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Cancellation/Reschedule Policy: You may cancel or reschedule your registration up to 10 business days before the class and we will refund your payment less a 25% service fee. We will assess the fee regardless of the reason. If you need to cancel or reschedule less than 10 business days prior to the program, you will be required to pay the full class price. You may send a substitute from your organization. Please note that either way we will assess the reschedule/cancellation fee.


Why ETR?

Looking for computer or communication skills training? No reason to go to Boise or Salt Lake. Executive Training Resources (ETR) has the training available right here in Idaho Falls. ETR has been training students in Southeastern Idaho for more than 23 years. Our Microsoft Office instructors are certified and love to teach. 

We specialize in Microsoft Office (Word, Excel, Outlook, PowerPoint, & Access), but have over 200 different courses to choose from. AutoCAD, SQL, DreamWeaver, and Photoshop are just a few of the technical specialty classes available. You can attend class at our clean and comfortable facility, or our instructors can come to you! 

In addition to teaching computer and management classes, we also have a Certified Professional QuickBooks Advisor on staff. We teach QuickBooks classes each week and offer on-site training. Our specialist will come to your facility and help get your bookkeeping organized. You will learn tips and tricks to make your accounting more manageable, accurate, and easy to understand - all while saving you money.

The top Fortune 500 Companies spend more money on employee training than they do on advertising. They know the more a company spends on employee training, the greater it's sales and profits. Professional training benefits everyone. Employees enhance their skills, and companies gain the advantage of having staff that work at a higher level, which makes them more productive. 

ETR also offers training for workplace improvement. Learn how to hire and retain good employees. Discover how to build a positive attitude in your employees and have them become good team members. Become skilled at communicating with diplomacy and tact. Study how to manage conflict in the workplace. These are just a few of the skills you can learn from attending a workshop at ETR.
  

We make it easy for you to find time to learn. Ask about our half-day, evening and Saturday classes. Custom classes to fit your busy schedule at a price you can live with. Executive Training Resources - Invest a little for a lifetime of knowledge.
Certified Instructors, Professional, Local, & Affordable.
You can contact Executive Training Resources at 208.525.8813 or etr@etrdirect.com. Register online at our website to receive our monthly newsletter. It’s filled with Computer Tips & Tricks, Workplace Topics, Current Class Schedule, updates and more. Contact us now for additional information and a FREE evaluation of your training needs. You will be glad you did!

	    1501 Northgate Mile
	259 N 2nd E
	150 East Quinn Rd
	      630 West Broadway

	     Idaho Falls, ID 83401
	 Rexburg, ID 83440
	Pocatello, ID 83201
	     Jackson, WY 83001

	
	
	
	


Computer Skills – Microsoft Office

Access Introduction
Overview:  Access Intro presents the basic concepts of Microsoft Access. Students are introduced to Access database components, data tables, and relational database design. They examine the database window, tables, queries, forms, and reports, and how to create and modify databases, and create and navigate in tables. Students modify the datasheet layout, and add, edit, delete, and sort records. While working with the table structure they modify the table design, and set field properties, cover finding records, comparison operators, and use filters. They learn to create queries, add fields to queries, and specify query criteria, and how to create, modify, and enhance forms and reports.

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Basic understanding of PCs and familiarity with the layout of a PC style keyboard, mouse, and Windows is required, gained either by previous experience or by attending Computer Fundaments and Key Applications courses.
Access Intermediate

Overview:  Access Intermediate begins with a short review of Access basics, then proceeds with examination of table relationships, relate tables, in forms referential integrity, and print table relationships. The student works with related tables, using lookup fields, and sub-datasheets, and learns the use of sub-forms and review field properties using input masks and validation rules. Students are introduced to advanced form features by adding pictures to records, using calculated controls, and improving accuracy in forms. They use advanced report features by customizing headers and footers, concatenating text fields, forcing pagination, and working with sub-reports. They learn joining tables in a query, performing calculations in a query and displaying and optimizing queries using indexes.

Course Duration:  1 day (9am - 5pm)

Prerequisites:  Access  Intro, and some experience with creating a basic database in Access (including table design and specifying field data types and properties); adding and editing data; and using wizards to create queries, forms and reports.

Access Advanced

Overview:  This course presents the introduction to application development skill for Access. Students in this course will learn how to examine the application development process by previewing and existing application, and deciding where to automat. Then students will use the controls. Students will also be introduced to setting dialog box form properties and creating, attaching and using macros. They will cover restricting user access to fields, setting properties and specifying default values for fields and setting visible properties. They will also learn boxes. Lastly students will learn how to create switchboard forms, use the database splitter, and how to protect and replicate databases.

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Access Intermediate. Students must be able to create tables and queries in design view, use wizards to create forms and reports and make basic modifications in design view.

Access Extreme

Overview:  This course is intended to take the skills you have learned in the other three courses and use them to build a database from start to finish.  You will learn how to create buttons, open forms, and run queries and reports, as well as perform functions such as moving records from one table to another and opening and closing your database.

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Access Advanced. Students must be able to create tables and queries in design view, create forms and reports in design view, and write basic macros.

Computer Quick Start

Overview:  This course will teach you the Basics when it comes to computers. You will learn how to Save a Document, Create a Desktop Icon, Copy and Paste in a document, View and Send Attachments Via Email.

Course Duration:  3 Hours

Prerequisites:  None


Excel Introduction
Overview:  This course is designed to teach users the main features of Excel and the advantages of using a powerful electronic spreadsheet. The course is entirely 'hands on' so those attending will get practice in creating and modifying actual spreadsheets. Create a worksheet, understand Excel features such as the standard toolbars, a name box, and the worksheet window, how to create a workbook, and editing techniques. Formulas and functions are used for simple and common functions. Changing a worksheet appearance including cell characteristics, borders, auto format, and fill colors are introduced. The spell and print capabilities are also presented.

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  A basic understanding of PCs and familiarity with the layout of a PC style keyboard, mouse and Windows is required, gained either by previous experience or by an attending a Computer Fundaments and a Key Applications course.

Excel Intermediate

Overview:  A brief review of the basics is covered before moving into this intermediate class.  The Excel intermediate class focuses on how to efficiently manage data. This is accomplished by examining how to use multiple worksheets and using data consolidation. This course also gives the student the ability to use some of the advanced formatting techniques such as conditional formats, styles, comments, and auto formats.

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Students should have experience creating, formatting and printing worksheets with Excel, gained from the workplace or prior attendance of an Excel Introduction course. Knowledge of basic functions such as SUM, AVERAGE, MAX and MIN is required.

Excel Advanced

Overview:  Students attending this class improve their ability to use range names to identify groups of cells. This class teaches how to use functions and array formulas to analyze data. Students are exposed to advanced techniques in summarizing, filtering, and forecasting information. You also learn how to verify that your data is error free. This course explores one of the most powerful of excels features in pivot tables. Students will also examine the art of creating forms and connecting to databases. This class in intended for the advanced excel user by focusing on advanced useful and time saving techniques.

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Excel Intermediate. Students should have a good working knowledge of Excel and must be able to create, format and print workbooks that incorporate basic mathematical, financial, and logical functions, multiple worksheets, charts and data lists. 

Excel Extreme:  Working with Charts

Overview:  Learn the skills and concepts necessary to begin using the charting and list-management capabilities of Microsoft Office Excel.  If you need to create charts to graphically represent worksheet data or to maintain and manage lists in your workplace, this class is for you.  You will learn how to design, sort, filter and manage lists and how to create, format, and embed charts.  You will also learn the intricacies of formatting chart text, labels and other chart objects, as well as adding graphics to enhance your charts and worksheets. 

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Students should have a good working knowledge of Excel. Must be able to create, format and print worksheets with Excel, gained from the workplace or prior attendance of an Excel Intermediate course. Knowledge of intermediate functions of Excel required.

Excel Extreme: Advanced Functions 

Overview: This half-day class gets you up to speed with functions in Microsoft Excel by teaching you the following:
· Tracking elapsed time functions 

· Using DSUM, DCOUNT, SUMIF, IF functions and applying filters 

· Using statistical functions such as AVERAGE, MEDIAN, STDEV, MIN and MAX 

· Apply error handling with ISERROR and auditing features
Course Duration:  1/2 day (9am - 1pm) 

Prerequisites:  Fundamental knowledge of Microsoft Office and proficiency in Excel.

FrontPage Introduction
Overview:  This training will introduce students to the FrontPage application to design, create, edit, save, and publish World Wide Web Internet sites. Students will concentrate on the features needed to enhance the visual effects of Web Pages. Learn how to add graphics, link your pages, use backgrounds, change text and link colors, and create tables. Master the skills to manage and create basic internet sites.
Course Duration:  1 day (9am - 5pm) 

Prerequisites:  This course will benefit new or recent users of FrontPage. No previous experience of the application is required, but students should be confident using Windows and a web browser, have basic word processing skills and, ideally, have used Microsoft Office products (such as Word or PowerPoint).

FrontPage Advanced

Overview:  This Microsoft FrontPage Advanced class provides the student with the tools necessary to create high quality Internet Pages. The skills taught here include how to use the administrative resources of FrontPage. The advanced class focuses on using multimedia and graphic effects. The class will also introduce students to Dynamic HTML, using style sheets, developing channels, and will introduce web security.

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  FrontPage Introduction. Students should have experience in using FrontPage, gained either from the workplace or attendance in FrontPage Introduction class.

Mail Merge 

Overview:  Our half-day class gets you up to speed with mail merge by teaching you the following:
· Create a group of form letters in Word to people whose name and address information is stored in a database
· Use various techniques to sort and select the records you need to merge with letters
· Create quick lists of Access data in Word documents
· Create a catalog in Word using data from a database and see how to prepare it for use on the Internet or an Intranet
Course Duration:  1/2 day (9am - 1pm) 
Prerequisites:  Fundamental knowledge of Microsoft Word.
Office 2007: New Features

Overview:  This class will show you the new features affecting the entire Office Suite (such as new file formats) as well as individual program enhancements (such as Mail Merge in Word).  This class is a must for savvy Office XP and 2003 users ready to convert or check out what’s new in the latest release from Microsoft.
Course Duration:  1 day (9am - 5pm) 
Prerequisites:  Level 1 knowledge of prior versions of Microsoft Office suite of products (Excel, PPT, Word, Access, and Outlook).

Outlook Introduction
Overview:  Upon completing this training you will be able to customize the Outlook window by using the Outlook Today feature. You will learn to send electronic mail messages, attach documents to messages, create contacts in your personal contacts list, and configure your contact folder several ways. You will preview and read incoming messages and learn the difference between replying and forwarding messages. You'll also learn to save electronic mail messages in the Drafts folder, schedule appointments and navigate in your calendar, manage tasks, make journal entries and create notes. We will also cover how to print Outlook data from the inbox, calendar folder, task list, and journal. 

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  No previous experience of Outlook is required, but students should have a basic understanding of PCs and the Windows environment. Knowledge of another Office application would be beneficial.

Outlook Advanced

Overview:  Outlook Advanced builds on the email and calendar skills you've already obtained and with the skill needed to communicate in real time with other users, personalize mail, organize items, share and link contacts, create forms, and work offline and remotely. Students will learn to personalize their messages, or organize Outlook items so that they are easier to view. You may also want to share Outlook items with other users or provide consistency when collecting information in Outlook. This course will show you how to perform these activities and more. 

Course Duration: 1 day (9am - 5pm)  
Prerequisites:  Outlook Introduction. This course assumes that you are able to use Windows to manage information on your computer and that you have an intermediate knowledge of Outlook. Students should have previous experience of creating and organizing items in each Outlook component: mail, contacts, calendar, tasks, notes and the journal.

PowerPoint Introduction
Overview:  When the student completes this course they will have a basic understanding of how to create a professionally designed presentation. Some of the skills they will cover are how to use the AutoContent wizard to create a generic presentation, and the Office Assistant. Inserting a specific slide type, modifying the sequence of slides and promote or demote text will be covered. The new look of normal view and creating and formatting a table will be introduced. The student will learn the difference between formatting text for one slide or for all slides using the master views. The student will also learn to format headers and footers, use bullets, change text alignment, and select several types of preset presentation designs. Duplicating and deleting slides, adding clipart and drawing objects will also be covered.

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  A basic understanding of PCs and familiarity with the layout of a PC style keyboard, mouse and Windows is required, gained either by previous experience or by attending a Computer Fundaments and Key Applications.

PowerPoint Intermediate

Overview:  A quick review of the basics is covered before moving into this intermediate training.  In this course the student will learn a variety of skills to create more sophisticated presentations. Some of the skills we will cover are creating presentations from a template, creating new presentations using existing slides and modifying slide masters. The next topics introduced will be changing the layout for one or more slides and importing text from Word. New features will be introduced, such as adding graphical bullets, creating text boxes and grouping shapes using WordArt and the Drawing toolbar and printing audience handouts. The student will also learn about using the Format Painter, rotating and filling objects, animating text and objects, adding speaker notes. The student will also be introduced inserting hyperlinks and publishing presentation on the web.

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  A good basic working knowledge of PowerPoint as gained in a PowerPoint Introduction course or from experience.

PowerPoint Advanced

Overview:  Students will learn a variety of advanced PowerPoint features. Some of the skills covered are customizing and creating toolbars, combining several presentations, working with design templates, and customizing backgrounds and color schemes. The next topics introduced will be changing tab and paragraph indent settings, and building and modifying charts. Some new features will be introduced such a inserting and modifying hyperlinks and action buttons, preparing to deliver a presentation of the Web, sharing a presentation and customizing clip art and AutoShapes. Students will also learn how work with organizational charts, apply advanced animation effects, import and modify Word tables and Excel charts, set automatic slide timings, creating slide types automatically, and use the copy to CD feature.

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  A good working knowledge of PowerPoint as gained in a PowerPoint Intermediate course or from experience. Students should be able to create, format, deliver, and print a PowerPoint presentation that incorporates text, graphics, and drawings.

PowerPoint Extreme

Overview:  This Power User Workshop is intended for users with design skills and expert knowledge of PowerPoint. Customizing templates and masters will be examined in depth. Users will experiment with detailed custom animation techniques for numerous items such as charts and objects as well as using motion paths. Working with graphics and media settings, options, and technique will be tested including pictures, clipart, music, sounds, narration, and movies. Gain knowledge of how to display your slideshow on two monitors. This training delves into the most complex techniques for creating presentations and answering questions, as well as hands on practice time with power-user techniques.

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Students need to have completed all 3 levels of PowerPoint or equivalent knowledge and experience.  Expert familiarity with presentation techniques and options is strongly recommended.


Publisher 

Overview:  Students will learn how to use Publisher as a business publishing and marketing materials program.  This training will cover how to create, design, and publish professional marketing and communication materials;  create materials for print, e-mail, and the Web using the same familiar user interface in other programs in the Microsoft Office System. 

Course Duration:  1 day (9am - 5pm)
Prerequisites:  Must be proficient in computer fundamentals. Students will need the skills to perform basic cut, copy, paste, and formatting functions.


Word Introduction
Overview:  In this course the student will learn many of Word's basic features. Some of the skills we will cover include how to create a document using a wizard or template and how to open, navigate in, and save a document. The next topic introduced will be how to move, insert, cut, copy, and paste information in Word. Then some new features will be introduced, such as the Click and Type and Office Clipboard. The student will learn about using the spelling checker, grammar checker, and thesaurus and also learn to format and align text, adjust margins and print settings, insert and modify Clip Art, and use bullets and numbers. Working with folders and finding files will also be covered.

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  A basic understanding of PCs and familiarity with the layout of a PC style keyboard, mouse, and Windows is required, gained either by previous experience or by attending a Computer Fundaments and Key Applications course.
Word Intermediate

Overview:  A short review of the basics is covered before moving into this intermediate class.  In this course the student will learn a variety of skills to create more complicated documents. Some of the skills we will cover are formatting the page setup, adding entries to AutoText and using AutoCorrect. The next topic introduced will be how to use tabs and automatic page numbers when creating headers and footers. Some new features will be introduced, such as using and editing WordArt, and saving a document for the Web, as well as adding hyperlinks to a document. We will also cover styles, sections, tables, and creating and printing envelopes and labels.

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Familiarity with the basic features of Word is required, gained by previous experience or by attendance of the Word Introduction course. 

Word Advanced

Overview:  In this course the student will learn a variety of advanced features that will help in creating more complex documents. We will work with master documents and subdocuments, create multiple versions of a document, and learn how to use text flow options. The next topic introduced will be using bookmarks and cross-references, editing styles, table of contents, and a table of index. Then some new features will be introduced, such as creating and modifying page borders and embedding worksheets in a word table and linking Excel data to a table and performing calculations in Word. We will also be introduced to creating, applying, and editing macros, developing and modifying a form, inserting comments and tracking changes within a document.

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Participants in this course should have a good working knowledge of Word (including proofing, AutoCorrect tools and Internet features), gained from prior attendance of the Word Intermediate training or from a user environment. An understanding of word processing is required.

Word Extreme

Overview:  This Power User Workshop is intended for users with word processing skills and an expert knowledge of Word. The training delves into the most complex techniques for creating word documents and answering questions, as well as hands on practice time with power-user techniques.  Tailoring templates and styles will be examined in depth. Users will experiment with fields, cross-references, indexes, table of contents, and concordances. A detailed assessment of sections including continuous page use, orientation change, columns, borders, and the browse by feature is all part of this training. Working with headers/footers including multi-section numbering will be scrutinized. Exploring the diversity of numbered lists versus outlined lists will be conducted.

Course Duration: 2 days (9am - 5pm each day) 

Prerequisites:  Students need to have completed all 3 levels of Word or equivalent knowledge and experience.  Expert familiarity with word processing techniques and options is required.

Computer Skills – Basic

Computer Fundamentals IC3
Overview:  This class is for anyone who needs to know the basics of how to operate their computer. Did you recently purchase a computer, but have no clue how to use it? Learn the fundamentals of your computer without guessing or trying to learn the hard way.
· Computer Hardware: 
Different types of computers, how computers work (process information), and how individual computers fit into larger systems
Function of computer hardware components and common problems associated with individual components
Issues relating to computer performance and how it is affected by different components of the computer
The factors that go into a decision on how to purchase a computer or select a computer for work, school, or home

· Computer Software: 
How software works and how software and hardware work together to perform computing tasks
Different types of software, the tasks for which each type of software is most suited, and the popular programs in each software category

· Using an Operating System: 
What an operating system is and how it works
Manipulate and control the Windows desktop, files, and disks
Change system settings and install software
Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Anyone—young or old—who wants to gain a working knowledge of computers and the Internet are prime candidates for IC³.

Key Applications IC3
Overview:  Are you a novice when it comes to creating letters, spreadsheets or reports?  Attend our
Key Applications training and become familiar with basic Microsoft techniques that are similar in both Word and Excel.  You will learn to open, save and delete documents.  Cut, copy, paste, spell check and formatting are just a few of the key concepts we will cover.  Formulas, functions, sorting and manipulating data in Excel will also be introduced in this one-day training.

· Common Program Functions: 
Be able to start and exit a Windows application and utilize sources of online help.
Identify common on-screen elements of Windows applications, change application settings, and manage files within an application.
Perform common editing (cut, copy, paste, spell check, etc.) and formatting (fonts, margins, tabs, etc.) functions.

· Word Processing Functions: 
Format text and documents including the ability to use automatic formatting tools
Add tables and graphics to a document
· Spreadsheet Functions: 
Modify worksheet data and structure.
Sort data and manipulate data using formulas and functions.
Format a worksheet.
Add pictures and charts to a worksheet.

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Anyone—young or old—who wants to gain a working knowledge of basic Microsoft Word and Excel programs.

Living Online IC3
Overview:  Learn how to communicate via e-mail with your friends and family and how to navigate the web. This class is also great for Grandparents. 

· Networks and the Internet: 
Network fundamentals and the benefits and risks of network computing
The relationship between computer networks, other communications networks (like the telephone network) and the Internet
· Electronic Mail: 
How electronic mail works
How to use an electronic mail application
The appropriate use of e-mail and e-mail related "netiquette"
· Using the Internet: 
Different types of information sources on the Internet
Use a Web browsing application
Search the Internet for information
· The Impact of Computing and the Internet on Society: 
How computers are used in different areas of work, school, and home
The risks of using computer hardware and software
How to use the Internet safely and legally
Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Anyone—young or old—who wants to gain a working knowledge of computers, email, and the Internet are prime candidates for this IC³ Living on Line class.
Windows XP

Overview:  This course will help students gain competence using the basic functions of a personal computer and the Windows XP operating system. Students will learn how to use the Windows Desktop, how to organize and manage folders and files, how to use application windows, how to manage printers, and how to use the applications supplied with Windows.

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  No previous experience of using a computer is required though some ability with using a mouse and keyboard is advised.
Windows Vista

Overview:  This course will provide you with the basic skills you need to get started with personal computers and work with the various features, tools, and options available in Windows Vista. In this course, you will familiarize yourself with the basics of personal computers, customize Windows Vista, and manage files and folders. You will also work with simple tools and browse the Internet.


Course Duration:  1 day (9am - 5pm) 

Prerequisites:  No previous experience of using a computer is required though some ability with using a mouse and keyboard is advised.


Computer Skills – Advanced

ACT!
Overview:  In this course attendees will learn to manage the sales process and profile contacts by interest, company, account, project and more. Track all activities and history by individual and group, and know the details of your relationships. Students will learn to schedule appointments and tasks with one click.  Adding and maintaining customer records, creating groups, scheduling activities, creating correspondence, using search criteria, groups, forecasting, graphing, mail merge, and email are a few of the topics covered. Modifying menus, security, and customer maintenance are some advanced topics that are covered.

Course Duration: 2 days (9am to 5pm) 

Prerequisites:  Fundamental knowledge of computers, knowledge of MS Access helpful. 
Adobe Acrobat
Overview:  This course is designed to teach students to use Adobe Acrobat 5.0 to create Portable Document Format (PDF) electronic files.  Students will convert an electronic file into a PDF file, and create a document that can be viewed and printed across a wide range of computer platforms.  Learn to identify what PDF files are and what they can do, explore the Acrobat environment, and assess the differences between the Acrobat suites of applications:  Acrobat (the primary application), Acrobat Reader, Acrobat Catalog, PDF Writer, and Distiller.  We will also create PDF files from a variety of sources including electronic files, a Web site, and a scanned image.

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  A basic understanding of PCs and familiarity with the layout of a PC style keyboard, mouse, and Windows is required, gained either by previous experience or by attendance of a course.
AutoCAD
Overview:  Save valuable time by gaining essential skills learning how to generate elevations from the floor plan and, eventually, how to set up a title block and print your drawing. Along the way, you will also learn how to do the following: 
· Use the basic drawing and modify commands in a strategic manner 

· Set up layers 

· Put color into your drawing 

· Define and insert blocks

· Generate elevation views

· Place hatch patterns and fills on building components 

· Dimension the floor plan, Drawing a site plan

· Working in three dimensions, and much more.
Course Duration: 3 days (9 am – 5 pm) 

Prerequisites:  Proficient knowledge of fundamental computer software programs. Students must be able to type at least 30 WPM. Knowledge of designing techniques helpful but not required.

C#.Net

Overview: You have experience in programming in at least one other object-oriented or object-based programming language. You are now entering the new world of .NET programming, using the C# programming language and the Visual C#.NET integrated development environment inside Visual Studio.NET.
Course Duration: 5 days ( 9 am – 5 pm )
Prerequisites: To ensure your success, we recommend you first take the following courses or have equivalent knowledge: 

· Object-Oriented Programming: Principles 

· .NET Framework: Introduction 

· Visual Studio.NET: Introduction 

Captivate
Overview: You may be familiar using a certain software application and would like to create a computer-based training program to teach students how to use that software. Adobe® Captivate™ 3.0 is a tool that automates the creation of software training materials. In this course, you will use Adobe® Captivate™ 3.0 to develop demonstrations and interactive simulations of software applications. You will create software demonstration and interactive simulation projects.  This course is designed for beginners and intermediate Adobe Captivate 3.0 users who want to create software demonstrations and interactive simulations.
Course Duration: 1 Day (9 am – 5 pm)
Prerequisites: Must be proficient in basic computer fundamentals

Cascading Style Sheets
Overview:  Cascading style sheets (CSS) is a powerful tool for formatting Web documents.  In this lesson, you’ll take a look at sample style sheets and consider the risks and benefits of developing with CSS.  You’ll also observe style sheet syntax and create simple style rules.
Course Duration: 1 day (9m - 5pm) 
Prerequisites:  Knowledge of basic web design and development helpful

Crystal Reports Introduction
Overview:  This one-day Intro workshop is designed for beginning users with little or no experience in Crystal Reports. The intent of the course is to familiarize the students with the Crystal Reports environment. The workshop provides the basic steps for creating, modifying, saving and viewing reports to more flexible tasks such as basic formulas and the powerful automated features.  A world standard for high performance reporting, Crystal Reports is an intuitive reporting toolkit that helps you rapidly create flexible, feature-rich reports and tightly integrate them into web and windows applications.  Crystal Reports is one of the most powerful reporting programs available with the ability to pull data from all types of data sources. You can use Crystal Reports to generate reports from any of the standard PC database programs. 

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Basic understanding of computers.
Crystal Reports Advanced

Overview:  This Power User workshop is designed for advanced Crystal Report users. During this course we will increase the design skills and expand into the expert features and powerful functionality of Crystal Reports. This workshop delves into the most complex techniques used for creating reports and solving reporting problems, as well as hands-on practice time with formula solutions. 

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Crystal Intro or equivalent knowledge. Familiarity with relational database concepts€ (tables, fields, and records) is strongly recommended.
Digital Photography

Overview:  
· Choose the right digital camera and accessories to fit your needs and budget
· Take professional-looking photos with good framing, subject matter, and lighting; choose appropriate resolution, compression, and file format settings on your camera for your needs; adjust camera settings to control exposure and image sharpness, and to ensure that you get a great shot in various scenarios
· Transfer photos to your computer and view and print pictures
· Manage a large library of pictures and perform straightforward edits with Adobe Album
· Make more precise color and contrast adjustments with Adobe Photoshop Elements
· Print layouts of photos, including contact sheets and standard sheet sizes; and order prints online
· Share scaled-down versions of photos via the Web and email


Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Currently have or are planning to buy a digital camera and want to have fun with your photos.
DreamWeaver Introduction
Overview:  This 2-day seminar is designed to teach users the basics of the Macromedia DreamWeaver MX Web development sites.  The course is entirely 'hands on', so those attending will get practice in identifying the basic issues concerning proper site design, and navigating in the DreamWeaver work environment. The student will define a site in DreamWeaver and maintain Web pages, use the Site Panel to manage files and folders, insert images, set properties, and create and format tables.  

Course Duration: DreamWeaver is a 2-day course. (9am - 5pm) 

Prerequisites:  To ensure your success, you must have a basic understanding of your computer's operating system. You should know how to launch an application, create, and save files, and copy files from CDs and other media.

DreamWeaver Advanced
Overview:  The advanced DreamWeaver concepts are designed to introduce students to the MX Web development application.  In this course, students will expand on the knowledge they gained in the DreamWeaver Introduction course.  Students will work with advanced Web site creating features available in DreamWeaver, including libraries and behaviors. In addition, we will use many of the new features available within the HTML 4 standard including style sheets and layers.

Course Duration:  DreamWeaver is a 2-day course. (9am - 5pm) 

Prerequisites:  DreamWeaver Intro Class
Fireworks
Overview:  You will use Fireworks 8 to create vector graphics, edit bitmap graphics, optimize images, and create and assign rollover effects for web pages.  You have probably worked with some of the web design applications to create graphics for the web. However, you would now like to have better control over editing vector and bitmap graphics and also make web graphics appear the way you had intended. In this course, you'll work with some of the tools and features of Fireworks 8 to create and edit vector and bitmap graphics, apply interesting effects, as well as add graphical text to web pages.
Course Duration:  1 day (9am - 5pm each day) 

Prerequisites:  A fundamental knowledge of Microsoft Office helpful but not a necessity. 
Flash MX
Overview:  This Flash MX is a hands-on course that will introduce students to the basics of creating objects and animating in Macromedia's Flash MX. Students will explore the basics of Flash, including tools and features, and will create different types of animations. On the first day, you learn the introductory skills to create basic animations and simple navigation buttons. On the second day, you will work with symbols and instances, create extensive Timelines with independent animations, build more complex navigation controls, work with sound, and optimize your movies for viewing by your intended audience. 

Course Duration:  2 days (9am - 5pm each day) 

Prerequisites:  A fundamental knowledge of Microsoft Office helpful but not a necessity. 
Flash CS3 
Overview:  Adobe® Flash® CS3: Level 1 is the appropriate course for you if you need to create web pages or web page components that contain text, graphics, and animation, and that will display correctly in almost every browser on most computing platforms. 

Course Duration:  2 days (9am - 5pm each day) 

Prerequisites:  A fundamental knowledge of Microsoft Office helpful but not a necessity. 

HTML Introduction
Overview:  This introduction workshop will help students understand that the World Wide Web is quickly becoming the means for business communications. Students will learn about creating pages for the Web and that it is easier than most people realize. This hands-on course teaches you how to use basic HTML (Hypertext Markup Language) tags to design attractive and usable Web pages. You will create a Web cluster of pages to take home with you to use as templates for creating your own Web pages.

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Experience using a computer and a web browser is required. Some experience with word processing and graphics applications would be useful but is not essential. Examples in the course use Windows Notepad to create pages, but any text editor or HTML editor can be used instead.

HTML Intermediate

Overview:  A brief review of the basics is covered before moving into this intermediate training.  This course concentrates on the features needed to enhance the visual effects of your Web pages. You will learn how to add graphics, link your pages, use backgrounds, change text and link colors, and how to create tables. You will be supplied with an assortment of graphic images and backgrounds to use in class and to take with you. You will be given resources for many more tools available on the Internet.

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  HTML Introduction

HTML Advanced

Overview:  This course introduces advanced web authoring tasks. The students will learn to modify and use many types of scripts and commands to enhance a Web site: PERL scripts, SSI (Server Side Include) commands, and JavaScripts and Java applets. At the end of the course the students till enhance a Web site by modifying and PERL, JavaScript, SSI commands, and Java applets. 

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  HTML Introduction and Intermediate 

Illustrator Introduction
Overview:  This intro training helps students learn to use Adobe Illustrator software to give them a new creative freedom and lets them put into action their ideas more quickly and powerfully. Students will learn to instantly convert bitmaps to vector artwork and paint more intuitively. Save time with intelligent palettes and optimized workspaces. Plus, learn about the tight integration with other software that allows you to produce extraordinary graphics for print, video, the Web, and mobile devices. 

After completing this course you will know how to:
· Start Illustrator, Open a file, and Identify interface components

· Create rectangles, ellipses, polygons, stars, spirals, and flares; modify object placement and size; use the Paintbrush tool; and create new brushes and symbols

· Insert and modify text; and convert text to outlined objects

· Group and restack objects; and create, duplicate, and modify layers

· Make a crop area; simplify complex paths for faster printer; set print options; and print illustrations
Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Basic Computer fundamentals. Graphic software helpful but not needed. 

Illustrator Advanced

Overview:  Adobe Illustrator Advanced is designed for those who want to become a proficient graphics professional and create illustrations for both print and the Web. After completing this course you will know how to:
· Use the Tab Ruler palette, use smart punctuation, check spelling, find and replace text, link and unlink text blocks, and wrap text around an object

· Transform objects to modify their shape and color attributes; apply 3D effects; use the pathfinder buttons and commands to modify objects formed by the intersection of two or more buttons

· Manage colors by applying blending modes and gradient meshes, create masks to hide and reveal areas of underlying artwork through specific shapes, and use the Liquefy and Symbolism tools to modify images and work with symbols

· Discuss filters and effects, use the Color filters to adjust, blend, and invert colors; Use the Distort filters to pucker and bloat, roughen, scribble, and tweak, and twist objects; Use the Pen & Ink filters to apply hatch effects and create new hatch effects; Convert shapes, add drop shadow, feather edges, and apply warp effects

· Convert vector images to raster images and apply filters
Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Adobe Illustrator Introduction. 

In-Design

Overview:  This course teaches students how to use Adobe InDesign CS2 to design professional looking documents and print layouts. Students will cover a broad scope of topics that will provide an overview of the application so that they can start creating documents right away. Students will learn how to create a new document, add text and graphics, use master pages, add columns, thread frames, create and apply styles, use layers, and prepare a file for print. Students taking this course should be familiar with Microsoft Windows, and should have basic-level word processing skills. 

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  A basic understanding of PCs and familiarity with the layout of a PC style keyboard, mouse and Windows is required, gained either by previous experience or by attendance of a Computing Fundamentals course. 
Java

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

· create and execute a JavaScript script. You will also identify the scripting guidelines that need to be followed while writing a script. 

· create a new window to open the linked pages and manage the window using the window properties and methods. 

· add content to documents and create dynamic documents and frames. 

· store data using forms. 

· validate data using control constructs. 

· manipulate numerical, string, and date values. You will also search for a pattern using a regular expression. 
Course Duration: 1 day (9am-5pm)

Prerequisites: The user must have some basic knowledge on programming. They should be able to write programs based on JavaScript. They should be familiar in creating web pages using HTML code. They should be proficient in using Internet Explorer and Netscape Navigator


Network+

Overview:  This course is designed to prepare students for the 2002 CompTIA's Network+ Exam N10-002. Earning the Network+ Certification means that students have the knowledge needed to use and maintain a wide range of network technologies. From this exam, students often move on to a more advanced IT certifications, including Microsoft's MCSA and MCSE, and Novell's CNE. 

Course Duration:  5 days

Prerequisites:  Network+ Certification (Third Edition) is designed for the student with 18 to 24 months of professional computer support experience. It is assumed that you have a general working knowledge of personal computers, some network experience, and have taken the following courses or have equivalent experience: 

· A+ Certification: Core Hardware 

· A+ Certification: Operating Systems 


OrgPlus

Overview:  OrgPlus is the industry leader in organizational charting software. For over a decade, OrgPlus has been used for managing organization charts and supporting critical business decision. OrgPlus 5, the latest release, has over 30 new features and is easier to use than previous versions. Whether you work in a small company or large institution, OrgPlus is the easiest way to chart and manage the structure of your organization. OrgPlus helps create professional looking organization charts quickly and easily. You can also use OrgPlus to create almost any tree diagram, such as work breakdown or a parts explosion. OrgPlus has become an essential management tool for millions of professionals throughout the world. Over 400 of the Fortune 500 have selected Org Plus to meet their charting needs.
Course Duration:  1 day (9am - 5pm) 
Prerequisites:  Basic computer file and folder knowledge. Microsoft PowerPoint, Excel, Visio, and/or Word helpful but not required. 
PageMaker

Overview:  Adobe PageMaker software is the ideal page layout program for business, education, and office professionals who want to create high-quality publications such as brochures and newsletters. Get started quickly with templates, graphics, and intuitive design tools.  

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  A basic understanding of PCs and familiarity with the layout of a PC style keyboard, mouse, and Windows is required, gained either by previous experience or by attendance of a course.

PC Maintenance and Security

Overview:  This course is designed to introduce users to the basic security and technical issues of their computer system. Finally a seminar to teach you how to keep your computer running at top speed and the maintenance needed to keep it running smoothly.  This entirely 'hands on' course includes specially prepared exercises that give participants practical experience working with their computer.
· Processor and RAM

· Defrag and check disk
· Power supply reset

· Battery backup/surge suppressor

· System Restore

· Full system recovery

· Memory leaking

· Data and time (battery)

· Backing up data/CD&DVD burning

· Mouse & Keyboard

· Case

· Strange noises and fan maintenance

· Antivirus

· How do I get a virus?

· Dial-up vs. high speed (updates)

· Program and renewals

· Removal (safe mode and disabling system restore)

· Spyware

· Firewall settings

· Simple networking

· Sharing files (security considerations)

· Sharing printers
Course Duration: 1 day (9am - 5pm) 

Prerequisites:  A basic understanding of PCs and familiarity with the layout of a PC style keyboard, mouse and Windows is required, gained either by previous experience or by attendance of Computing Fundamentals. 
Photoshop Introduction
Overview:  In this one-day course, you will learn to use several tools for selecting parts of images, and will move, duplicate, and resize images. You will learn to use layers, and to apply layer effects and filters to create special effects, including lighting and texture effects. Additionally, you will use painting tools and blending modes to create shading effects, and will perform adjustments to contrast and color balance. You will save images in formats for print and Web use.

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  A basic understanding of PCs and familiarity with the layout of a PC style keyboard, mouse, and Windows is required, gained either by previous experience or Computing Fundamentals.

Photoshop Advanced

Overview:  Upon completion of this training, students will know how to isolate image areas by creating and saving masks with specialized tools, commands, modes, and layer elements. You'll learn how to use vector paths for a variety of purposes, including masking, clipping paths, and illustration. You'll also learn to create and apply creative elements such as gradients, patterns, and color overlays, and to save them along with effects in easy-to-apply layer styles. When you've completed the course, you'll have a firm grasp of Photoshop concepts that are applicable to almost every facet of using the application, including Web design, preparing photographic images for printing, and illustration. 

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Completion of Adobe Photoshop Intro or equivalent experience.

Photoshop Extreme: Artistic Effects

Overview:  This power-user training will expand on the skills covered in the Photoshop 7.0: Level 1 and Photoshop 7.0: Level 2 courses by working on a variety of image types. While you'll learn to work with additional specific Photoshop commands and tools, you'll also study concepts that tie together multiple techniques you already know to create effects and make your work more efficient. You'll first work to clean up line art, and then use lots of shortcuts and styling techniques for layers. Then, you'll turn to photographic images, repairing an old damaged picture, softening the focus on one to add atmosphere, and will colorize grayscale images with a variety of techniques. You'll learn to create realistic three-dimensional effects by distorting layers and applying lighting effects. Lastly, you'll save multi-step processes as actions that you can apply later to any image. 

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Completion of Adobe Photoshop Intro or equivalent experience.

Photoshop Extreme: Web Effects

Overview:  In this one-day course you will learn basic techniques and concepts about image resolution and identify factors that contribute to file size, understand GIF, JPEG, and PNG file formats so that you can choose the right one for each image. You will be instructed on how to calibrate your monitor, and preview images for both platforms so you can adjust images to optimize their appearance on both Macintosh and Windows computers; control dithering in images, using it when necessary to improve images, and avoiding it at times when it detracts from the quality; and use the Web palette appropriately to optimize images for viewing on computers displaying only 256 colors. And you will use Photoshop and ImageReady to create layouts of Web pages, aligning items precisely to one another with guides and a grid; and slice complex images into sections, and use ImageReady to generate HTML code that joins the slices together in a table on a Web page, including JavaScript rollovers and URL links. We will create animated GIF images that combine slow transitions and fast motion effects, while still maintaining small file sizes.

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Completion of Adobe Photoshop Advanced or equivalent experience.

Project

Overview:  Upon completing this 3-day training, students learn how to create project schedules, work with various project views, create and outline tasks, assign task relationships, apply constraints, calendars, and deadline dates, create and assign resources, and assign and track project costs.  Learn how to evaluate and adjust project time factors, resources, and costs. Learn how to track progress; use custom tables, filters, and forms; customize views, reports, and printed views; share information with other users; and work with consolidated projects. We will also cover how to manage schedules and resources, communicate project status, and report project information by learning how to: 

· Better organize and manage work and people to ensure that projects are delivered on time and within budget
· Convey your project plans and status effectively and succinctly
· Enhance your productivity and effectiveness by learning and applying project management practices easily
Course Duration:  3 days (9am - 5pm each day) 

Prerequisites:  All IC3 courses, Word and Excel Intermediate, or equivalent knowledge.

Project Management Theory

Overview:  Critical skills for project management will be offered in this one-day training.  The skills that will be covered include defining projects and project management, identifying the stages of a project, and identifying the best characteristics of a project manager and the project management team.  Considering cost, time and quality factors will also be covered. Creating a simple WBS, designing a Gantt chart to set and analyze project tasks, calculate task durations and evaluate the success of projects will round out the total of this training.
Course Duration:  1 day (9am - 5pm)

QuarkXPress

Overview:  QuarkXPress is the industry standard page layout program. There are many features to take advantage of in Quark to speed up and improve the quality of your work. This is especially true if you make a repeating type of document like a monthly catalog, magazine, or newsletter. Even if the task you are doing is a one-time project such as a book or booklet, technical document, product manual or price list, you still can take advantage of master pages, style sheets and libraries to give your documents a consistent and professional appearance. After completing this course, you will know you to:
· Start QuarkXPress and explore elements of the environment; create a new project and add basic elements to a layout; position elements precisely using guides and the Measurements palette

· Flow text between text boxes and add continuation notices; use the Paragraph Attributes dialog box to apply paragraph formatting; Use Find/Change to replace formatting; create and edit paragraph and character style sheets

· Create tables manually, convert text to a table; create a table from imported text; Modify table structure by inserting and adjusting rows and columns and merging table cells; Format a table by changing color of table cells, positioning text within table cells, adjusting grid and frame attributes and displaying graphics in table cells
Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Participants in this course should have a good working knowledge of Microsoft Office features such as formatting, drawing tools, and other design type functions. Knowledge of Microsoft Visio is helpful.

QuickBooks Introduction
Overview:  This course is an introduction to QuickBooks. Its main objective is to introduce you to the basic features in QuickBooks and give you an opportunity for hands-on practice. You'll learn about the types of information you need to track in your business, and how to enter that information in QuickBooks. By the time you complete the course, you'll have a good idea of all that QuickBooks offers, you'll be familiar with the most common tasks, and you'll know where to find information about more advanced features. 

Course Duration:  1 day (9am – 5pm) 

Prerequisites:  Must be able to type 25 WPM and a basic understanding of PCs and familiarity with the layout of a PC style keyboard, mouse, and Windows is required, gained either by previous experience or by attending a Computer Fundaments and Key Applications course including understanding folders and finding files.
QuickBooks Intermediate

Overview:  This class is designed to teach the user the basic functions of QuickBooks. Have you been using QuickBooks for a while or self-taught? Chances are there are easier ways to do things. Lower your accounting fees by learning how to best utilize your financial data in QuickBooks. In this class, you will learn how to work with the Item List, Customize Jobs & Vendors, Receive and post payments, and more. Just a few of the topics we will cover:
1. Understand how to best manage your Bank Accounts, Income, Expenses, Cost of Goods Sold, Liability Accounts, and more...

2. Learn how to enter and pay bills the easy way.

3. Choose the default settings and preferences that are best for your business.

4. Work with the basic and intermediate different functions within each module. Re-sort your registers, how to delete or correct posting errors, Merge Vendors, Customers, Items, and more.

5. Manage the Check Register and learn how to work with your Bank Accounts.

6. Learn the basic reports that give you the specific information you need.
Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Must be familiar with QuickBooks and be able to type at least 30 WPM.
QuickBooks Advanced

Overview:  Are you ready to get and finally understand the information you can get from your QuickBooks data? This class is designed for the QB user who knows the basics and is ready to get the most from the different modules QB has to offer.

Just a few of the topics we will cover in this class:
1. Credit Cards and QuickBooks - How to enter your credit card purchases into QB through the CC module and then to reconcile your statement and make a payment.

2. Finally understand Cost of Goods Sold and, if posted correctly, find out how much it actually costs you to provide your specific product or service.

3. Customize your Invoices, Sales Receipts, Statements, and more. Download FREE QB forms and special reports to finally get the data you want. Take advantage of the pre-formatted custom forms to add that special look on your forms.

4. Program QuickBooks to print your monthly reports so you only have to click a few selections and all the reports are printed, modified, and filtered just the way you want it from this point on.
5. Customize your Icon Bar, set your defaults and preferences, export data to Excel, design and print custom letters and envelopes for specific customers, and learn the shortcuts the experts use.

6. We scheduled time for your specific questions and topics to be covered.  Go from just using QuickBooks to mastering QuickBooks in just 1 day.
Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Student needs to have attended the QuickBooks Intermediate class or at least 1 year experience working with QB.
QuickBooks Payroll

Overview:  Save money by processing payroll in-house. Learn how to set up your employees in QB, choose payroll defaults, select & pay employees, payroll taxes, including Federal 941 and 940 filings, State Withholding, State Unemployment and more...Keep track of vacation, sick, and personal leave. Learn the year-end procedures including W-2's, W-3's, 1099's, and 1096 forms. Become familiar with the mandatory labor laws and compliance requirements.  We will review overtime rules, I-9 forms, and W-4's and documentation requirements.  Time permitting; we will cover interviewing techniques and what to look for in a resume. Review the 6 ways to hire and retain good employees. 

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Strong knowledge of QuickBooks through attending either QuickBooks Intro course or at least 3 months hands-on experience.

Security +

Overview:  Security+ is a CompTIA Certification and will be the primary course you will need to take if your job responsibilities include securing network services, network devices, and network traffic. It is also the main course you will take to prepare for the CompTIA Security+ examination (exam number SY0-101). In this course, you'll build on your knowledge and professional experience with computer hardware, operating systems, and networks as you acquire the specific skills required to implement basic security services on any type of computer network.

Course Duration:  5 days

Prerequisites:   CompTIA A+ and Network+ certifications, or equivalent knowledge, and six to nine months experience in networking, including experience configuring and managing TCP/IP. Students can obtain this level of skill and knowledge by taking the following courses: A+ Certification: Core Hardware; A+ Certification: Operating Systems; Network+ Certification: 3rd Edition

SQL Introduction
Overview:  Level 1 is for developers coming from Microsoft Access, Visual Basic, Active Server Pages or other development backgrounds who want to learn to build successful databases solutions with SQL Server. Even developers who have already used Oracle, Sybase, DB2 or other relational database management systems will find this course useful for getting up to speed on SQL Server 2000. Learn about the features that are available in SQL Server; how to design and create a database; and how to build basic queries using Transact-SQL, the language of SQL Server. This introductory course teaches you the fundamentals and gives you a taste of the potential of Microsoft SQL Server 2000. 

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  To get the most out of the Introduction to Microsoft SQL Server 2000 course, you should have a solid understanding of relational databases. No particular programming experience is required, but the course is taught from a developer's perspective.
SQL Intermediate
Overview:  SQL Intermediate assumes that you already know how to create a well-designed database and how to write simple SQL queries for retrieving and manipulating data. The course shows you how to build effective views, stored procedures, triggers, and user-defined functions, using Transact-SQL (T‑SQL), the programming language of SQL Server. You will also learn how to take advantage of SQL Server's tools for maintaining, securing, and fine tuning your databases. 

Course Duration:  2 days (9am - 5pm) 

Prerequisites:  To get the most out of Programming and Maintaining Databases with Microsoft SQL Server 2000, you should already know how to create and maintain tables in SQL Server, and how to write simple SQL queries for retrieving and manipulating data.
SQL Advanced

Overview:  SQL Server 2000 includes a rich set of tools that go beyond the basics of querying and manipulating data. Microsoft added many very useful capabilities in SQL Server that most developers never discover. This course assumes that you already know the fundamentals of how to build a database and program it with Transact-SQL. Learn about the advanced features available to you for maintaining, analyzing, searching and distributing your data. Integrate your data safely with Internet and cross-platform applications. 

Course Duration:  2 days (9am - 5pm) 

Prerequisites:  To get the most out of Extended Features in Microsoft SQL Server 2000, you should be very familiar with creating and maintaining SQL Server databases and programming with Transact-SQL.
SQL Queries

Overview: Students will learn what SQL is and how it can help them query a database to answer business questions. Lesson objectives help students become comfortable with the course, and also provide a means to evaluate learning. Upon successful completion of this course, students will be able to:

· Define what a relational database is and identify some uses for the SQL language.

· Recognize proper syntax for an SQL statement.

· Use aggregate functions, column aliases, and mathematical expressions in a query statement.

· Use the WHERE clause to select specific rows of information from a database.

· Search for specific character strings or numeric data in a database.

· Write queries that return both aggregate and non-aggregate information simultaneously.

· Write queries that select information from two tables simultaneously.

· Generate a query and its report using Access 2003.
Course Duration: 3 days (9am-5pm)

Prerequisites: A knowledge of Windows 2000 or XP: Introduction or equivalent knowledge.

Visio Introduction
Overview:  Students attending this training will learn fundamental skills while creating several types of diagrams using Visio. We will create a directional map, block diagram, basic and a cross-functional flowchart, an organization chart, and an office layout. 

As you create these drawings, you will learn techniques of how to drag and manipulate Visio master shapes, create connections between shapes, and apply styles to shapes, text, and pages. You will generate an organization chart from imported data and edit custom properties to store additional information in your diagrams. 

We will learn shortcuts to enhance productivity and use unique tools designed for each type of drawing. We will work with many advanced features, including using the drawing tools, creating and working with custom stencils and templates, and sharing your Visio drawings with other applications. When this course is completed, a firm grasp of all of the skills needed to create any kind of diagram using Visio.
Course Duration:  1 day (9am - 5pm)

Prerequisites:  A basic understanding of PCs and familiarity with the layout of a PC style keyboard, mouse, and Windows is required, gained either by previous experience or by attending a Computer Fundaments and Key Applications course including understanding folders and finding files.
Visio Advanced

Overview:  In this course, you will expand on the knowledge you gained in the course. You will work with many advanced features, including using the drawing tools, creating and working with custom stencils and templates, and sharing your Visio drawings with other applications. 

Course Duration:  1 day (9am - 5pm) 

Prerequisites:  Visio Intro.
Visual Basic for Applications (VBA)

Overview:  Students will learn how to use VBA to develop Access applications.

· Getting Started 

· Working with Procedures and Functions 

· Understanding Objects, Properties, Methods and Events 

· Understanding the Access Object Hierarchy 

· Using Variables, Arrays, and Constants 

· Using Functions, Message Boxes, and Input Boxes 

· Controlling Program Execution 

· Debugging Code 
Course Duration:  2 days (9am - 5pm) each day

Prerequisites:  Appropriate introductory and advanced courses plus several weeks of practice. No programming experience is required.

Visual Basic 6.0

Overview:  This course provides training for developing Windows applications.  Students will learn to identify and describe the purpose of various components of VB programming environment by building and running a small application.  They will learn to use code editing tools to write conditional statements and other code constructs.  Students will learn to isolate, identify and correct logic, compile and run-time errors.  They will develop multiple-for applications, declaring variables and constants.  Create application interfaces with stand and custom controls.   Build common and pop-up menus while writing an error-handling routine.  The course also provides about data control to access databases table and discuss features of an MDI environment.

Course Duration:  3 days (9am – 5pm) 

Prerequisites:  Students attending Visual Basic 6.0 should have some previous programming experience and be familiar with Windows 2000 or XP.  


XML Extensible Markup Language

Overview:  Students will learn to use Extensible Markup Language (SML) as a standard that is enabling a revolution in web applications and business to business interactions.  XML is the basis for Wireless Markup Language (WML), Voice Markup Language (VoiceXML), and Simple Object Access Protocol (SOAP), Web Services and numerous industry initiatives such as ACORD (insurance), PXML (proposal/RFP) and OTA (travel). XML is vendor-neutral and is being used in J2EE from Sun and .NET from Microsoft.

This course provides indoctrination in the practical use of W3C standards (including XSL and XML Schema) and in implementing tools and technologies.  Graduates can hit the ground running, applying SML to projects at both an architectural as well as a line by line coding level.  We can tailor this course to meet industry and specific needs.

Topics:
· XML Overview

· XML Mechanics

· Structural Specification - DTDs

· Structural Specification - Schema

· Rendering XML

· XLS, Transformations, and XPath

· XSLT Transformations and XPath

· XSL-FO- (Formatting Objects)

· XML Applications and Architectures
Course Duration:  3 days (9am - 5pm) each day

Prerequisites:  Familiarity with Web and data processing concepts.  Programming experience is helpful.



Professional Development Seminars
Assertiveness and Social Styles

Overview:  In just one day, you will learn to make huge improvements in your ability to manage people.  You will learn how to recognize the differences in people’s styles of interacting with others, by identifying the four main clusters of behavior (social styles).  You will also be able to recognize the strengths that your diversity brings to a situation by understanding the needs and expectations of each social style identified.  You will also learn to adapt your own behavior patterns so you can work more effectively with diverse social styles (versatility). You will be exposed to lots of hands on exercises and interactive practices of your newly obtained skills.
Course Duration:  4, 6, or 8 hours
Body Language for Business Success

Overview:  Needing to acquire targeted skills to become a success?  Attend this one day training and learn through effective non-verbal communication, how you can gradually build your influence, gain authority, and become an “important person” in any organization. 
Course Duration:  4, 6, or 8 hours
Business and Technical Writing

Overview:  Learn to write more clearly, to organize the writing based upon a reader's needs and to add professional finishing touches. Learn the fundamentals and unique features for effective letters and the recommended format for formal reports. We will also practice how to evaluate, review and edit others' work. Integrate computers into the techniques for writing and then establish the writing basics for a large project or research paper.

Course Duration:  1 day (9am to 5pm)
Building Interpersonal Relationships
Overview:  Discover practical techniques for recognizing difference in people’s styles of interacting with others.  Identify four main clusters of behavior (social styles).  Recognize the strengths diversity brings to a situation.  Understand the needs and expectations of each social style.  You will find out how to adapt you own behavior patterns so you can work more effectively with diverse environments.
Course Duration:  4, 6, or 8 hours
Collaboration in the Workplace

Overview:  Get the secrets to successful conversations for solving problems and making decisions in this one-day workshop.  This training will help you to understand the importance of collaboration’s components, and help you to be able to use them appropriately with co-workers and others.  You will investigate your history of commitments using a time line.  Connecting in conversations will be covered in depth to help you learn to succeed at listening by concentrating on how to pay attention and keep our minds off other things. Interpersonal creativity or co-creation used in conversations will also be introduced.  Increase your effectiveness, productivity and satisfaction  
Course Duration:  1 day (9am - 5pm)

Communicating with Diplomacy & Tact
Overview:  These are some of the proven skills you will learn with practical applications guaranteed to make a positive impact on your life.  Throughout this seminar you will discover powerful methods for mediating staff conflicts, receiving and giving positive feedback, and how to tactfully handle sensitive issues.
· Reinforce your mastery of the basic communication skills
· Speak with tact and presence

· Get your message across with nonverbal communication

· Overcome communication barriers

· Make the most of your personal communication skills

· Resolve conflict with diplomacy

· Learn to analyze and use what you hear
· How to speak with authority by capitalizing on your personal communication style 

· Stop misunderstandings that cause confusion and lower productivity 

· Inform your team of an unpopular decision without hurting morale or team spirit 
· Be able to capture and hold the interest of others with every word you say 
Course Duration:  4, 6, or 8 hours
Communication Building Skills
Overview:  This seminar will teach you how to express ideas clearly and concisely when speaking and to understand and to use body language, feedback and proven listening skills as tools for effective communication. Evaluation of listening strengths and weaknesses are reviewed with strengthening techniques described. Learn to resolve interpersonal conflicts to everyone's satisfaction and facilitate and participate in productive group meetings. Finally, learn the advantages of speaking assertively.

Course Duration: 4, 6, or 8 hours
Conflict Management
Overview:  Do you hate confrontation? Do you need to know how to management conflict? Learn how to identify conflict management styles, some of the responses to conflict, recognize ineffective confrontations, and how to deal with fallacies in constructive conflict.  We will develop an individual plan for self-improvement when dealing with divergence.  Attend this one-day workshop to learn if you are using competitive, collaborative, avoidance, accommodation or compromise as your management style.
Course Duration:  4, 6, or 8 hours
Customer Satisfaction
Overview:  How close are you to your customers?  Gain knowledge about the seven deadly sins of service and the seven steps to customer problem solving. Take a ten step assertive listening survey, and learn to measure and influence customer perception. You will also develop a technique to come to an agreement with your customers on their real needs and learn how to change their minds without offending them. Develop an action chart that helps you redefine the mundane in customer service, listen and measure customer satisfaction, and how you can be focused obsessively on quality and service while being an inspired, in-touch leader. 
Course Duration:  4, 6, or 8 hours
Customer Service
Overview:  Who has the best reputation for providing excellent customer service? Would you like to have your company emulate that excellent customer service? Does your company respond quickly to you customer’s needs? Are your customers being met with apathy, the brush-off, coldness, condescension, robotism, or the runaround? Do your front-line employees use the phrase “That’s Not My Job?” Learn to help them convert their weaknesses into strengths by identifying their current behavior and a new and improved behavior. Help your employees identify one or more ideas that will help them improve their customer service performance, then convert those ideas into an action plan to be implemented on the job. Follow-up three months later will be part of this training.
Course Duration:  4, 6, or 8 hours
Dealing with Emotional People in the Workplace
Overview:  Do you have to work with a negative Nelly, argumentative Alice or the chronic complainer Clem?  How about the thin-skinned Quinn?  Do you give constructive criticism to an employee by discussing what others have observed?  Some of the practices introduced are identifying emotions, knowing emotions are always present, and can be communicated. Emotional honesty is the always the best policy, learn to name your emotion, and don’t cover up by projecting. Come to this power work shop and learn how to deal with emotions in communicating. 
Course Duration:  4, 6, or 8 hours
Dealing with Difficult People
Overview:  This is a day of intensive training with immediate payback.  Learn to take the offensive against know-it-alls, dictators, snipers, grippers, “yes” people, “no” people, and all o the other contrary characters you confront every day. Gain the skills to have less hostility and aggressiveness in your office. You’ll learn why those miserable people act the way they do; find out exactly what to say and do in specific situations; become less of a target for difficult people’s barbs and antics; and see how to bring out the best in even the worst offenders. Attend this seminar and gain the skills you need to de-stress all your difficult relationships.
Course Duration:  4, 6, or 8 hours
Mastering Public Speaking
Overview:  Master the delivery of a dynamic presentation.  Students will learn to present with enthusiasm, good eye contact and a clear, strong voice. Learn to deal with anxiety and to use successful question and answer techniques. Participants plan and organize presentations with specific guidelines, develop and use effective visual aids to increase retention and to stress the significance of the message. Practice your presentations in front of your class and an audience to identify strengths and weaknesses of each performance.

Course Duration:  1-2 days (9 am to 5 pm)
Enhanced Customer Service
Overview:  Learn to understand the impact of friendly, positive customer service practices on an organization's marketing and sales performance. Establish a proactive approach to the best customer service relations. Learn to identify strengths and weaknesses of customers through listening and satisfaction measuring techniques. Become an inspired leader for enhanced, effective customer service at the point of contact with the customer. Recharge the team through management of conflict with customers so that both the customer and the company win.
Course Duration:  4 - 8 hours

How to Conduct a Conflict Assessment

Overview:  In just one day you will learn the six steps in conflict assessments. The richer the array of issues on the table, the greater the possibility of negotiating mutually advantageous results. You will learn how to refer to real-life cases in which a successful assessment was conducted. Such techniques as gathering information through interviews, analyzing the interview results, designing a problem-solving process and sharing the assessment with the interviewees will be covered. Recommendations will be developed and introduced. Questions like "What if the key party is unwilling to be interviewed?" and "Why should powerful stakeholders participate in this assessment?" are just some of the key points which will be addressed in this training
Course Duration:  8, 12, or 16 hours
How to Deal with the “Negaholic”

Overview:  Do you want to learn how to deal with the Chronically Impossible People? This workshop is designed to help you learn to identify the negative thinking that is one of the most devastating diseases of our time.  You will learn about the dangerous cycles of negativity and the ten red flags of down beat personality types.  Learn how to manage the Negaholic employee by coping with the “Dirty Dozen” at work, such as the Workaholic Workhorse, Consummate Controller, Perennial Expert, Political Peacemaker and the list goes on.  Find out about reactive and proactive people, their perspective hidden agendas and how you can use this information to defeat the “downs” associated with negative personalities (yours or others.)
Course Duration:  4, 6, or 8 hours
Interviewing for Success “How to Find and Retain Good Employees”
Overview:  This course is designed for managers, supervisors and other staff responsible for conducting professional interviews and assessing applicants or current employees. Learn to implement actions to develop a reliable and valid interview process using proven questioning techniques that identify key characteristics about an applicant. Learn to enhance a personal communication style for interviewing and to assess and reduce barriers for effective interviewing.
Course Duration:  1 day (9am - 5pm)

Interviewing Skills “Looking For a Job Can Be Terrifying”
Overview:  Have you ever had to look for a new job and were scared to death? Attend this one-day workshop to gain the self-confidence, conviction, and all around killer attitude to get that new job.  Interview anxiety, proper preparation, frequent interview concerns and the rules of salary negotiation will be thoroughly examined.  Become skilled at analyzing how you did, does their situation and culture fit your needs, follow-up letters and “answering with a sandwich” are some of the secret techniques we will help equip you with.  Come see what the “Boxing Gloves” interview exercise is all about.
Course Duration:  8, 12, or 16 hours
Managing as a Conscientious Communicator

Overview:  This workshop presents many of the skills necessary for successful communication. Learning by doing applies to communication skills just as much as to woodworking, skiing or playing the piano.  Skill requires knowledge. That is in this workshop.  But you must put it to work in your everyday life for it to become part of you. Your ability to communicate largely determines your personal happiness and success.  Effective communication makes life work, but if you are less than effective, you will find your life deficient in one or more areas. You will learn how to defend your point of view without offending others, focus on the heart of the matter, use nonverbal communication effectively, avoid communication barriers, deal with criticism and improve your communication.  Loads of hands on exercises and practices.
Course Duration:  8, 12, or 16 hours
Managing Conflict in the Workplace
Overview:  A course designed for managers, supervisors and all employees who interface with customers and employees. Participants learn to explain the benefits of conflict and to identify types of conflict in the workplace. Learn to recognize different approaches to conflict and to follow specific techniques for dealing with conflict. Participants then prepare to manage a specific conflict, learn to gain emotional self-control during the conflict and to cope with common pitfalls of conflict. 
Course Duration:  4, 6, or 8 hours
Managing Interpersonal Relationships
Overview:  One of our most effective and popular courses. Participants learn to recognize the perceptions of others regarding a relationship and to place people among four styles or behavioral clusters: Analytical, Driver, Amiable and Expressive. They also discover their own social style as perceived by others and identify and adjust to other social styles. Participants learn to improve their own versatility and change their personal strategy to meet situational needs.
Course Duration:  This course can be customized from 8, 16 or 24 hours.
Mastering Supervision

Overview:  New supervisors and managers learn to motivate employees to desire higher performance and to provide insightful, inspired leadership. Use planning and organizing techniques, learn to manage conflict in the workplace, and to delegate, build, and develop impressive teams. Successful communication between employees and managers is discussed as well as conducting productive meetings and other business communication.
Course Duration:  4, 6, or 8 hours
Performance Based Appraisals

Overview:  Anyone who directs the work of others and must analyze, rate and discuss performance with employees should attend this class. Participants learn to focus on specific objectives and standards and to understand a company's performance appraisal policy and process. Prepare and plan an employee's first day at work, document extended performance, write the appraisal and learn to be fair and legal. Establish a climate conducive to productive performance appraisals with positive communication about work performances and development and to assure that employees are prepared for their performance appraisals.
Course Duration:  1 day (9am to 5pm)

Performance Based Meeting Management

Overview:  Learn the difference between meeting content and processes, to set and keep effective agendas and to maintain a group's focus. Identify and deal with dysfunctional behaviors, establish cooperative decisions and create accountability measures for improved, productive meetings. Strategies and examples for every step during the meeting process are reviewed
Course Duration:  1 day (9am to 5pm)
Positive Team Building

Overview:  Discover how to mold a collection of capable, competitive individuals into a productive, efficient team and to encourage team members to take responsibility for achieving the team’s goals by attending this workshop. Create mutual trust and respect, encourage member commitment and cultivate leadership skills among team members. Learn to successfully manage internal conflict and build positive communication and feedback skills.
Course Duration:  1 day (9am to 5pm)

Respectful Workplace

Overview:  Have you ever taken a “Rating Behavior” for your workplace?  Do you know the symptoms of harassment and the general effects of a hostile work environment for yourself or other individuals?  Would you like to become skilled at maintaining a harassment-free work environment?  Learn to recognize mistaken assumptions that can contribute to fear in the work place.  This seminar will help you identify pre-judgment that can contribute to malicious situations, and will help you recognize how to mend hurt relationships which can lower production and high employee turnover. Learn to enhance your awareness for contributing to a respectful workplace.  An implementation plan will be formed from the training activities.
Course Duration:  4, 6, or 8 hours
Situational Leadership

Overview:  Students in both formal and informal leadership positions will benefit from this training. Become skilled at recognizing a variety of leadership styles and using these styles to meet specific needs of each follower. Identify individual strengths and weaknesses as leaders and diagnose the competence and commitment of co-workers, peers or superiors in a variety of situations. Then, match each management style accordingly. Connect with others to decide when to use a certain style or to alter leadership techniques as each group of tasks change.
Course Duration:  1 day (9am to 5pm)

Telephone Etiquette

Overview:  Could you conduct business without a phone?  Is your company one that uses the phone 80% of the time to provide customer and contractor contacts?  Who is first and foremost responsible for your business’s reputation?  This course is intended for people who have to meet the public over the phone with the focus on “Customer Service” being everyone’s responsibility.  How is the customer viewed by your company?  Telephone techniques will be examined and explored to learn how to best present the professional greeting, service and follow-thru for your company’s benefit.  You will learn what words to avoid, and what pitch, rate, volume and tone best suits communicating with your customer.  Interactive training modules will help you improve you telephone decorum, become a better listener and respond with a positive outcome for your company. 
Course Duration:  4, 6, or 8 hours
The Conscientious Communicator

Overview:  This workshop presents many of the skills necessary for successful communication. Learning by doing applies to communication skills just as much as to woodworking, skiing or playing the piano. Skill requires knowledge. That is in this workshop. But you must put it to work in your everyday life for it to become part of you. Your ability to communicate largely determines your personal happiness and success. You will learn how to defend your point of view without offending others, focus on the heart of the matter, use nonverbal communication effectively, avoid communication barriers, deal with criticism and improve your communication.  Loads of hands on exercises and practices using the newly found skills in communicating.
Course Duration:  1 day (9am - 5pm)

The Role of the Office Manager

Overview:  Become skilled at identifying the role of an office manager, the main activities of the job, and the art and science of expense accounts, purchasing and other cash related activities by attending this workshop. Learn the rules for effective employee related activities and how to establish measures and controls to keep the work flowing productively. Also learn leadership and human relations skills, the importance of good customer relations and about special problems such as Equal Employment Opportunity and ethics.
Course Duration:  4 hours

Human Resources Seminars

Conducting Legal and Effective Interviews

Overview:  Get the skills you need to conduct effective interviews and hire the right person, while avoiding the pitfalls of inappropriate interview practices.

Course Duration:  This course can be customized from 4 hours.
Effective and Legal Performance Appraisals

Overview:  Learn how to use appraisals to improve employee performance and avoid problems that could be potentially illegal.

Course Duration:  This course can be customized from 4 hours.
Employee Discipline and Bad Conduct

Overview:   After this course, you will be able to deal with difficult employees and correct bad behavior. Also learn that is as important to know what NOT to say to problem employees.
Course Duration:  This course can be customized from 4 hours.
Fair Labor Standards Act (FLSA)

Overview:  Learn the ins and outs of the Fair Labor Standards Act and how to make sure your company is in compliance.
Course Duration:  This course can be customized from 4 hours.
Interview for Success “How to Find and Retain Good Employees”
Overview:  This course is designed for managers, supervisors and other staff responsible for conducting professional interviews and assessing applicants or current employees. Learn to implement actions to develop a reliable and valid interview using proven questioning techniques that identify key characteristics about an applicant. Learn to enhance a personal communication style for interviewing and to assess and reduce barriers for effective interviewing.
Course Duration:  This course can be customized from 4 hours.
Preventing and Managing Absenteeism

Overview:  Absenteeism costs American businesses millions of dollars a year.  Let us show you how to reduce or even prevent absenteeism and improve your bottom line.
Course Duration:  This course can be customized from 4 hours.
Privacy Rules and HIPAA

Overview:  With Identity Theft on the rise in the age of the Internet, it’s more important than ever that you know what is required from the HIPAA law and how to protect the privacy of your employees.
Course Duration:  This course can be customized from 4 hours.
The Family and Medical Leave Act (FMLA)

Overview:  Learn the rules and rights of the Family and Medical Leave Act - what right the employee has and what rights you as the employer have.
Course Duration:  This course can be customized from 4 hours.
Understanding the ADA

Overview:  The ADA prohibits discrimination against qualified individuals with a disability who are able to perform the essential functions of a position with or without reasonable accommodation.  Get the answers that most people don't know about ADA.

· What key ADA definitions do I need to know?  

· What are the key ADA issues I need to watch out for?   

· What if a reasonable accommodation is requested? 

· What does the ADA not force me to do? 
Course Duration:  4 hours

Worker’s Compensation

Overview:  By law, employers are required to provide Workers Compensation Insurance.  But what illnesses or injuries are covered by Worker's Comp.  How long does it cover an employee?  Find the answers that will help you through the maze of Worker's Compensation.
Course Duration:  This course can be customized from 4 hours.
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Easy Registration





Unconditional Guarantee





At Executive Training Resources, we are dedicated to training and services that promote the growth of people and organizations. If we do not measure up to your expectations, please let us know. We will conduct your training again within 3 months from the original class date at no extra charge.





Quality Service �& Rates





Convenient �Locations





Private Consultations


Quantity Discounts�(prepaid vouchers) for large groups and multiple classes


Customized Service –We will make our classes fit your job requirements 


Your Facility or Ours We will also conduct classes at your location with prior arrangements 








Drop By our offices at: �


1501 Northgate Mile�Idaho Falls, ID 83401�(In Fred Meyer Shopping Center)�


565 West Broadway #A�Jackson, WY 83001�(Across from Staples)�


150 East Quinn, Ste. A�Pocatello, ID 83401 �(East of Courtesy Ford)�


259 North 2nd East�Rexburg, ID 83440�(Between Chesbro & Edge Wireless)





                                  Executive Training Resources�           Certified Instructors - Professional, Local, and Affordable
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Please send me a copy of your Course Catalog to: 





Name:


Address:


City, State, Zip:


Phone:							


Email:





Complete and return this form to: 


Executive Training Resources


1501 Northgate Mile


Idaho Falls, Idaho  83401
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