C: Cope with Fear

Topic 1D: Conduct Informational Interviews

Lesson 2: Analyzing Change
Topic 2A: Conduct a Change Analysis
Topic 2B: Study the Competition
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Lesson 3: Embracing Change

Topc 3A: Anticipate Change

Topic 3B: Identify Best Practices for Reframing Change
Topic 3C: Identify Best Practices for Embracing Change

Course Specifications

Course number: 088612
Course length: 0.5 day(s)

Course Description

With constantly shifting global economies and technological developments, businesses are constantly
changing to exploit opportunities. Companies no longer have the luxury of remaining the same.
Therefore, managers must constantly prepare for and implement change, guiding their employees
through periods of transition.

Course Objective: You will implement and manage change.

Target Student: This course is intended for middle management, especially those with direct reports,
who are responsible for managing organizational change and maintaining employee performance.

Prerequisites: There are no prerequisites for this course.

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives

Upon successful completion of this course, students will be able to:

plan for change.

learn to communicate change.

manage the impact of change on your team members.
successfully implement changes at work.

=A =4 =4 -4
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Course Content

Lesson 1: Planningrf@€hange

Topic 1A: Analyze the Process of Change
Topic 1B: Identify Barriers to Change
Topic 1C: Determine Available Support

Lesson 2: Communicating Change
Topic 2A: Utilize Adopters of Change
Topic 2B: Communicate Change

Lesson 3: Managing the Initiahpact of Change

Topic 3A: Educate Employees on the Change Process
Topic 3B: Implement Strategies to Deal with Stress
Topic 3C: Cope with Fear

Lesson 4: Implementing Change

Topic 4A: Engage Employees

Topic 4B: Capitalize on the Change Process
Topic 4C: M&mize the Benefits of Change
Topic 4D: Reframe Change

Topic 4E: Label Milestones

Topic 4F: Troubleshoot Issues
Topic 4G: Report Results

Course Specifications

Course number: 088913
Course length: 1.0 day(s)

Course Description

Course Objective: You will manage client relationships during various phases of a project's life cycle.

Target Student: This course is intended for managers, supervisors, team leaders, and individual
contributors that need to manage relationships with critical customers.

Prerequisites: There are no prerequisites for this course.

Course Objectives

Upon successful completion of this course, students will be able to:
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1 manage client relationships during the project initiation and planning.
1 manage client relationships during project implementation and close-out.
1 manage interaction-based causes of project failure.

Course Content
Lesson 1: Managing Relationships During Initiation and Planning

Topic 1A: Understand the Project Life Cycle

Topic 1B: Maximiz€lient Satisfaction

Topic 1C: Manage the Four Dimensions of Relationships
Topic 1D: Build Relationships During the Project Initiation
Topic 1E: Develop Relationships During Project Planning

Lesson 2: Managing Relationships During Execution and-Qlibse

Topic 2A: Manage Interactions During Project Implementation
Topic 2B: Perform a Clogaut to Extend Relationships
Topic 2C: Exceed a Client's Expectations with a Service Plan

Lesson 3: Managing Interactiddased Causes of Project Failure

Topic 3AExamine InteractioiBased Causes of Project Failure
Topic 3B: Manage the Failure of an Unclear Definition

Topic 3C: Overcome Problems with Risk Management

Topic 3D: Deal with the Failures of Poorly Managed Handoffs
Topic 3E: Manage the Failure of Usteed Assumptions

Topic 3F: Manage a Lack of Sound Communication

Course Specifications

Course number: 088678
Software: Microsoft Windows®
Course length: 0.5 day(s)

Course Description

As a leader in your organization, you are expected to help people meet or exceed expectations and to
help ensure productivity and profitability for the organization. Coaching is a leadership tool that is effective
in improving performance and contributing to the goals of the organization. In this course, you will explore
the benefits of coaching, coaching approaches, how to develop an action plan, and methods for ensuring
the coaching process is successful.

Course Objective: You will establish a coaching relationship with the coachee, use appropriate skills for

conducting the coaching conversation, and be able to create, monitor, and modify the coaching action
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plan.

Target Student: Managers, supervisors, team members, team leaders, project managers, mentors and
anyone who needs to coach and give feedback as part of his or her job and who wants to learn how to
apply the coaching process in order to successfully improve the performance of others.

Prerequisites: There are no prerequisite skills for this course, however, you might be interested in the
following related courses: Motivating Employees, Change Management for Managers, Managing Conflict,
Performance Management: and Communication Techniques.

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives
Upon successful completion of this course, students will be able to:

1 establish the coaching relationship.
1 identify methods of conducting the initial coaching conversation.
1 execute an action plan.

Course Content

Lessao 1: Establishing the Coaching Relationship
Topic 1A: Observe Performance Before Beginning to Coach
Topic 1B: Initiate the Coaching Relationship

Lesson 2: Conducting the Initial Coaching Conversation
Topic 2A: Practice Active Listening Skills

Topic 2B: Deermine the Coaching Approach

Topic 2C: Have the Initial Coaching Conversation

Lesson 3: Executing the Action Plan

Topic 3A: Create the Action Plan

Topic 3B: Modify the Action Plan

Topic 3C: Recognize That Goals Have Been Met

wWww.sunteleo.com 210.880.477] Pages5




Sunteleo Training Course Catalog 2011-2012

Course Specifications

Course number: 088602
Software: Microsoft Windows®
Course length: 0.5 day(s)

Course Description

Increasingly, businesses around the world have become more interconnected, and companies have to
think more globally in order to succeed. Despite economic ties with foreign nations, countries can be ill-
prepared for doing business abroad, lacking the knowledge and sensitivity to adjust their business
behavior to different cultural contexts. This course will provide you with strategies to communicate
effectively across cultures.

Course Objective: You will communicate and conduct business effectively across cultures.

Target Student: This course is for individuals who need to communicate clearly and effectively while
conducting business in cultures other than their own.

Prerequisites: There are no prerequisites for this course. You may find the following Element K courses
beneficial:

1 Negotiating Skills
1 Managing Conflict

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives

Upon successful completion of this course, students will be able to:

1 examine differences between cultures, identify methods of communicating effectively and
appropriately with people from different cultures, and describe cultural differences in business
protocol.

1 identify methods for creating high-performing, cross-cultural teams, describe strategies for
conducting successful multicultural negotiations, and explore ways of effectively resolving conflict
in other cultures.
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Course Content

Lesson 1: Communicating Across Cultures

Topic 1A: Recognize Cultural Differences

Topic 1B: Communicate in Other Cultures

Topic 1C: Follow Business Protocol in Other Cultures

Lesson 2: Workingitth Other Cultures

Topic 2A: Work in Teams in Other Cultures
Topic 2B: Negotiate in Other Cultures

Topic 2C: Resolve Conflict in Other Cultures

Course Specifications

Course number: 088648
Software: Microsoft Windows®
Course length: 0.5 day(s)

Course Description

You need to respond to customer service queries via a remote system such as email or the telephone. In
order to do this effectively, you need to develop skills that will help you interact with customers in a
positive and professional manner. In this course, you will learn important principles and skills you can
utilize as a remote customer service representative.

Course Objective: You will practice skills and apply principles for providing customer service remotely,

via telephone and the web.

Target Student: New employees in a telephone or electronic-based customer service role in any
industry, or current employees in this role in need of developing these skills.

Prerequisites: Written communication and typing skills; familiarity with telephone, email, and web-based
communication tools.

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives
Upon successful completion of this course, students will be able to:

1 manage the customer's initial contact.
9 address the customer's issues.
1 close communications with the customer once all issues have been resolved.
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Course Content

Lesson 1: Managing the Customer's Initial Contact
Topic 1A: Accept @ustomer Contact

Topic 1B: Address a Customer's Emotional State
Topic 1C: Address Your Own Emotional State

Lesson 2: Addressing Customer Issues
Topic 2A: Assess Customer Issues
Topic 2B: Develop Solutions

Topic 2C: Negotiate to Reach a Solution

Lesson 3Closing Communications
Topic 3A: Upsell Additional Products
Topic 3B: Conclude Customer Contact
Topic 3C: Follow Up

Topic 3D: Release Stress

Course Specifications

Course number: 088484
Software: PowerPoint®
Course length: 1.0 day(s)

Course Description

This course will provide the methods to perform a personal assessment so that new managers can
identify areas for improvement and apply strategies to develop and grow their leadership capabilities.
Course Objective: You will identify strategies that will help you develop as an effective leader.

Target Student: This course is intended for first-time managers, team leads, and individual contributors
on techniques and best practices for continual improvement of themselves as leaders.

Prerequisites: There are no prerequisite skills needed for this course. Suggested courses include
Practical Leadership, Leading and Managing Teams, and Emotional Intelligence for Managers.

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.
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Performance-Based Objectives

Upon successful completion of this course, students will be able to:

1 assess your leadership capabilities.
1 establish your leadership development plan.

Course Content

Lesson 1: Assessing Yourself as a Leader

Topic 1A: Assess Your Leadership Characteristics
Topic 1B: Assess How Others See Your Leadership
Topic 1C: Assess Your Environment

Lesson 2: Establishing Your Leadership Development Plan
Topic 2A: Identify Your Beénation

Topic 2B: Establish Your Road Map

Topic 2C: Build a Leadership Development Plan

Course Specifications

Course number: 088478
Course length: 1.0 day(s)

Course Description

You may have spent years honing your skills and developing expertise in a subject area. Your colleagues
recognize the depth of your knowledge and your keen ability to zero in on problems and elegantly resolve
them. But now you've been thrust into a training roled you are not only required to exercise your skills,
but communicate your knowledge to others. For many who assume a training role, that transition is not
easy. Training involves a specific set of skills that an expert in a particular field may not possess. In this
course, you will learn how to develop and present successful training.

Course Objective: You will develop and present successful training.

Target Student: Anyone expected to provide training to an audience, especially those who may not have
previous training experience.

Prerequisites: To profit the most from this course, you should be familiar with common word processing
and presentation software packages. In addition, you should consider completing the following Element K
business skills courses: Emotional Intelligence, Presentation Skills, and Basics of Effective
Communication.
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Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives
Upon successful completion of this course, students will be able to:

1 identify the training needs of your audience and the business requirements of your sponsor.
1 develop your training.
1 present your training.

Course Content

Lesson 1: Identifying the Training Needs
Topc 1A: Establish the Training Charter
Topic 1B: Perform a Needs Analysis

Lesson 2: Creating Content

Topic 2A: Develop Classroom Content

Topic 2B: Write Engaging Instructional Material
Topic 2C: Develop Activities

Topic 2D: Develop Assessments

Topic 2E: Daalop Visuals

Lesson 3: Presenting Your Training

Topic 3A: Assess Your Strengths as a Trainer

Topic 3B: Present Your Classroom Training

Topic 3C: Manage Your Classroom Training

Topic 3D: Present Your Remote Training

Topic 3E: Improve Your Training

Appendk A: Activity: Establishing Your Training Charter
Appendix B: Needs Analysis Report Template
Appendix C: Sample Training Outline

Appendix D: Activity: Writing Engaging Instructional Material
Appendix E: Activity: Developing Activities

Appendix F: Agvity: Presenting Your Training

Appendix G: Activity: Presenting Your Remote Training
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Course Specifications

Course number: 085069
Course length: 1.0 day(s)

Course Description
Course Objective: You will perform IT contract negotiations.

Target Student: This course is intended for entry-level IT managers or other IT managers who have no
prior contract negotiation responsibilities.

Prerequisites: None; Related courses of interest: Communication Skills and Business Presentations.

Course Objectives

Upon successful completion of this course, students will be able to:

explore the contract management process.
plan their negotiations.

perform negotiations.

negotiate in special circumstances.

identify ways to refine their negotiating skills.
create winning results.

To To I To o To

Course Content

Lesson 1: Exploring the Contract Management Process

Topic 1A: The Contract Management Process
Topic 1B: Explore Contract Documents

Lesson 2: Planning for Negotiation

Topic2A: Select the Negotiation Type
Topic 2B: Define Negotiation Objectives
Topic 2C: Assemble Your Negotiating Team

Lesson 3: Performing Negotiations

Topic 3A: Prepare to Negotiate

Topic 3B: Make the First Proposal

Topic 3C: Counter the Offer or Propbs

Topic 3D: Work Through an Impasse

Topic 3E: Accept an Offer or Walk Away from Negotiations
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Lesson 4: Negotiating in Special Circumstances

Topic 4A: Perform a Cro§ailtural Negotiation
Topic 4B: Perform a Cre&enerational Negotiation

Lesson 5Refining Your Negotiating Skills

Topic 5A: Determine the Skills of a Negotiator

Topic 5B: Factors in the Negotiation Strategy

Topic 5C: Tips to Build Rapport

Topic 5D: Identify the Ways to Gain Vendor Commitment
Lesson 6: Creating Winning Results

Topic 6A: Close the Deal

Topic 6B: Evaluate the Success of the Negotiation
Topic 6C: Ensure a Lasting Relationship

Course Specifications

Course number: 088600
Software: Microsoft Windows®
Course length: 1.0 day(s)

Course Description

Though businesses increasingly rely on technology, technological skills alone do not guarantee success
in the workplace. You must still develop your ideas, express them clearly, and persuade others of their
viability. This course offers effective strategies to sharpen your writing skills by structuring your ideas
logically, exercising diplomacy in letters and reports, and shaping your arguments.

Course Objective: You will organize and write effective business documents.

Target Student: This course is for individuals who need to write clearly and concisely in a professional
environment.

Prerequisites: To ensure your success, we recommend you first take the following Element K course or
have equivalent knowledge:

1  Grammar Essentials
1 Microsoft Office Word 2003

1 Microsoft Office Outlook 2003 Step by Step
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Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives

Upon successful completion of this course, students will be able to:

1 organize and write clear and concise email and instant messages that are appropriate to your
company's business culture.

write effective business communications.

write letters that are clear, precise, and appropriate to your audience.

organize and write a business proposal, complete with visuals, and an executive summary that
employ effective strategies of persuasion.

=A =4 =9

Course Content

Lesson 1: Writing Email and Other Electronic Communication
Topic 1A: Organize Your Materials

Topic 1B: Writan Email

Topic 1C: Write Instant Messages

Lesson 2: Writing Effective Business Communication

Topic 2A: Analyze Your Audience

Topic 2B: Write an Internal Announcement

Topic 2C: Write an Email Responding to Routine Requests

Topic 2D: Write an Email to Resyl Positively to Customer Complaints
Topic 2E: Write Bablews Messages

Lesson 3: Writing a Business Letter
Topic 3A: Write a Business Letter
Topic 3B: Write a Tharkou Letter

Lesson 4: Writing Business Proposals
Topic 4A: Persuade Your Audience
Topic 8: Write an Executive Summary
Topic 4C: Use Visuals
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Course Specifications

Course number: 088682
Course length: 1.0 day(s)

Course Description

Effective facilitators know how to take charge of work sessions and lead groups toward successfully
completing their work objectives. In this course, you will strategically plan work sessions and create
formal agendas, lead groups to generate new ideas through brainstorming events, and help people work
through facilitated difficult sessions. You will also further develop your facilitation skills by leading remote
work groups and even moderating international sessions.

Course Objective: You will identify methods of effectively facilitating meetings and group work sessions.
Target Student: Business professionals.
Prerequisites: Comfort speaking in front of a group, leading others, and working within a team.

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives
Upon successful completion of this course, students will be able to:

1 identify methods of planning a facilitated meeting.
1 facilitate different kinds of meetings.
1 facilitate remote sessions.

Course Content

Lesson 1: Planning the Meeting

TopiclA: Clarify the Purpose of the Meeting

Topic 1B: Familiarize Yourself with the Meeting Subject Matter
Topic 1C: Create the Agenda

Lesson 2: Facilitating the Meeting

Topic 2A: Lead a Session Effectively

Topic 2B: Manage a Brainstorming Session
Topic 2C: &cilitate Difficult Sessions

Lesson 3: Facilitating Remote Sessions
Topic 3A: Manage Remote Sessions
Topic 3B: Facilitate International Sessions
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Course Specifications

Course number: 088457
Software: Microsoft Windows®
Course length: 1.0 day(s)

Course Description

The world of business is increasingly becoming centered about the interaction of different teams, both
within and outside the organization. The success of a team within a company is often directly linked to the
ability of a manager to lead and manage the team effectively. In order to perform the job well, the
manager must understand the different roles of everyone involved in the team, and be trained in
developing the capabilities of all team members and addressing issues as soon as they surface. This
course will help you gain an understanding of the basic fundamentals of becoming an effective manager
for your team.

Course Objective: You will explore the fundamental concepts of effective management.

Target Student: Business professionals who are either at the managerial level, or are interested in
becoming team leaders.

Prerequisites: There are no prerequisite skills for this course; however, you might be interested in the
following related courses: Problem-Solving Skills, Negotiating Skills, Business Presentations, Advanced
Communication Skills, and Creating and Maintaining a Life Balance.

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives
Upon successful completion of this course, students will be able to:

1 determine the roles that a manager must fill on a team, and explore the key areas of personal
development.

1 discover how to detect silent messages through body language and other means of nonverbal
communication. You will also bolster your listening skills through active listening.

91 discover ways of identifying problems, prioritizing problems, and implementing solutions

effectively.

empower your workgroup through delegation and coaching.

discover the stages of team development and examine the need for regular team meetings.

= =4
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Course Content

Lesson 1: Developing as a Manager
Topic 1A: The Role of an Effective Manager
Topic 1B: Personal Skills Development

Lesson 2: Communicatingcgessfully
Topic 2A: Speak Without Talking
Topic 2B: Manage Better By Listening
Topic 2C: Assert to Achieve

Lesson 3: Creating Successful Solutions
Topic 3A: Identify the Core Problem
Topic 3B: Solve Problems Creatively
Topic 3C: Implement Solutions Dsieely

Lesson 4: Empowering Your Workgroup
Topic 4A: Delegate For Results

Topic 4B: Coach for Achievement

Topic 4C: Evaluate Staff Performance

Lesson 5: Cultivating Great Teams

Topic 5A: Create an Invincible Team
Topic 5B: Inspire Team Success

Topic 5CTeam Briefings for Success
Topic 5D: Resolve Conflicts Positively
Appendix A: Project Roles

Appendix B: Updated Team

Appendix C: Delegating for ResulfBask List

Appendix D: Email Conflict
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Course Specifications

Course number: 088601
Course length: 1 day

Course Description

Without a dynamic and coherent presentation, even stellar ideas can fail to convince your audience. In
this course, you will learn active listening skills to facilitate the exchange of ideas in meetings and
presentations. You will also organize your ideas to create coherent and convincing oral presentations,
while also utilizing available visual aids and using public-speaking techniques to strengthen your delivery.
You will also prepare strategies for business meetings and learn to conduct meetings efficiently.

Course Objective: You will effectively participate in and conduct meetings, as well as deliver
professional presentations.

Target Student: This course is designed for individuals who need to present information effectively in a
professional environment.

Prerequisites: To ensure your success, we recommend you first take the following Element K courses or
have equivalent knowledge:

1 Business Writing: From Email to Business Proposals
1 Grammar Essentials

1 Microsoft Office Word 2003: Levels 1, 2, and 3

1 Microsoft Office Outlook 2003: Levels 1, 2, and 3

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives
Upon successful completion of this course, students will be able to:

9 listen in an active, engaged manner and take good notes.
1 participate in, organize, and conduct a meeting.
1 organize, write, and deliver a professional presentation.
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Course Content

Lesson 1: Listenirend Taking Notes
Topic 1A: Listen Effectively
Topic 1B: Take Good Notes

Lesson 2: Participating in and Conducting a Meeting
Topic 2A: Participate in a Meeting

Topic 2B: Decide to Meet

Topic 2C: Prepare for a Meeting

Topic 2D: Run a Meeting

Topic 2E: Congtt an Online Meeting

Lesson 3: Delivering Presentations
Topic 3A: Organize Material

Topic 3B: Write a Presentation
Topic 3C: Prepare Visuals

Topic 3D: Deliver a Presentation
Topic 3E: Respond to Questions

Appendix A: Business Letter Speech
Appendix BTruck Rollover Agenda
Appendix C: Notes on Japanese Negotiation

Appendix D: Outline on Japanese Negotiation

Course Specifications

Course number: 088606
Course length: 1.0 day(s)

Course Description

Time is a form of currency,and t he ways that we talk about it illustra
and AMy time was well spent, o6 or fAlt's a waste of ti me,.
with managing this resource effectively. In this course, you will practice techniques that will help you

achieve more effective use of your time so that you can direct your energy towards the activities that will

further your professional and personal goals.

Course Objective: You will identify effective time-management strategies, including defining personal
and professional goals, establishing priorities, and identifying the tasks that will be critical to achieving
those goals. You will create a personal time-management action plan.
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Target Student: Professionals in a variety of fields who are seeking improved time-management skills so
that they can perform more effectively.

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives
Upon successful completion of this course, students will be able to:

articulate your goals.

analyze how you are currently allocating your most precious resources: energy and time.
identify elements of your personal work style that contribute to your effective use of time.
assemble a collection of time-management tools and strategies that you can use to take control
of your time.

1 create an action plan for your time-management process and identify ways to evaluate and
improve your efforts.
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Course Content

Lesson 1: Defining Goals

Topic 1A: Define Time Management
Topic 1B: Describe Your Dreams
Topic 1C: Identify Regrets

Topic 1D: Articulate Goals

Lesson 2: Analyzing Energy Allocation
Topic 2A: Identify blv Energy Is Spent
Topic 2B: Analyze Tasks

Topic 2C: Analyze Time Usage

Topic 2D: Analyze Energy Flow

Lesson 3: Identifying Personal Style

Topic 3A: Review a Successful Day or Project
Topic 3B: Analyze Your Preferences

Topic 3C: Identify Personal Strength

Topic 3D: Identify Personal Motivators

Topic 3E: Reduce Time Wasters

Lesson 4: Assembling the Toolbox

Topic 4A: Negotiate for Success

Topic 4B: Delegate Tasks

Topic 4C: Choose Tools that Work for You

Lesson 5: Creating an Action Plan
Topic 5A: Createhe Action Plan
Topic 5B: Evaluate the TisManagement Process
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Course Specifications

Course number: 088649
Software: Microsoft® Windows®
Course length: 1.0 day(s)

Course Description

In this course, you will assess your current emotional intelligence capabilities, determine your strengths,
and identify areas for improvement. You will examine how emotions affect behavior and how those
behaviors impact your relationships with others. You will also develop strategies for managing the
emotional energy in yourself and others.

Course Objective: You will evaluate your current emotional intelligence abilities and apply strategies to

improve your emotional intelligence.
Target Student: This course is designed for the emerging manager or mid-level manager.
Prerequisites: Prior to beginning this course, you should have experience in managing people.

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives

Upon successful completion of this course, students will be able to:

1 evaluate your emotional intelligence.
1 develop strategies for effectively applying emotional intelligence in the workplace.

Course Content

Lesson 1: Evaluating Emotional liigeence

Topic 1A: Assess Your Sétfderstanding

Topic 1B: Determine Your Ability to Regulate Your Emotions
Topic 1C: Evaluate Your Social Recognition Skills

Topic 1D: Assess Your Social Regulation Skills

Lesson 2: Applying Emotional Intelligence IrugiBess Environment

Topic 2A: Improve Your Emotional Intelligence By Understanding Your Emotions
Topic 2B: Regulate Your Emotions

Topic 2C: Improve Your Social Recognition and Regulation Skills

Topic 2D: Build An Emotionally Intelligent Team
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Course Specifications

Course number: 088205
Course length: 1 day
Software: n/a

Course Description

Finance Essentials will provide an overview of the basics of finance in business. It will cover financial
roles and responsibilities in business organizations, discuss the purpose of financial reports and
documents as well as how to read them, and examine money in business and the role of the federal
government in regulating financial concerns. Finally, this course will cover financial management and
financial ethics.

Prerequisites: Microsoft Word 2000: Level 1 or equivalent knowledge.

Delivery Method: Instructor-led, group-paced, classroom-delivery learning model with structured, hands-
on activities.

Hardware/Software Requirements
You will need:

An overhead projector.

A whiteboard projection screen and markers.
A flip chart and markers.

Microsoft Word 2000.
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Performance-Based Objectives

Describe the relationship between business and finance.

Read financial reports and documents so that you can make informed business decisions.
Describe financial institutions and the federal control and protection of funds for businesses.
Explain financial management and how it affects profitability in business.

Act ethically in business so that you make socially responsible financial decisions.
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Course Content

Lesson 1: Understanding Business and Finance

Topic 1A: Describe Business

Topic 1B: Select a Type of Business

Topic 1C: Describe Financial Roles and Responsibilities in Organizations
Topic 1D: Define the Robf Finance in Business
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Lesson 2: Reading Financial Reports and Documents
Topic 2A: Describe Basic Financial Documents
Topic 2B: Read Financial Statements in Annual Reports

Lesson 3: Focusing on Financial Institutions
Topic 3A: Describe Federal Contobthe Money Supply
Topic 3B: Describe Banking Systems

Lesson 4: Understanding Financial Management

Topic 4A: Select a Financial Plan for a Business Organization
Topic 4B: Describe Mergers and Acquisitions

Topic 4C: Describe International Business andnem

Lesson 5: Practicing Financial Ethics

Topic 5A: Practice Social Responsibility in Business
Topic 5B: Exercise Financial Ethics in Business
Appendix A: Works Cited

References and Works Cited

Course Specifications

Course number: 088444
Software: Microsoft® Office Excel® 2007
Course length: 2.0 day(s)

Course Description

Companies are composed of a number of job roles and varying degrees of responsibility. Some roles are
so different that two people within the same company may never come in contact with each other over the
entire length of their employment. All employees, though, are working towards the same goald the
financial success of the company. However, individuals cannot be expected to contribute to the financial
success of the company unless they understand the principles upon which finance is based. In this
course, you will explore the fundamentals of finance and discover how all areas of the company
contribute to its financial well-being.

Course Objective: You will explore the fundamental concepts of finance.

Target Student: This course is intended for business professionals who intend to pursue a career in
finance or managers who are interested in understanding the fundamental principles of finance.

Prerequisites: Windows® Office Excel 2003: Level 1 is the only prerequisite skill. You might be
interested in the following related courses: Problem-Solving Skills, Negotiating Skills, Business
Presentations, and Advanced Communication Skills.
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Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives
Upon successful completion of this course, students will be able to:

1 describe critical aspects of the budgeting process, including budgeting matters and methods of
budgeting.

1 investigate the three major components of a budget. You will also examine the process of
managing a budget.

1 determine the internal and external parties affected by a company's operations. You will also
examine the cash-based and accrual-based methods of accounting.

1 thoroughly examine the makeup of an income statement, a balance sheet, and a cash flow
statement.

1 use common-size financial statements to conduct both a trend evaluation and a competitive
evaluation. You will also look at the many financial ratios that offer valuable information about a
company's ability to generate revenue, meet financial obligations, and manage debt.

1 examine the decision-making process when considering potential investments. You will also
explore a number of financial formulas that will help you assess the value of such investments.

Course Content

Lesson 1: Budgeting Fundamentals
Topic 1A: Budgeting Benefits
Topic 1B: Budgeting Methods

Lesson 2: Managing a Budget
Topic 2A: Prepare a Buelg
Topic 2B: Control a Budget

Lesson 3: Exploring the Ground Rules of Finance
Topic 3A: Who Needs Finance?
Topic 3B: Track Revenue and Expenses

Lesson 4: Using Financial Statements
Topic 4A: The Income Statement
Topic 4B: The Balance Sheet

Topic 4C: Th€ash Flow Statement

Lesson 5: Evaluating Performance
Topic 5A: Make Comparisons
Topic 5B: Determine Liquidity
Topic 5C: Determine Activity
Topic 5D: Determine Profitability
Topic 5E: Determine Solvency

Lesson 6: Making Investment Decisions
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Topic 6A: Thénvestment Decisioitaking Process
Topic 6B: Conduct a CVP Analysis
Topic 6C: Project Appraisal Techniques

Appendix A: Market Demand Calculation Details
Appendix B: Table of Discount Factors

Appendix C: Activity Worksheets

Course Specifications

Course number: 088203
Course length: 1 day
Software: na

Course Description

Fundamentals of Communication provides an overview of the basic principles of business
communication. It provides guidelines and best practices for effectively communicating in the workplace,
thereby improving productivity and mutual understanding in culturally diverse business organizations.

Prerequisites: Microsoft Word 2000: Level 1 or equivalent knowledge.

Delivery Method: Instructor-led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives

1 Communicate formally and informally in business so there is a mutual understanding between the
sender and the receiver.

1 Write clear, concise business communication so that it has a positive and meaningful impact on
the reader and achieves the desired result.

1 Use graphics in business communication so that facts, processes, and summaries are effectively
designed to convey visual and textual information.

1 Use verbal and non-verbal communication appropriately in business so that there are no barriers
to mutual understanding in culturally diverse organizations.

1 Use electronic communication in business so that you observe proper etiquette and ensure
professionalism to send and receive messages.

Course Content

Lesson 1: Understanding Business Communication
Topic 1A: Identify Basic Communication Techniques
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Topic 1B: Describe Formal and Informal Communication

Lesson 2: Communicating in Writing

Topic 2A: Write fective Business Documents
Topic 2B: Write Effective Business Letters
Topic 2C: Write Effective Memos

Topic 2D: Write Effective Reports

Lesson 3: Communicating with Graphics

Topic 3A: Create Graphics for Business Communication
Topic 3B: Communicate Statnformation

Topic 3C: Communicate Dynamic Information

Lesson 4: Using Verbal and Nearbal Communication
Topic 4A: Describe Verbal and Nagrbal Communication
Topic 4B: Identify Elements of Effective Meetings
Topic 4C: Identify Elements of Effectivegentations
Topic 4D: Read Body Language

Lesson 5: Communicating Electronically

Topic 5A: Using Voice Communication in Business
Topic 5B: Using Internet Communication in Business

Appendix A: Works Cited
References and Works Cited

Course Specifications
Course number: 088202

Course length: 1 day
Software: n/a

Course Description

Fundamentals of Customer Service provides an overview of the basics of customer service. It provides
guidelines and best practices for providing excellent customer service that will enable frontline associates
and service staff in back-up and support roles to build, maintain, and increase a loyal customer base.

Prerequisites:

1 Microsoft Word 2000: Level 1
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Delivery Method: Instructor-led, group-paced, classroom-delivery learning model with structured, hands-
on activities.

Performance-Based Objectives

Recognize the importance of delivering excellent customer service so that you can help to build,

mai ntain, and increase ybaser organizationds customer
Focus on the customer so that the individual is motivated to return.

Handle complaints so that customers are satisfied.

Deliver excellent customer service on the telephone so that customers have a positive perception

about your organization.

Cope with stress so that you maintain a healthy level of work-related stress.
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Course Content

Lesson 1: Understanding Customer Service

Topic 1A: Describe Customer Service

Topic 1B: Identify Customer Expectations

Topic 1C: Commit Yourself to Providing Excellestdiner Service

Lesson 2: Focusing on the Customer

Topic 2A: Create a Positive First Impression
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Topic 2C: Create a Positive Last Impression

Lesson 3: Handling Complaints

Topic 3A: Make it Easy for &amers to Complain
Topic 3B: Resolve the Problem

Topic 3C: Cope with Upset and Difficult Customers

Lesson 4: Delivering Excellent Customer Service on the Telephone
Topic 4A: Answer the Telephone

Topic 4B: Project a Positive Image Using Your Voice

Topic £: Transfer Calls

Topic 4D: Take Meaningful Messages

Lesson 5: Coping With Stress

Topic 5A: Describe Stress

Topic 5B: Take Preventive Measures
Topic 5C: Overcome Stress

Appendix A: Works Cited
References and Works Cited
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Course Specifications

Course number: 088204
Course length: One day of training.
Software: n/a

Course Description

Fundamentals of Selling provides an overview of the basics of selling with an emphasis on the different
stages of the sales cycle. It provides guidelines and best practices for preparing to sell, finding and
qualifying prospects, making sales presentations, negotiating the close, and following up after the sale.
By applying the tools and techniques presented in this course, sales professionals will benefit by
increasing their sales efficiency and effectiveness.

Prerequisites: There are no prerequisites for this course.

Delivery Method: This course is designed for instructor-led, group paced classroom-delivery, providing
students with structured hands-on activities.

Performance-Based Objectives

Select a sales approach so that it matches the sales situation and the needs of the buyer.
Prepare for each sales encounter and sell using the sales cycle so that increased sales are
achieved.

1 Find and qualify a sales prospect so that the prospect is likely to benefit from and buy the product
or service being sold.

Make a sales presentation and close the sale so that the customer is satisfied with the deal.
Follow up after a sales call so that a successful ongoing sales relationship is built with the buyer.

f
f

1
1
Course Content

Lesson 1: Selling Basics

Topic 1A: Identify Buyer Motivations

Topic 1B: Identify Types of Selling

Topic 1C: Select a Sales Approach

Topic 1D: Communicate with Prospective Customers

LessorR: Preparing to Sell
Topic 2A: Prepare Yourself to Sell
Topic 2B: Sell Using the Sales Cycle

Lesson 3: Finding and Qualifying Prospects

Topic 3A: Identify Potential Sources for Finding Sales Leads
Topic 3B: Develop an Ideal Customer Profile

Topic 3C: Quidy Sales Prospects

Lesson 4: Making the Presentation and Closing the Sale
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Topic 4A: Get to Know Your Prospect
Topic 4B: Plan Your Presentation
Topic 4C: Give Your Presentation
Topic 4D: Close the Sale

Lesson 5: Following Up After the Sales Call
Topic A: Determine the Appropriate Folleup Method
Topic 5B: Develop a Customer Service Program

Appendix A: Works Cited
References and Works CitedTopic

Course Specifications

Course number: 088681
Course length: 1.0 day(s)

Course Description

In today's business culture, there are circumstances in which a person who possesses no formal authority
is required to accomplish a task or complete a project. Perhaps you will recognize a problem or a
business need, and you will assume responsibility to resolve the issue. Or your manager may direct you
to complete a task in which you will need to solicit the help of others in order to complete the task. This
course offers strategies to build relationships, identify the key people you will need to help complete your
project, ask them for the assistance that you need, and orchestrate the process of moving your project
forward to completion.

Course Objective: You will you will get results without the authority.

Target Student: Team Leaders, Project Managers, Project Leads, and anyone else who needs to
accomplish results without having formal chain-of-command authority.

Prerequisites: None.

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives
Upon successful completion of this course, students will be able to:

9 build relationships with associates.
1 justify the business need, navigate your company's culture, and develop a resolution strategy.
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1 get what you need from business associates to complete your task.
1 complete a task or project without assistance.

Course Content

Lesson 1: Building Relationships

Topic 1A: Lay Groundwork

Topic 1B: Establish Rapport Withsésiates by Helping Them
Topic 1C: Establish Your Credibility

Lesson 2: Creating a Strategy to Get Results
Topic 2A: Justify a Business Need
Topic 2B: Build a Plan Around Your Company's Culture

Lesson 3: Getting What You Need from Others
Topic 3A: Preparto Approach Others for Help
Topic 3B: Ask for What You Need

Topic 3C: Orchestrate Your Plan

Topic 3D: Reward Contributors

Lesson 4: Completing the Project by Yourself
Topic 4A: Justify Completing the Project by Yourself
Topic 4B: Manage the Consequenoé€ompleting the Project by Yourself

Course Specifications

Course number: 088781
Course length: 1.0 day(s)

Course Description

When it comes to trade, national borders have eroded. Increasingly, maintaining an isolationist position
as a country has become difficult for corporations as well as nation-states. An ambitious company may
not only distribute its goods globally, it may establish production facilities abroad, agree to joint ventures,
and strive to integrate itself into foreign markets. In many respects, global marketing obeys the basic
marketing principles you use domestically, but the global scope presents a number of unique problems. In
this course, you will learn the essentials of global marketing.

Course Objective: You will learn how to construct a global marketing strategy.

Target Student: This course is designed for business people with knowledge of basic marketing
practices, as well as inexperienced marketing professionals.
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Prerequisites: To ensure your success, we recommend you first take the following Element K courses or
have equivalent knowledge:

1 Project Management Skills for Non-Project Managers
1 Getting the Results Without the Authority

1 Marketing Essentials

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives

Upon successful completion of this course, students will be able to:

1 Analyze your global markets.
91 Position your global product.

Course Content

Lesson 1: Analyzing YdBlobal Market

Topic 1A: Determine the Degree of Political Risk
Topic 1B: Analyze Your Global Markets

Topic 1C: Develop a Global Distribution Strategy
Topic 1D: Develop a Foreityfarket Entry Strategy

Lesson 2: Positioning Your Global Product
Topic 2A: Aalyze Cultural Barriers to Market Entry
Topic 2B: Position Your Global Product

Topic 2C: Price Your Global Product
Topic 2D: Brand Your Global Product

Course Specifications

Course number: 084313
Course length: 1.0 day(s)

Course Description
Course Objective: You will describe the basics of Google Analytics and its applications.

Target Student: Thi s course is for any individuals intending to
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marketing initiatives and increase the number of conversions or sales from their website.

Prerequisites: Basic computing skills, such as opening, closing, and saving documents. Experience with
web browsing, email, and handling attachments in mail is recommended.

Course Objectives

Upon successful completion of this course, students will be able to:

describe the basics of Google Analytics.

create and activate a Google Analytics account.
manage a Google Analytics account.

configure goals and funnels in Google Analytics.
create filters in Google Analytics.

identify and interpret various Google Analytics reports.
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Course Content
Lesson 1: Overview of Google Analytics

Topic 1A: Examine Online Marketing and Web Analytics
Topic 1B: Introduction to Google Analytics

Lesson 2: Getting Started wittoGgle Analytics

Topic 2A: Create and Activate a Google Analytics Account
Topic 2B: Integrate Google Analytics and Google AdWords

Lesson 3: Managing a Google Analytics Account

Topic 3A: Explore Google Analytics
Topic 3B: Manage Website Profiles an@fds

Lesson 4: Configuring Goals and Funnels in Google Analytics

Topic 4A: Configure Google Analytics Goals
Topic 4B: Build Funnels in Google Analytics

Lesson 5: Creating Filters in Google Analytics

Topic 5A: Create Filters
Topic 5B: Create CustoraizFilters in Google Analytics

Lesson 6: Working with Google Analytics Reports
Topic 6A: Manage Reports in Google Analytics

Topic 6B: Generate Visitor Reports
Topic 6C: Generate Traffic Source Reports
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Topic 6D: Generate Content Reports
Topic 6E: Garate Goals Reports

Topic 6F: Examine Ecommerce Reports
Topic 6G: Customize Reports

Appendix A: Intelligence Reports

Appendix B: iHPage Analytics Report

Course Specifications

Course number: 088100
Software:
Course length: 1.0 day(s)

Course Description

You learned the rules of grammar in school, but now you'd like to refresh and refine your grammar usage
for your professional life. You need to articulate your ideas clearly and succinctly in written
communications and present yourself in a professional manner. In this course, you will review the rules of
grammar, identify common grammar errors, and refine your business writing style.

Course Objective: You will identify the elements of correct grammar for use in professional writing.
Target Student: Professionals who seek to improve their grammar usage for written communications.
Prerequisites: None

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives
Upon successful completion of this course, students will be able to:

examine nouns, pronouns, and verbs.

identify adjectives and adverbs.

identify prepositions, conjunctions, and interjections.

identify some important rules of grammar and some commonly made grammatical errors.
identify grammar rules regarding correct punctuation.

identify problematic sentence fragments, run-ons, and comma splices, as well as effective
methods of rewriting sentences so that they are clear and complete.

identify methods for improving word choices.

identify methods for building effective sentences.
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1 identify methods for editing text effectively.
1 identify methods for avoiding some common errors made by overzealous writers who create
hypercorrections in their own work.

Course Content

Lesson 1: Identifying Nouns, Pronouns, and Verbs
Topic 1A: Identify Nouns

Topic 1B: Identify Pronouns

Topic 1C: Identify Verbs

Lesson 2: Identifying Adjectives and Adverbs
Topic 2A: Use Adjectives
Topic 2B: Use Adverbs

Lesson 3tdentifying Prepositions, Conjunctions, and Interjections
Topic 3A: Use Prepositions
Topic 3B: Use Conjunctions
Topic 3C: Use Interjections

Lesson 4: Identifying Rules
Topic 4A: Monitor Sentences
Topic 4B: Monitor Modifiers
Topic 4C: Avoid Common Errors

Lesson 5: Identifying Correct Punctuation

Topic 5A: Use Parentheses Correctly

Topic 5B: Use Commas, Semicolons, and Quotation Marks
Topic 5C: Use Numbers, Symbols, and Capitalization Correctly

Lesson 6: Identifying Sentence Fragments,-88) and Comm&plices
Topic 6A: Identify Sentence Fragments
Topic 6B: Identify Ruons, Comma Splices, and Solutions

Lesson 7: Improving Word Choices
Topic 7A: Identify Commonly Misused Words
Topic 7B: Identify Synonyms, Antonyms, and Homonyms

Lesson 8: Building Effae Sentences
Topic 8A: Identify the Goal

Topic 8B: Consider the Audience
Topic 8C: Consider the Context

Lesson 9: Editing Effectively
Topic 9A: Use Correct Spelling
Topic 9B: Achieve Clarity

Lesson 10: Avoiding Hypercorrections
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Topic 10A: Avoid Hyperaections
Topic 10B: Achieve Simplicity

Course Specifications

Course number: 088466
Course length: 1.5 day(s)

Course Description

You're a first-time manager who has to create a new team or complete an existing team. You want to
locate and interview great candidates, hire the most qualified, and smoothly integrate them into the team.

Course Objective: You will assess your team needs, attract candidates, interview them, select and hire
the ideal candidate, and integrate the employee into your team.

Target Student: First-time managers who need to build a team.

Performance-Based Objectives

Upon successful completion of this course, students will be able to:

Attract the right candidates.
Conduct behavioral interviews to identify ideal candidates.

Conduct situational interviews and use other employee selection techniques to identify ideal
candidates. You will also evaluate candidates and hire your preferred candidate.

Integrate new team members onto your team.
Course Content

Lessorl: Attracting the Right Candidates

Topic 1A: Assess Team Capabilities and Needs
Topic 1B: Initiate the Hiring Process

Topic 1C: Screen Candidates

Lesson 2: Conducting Behavioral Interviews
Topic 2A: Prepare for a Behavioral Interview
Topic 2B: Conduct thBehavioral Interview

Lesson 3: Conducting Situational Interviews and Other Employee Selection Techniques
Topic 3A: Conduct a Situational Interview

Topic 3B: Conduct Blended Interviews

Topic 3C: Evaluate Candidates

Topic 3D: Hire the Candidate

Lesson 4integrating New Team Members
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Topic 4A: Integrate the New Associate Into Your Team
Topic 4B: Evaluate Your New Employee

Course Specifications

Course number: 088901
Course length: 1.0 day(s)

Course Description

Course Objective: You will learn proven methods for hiring people who will be a great match for your
team or department.

Target Student: This is a course for managers, supervisors, and team leaders with recruitment
responsibilities who need to develop strong skills related to making great hiring choices.

Prerequisites: There are no prerequisites for this course.

Course Objectives
Upon successful completion of this course, students will be able to:

A initiate the hiring process.
A handle interviews.
A conclude the hiring process.

Course Content

Lesson 1: Initiating the Hiring Process
Topic 1A: Prepare to Recruit
Topic 1B: Attract the Right Candidates

Lesson 2: Handling Interviews
Topic 2A: Prepare for the Interview
Topic 2B: Conduct the Interview

Lesson 3: Concluding the IHgiProcess
Topic 3A: Select the Right Candidate
Topic 3B: Orient and Retain the New Employee
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Course Specifications

Course number: 088676
Software:
Course length: 0.5 day(s)

Course Description

Every manager knows that to be successful, a company needs to build teams of employees who are the
top in their field, work well together, and are happy in the company. However, it is often difficult for
managers to find and hire the best people. In this course, you will practice techniques that will empower
you to do just thatd to hire the best candidate every time through strategies that will improve your
success in interviewing. This can reduce or even eliminate significant turnover and allow your company to
focus instead on achieving production goals.

Course Objective: You will examine guidelines and strategies for making effective hiring decisions.
Target Student: Managers and supervisors who need practical interviewing skills.

Prerequisites: It is extremely important that you check with your Human Resources department to
become aware of both your company's hiring policies and procedures as well as the legalities involved in
the interviewing process.

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives

Upon successful completion of this course, students will be able to:

1 Prepare to interview.
1 Conduct an interview and complete the interview process.

Course Content

Lesson 1: Preparirtg Interview

Topic 1A: Define the Position Requirements
Topic 1B: Select a Strategy

Topic 1C: Choose Candidates for Interviews

Lesson 2: Interviewing a Candidate and Completing the Interview Process
Topic 2A: Begin the Interview

Topic 2B: Interview the @didate

Topic 2C: Select the Candidate

Topic 2D: Reconsider the Search
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Course Specifications

Course number: 088748
Software: N/A
Course length: 1.0 day(s)

Course Description

You have the general leadership skills you need to lead a team. You may even have successfully led a
team. Now, though, youdve been asked to |l ead a virtual
knowledge and skills you need to lead a high-performance virtual team.

Course Objective: You will practice skills and apply principles for leading virtual teams so your team can
achieve high-performance status.

Target Student: This course is intended for team leads, managers, and first-time managers with no
virtual team experience.

Prerequisites: The prerequisites for this course are general team leadership skills.

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives
Upon successful completion of this course, students will be able to:

put together a virtual team poised for success.

create a virtual work environment that supports vteam culture.

respond to external influences so vteam contributions are relevant and understood.
ensure vteam success so the team can achieve its potential for high performance.
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Course Content

Lesson 1: Putting Together a VTeam
Topic 1A: Establish VTeam Priorities
Topic 1B: Obtain VTeam Resources
Topic 1C: Identify Cultural Differences
Topic 1D: Establish VTeam Culture

Lesson 2: Creating a VTe#viork Environment
Topic 2A: Choose Technology
Topic 2B: Train a VTeam

Lesson 3: Responding to External Influences
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Topic 3A: Be a VTeam Ambassador
Topic 3B: Manage Reactions to External Sources of Change

Lesson 4: Ensuring VTeam Success
Topic 4A: Manage ¥a&m Performance
Topic 4B: Celebrate VTeam Success

Course Specifications

Course number: 088455
Software: Microsoft Windows®
Course length: 1.0 day(s)

Course Description

How has stress affected you in the past? Have you had to take time away from work or your family
because you have felt stressed out? You, like millions of others, may have difficulty managing stress in
your life. Fortunately, there are techniques you can use to better manage stress, and possibly even
lessen the amount of stress you encounter on a daily basis. In this course, you will learn ways of
improving your physical and mental well-being, and methods of handling stress in an effective and
productive manner.

Course Objective: You will discover methods of preventing and dealing with stress at work and at home.

Target Student: This course is intended to help those who are looking for ways to better manage stress
in their lives. However, you do not already need to be suffering from stress to benefit from taking this
course.

Prerequisites: There are no prerequisite skills for this course, however, you might be interested in the
following related courses: Advanced Communication Skills, Negotiating Skills, Business Presentations,
and Business Writing: From Email to Proposals.

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives
Upon successful completion of this course, students will be able to:

1 investigate the different costs of stress, assess your own level of stress, and explore the various
warning signs of stress that you need to be aware of.

91 discover how to fight stress by taking better care of your body and using simple relaxation

techniques that can be used practically anywhere.

discover the benefits of a positive attitude and staying organized at work.

explore the difference in personality types, and ways to adjust each type to reduce stress.
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Course Content

Lesson 1: Measuring Stress
Topic 1A: The Cost Btress
Topic 1B: Assess Your Level of Stress

Lesson 2: Simple Solutions for Stress
Topic 2A: Take Care of Your Body
Topic 2B: Natural Ways to Combat Stress

Lesson 3: Stredlelieving Habits
Topic 3A: Get Positive About Life
Topic 3B: Develop Good Worgiklabits
Topic 3C: Plan Your Life

Lesson 4: Devising a Stress Control Plan
Topic 4A: Be Assertive

Topic 4B: Improve Your Behavior

Topic 4C: Develop a StreBgsting Plan

Appendix A: The Life Change Index

Course Specifications

Course number: 088778
Course length: 1.0 day(s)

Course Description

You're the manager of a team of people from different generations and you need them to cooperate,
collaborate, and deliver maximum performance.

Course Objective: You will recognize how generational differences affect your team's performance and
conduct, and you will change problematic behavior, leverage generational assets, and hire and retain
members of a specific generation to complement your team.

Target Student: Managers of multigenerational teams who need to resolve problems and lead their
members to deliver peak performance.

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.
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Performance-Based Objectives

Upon successful completion of this course, students will be able to:

91 handle intergenerational workplace issues.
1 promote the capabilities of multigenerational teams.

Course Content

Lesson 1: Handling Intergenerational Workplace Issues
Topic 1A: Map Your Own Geaéonal Attitudes

Topic 1B: Reinforce Performance Expectations

Topic 1C: Communicate Effectively with Your Team
Topic 1D: Motivate Your Team

Lesson 2: Promoting the Skills of Multigenerational Teams
Topic 2A: Adapt to Multigenerational Teams

Topic 2B: Maize the Potential of Generations

Topic 2C: Collaborate with Generations

Topic 2D: Coach Generations on Your Team

Topic 2E: Interview Multigenerational Job Candidates
Topic 2F: Retain Intergenerational Employees

Appendix A: Negotiation Matrix

Course Specifications
Course number: 085037

Software: Microsoft® Windows® XP
Course length: 1.0 day(s)

Course Description

You are familiar with the management of IT projects. Outsourced IT projects need to be managed a bit
differently than regular IT projects. In this course, you will examine the management of outsourced
projects as an IT vendor.

Course Objective: You will examine the management of outsourced projects as an IT vendor.

Target Student: IT vendors or vendor managers, project managers, and other professionals who are
responsible for managing outsourced personnel or projects.

Prerequisites: The following Element K courses are recommended but are not mandatory:

wWww.sunteleo.com 210.880.477] Pageloo




Sunteleo Training Course Catalog 2011-2012

1 Project Management for Technical Teams

1 Basics of Effective Communication (Second Edition)

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives

Upon successful completion of this course, students will be able to:

recognize the fundamentals of outsourcing.

discuss vendor selection, pricing models, and the contracting process.

describe the importance of work transition and people management.

examine how to manage an outsourced operation.

describe client relationship management and program governance.

describe best practices for the financial management of outsourced projects and project closure.

=A =4 =4 -8 -8 -4

Course Content

Lesson 1: Understanding the Fundamentals of Outsourcing
Topic 1A: Examine the Basics of Outsourcing

Topc 1B: Examine the Models of Qutsourcing

Topic 1C: Examine the Outsourcing Life Cycle

Lesson 2: Examining Negotiations and Contract Management
Topic 2A: Identify the Steps in Vendor Qualification and Selection
Topic 2B: Examine the Pricing Models

Topic 2Ctmplement Contracting

Lesson 3: Managing Transition and People
Topic 3A: Examine Transition Management
Topic 3B: Examine People Management

Lesson 4: Managing Outsourced Operations

Topic 4A: Implement Project Management Practices in Outsourcing
Topic 4BImplement Configuration, Risk, and Change Management
Topic 4C: Examine Issue Management

Lesson 5: Examining Client Relationships and Program Governance
Topic 5A: Implement Client Relationship Management
Topic 5B: Examine Program Governance

Lesson 6: Mamging Finances and Project Closure
Topic 6A: Examine the Financial Management of Outsourced Projects
Topic 6B: Explore Knowledge Transition and Management During Project Closure
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Course Specifications
Course number: 088641

Software: Microsoft Windows®
Course length: 0.5 day(s)

Course Description

This course will assist you in understanding and implementing strategies that will help to manage conflict
effectively.

Course Objective: You will identify the sources of conflict and how to manage conflict effectively.
Target Student: Any business professional who encounters conflict in the workplace.

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives
Upon successful completion of this course, students will be able to:

develop skills to assess a conflict situation and monitor your reaction to the conflict.

utilize effective communication techniques to manage conflict in a proactive manner.
resolve conflict through identifying it's source, and determining and implementing the best
solution.

=a =4 =9

Course Content

Lesson 1: Recognizing Conflict

Topic 1A: Identify Your Personal Reaction to Conflict
Topic 1B: Develop a Healthy Attitude Toward Conflict
Topic 1CAssess the Situation

Topic 1D: Avoid Conflict Escalation

Lesson 2: Responding to Conflict
Topic 2A: Actively Listen

Topic 2B: Communicate Effectively
Topic 2C: Respond to Negative Tactics

Lesson 3: Resolving Conflict

Topic 3A: Identify the Source of tikonflict
Topic 3B: Determine the Best Solution
Topic 3C: Implement the Solution
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Course Specifications

Course number: 088677
Software; XXXXXX
Course length: 1.0 day(s)

Course Description

As a business professional, you are surrounded by information and rely on it to do your job. Some
information comes to you because you ask for it; other
people may rely on and ask you for information, and there are times when you send it to them without

their asking. Being able to manage information effectively is one of the most basic skills you must have to

do your job well. In this course, you will apply important principles and skills to manage the information

you have to do your job.

Course Objective: You will practice skills and apply principles for managing information so that you can

quickly find the information you need and use it with ease.
Target Student: Business professionals who are seeking to improve their information management skills.
Prerequisites: There are no prerequisites for this course.

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives

Upon successful completion of this course, students will be able to:

1 acquire information.
1 optimize information.

Course Content

Lesson 1: Acquiring Information

Topic 1A: Design Your Information System
Topic 1B: Capture Information

Topic 1C: Catalog Information

Lesson 2: Optimizing Information

Topic 2A: Maintain Information

Topic 2B: Retire Information

Topic 2C: Improve Your Information System
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Course Specifications

Course number: 088646
Software: Microsoft Windows®
Course length: 0.5 day(s)

Course Description

Businesses are constantly looking for innovative ideas that will put them one step ahead of their
competitors. In order to arrive at a truly new idea, a team leader or manager must understand how to
manage the innovation process. This course offers effective managerial strategies that address the
organizational aspects of managing a creative team, supporting that creativity, moving an idea to
implementation, and troubleshooting ideas to help guide a team through the innovation process.

Course Objective: You will identify how a creative team works and what your role is as team leader. You
will explore how to lead a creative team from idea to implementation and how to troubleshoot problems in
the innovative process.

Target Student: Any manager or team leader who wants to guide a team of creative individuals to
maximum productive innovation.

Prerequisites: Recommended courses: Business Writing, Presentations and Practical Leadership.

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives

Upon successful completion of this course, students will be able to:

1 manage the creative environment.
1 examine the process of moving from idea to implementation.

Course Content

Lessorl: Managing the Creative Environment
Topic 1A: Support Creativity

Topic 1B: Manage a Creative Team

Topic 1C: Troubleshoot the Creative Environment

Lesson 2: Moving from Idea to Implementation

Topic 2A: Choose the Best Project for Implementation
Topic 2BRefine Ideas

Topic 2C: Decide to Implement or Abandon an ldea
Topic 2D: Troubleshoot During the Implementation Phase
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Course Specifications

Course number: 088684
Course length: 1.0 day(s)

Course Description

As a manager, you are responsible for setting the goals for your team and for managing their work.
Organizational goals can often get lost in layers of management and not get communicated to the
individual contributors. In the absence of goals, employees can feel unmotivated or can even set their
own goals for achievement, which will result in poor and conflicting team performance. In this course, you
will develop skills needed to establish tactical goals for your team based on organizational directives and
general goals from your manager and create and manage action plans to achieve these goals.

Course Objective: You will develop skills needed to establish tactical goals for your team based on
organizational directives and general goals from your manager, and create and manage an action plan to
achieve these goals.

Target Student: This course is intended for the professional employee who is a team leader.

Prerequisites: Prior to taking this course, the student should have knowledge of corporate goals. Other
courses that may be helpful are What Good Managers Do: The First 100 Days, Negotiating Skills, and
Delegating.

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives

Upon successful completion of this course, students will be able to:

1 refine goals for your team.
1 develop action plans and contingency plans for achieving your team goals.
1 manage your team and work with stakeholders in your organization to achieve the action plan.

Course Content

Lesson 1: Establishing Team Goals

Topic 1A: Clarify General Team Goals

Topic 1B: Create a Goal Map

Topic 1C: Translate General Goals into Tactical Goals

Lesson 2: Developing a Team Plan
Topic 2A: Create Action Plans for Achieving Goals
Topic2B: Develop a Contingency Plan
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Lesson 3: Achieving the Team Plan

Topic 3A: Implement the Action Plan

Topic 3B: Evaluate Success

Appendix A: Creating the Action Plan: Notes

Appendix B: Evaluating Success: Notes

Course Specifications
Course number: 088619

Software: Microsoft Outlook
Course length: 0.5 day(s)

Course Description

You want to create and maintain a successful team. Learning how to effectively manage a team is the
first step to realizing your goal. In this course, you will determine how to manage the team so that it
remains effective.

Course Objective: You will identify ways of building a team, apply strategies for managing a working
team, and identify ways of effectively decommissioning a team.

Target Student: This course is intended for individuals charged with successfully leading a team.

Prerequisites: It is recommended that you have familiarity with the use of teams in the workplace and
complete the following courses prior to taking this course:

1 Practical Leadership
1 Motivating Your Employees

1 Change Management

Delivery Method: Instructor-led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives
Upon successful completion of this course, students will be able to:

1 Getto know your team.
1 Manage your team.

wWww.sunteleo.com 210.880.477] Pagelo6




Sunteleo Training Course Catalog 2011-2012

Course Content

Lesson 1: Knowing Your Team

Topic 1A: Identify Elements of a Team
Topic 1B: Interaction Within a Team
Topic 1C: Communicate with the Team
Topic 1D: Identify Standards

Lesson 2: Managing YolUeam

Topic 2A: Identify Management Needs
Topic 2B: Provide Feedback

Topic 2C: Maintain Team Momentum
Topic 2D: Identify Management Challenges
Topic 2E: Close Out a Project

Course Specifications

Course number: 088782
Course length: 1.0 day(s)

Course Description

Without marketing, the fact that you've built a better mousetrap might go unnoticed. In fact, the whole
notion of what constitutes a better mousetrap is dependent on marketing insights. Your engineers may
have an elegant design that consumers reject as irrelevant or too cumbersome to use. Marketers are key
in coordinating those who make product and design decisions with sales personnel and, ultimately, with
consumers. Their marketing strategies can enable companies to remain ahead of the competition and
attract customers whose loyalty will be the foundation of a successful venture. In this course, you will
develop essential marketing skills.

Course Objective: You will develop strategic and tactical skills to create, execute, and evaluate a
marketing plan.

Target Student: This course is designed for business people with little or no knowledge of marketing
practices, as well as inexperienced marketing professionals.

Prerequisites: To ensure your success, we recommend you first take the following Element K courses or
have equivalent knowledge:

1 Project Management Skills for Non-Project Managers

1 Getting the Results Without the Authority
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Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives
Upon successful completion of this course, students will be able to:

1 analyze your market.
1 position your product.

Course Content

Lesson 1: Analyzing Your Market

Topic 1A: Determine Your Sales Objectives
Topc 1B: Analyze the Market

Topic 1C: Isolate Your Market Segment
Topic 1D: Analyze Your Product

Lesson 2: Positioning Your Product

Topic 2A: Position Your Product

Topic 2B: Price Your Product

Topic 2C: Brand Your Product

Topic 2D: Develop Your Advertisifactics
Topic 2E: Organize Your Marketing Efforts
Topic 2F: Conduct a Marketing Audit

Course Specifications

Course number: 088841
Course length: 0.5 day(s)

Course Description

As you continue to grow and develop as a professional, you will increasingly be expected to use
mentoring skills to help others reach their fullest potential, enhance their capabilities, and accomplish
more work with fewer resources. In this course, you will identify your mentoring goals and clarify what you
hope to accomplish through mentoring. You will determine the type of mentoring method that will best suit
your goals, identify methods of getting started either as a protégé or mentor, and identify ways of
nurturing others' hidden talents, and you will explore methods of formally closing a mentor relationship.
Course Objective: You will identify your mentoring goals and clarify what you hope to accomplish

through mentoring, determine the type of mentoring method that will best suit your goals, explore ways of
nurturing others' hidden talents, and consider some of the best methods for formally closing a mentor
relationship.

Target Student: Managers, supervisors, and team leaders who want to use mentoring skills for
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enhanced professional growth.
Prerequisites: There are no prerequisites for this course.

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives
Upon successful completion of this course, students will be able to:

1 Identify their mentoring goals.
1 Develop mentor relationships.
1 Identify methods of closing the mentor relationship.

Course Content

Lesson 1: Identifying Your Mentoring Goals
Topic 1A: Identify Your Goals for Mentoring Others
Topic 1B: Identify Your Goals for SegkanMentor

Lesson 2: Developing Mentoring Relationships
Topic 2A: Begin the Mentor Relationship
Topic 2B: Develop the Mentor Relationship
Topic 2C: Nurture Untapped Talent

Lesson 3: Closing the Mentor Relationship
Topic 3A: Share What You Know

Topic 3BLeverage Your Networks

Topic 3C: Close the Mentor Relationship
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Course Specifications

Course number: 088511
Software: None
Course length: 0.5 day(s)

Course Description

This course will assist you in understanding and implementing strategies that will help to motivate your
work force.
Course Objective: You will identify motivation and the factors that influence it. You will also implement

managerial strategies to increase employee motivation, to improve job performance, and ultimately to
create a self-motivated work force.

Target Student: This course is intended for new managers, especially those with direct reports, who are
responsible for increasing employee motivation and job performance.

Prerequisites: None.

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives
Upon successful completion of this course, students will be able to:

1 Identify employee motivation levels and needs.
1 Apply strategies to help motivate employees.
1 Apply strategies that create self-motivated employees.

Course Content

Lesson 1: Understanding Motivation

Topic 1A: Recognize the Importance of Motivation
Topic 1B: Assess Employee Motivation Levels
Topic 1C: Meet Empjee Motivational Needs

Lesson 2: Motivating Employees
Topic 2A: Retain Good Employees
Topic 2B: Communicate Effectively
Topic 2C: Clarify Expectations

Topic 2D: Provide Effective Feedback
Topic 2E: Establish Goals

Topic 2F: Choose Rewards
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Lesson 3: EncoagingSelfMotivation in Employees
Topic 3A: EncouradgelfMotivation

Topic 3B: Create a Bond with the Organization

Topic 3C: Provide Professional Growth Opportunities
Topic 3D: Build a Sense of Accomplishment

Topic 3E: Encourage Enthusiasm

Course Specifications

Course number: 088622
Software: Microsoft Windows®
Course length: 1.0 day(s)

Course Description
Course Objective: You will perform the basic steps in a business negotiation.

Target Student: Business professionals who may or may not be in a supervisory position and want to
learn negotiating skills.

Prerequisites: There are no prerequisite skills for this course, however, you might be interested in the
following related courses: Communication Skills, Business Presentations, and Business Writing: From
Email to Proposals.

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives

Upon successful completion of this course, students will be able to:

prepare to negotiate in a business environment.
initiate negotiations and follow through on their results.
negotiate with your partner.

follow through on a completed business negotiation.
negotiate in unique business circumstances.
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Course Content

Leson 1: Preparing to Negotiate

Topic 1A: Establish a Successful Mindset

Topic 1B: Research the Other Party

Topic 1C: Determine the Value of the Item Being Negotiated

Topic 1D: Determine Where You'd Like Negotiations to Take Place

Topic 1E: Establish YoursdBeand WorstAcceptable Outcomes

Topic 1F: Research Your Best Alternative to a Negotiated Agreement (BATNA)

Lesson 2: Initiating Negotiation: Establishing the Ground Rules

Topic 2A: Establish Rapport

Topic 2B: Establish Your Status

Topic 2C: Choose tli@ommunication Method for Negotiation

Topic 2D: Establish the Rules of Engagement

Topic 2E: Set a Timeline

Topic 2F: Establish How Negotiation Results Will Be Communicated and Implemented

Lesson 3: Negotiating

Topic 3A: Encourage the Other Party to |shgeFirst Proposal
Topic 3B: Make the First Proposal

Topic 3C: Counter the Offer or Proposal

Topic 3D: Accept an Offer or Abort Negotiations

Topic 3E: Work Through an Impasse

Lesson 4: Following Through
Topic 4A: Evaluate the Success of the Negotiation
Topic 4B: Follow Up on the Relationship

Lesson 5: Negotiating in Special Circumstances

Topic 5A: CrosSultural Negotiation

Topic 5B: CrosGenerational Negotiation

Topic 5C: Negotiation with Supervisors and Subordinates
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Giving and Receiving Performance Feedback (Includes Simulation)

Course Specifications

Course number: 088914
Course length: 0.5 day(s)

Course Description
Course Objective: You will give and receive performance feedback.

Target Student: This course is intended for a wide range of managers who seek practical guidance
regarding giving and receiving performance feedback.

Prerequisites: There are no prerequisites for this course.

Course Objectives

Upon successful completion of this course, students will be able to:

1 Prepare themselves to give feedback.
1 Leverage performance feedback for professional growth.

Course Content
Lesson 1: Preparing Yourself to Give Feedback

Topic 1A: Assess Your Skill Level
Topic 1B: Make Performance Feedback Meaningful

Lesson 2: Leveraging Performance FeedbacRrofessional Growth

Topic 2A: Give Negative Feedback
Topic 2B: Get the Most Out of SBlirected Feedback
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Course Specifications

Course number: 088910
Course length: 1.0 day(s)

Course Description
Course Objective: You will identify ways to lead your team to perform well under pressure.

Target Student: Managers, supervisors, and team leaders who seek advanced skills in leading a team to
perform well under pressure.

Prerequisites: There are no prerequisites for this course.

Course Objectives

Upon successful completion of this course, students will be able to:

A manage stress in the workplace.
A learn how to work well under pressure.
A learn how to deal with various types of stressors.

Course Content
Lesson 1: Managing Ss®in the Workplace

Topic 1A: Understand the Role of Stressors
Topic 1B: Manage a Stressful Workplace
Topic 1C: Manage the Stress@dt Employee

Lesson 2: Working Well Under Pressure

Topic 2A: Practice Optimal Energy Management
Topic 2B: Practice @mal Perception

Topic 2C: Achieve Optimal Performance

Topic 2D: Make SBRT a Habit

Lesson 3: Dealing with Stressors

Topic 3A: Deal with Stressors

Topic 3B: Deal with Anger Pressure
Topic 3C: Deal with People Pressure
Topic 3D: Deal with Fatigue Bsaire
Topic 3E: Deal with Evaluation Pressure
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Course Specifications

Course number: 088645
Software:
Course length: 0.5 day(s)

Course Description

Performance management is a style of management designed to improve the performance levels of
employees by creating and implementing performance management plans and through coaching and
feedback.

Course Objective: You will prepare, create, and implement a performance management plan.
Target Student: Managers, supervisors, human resource personnel, and team leaders.
Prerequisites: There are no prerequisite courses for this course.

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives
Upon successful completion of this course, students will be able to:

1 prepare to create a performance management plan.
1 create a performance management plan.
1 implement a performance management plan.

Course Content

Lesson 1: Preparing to Create a Performance ManageRlant

Topic 1A: Review Organizational and Departmental Objectives

Topic 1B: Verify Job Descriptions and Employee Performance Cycle Objectives
Topic 1C: Request Information for Performance Appraisals

Lesson 2: Creating the Performance Management Plan
Topic2A: Draft the Employee Appraisal

Topic 2B: Deliver Feedback to Employees

Topic 2C: Create an Employee Performance Plan
Topic 2D: Create an Incentive Plan

Topic 2E: Create a Development Plan

Lesson 3: Implementing a Performance Management Plan
Topic 3A: @llect Information

www.sunteleo.com 210.880.477] Pagell5




Sunteleo Training Course Catalog 2011-2012

Topic 3B: Create Documentation
Topic 3C: Provide Coaching and Feedback

Appendix A: Sample Performance Appraisal Form

Appendix B: Sample Employee Performance Plan Document

Course Specifications

Course number: 088482
Course length: 1.0 day

Course Description

New managers want to be able to step forward and assume their new responsibilities with confidence.
You want to be able to lead the individuals on your team effectively by conducting ongoing performance
appraisals; delivering helpful and instructive feedback, training, and coaching; and designing and
implementing performance standards. You also want to develop talent within your team by employing
effective performance-management strategies on the job. This course will give new managers essential
performance-management skills.

Course Objective: You will explore basic performance-management techniques. You will identify
methods of developing talent, harnessing the engagement of team members, and offering training and
coaching to individual team members through performance-management strategies. You will develop and
implement performance standards, conduct performance appraisal conversations, and give appropriate
feedback and coaching to individuals for their edification and the benefit of the team, department, and
company.

Target Student: This course is intended for a wide range of first-time managers.

Prerequisites: There are no prerequisites for this course. Taking the Coaching Essentials course is
recommended.

Delivery Method: Instructor led, group-paced, classroom-delivery learning model with structured hands-
on activities.

Performance-Based Objectives

Upon successful completion of this course, students will be able to:

1 Plan ways of effectively harnessing engagement with the individuals on your team. You will
identify methods of becoming a manager of choice within your workplace by establishing your
reputation as a manager who invests time, energy, and effort in the team members and in
committing to performance-management strategies on the job.
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1 Plan strategies for aligning the performance management goals for the individuals on your team
with the established needs of your business. You will work with your team members to optimize
their behavior in order to yield better results for the company, collaborate with team members to
establish performance goals, ensure those goals are in alignment with business needs, discuss
performance appraisals with your team members, and deliver coaching and feedback as
necessary.

1 Learn strategies for creating performance and development plans for individuals. You will create
creative, instructive development plans for team members seeking career growth and strategic
development plans to help team members who are seriously struggling to meet their job
requirements.

Course Content

Lesson 1: Becoming the Manager of Choice
Topic 1A: Develop Talent

Topic 1B: Harness Engagement

Topic 1C: Onboard New Team Members

Lesson 2: Using Performance Management Skills to WegPerformance
Topic 2A: Identify Individual Performance Goals

Topic 2B: Discuss a Performance Appraisal

Topic 2C: Use Effective Interviewing Skills

Topic 2D: Provide Appropriate Feedback and Coaching

Lesson 3: Creating Performance and Development Plans

Topic 3A: Initiate the Performance Plan

Topic 3B: Create an Improvement Plan for Performance Problems
Topic 3C: Create a Development Plan for Career Growth

www.sunteleo.com 210.880.477] Pagell?7


































































































































































































































