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Network Access in Microsoft Windows Server
2008 ..ot ws_mwse_a02 it _enus

Application Access and Delivery in Microsoft
Windows Server 2008 ..........cccceevverenenne. ws_mwse_a03 it enus

Server and Application Virtualization in
Microsoft Windows Server 2008 ............. ws_mwse_a04 it enus

OPERATING SYSTEMS AND SERVER
TECHNOLOGIES

MICROSOFT EXCHANGE 2003

Microsoft Exchange Server 2003: Implementing
and Managing a Messaging Infrastructure

Exchange Server 2003: Installation ............c..c....... 131361 ENG
Exchange Server 2003: Upgrades and Migration ...131363 ENG

Exchange Server 2003: Configuration for
Exchange and Foreign Messaging Systems............ 131364 _ENG

15

www.skillsoft.com
SkillSoft Corporation ©2007 - Information subject to change.

skillsbfr



IT SKILLS COURSEWARE

Exchange Server 2003: Configuration for

Management........cevueerveeniieinieenieeeenee e 131719_ENG
Exchange Server 2003: Recipients, User
Objects, Groups, and Address Lists .........cccccoueneee. 131365 _ENG
Exchange Server 2003: Core Component
Management........covueerueerieinieenieeieenee e 131366_ENG

Exchange Server 2003: Computer Management ... 131367 _ENG

Exchange Server 2003: Security
Implementation ...........ccceeeeveenierieneenienceieseeeenne 131368 _ENG

Microsoft Exchange Server 2003: Designing a
Messaging Organization

Exchange Server 2003: Designing and Planning

Deployment........ccuevveieieirieierieeeeeceese e 206379 ENG

Exchange Server 2003: Planning for Active
Directory and Designing a Messaging

INfrastruCture........covecveieenenineniceceeececeeeees 206380 _ENG
Exchange Server 2003: Designing Data

Management and Fault Tolerance..............cc....... 206381 ENG
Exchange Server 2003: Designing Server and

Client CONNECHIVILY ....c.coevveruinrerrereieenereenreneeneenns 206382 _ENG
Exchange Server 2003: Planning Security ............ 206383 ENG

OPERATING SYSTEMS AND SERVER
TECHNOLOGIES

MICROSOFT EXCHANGE SERVER 2000

Introducing Microsoft Exchange 2000 Server
Basic Concepts of Exchange 2000 Server ............... 31526_ENG
Active Directory in Exchange 2000 Server ............. 31531_ENG

Designing and Deploying Microsoft Exchange
2000 Server

Analyzing Requirements and Resources for

Microsoft Exchange 2000 Server..........cocveveevenene 31866 ENG
Designing an Exchange 2000 Model ....................... 31870_ENG
Designing Exchange 2000 Functionality ................. 31876_ENG
Deploying and Troubleshooting Exchange 2000

SOIVET .ttt ettt 31882 ENG

Implementing and Administering Microsoft
Exchange 2000 Server

OPERATING SYSTEMS AND SERVER
TECHNOLOGIES

MICROSOFT INTERNET SECURITY AND
ACCELERATION SERVER 2000

Deploying and Administering Microsoft Internet
Security and Acceleration Server 2000

Installation of ISA Server 2000 ........ccccccveeerenenene. 37403 ENG
Access Policies, Caching, and VPNs in

Microsoft ISA Server 2000.........cceoeeeererieneeienienne 37408 ENG
Firewalls and Access to Internal Resources

with Microsoft ISA Server 2000..........cccccoeevrenenene 37413 ENG
Monitoring, Reporting, and ISA Server

Enterprise EdItion .........cc.cccecvvivininencneiiincncnn 37418_ENG

OPERATING SYSTEMS AND SERVER
TECHNOLOGIES

MICROSOFT INTERNET INFORMATION
SERVICES 5.0

Administering Microsoft Internet Information
Services 5.0

Installing and Integrating Internet

Information Services 5.0.......ccccevvevieienienieninienene 35686 _ENG
Administering and Configuring Internet
Information Services 5.0.......cccecevirinieneinenencnn 35690_ENG

OPERATING SYSTEMS AND SERVER
TECHNOLOGIES

ORACLE OPERATING SYSTEMS AND
SERVERS

Oracle Application Server 10g: Administration |

Oracle Application Server 10g: Introduction ......... 216868 ENG
Oracle Application Server 10g:

Infrastructure and Middle Tier Installation............. 216879 _ENG
Oracle Application Server 10g: Management

Tools and Oracle Internet Directory .............c........ 216889 ENG

Oracle Application Server 10g: General
Management and Directives for the HTTP Server..216903 ENG

Oracle Application Server 10g: OracleAS Web

Installing and Upgrading Exchange 2000 CACNE ... 216940 ENG
SEIVET .ttt 31535 ENG Oracle Application Server 10g: OracleAS
Configuring Exchange 2000 ..........ccccooooninnnnnnn. 31541_ENG POTEAL ... 216964 ENG
Managing and Monitoring Exchange 2000 ............. 31547 _ENG Oracle Application Server 10g: mod_plsql,
CGI Scripts, and Database Providers...................... 224535 ENG
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Oracle Application Server 10g: Application

Management and Deployment ............ccccecveveeenenee. 224536 _ENG
Oracle Application Server 10g: Component
Administration in Oracle Internet Directory .......... 224537 ENG

Oracle Application Server 10g: DAS and SSO ..... 224538_ENG

Oracle Application Server 10g: Component

Security With SSL .c..c.oovieineincirecececeeene 224539 ENG
Oracle Application Server 10g: Oracle
Certificate Authority Management.............c..c........ 224540 ENG

OPERATING SYSTEMS AND SERVER
TECHNOLOGIES

SUN SOLARIS 9

Sun Microsystems Solaris 9: System
Administration |

Solaris 9 Installation and OpenBoot ...........cccee...... 71568 ENG
Solaris 9 System Administration ..........c..c.cceceveeneee. 71585 _ENG
Solaris 9 System Operations ...........cccccceceveenrenuennee. 73559_ENG
Solaris 9 Device and File System Management ...... 76250_ENG
Solaris 9 Management ToOlS ........ccccceoeririneniennne. 76289 _ENG
Solaris 9 SECUTILY ..ecveveieriririeieieieeee e 76291 ENG

Sun Microsystems Solaris 9: System
Administration Il

Solaris 9 Advanced Installation 79046 _ENG

Solaris 9 Networking .........ccceceveevienieiienennienieiene 78582 _ENG
Solaris 9 File Systems and Storage ..........cccceceenne 79047 _ENG
Solaris 9 Naming Services ........ccocceevverververveseesuenne 79045 ENG
Solaris 9 Systems Supervision ............ccceeeeeveevernenne 80100 _ENG

OPERATING SYSTEMS AND SERVER
TECHNOLOGIES

NOVELL SUSE LINUX

SUSE Linux Fundamentals

OPERATING SYSTEMS AND SERVER
TECHNOLOGIES

UNIX

UNIX: System Administration

UNIX User and Data Management ................cc..... 107814 _ENG
Deploying and Initializing UNIX Systems ............ 107822 _ENG
Securing UNIX Systems ........cccceeeeveereerienieenienienne 107848 ENG
Managing UNIX Software and System Services ...113993 ENG
Networking and UNIX Name Resolution .............. 107849_ENG
Managing UNIX Clients .........ccccocevevveveencncnennee 211844 _ENG

Administering UNIX Network Services .... 211845_ENG
UNIX Systems Management ........c.ccocceeeveecuennenne 211846 _ENG

UNIX: Operating System Fundamentals

Introduction to UNIX ......ccccooiiiiinininiiieeinceene 78920_ENG
UNIX System Architecture ..........c.ccocevereeceecnennenes 78924 ENG

UNIX: Shell Programming

Unix Shell Scripting Basics ........c.ccoceeeevevinvenincnnne 83855 ENG
UNIX Shell Scripting Tools .......ccoeevevereirenennnne 110852 _ENG
Writing Unix Shell Programs ........c.ccccooeeeincncnnnn. 83877_ENG

UNIX: The User Environment

Customizing the UNIX User Environment .............. 80536_ENG
Working with UNIX Files and Directories .... 80533 ENG
Working with UNIX Programs ...........cccceceeveriennene 80534 ENG
Text Editing and Printing in UNIX ........c.cccccoeeenne 80535 _ENG

OPERATING SYSTEMS AND SERVER
TECHNOLOGIES

LOTUS DOMINO R6

IBM Lotus: Collaboration using Sametime and
QuickPlace

Installing SUSE LinuX .....cccccocevveniininniniienenenne. 230281 ENG

Command-Line Management in SUSE Linux ....... 230282 ENG IBM Lotus: Collaboration using Sametime and

Configuring a SUSE Linux Network .................... 230283 _ENG QUICKPIACE......ceiiiiiiiiicicicicc 99910_ENG

Managing System Processes in SUSE Linux ........ 230284 ENG

Managing Users, Groups, and Storage in SUSE OPERATING SYSTEMS AND SERVER

LAIUX oo ees e eeeeseeeeee e eeseees s 230285 ENG TECHNOLOGIES

SUSE Linux SECUTILY ...cccvevververierieereieeienieenennens 230286 _ENG

. . LINUX LPI
SUSE Linux Hardware and Documentation .......... 230287 _ENG
www.skillsoft.com fla :

17 SkillSoft Corporation ©2007 - Information subject to change. .‘ikl’ ﬂ'



IT SKILLS COURSEWARE

LPIC Junior Level Linux Professional (LPIC-1)
Exam 101

Using the Linux Shell .......c..cccoooeneiiiniiiiienee 259928 ENG
Redirection Approaches and Process Control ....... 259929 ENG
Managing and Processing Text ..........cccoceevenueneee. 259930 ENG
Managing Files in LinuX ......c..coccceevvniininenennne. 259931 ENG
Mounting and Managing File Systems .................. 259932 ENG
Partitions, File Systems, and Disk Quotas ............. 259933 ENG
Hardware Requirements ..........c..ccccceevevenenennennene. 259934 _ENG
Hardware Configurations for Linux .........c........... 259935 _ENG
Installing LinuX ......cocceoveireninineieeeceeeeseene 259936_ENG
Managing Debian and Red Hat Packages ............. 259937_ENG
Administering the X Window System ................... 259938 ENG

LPIC Junior Level Linux Professional (LPIC-1)
Exam 102

The Linux Kernel .........c.coccoiviniiiininininenenn 259939 ENG
Writing Shell Scripts in Linux 259941 ENG
Administrative and Documentation Tasks in

LANUX ¢ttt 259942 _ENG
Managing Linux Group and User accounts ........... 259943 _ENG
Administering Linux System Tasks and Backup

SHAEZICS . ...eoverereeieeeieiceieet et 259944 ENG
Networking Fundamentals in Linux .........c.ccco.e..... 259945_ENG
Networking Services in LinuX .........cccceveeveeneennnnne 259946 _ENG
Working with Sendmail and Apache ..................... 259947 ENG
Security in a Linux Environment ...........c..ccoce.n.... 259948 ENG
Printing in LinuX .....cccoevveeienieieneeieeeeeeseeeene 259940 ENG
Data Management, Localization, and

Encryption in LinuX .......ccccovevvvenieiieneneenne. Iu_lpad a0l it enus
Mail Transfer Agents and Accessibility in

LiNUX oottt Iu_lpad a02 it enus

OPERATING SYSTEMS AND SERVER
TECHNOLOGIES

LINUX LPI LEVEL 2

Linux Intermediate System Administration

Linux Kernel Compilation and System Startup ..... 221118 _ENG
Linux Filesystem Management and File Sharing .. 221129 ENG

Linux System Customization and Automation ...... 221197_ENG
Linux Troubleshooting ...........ccceceeverienieneeniennen. 221186_ENG

OPERATING SYSTEMS AND SERVER
TECHNOLOGIES

MICROSOFT ENTERPRISE SERVERS

Microsoft ISA Server 2004

Installation of ISA Server 2004 .........cccccecvvieenene 220808 ENG
ISA Server 2004 Management and Clientele ......... 220809 _ENG
Access Configuration in ISA Server 2004 ............. 220810_ENG
VPN and Exchange with ISA Server 2004 ............ 220811_ENG
Firewall Configuration on ISA Server 2004 .......... 220812_ENG

Caching Configuration on an ISA Server 2004 ...... 222623 _ENG
Monitoring and Reporting in ISA Server 2004 ...... 220813_ENG

Microsoft Project Server 2003: Planning,
Deploying, and Managing an Enterprise Project
Management Solution

Project Server 2003: The EPM Solution ................ 217662_ENG
Project Server 2003: Planning the

INfrastruCture .........cooevevieieiiireeee e 217663 ENG
Project Server 2003: Installation and

CONfIUIAtION. ....eevvereieiieiieieeieieeeeee e 217664 ENG
Project Server 2003: Implementing Project

Server and Planning Client Deployment................. 217665 ENG
Project Server 2003: Deploying Client

SOFEWATE...ceeeieeiieiieiee e 217666 _ENG
Project Server 2003: Planning Security

OPEIAtIONS. ...eevvieeeereeeretreeesteeeeesieeeressesseesesreesesseas 217667 ENG
Project Server 2003: Project Data and

Resource Data.........coceevieiinienieninieieeeeeeeeen 217668 ENG
Project Server 2003: Enterprise Features and

VIBWS ottt 217669 _ENG
Project Server 2003: EPM Administration and

Configuring Tracking ........cccecevevieneneeneneeneennns 217670 ENG
Project Server 2003: Testing and
Troubleshooting.........c.ccvecverieeieniieienieeieie e 217671 _ENG

Microsoft Systems Management Server 2003:
Planning and Deployment

Microsoft SMS 2003: The Pre-planning Phase ...... 215024 ENG

L?nux Network?ng Conf.'lguratmn 221146_ENG Microsoft SMS 2003: Planning the Hierarchy ....... 215025 _ENG
Linux Networking Services .........c.ccevvervvevverrennenne. 221157 ENG Microsoft SMS 2003: Planning Deployment ...... 215026 ENG
Linux Hardware Configuration and System
MaiNteNaANCEe.....ccveemvereieierieeienieeee et 221174 ENG
Security in the Linux Environment ............c..c....... 222680 ENG
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Microsoft SharePoint Portal Server 2003

Managing and Retrieving Content in

SharePoint 2003 .........cccooviiiiinieeeeeeee 213772_ENG
Maintaining and Securing Data in SharePoint

2003 . 213781_ENG
SharePoint 2003 Fundamentals ............c.ccccooeeeeeee 213750 ENG
Deploying SharePoint 2003 .........ccccccevvirinenennne. 213759 _ENG

Managing Users and Sites in SharePoint 2003 ...... 213799 _ENG

Troubleshooting and Disaster Recovery of

SharePoint 2003 .........ccooeiiiiiiieieeeeees 213809 ENG
Managing Portal Sites and Using SharePoint
2003 with Office 2003 .......cccoevviieinininineene 213818 ENG

Microsoft Systems Management Server 2003:
Management and Administration

Microsoft SMS 2003: Key Features and

Enhancements .........cc.ccocevvininenienicnnincnenenene 213968 ENG
Microsoft SMS 2003: Installing and

Configuring Sites .......coovererinerieieeieeneresereeenes 215592 ENG
Microsoft SMS 2003: Installing and

Configuring CLents.........cccoevvevvevecieenenenenennn. 215591 ENG
Microsoft SMS 2003: Collecting Inventory and

Software Metering..........cocceevvereneieeeenereneneenes 213970 ENG
Microsoft SMS 2003: Managing Collections,

Queries, and Reports.........cccceveeeeeneerieneeieneneenne. 213971 _ENG
Microsoft SMS 2003: Distributing Software ......... 214921 ENG
Microsoft SMS 2003: Managing Software

UPAALES ..ottt 213974 ENG
Microsoft SMS 2003: Using Remote Tools .......... 213975 _ENG

Microsoft SMS 2003: Maintaining SMS Systems . 213976 _ENG

OPERATING SYSTEMS AND SERVER
TECHNOLOGIES

VMWARE

Vmware Overview

Virtualization with VMware: An Overview vi vmwo_a01 it _enus

VMware Desktop Overview vi vmwo_a02 it enus

VMware Server OVerview ...........cce.e..... vi_ vmwo_a03 it enus

VMware Datacenter Overview ................ vi_vmwo_a04 it enus

OPERATING SYSTEMS AND SERVER
TECHNOLOGIES

MENTORING ASSETS

B Mentoring Assets

Mentoring 220-701 A+ Essentials ........cccccceeerinenene mnt220701

Mentoring 83-640 TS: Windows Server 2008

Active Directory, Configuring...........ccceceveevueneeuenenns mnt83640
Mentoring XK0-002 LinuX+ .......cccceeveereerienieneeniennen. mntxk0002
Mentoring SK0-002 Server+ 2005 ........ccceoeeerirennnne mntsk0002
entoring 70-089 Planning, Deploying, and

Managing Microsoft Systems Management Server

2003 .. mnt70089
Mentoring 70-270 Installing, Configuring,

and Administering Microsoft Windows XP

Professional ...........ccocevieienenienieieeeee e mnt70270
Mentoring 70-290 Managing and Maintaining a

Microsoft Windows Server 2003 Environment ............ mnt70290
Mentoring 70-291 Implementing, Managing, and

Maintaining a Microsoft Windows Server 2003

Network Infrastructure...........cccoveevienieieneniienieienens mnt70291
Mentoring 70-294 Planning, Implementing, and

Maintaining a Microsoft Windows Server 2003

Active Directory Infrastructure............cccceveeveneecennenns mnt70294
Mentoring 70-297 Designing a Microsoft

Windows Server 2003 Active Directory and

Network Infrastructure.........c.oeevveireeneenncenecnnenes mnt70297
Mentoring 70-293 Planning and Maintaining a

Microsoft Windows Server 2003 Network

INfrastruCtUIe ...c.o.veveueeeeiiceicereeeeeeeeee e mnt70293
Mentoring 70-284 Implementing and Managing

Microsoft Exchange Server 2003..........cccocveieveneenenne. mnt70284
Mentoring 70-285 Designing a Microsoft

Exchange Server 2003 Organization............cc.cecceennenee. mnt70285
Mentoring 70-298 Designing Security for a

Microsoft Windows Server 2003 Network ................... mnt70298
Mentoring 70-299 Implementing and

Administering Security in a Microsoft

Windows Server 2003 Network.........c.coceceveinerennnnenne mnt70299
Mentoring 70-271 Supporting Users and

Troubleshooting a Microsoft Windows XP

Operating SYSteIM.......cevveeiererienieiereeieie et mnt70271
Mentoring 70-272 Supporting Users and

Troubleshooting Desktop Applications on a

Microsoft Windows XP Operating System................... mnt70272
Mentoring 70-350 Implementing Microsoft

Internet Security and Acceleration (ISA)

Server 2004 ..o mnt70350
Mentoring 220-601 A+ Essentials .........c.ccccceveeeennen. mnt220601
Mentoring 220-602 A+ IT Technician ..........cccc.ee..ee. mnt220602
Mentoring 220-603 A+ Remote Support

Technician .......c.ccoeevveineiniiciececeeee e mnt220603
Mentoring 220-604 A+ Depot Technician ................. mnt220604
Mentoring 70-620 TS: Configuring Windows

Vista CHENL ..ot mnt70620
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Mentoring 70-630 TS: Configuring Microsoft

Office SharePoint Server 2007.........cccceevveeieevrreeneennen. mnt70630
Mentoring 70-631 TS: Configuring Microsoft
Windows SharePoint Services 3.0.........ccccoovveevveenenne.. mnt70631

Mentoring 70-624 TS: Deploying and
Maintaining Windows Vista Client and 2007

Microsoft Office System Desktops .........ccccevevereennene. mnt70624
Mentoring 70-621 PRO: Upgrading your MCDST
Certification to MCITP Enterprise Support ................. mnt70621

Mentoring 70-622 PRO: Supporting and
Troubleshooting Applications on a Microsoft
Windows Vista Client for Enterprise Support

TeChNICIans .......cc.coveveieiiiriinercccreece e mnt70622
Mentoring 70-236 TS: Configuring Exchange

Server 2007 ..o mnt70236
Mentoring 70-640 TS: Windows Server 2008

Active Directory, Configuring ..........cccccceceeverenennennenn. mnt70640
Mentoring 70-642 TS: Windows Server 2008

Network Infrastructure, Configuring.........c..c.cceevueneeee. mnt70642
Mentoring 70-643 TS: Windows Server 2008

Applications Infrastructure, Configuring .................... mnt70643
Mentoring 70-646 PRO: Windows Server 2008,

Server AdMINIStrator........c.coveeeeereireenreeninieeneereenens mnt70646
Mentoring 70-647 PRO: Windows Server 2008,

Enterprise Administrator...........ccceveevveeueevieneenieneenienne mnt70647

Mentoring 220-702 A+ Practical Application mnt220702
OPERATING SYSTEMS AND SERVER
TECHNOLOGIES

TEST PREPS

Test Preps

TestPrep 70-236 TS: Configuring Exchange
Server 2007 ...ocueuiieieieeieieee e TP70236_ENG

TestPrep 70-624 TS: Deploying and
Maintaining Windows Vista Client and 2007
Microsoft Office System Desktops .........cceeevenee. TP70624 ENG

TestPrep 70-622 PRO: Supporting and
Troubleshooting Applications on a Microsoft
Windows Vista Client for Enterprise Support

TestPrep 70-270 Installing, Configuring, and
Administering Microsoft Windows XP
Professional .........ccooiviienieiceee e TP70270 ENG

TestPrep 70-271 Supporting Users and
Troubleshooting a Microsoft Windows XP
Operating SYSteM........ccueeverierierenieieseeieseeeens TP70271_ENG

TestPrep 70-272 Supporting Users and
Troubleshooting Desktop Applications on a

Microsoft Windows XP Operating System.......... TP70272_ENG
TestPrep 70-284 Implementing and Managing

Microsoft Exchange Server 2003...........c.ccoeueeeee TP70284 ENG
TestPrep 70-285 Designing a Microsoft

Exchange Server 2003 Organization.................... TP70285_ENG

TestPrep 70-290 Managing and Maintaining a
Microsoft Windows Server 2003 Environment ... TP70290 ENG

TestPrep 70-291 Implementing, Managing, and
Maintaining a Microsoft Windows Server 2003
Network Infrastructure............cccovevvieninienenenne. TP70291_ENG

TestPrep 70-293 Planning and Maintaining a
Microsoft Windows Server 2003 Network
INfrastruCture ..........coceevevveniereieinieeneneeeae TP70293_ENG

TestPrep 70-294 Planning, Implementing, and
Maintaining a Microsoft Windows Server 2003
Active Directory Infrastructure............ccooeeeneeee. TP70294 ENG

TestPrep 70-297 Designing a Microsoft
Windows Server 2003 Active Directory and

Network Infrastructure...........ocooeveininenenennne. TP70297 ENG
TestPrep 70-298 Designing Security for a
Microsoft Windows Server 2003 Network .......... TP70298 ENG

TestPrep 70-299 Implementing and
Administering Security in a Microsoft
Windows Server 2003 Network..........ccoccevereenene. TP70299 ENG

TestPrep 70-350 Implementing Microsoft
Internet Security and Acceleration (ISA)

Server 2004 ..o TP70350_ENG
TestPrep SK0-002 Server+ 2005 ..........c..c....... TPSK0002 ENG
TestPrep XK0-002 Linux+ ......cccceoevveneeneenne. TPXK0002 ENG
TestPrep 220-601 A+ Essentials ........cc.cccceeueene TP220601 ENG
TestPrep 220-603 A+ Remote Support

TeChNICIAN ....ccvveeveeeeeieeeieieceeeecee e TP220603 ENG
TestPrep 70-631 TS: Configuring Microsoft

Windows SharePoint Services 3.0 .........ccceeueennene TP70631_ENG

TeChNICIANS ... TP70622_ENG TestPrep 70-621 PRO: Upgrading your MCDST
TestPrep 70-620 TS: Configuring Windows Certification to MCITP Enterprise Support.......... TP70621_ENG
Vista CHENt ....eocvveeiieciieiiecieeee e TP70620 ENG TestPrep70-640 TS: Windows Server 2008
TestPrep 70-630 TS: Configuring Microsoft Active Directory, Configuring..........ccceceeverueenee. TP70640 ENG
Office SharePoint Server 2007.........c.coceveveerenenne TP70630_ENG TestPrep 70-642 TS: Windows Server 2008
TestPrep 220-604 A+ Depot Technician ........... TP220604 ENG Network Infrastructure, Configuring ................... TP70642_ENG
TestPrep 70-089 Planning, Deploying, and TestITrep' 70-643 TS: Windows Serve_r 2008
Managing Microsoft Systems Management Server Applications Infrastructure, Configuring............. TP70643_ENG
2003 .o TP70089 ENG TestPrep 70-646 PRO: Windows Server 2008,
Server AdMInNiStrator..........cveeverververieseerveneennenne TP70646_ENG
www.skillsoft.com {la :
20 SkillSoft Corporation ©2007 - Information subject to change. .‘ikl’ ﬂ'



IT SKILLS COURSEWARE

TestPrep 70-647 PRO: Windows Server 2008, B CompTIA Network+ 2009
Enterprise Administrator.............. TP70647_ENG

TestPrep 220-701 A+ Essentials ................ cs_apet a0l tp enus CompTIA Network+2009: Network Fundamentals cs_ctnt_a01_it_cnus
TestPrep 220-702 A+ Practical Application cs_apit_a01_tp_enus CompTIA Network+ 2009: Network Components cs_ctnt a02 it enus
CompTIA Network+ 2009: Network Devices cs_ctnt_a03_it_enus
OPERATING SYSTEMS AND SERVER CompTIA Network+ 2009: Network Protocols cs_ctnt_a05_it_enus
TECHNOLOGIES CompTIA Network+ 2009: Wide Area Networks cs_ctnt_a06_it_enus

CompTIA Network+ 2009: Wireless Networks cs_ctnt a07 it enus

EXPRESS GUIDES CompTIA Network+ 2009: Network Addressing cs_ctnt_a08 it enus

- . . . CompTIA Network+ 2009: Routing ............ cs_ctnt_a09 _it_enus
Microsoft Express Guide Series CompTIA Network+ 2009: Managing and
Managing and Maintaining a Microsoft Windows Monitoring the Network ..........cccccevevreenene. cs_ctnt_al0_it_enus
Server 2003 Environment for an MCSA CompTIA Network+ 2009: Troubleshooting the
Certified on Windows 2000 (Exam 70-292) NEtWOTK ..o cs_ctnt_all_it enus
Express Guide.........cccoeeiiiiivinininiiiiiices _pc_eg 70292 CompTIA Network+ 2009: Network Security cs_ctnt_al2_it_enus
Planning, Implementing, and Maintaining a
Microsoft Windows Server 2003 Environment HC .
ompTIA Security+ 2008
for an MCSE Certified on Win 2000 (Exam P y
70-296) Express Guide..........cccocervevvenvereinenennenn _pc_eg 70296

CompTIA Security + 2008: Threat Mitigation cs_sety a0l it enus
Managing and Maintaining a Microsoft Windows

CompTIA Security + 2008: Crypt hy . ty_a02_it
Server 2003 Environment (Exam 70-290) omp ety Typlograply .cs_sety_ali_f.enus

EXPress GUIAE .....ovvvvveirieieveeeiieeie e _pc_eg_70290 CompTIA Security +2008: Authentication

. . o - MELROAS e cs_sety_a03 it enus
Implementing, Managing, Maintaining a ) )
Windows Server 2003 Network Infrastructure CompTIA Secu.rlty +2008: Messaging, User, .
(Exam 70-291) EXpress GUide .........oovveevverrnrrens _pc_eg_ 70291 and Role Security.......ocooeveveeinencnenieenne cs_sety a04 it enus
Planning and Maintaining a Microsoft Windows CompTIA Security +2008: Public Key
Server 2003 Network Infrastructure (Exam Infrastructure and Access Security .............. cs_sety_a05 it enus
70-293) Express Guide........ccoceevveeeeneenienieneenenne _pc_eg 70293 CompTIA Security + 2008: Ports, Protocols,
Planning, Implementing, and Maintaining a and Network Security .........ccccovvnniiinns cs_sety_a06_it_enus
Microsoft Windows Server 2003 Active CompTIA Security +2008: Wi-Fi and Remote
Directory Infrastructure (Exam 70-294) ACCESS ..o cs_sety_a07_it_enus
EXpress Guide ......ocveeeevvieienieeienieieniecieecee e _pc_eg 70294 CompTIA Security + 2008: Risk Analysis,
Designing a Microsoft Windows Server 2003 Vulnerability Testing, IDS, and Forensics...cs_sety a08 it enus
I?Ectlve ]?(;r;cgt;) r}lfiand Negvg(rik Infrastructure 70297 CompTIA Security + 2008: Auditing, Security
(Exam 70-297) EXpress GUIde ......cvcecvrvevssresssn —pe cg_ Policies, and Disaster Recovery................... cs_sety_a09 it enus
Design Security for a Microsoft Windows
Server Network 2003 Network (Exam 70-298)
EXPress GUide ......ocveevervieienieeienieeieseeieeveeneseens _pc_eg 70298 INTERNET AND NETWORK

TECHNOLOGIES
B Oracle Express Guide Series
P NETWORK PROTOCOLS
Oracle Database 10g: Administration Workshop
I R2 Express Guide .......cccoceveveninienieieinencnnn _pc_eg 444103 Bl TCP/IP: Mobile IP and IP Mobility
INTERNET AND NETWORK MOobile IP ..o 211788_ENG
TECHNOLOGIES IP MODBILILY oo 211789_ENG
COMPTIA NETWORKING, B TCPIIP: Protocols for Securing Web
INTERNETWORKING, AND SECURITY Transactions
TECHNOLOGIES
Digital Payments ..........cccccecevireneniicienieeninenenes 212561 _ENG
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TCP/IP: Network Management Protocols

SNMP, MIBs and RMON .........cccoevvvvennuennnennn 210670_ENG

INTERNET AND NETWORK
TECHNOLOGIES

COMPTIA INET+

CompTIA i-Net+: Internet and Web Technologies

Networking Fundamentals ...........ccccoccoonininenne. 211517_ENG
Internet Fundamentals ............cccccecviniininenenne. 211522 ENG
Internet Client Infrastructure and

APPLICALIONS ...t 211521 ENG
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Oracle Database 10g: The SQL*Loader and
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PL/SQL Packages .......ccccceevvereievierieeienieeienieeenene 216687 ENG Oracle Database 10g: Monitoring and
Oracle-Supplied Packages and DBMS_SCHEDULER 216700_ENG Maintenance Release 2 .........o.ovurrvrrurrerrereeeieinennnns 249301_ENG
Managing Dependencies ...................................... 216717_ENG Oracle Database IOg Managing Undo Data and
Manipulating Large Objects in PL/SQL ............... 216725_ENG Lock Conflicts Release 2 .........ccccoceveverecncncnenne. 249302 ENG
PL/SQL Triggers 216739 _ENG Oracle Database 10g: Managing Backup and
Dynamic SQL and Metadata ... 218842 ENG Recovery Release 2........cocevevieninienencenienceeeen 249303 ENG
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Implementing a Scope Change Control System pc bi_pmbi004
Weighing the Costs of Project Change .............. _pc_bi_pmbi005

Anticipating and Solving Problems as a
Project Champion..........cceceeveeveneereereeieneeiene _pc_bi_ pmbi007

Project Management Foundations (PRINCE2-
aligned)

Overview of Project Managing a

PRINCE2-aligned Project.........ccccevueennnne proj 04 a0l bs enus
Project Planning and Controlling a

PRINCE2-aligned Project..........ccccvevennenne proj 04 a02 bs_enus
Managing Quality and Risk in a

PRINCE2-aligned Project.........cccoevueennnne proj 04 a03 bs_enus
Initial and Ongoing Processes in a

PRINCE2-aligned Project..........ccceveevennenne proj 04 a04 bs enus
Controlling, Managing and Closing a

PRINCE2-aligned Project.........ccccceveeunnne proj 04 a05 bs_enus
Techniques for Managing a PRINCE2-aligned

PrOJECt et proj 04 a06 bs_enus

Project Management Essentials - (PMBOK®
Guide - Fourth Edition-aligned)

Managing Projects within Organizations ..proj 05 a0l bs enus

IT SKILLS COURSEWARE

Project Management Overview ................. proj_05_a02 bs_enus

Project Management Process Groups ........ proj 05 _a03 bs_enus

Project Integration Management (PMBOK®
Guide - Fourth Edition-aligned)

Integrated Initiation and Planning ............. proj 06 a0l bs enus

Integrated Project Execution, Monitoring,
and Control .......c.ccoevenvevieieiinininenceene proj_06_a02_bs_enus

Integrated Project Change Control and Close proj 06 a03 bs_enus

Project Scope Management (PMBOK® Guide -
Fourth Edition-aligned)

Project Requirements and Defining Scope proj_07_a0l_bs_enus
Create Work Breakdown Structure ........... proj 07 a02 bs enus

Monitoring and Controlling Project Scope proj 07 a03 bs_enus

Project Time Management (PMBOK® Guide -
Fourth Edition-aligned)

Defining and Sequencing Project Activities proj 08 a0l bs enus
Estimating Activity Resources and Durations proj 08 a02 bs enus

Developing and Controlling the Project
Schedule .....ccooovviiiriniiee proj 08 a03 bs enus

Project Cost Management (PMBOK® Guide -
Fourth Edition-aligned)

Estimating and Budgeting Project Costs ... proj 09 a0l bs enus
Controlling Costs ......eeeevvereerieneerieneeene proj 09 a02 bs enus

Project Quality Management (PMBOK® Guide -
Fourth Edition-aligned)

Project Quality Planning ..........c.cccceeueneene proj 10 a0l bs_enus
Quality Assurance and Quality Control ....proj 10 _a02 bs_enus

Project Human Resource Management (PMBOK®
Guide - Fourth Edition-aligned)

Planning Project Human Resources .......... proj 11 a0l bs enus
Managing Project Human Resources ........ proj 11 a02 bs enus

Planning and Managing Project Human
Resources SImulation ...........cecceveevierienienienieneenienen. PROJO11A

Project Communications Management (PMBOK®
Guide - Fourth Edition-aligned)

Stakeholders and the Communication
Management Plan ...........cccoeeeevveeienieneennene proj 12 a0l bs_enus
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Processes for Managing Project
COMMUNICALIONS ...vveeveereneeeeieieeeeeiesieeienee proj 12 a02 bs_enus

Communicating Effectively with Project
Stakeholders Simulation...........cccoeveveiiiineniniiene PROJO12A

Project Risk Management (PMBOK® Guide -
Fourth Edition-aligned)

Risk Management Planning proj_13 a0l _bs_enus

Performing Risk Analysis ..........cccceeceenne proj 13 a02 bs_enus
Risk Response, Monitor, and Control ....... proj 13 a03 bs enus
Identifying Project Risks ..........ccccoereennee proj 13 a04 bs enus

Project Procurement Management (PMBOK®
Guide - Fourth Edition-aligned)

Planning Project Procurement ................... proj 14 a0l bs enus

Managing Procurements proj 14 a02 bs_enus

Code of Ethics and Professional Conduct (PMI®
Standard-aligned)

The Role of Ethics in Project Management proj 15 a0l bs_enus
Core PMI® Values and Ethical Standards proj 15 a02_bs_enus

Program Management Overview

Introduction to Program Management ....... proj 16 a0l bs enus

Program Life Cycle and Benefits Management proj 16 a02 bs enus

Managing Software Project Outsourcing

Making the Right Outsourcing Decision ............... 232192 ENG
Planning the Outsourcing Deal ..........cccoceveneee. 232202 _ENG
The Outsourcing Project .........cccceceeveeveevveneneenne. 232209 ENG
Determining Project Quality Standards and

MILESTONES ...vvevveeeeeietieeiesieeere et ere e e sve e see e 232224 ENG
Measuring Project Outsourcing Success ............... 232292 ENG

Strategic Project Management for IT Projects

Strategic Planning and Positioning for IT

IT SKILLS COURSEWARE

Final Exam: Strategic Project Management for
IT PrOJECES.couveeieniieeeeieeeeeeeeee et FE0014 _eng

B Project Management for IT Professionals

Introduction to IT Project Management ...................... PROJ0351
Functions of IT Project Management ...PROJ0352
The Life Cycle of an IT Project ......ccceoceeeveveereeneenene PROJO0353
Managing the Execution and Control of IT

PrOJECES eoneeieiieiee e PROJ0354
Managing Efficiencies of IT Projects ........c.ccccoeveueneee PROJ0355
Project IT Management Simulation - The Early

STAZES ... ettt PROJ0350
Project IT Management Simulation - Design to

ROIOUL ..t PROJO035S
Final Exam: Project Management for IT
Professionals..........ceceveenirienenieneeee e FE0013 eng
Test Prep

TestPrep Certified Associate in Project
Management (CAPM)......c.coceeviviininiinenecnncnne. TPCAPM ENG

TestPrep Project Management Professional
(PMP) PMBOK Guide Third Edition Aligned TPPMP3ED_ENG

TestPrep Project Management Professional
(PMP) PMBOK Guide Fourth Edition Alignedpm_proj a0l tp enus

Mentoring Assets

Mentoring Project Management Professional
(PMP) PMBOK Guide Fourth Edition Aligned......... mntpmp4ed

Mentoring Certified Associate in Project
Management (CAPM) PMBOK Guide Fourth Edition
ANGNEA ..o.veieiiiieieceeeeee e mntcapmded

PROJECT EFFECTIVENESS
TEAM BUILDING CURRICULUM

High-Performance Onsite-and Virtual Teams

Launching Successful Virtual and On-site
TEAMS ..evveeieeee et team_ 01 a0l bs enus

Projects ........................................................................ PROJO361 Leading High—performance On-site Teams team7017a027bs7enus
Strategic Approaches to Managing IT Projects .......... PROJ0362 Leading High-performance Virtual Teams team 01 a03 bs_enus
Estimating the IT Project Work Effort .......ccceevennnnen. PROJ0363 Facilitating Virtual and On-site Teams ....team_Ol_a04_bs_enus
IT Project Leadership, Authority & Creating Virtual and High-Performance Teams
Accountability PROJ0364 SIMUILION. ... oo TEAMO01A
Managing Multiple IT Projects .................................. PROJ0365 Leading High-performance Virtual Teams
Cost Management and IT Project Trade-offs ............. PROJ0366 SIMUIAtION. ...eveeiiieieeee e TEAMO001B
Strategic Project Management for IT Projects
SIMUIAtION ..ot PROJ0360
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Optimizing Your Performance on a Team

Power and Politics in Matrixed Teams ............ _pc_ch_mgch002
Being an Effective Team Member .......... team 02 a0l bs_enus
Establishing Team Goals and Responsibilities team 02 a02 bs_enus

Elements of a Cohesive Team team_ 02 a03 bs_enus

Effective Team Communication ............. team 02 a04 bs enus

Using Feedback to Improve Team Performance team 02 a05 bs_enus

Leading Teams

Leading Teams: Launching a Successful Team team 03 a0l bs_enus

Leading Teams: Establishing Goals, Roles,
and Guidelines ...........ccceceeevvencnencnenne. team_03_a02 bs enus

Leading Teams: Developing the Team and its
CUlture .....oooeeeiviieeee e team 03 a03 bs enus

Leading Teams: Building Trust and Commitment team_03_a04_bs_enus

Leading Teams: Fostering Effective
Communication and Collaboration .......... team 03 a05 bs enus

Leading Teams: Motivating and Optimizing
Performance........ccccoeeeveveenienieienenne, team_03_a06 bs enus

Leading Teams: Dealing with Conflict ... team 03_a07_bs_enus

Leading Teams: Managing Virtual Teams team 03 a08 bs_enus

Choosing the Right Team Culture ..................... _pc_ch pfch006
Managing Communications in a Virtual Team . _pc_bi_mgbi001
Developing Self-Sufficient Teams .................. _pc_ch _mgch001
Building Trust Incrementally ..........ccccoceveneenene _pc_bi_Isbi004
Inspiring your Team .......c..ccceeevevieinenerenenenne _pc_bi_1sbi010
Support Your Leader .......cccooevievenienenieienene _pc_bi_pthbi010

Participating in Teams

Effective Team-building Strategies ...........ccccecuennenee. TEAMO171
Effectively Communicating in Teams ...................... TEAMO0172
The Individual's Role in a Team .........cccccceeeirennnne. TEAMO0173
Participating in Teams Simulation ........c..cccccceceennne. TEAMO170
Participating in Teams .......c.cceceverieneniienenieneeeenne. BLTTEO17

Using Conflicts to an Organization's

Advantage ..._pc_bi_mgbi002
Mediating Project Team Conflict ..........ccccceeeeeee. _pc_bi_ptbi006
Facilitating Work-related Conflict

DIiSCUSSIONS ..cvvieienieeiieiieiieie et _pc_bi_ptbi015
PROJECT EFFECTIVENESS

BUSINESS ANALYSIS

Certified Business Analysis Professional
(CBAP™) - BABOK® Guide V2.0 aligned

Introduction to Business Analysis and
Essential Competencies .........c.ccceceeeruenene ib_buap a0l it enus

Introduction to Business Analysis Planning ib_buap a02 it _enus

Planning Business Analysis Communication and
MONIOTING ... ib_buap a03 it enus

Business Analysis Requirements Elicitation ib_buap a04 it _enus

Business Analysis Requirements Management
and Communication...........ccceeveeeerenennnn ib_buap a05 it enus

Business Analysis: Enterprise Analysis .....ib_buap a06 it enus

Business Analysis: Introduction to
Requirements Analysis .........cccceeeeerueeiennenne ib_buap a07 it enus

Business Analysis: Verify and Validate
Requirements ..........cocevevereeieeincncneene ib_buap a08 it enus

Business Analysis: Solution Assessment and
Validation ........cceceveeienenienenieienceieene ib_buap a09 it enus

Certified Business Analysis Professional
(CBAP™)

Core Concepts in Business Analysis ........ cons 01 a0l bs_enus

Enterprise Analysis and Making a Business
[ TIPSR cons_01 a02 bs enus

Introduction to Requirements Planning ...cons 01 a03 bs enus
Requirements Planning and Management cons 01 a04 bs enus
Eliciting Requirements ..........c.ccoccveunnee. cons 01 a05 bs enus
Analyzing Requirements Using Models ..cons 01 a06 bs enus

Refining and Documenting Requirements cons 01 a07 bs_enus

B Making Teams Work: Capitalizing on Conflict
Communicating and Implementing Requirements cons_01_a08 bs_enus

Team Conflict: The Seeds of Dissent ...........cc.......... TEAMO211

Analyzing Workplace War Zones .........ccccceceeeennenee. TEAMO0212

Getting Past Clashes: Valuing Team Diversity ........ TEAMO0213

Conquering Conflict through Communication ......... TEAMO0214

The Path to Peace and Harmony ...........cccccoeeeennenee. TEAMO215

Manager's Performance Guide - Team Conflict

SKILLS e TEAMO0216

Making Teams Work Simulation ..........cccccceeeeennenne. TEAMO0210

: ' Q .
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DESKTOP SKILLS COURSEWARE

DESKTOP COMPUTER SKILLS
ADOBE

Adobe PhotoShop CS4

Photoshop CS4: Getting Started .................. at pesf a0l it enus
Photoshop CS4: Beyond the Basics ............ at_pcsf a02 it enus

Adobe lllustrator CS4

[llustrator CS4: Getting Started .................... at_icsf a0l it enus
Ilustrator CS4: Beyond the Basics .............. at icsf a02 it enus

Adobe InDesign CS4

Adobe InDesign CS4: Fundamentals .......... at_idcs_a0l_it_enus

Adobe Dreamweaver CS4

Setting up a Site and Adding Content in
Dreamweaver CS4 .......cocooeveiieinencnieane at_dcsf a0l it enus

Adding Links and Images in Dreamweaver CS4 at_dcsf a02 it enus

Tables, Accessibility, and Standards in
Dreamweaver CS4 .......c.ccoceveevevinencncncnns at_dcsf a03_it enus

Reusing Content in Dreamweaver CS4 ....... at_dcsf a04 it enus

Creating Interactive Web Pages in
Dreamweaver CS4 ......cccoovveviieieninieneeene. at_dcsf a05_it enus

Cascading Style Sheets in Dreamweaver CS4 at_dcsf a06_it enus

Dreamweaver CS4 Site Maintenance and
Advanced Concepts.......cevuerveecverreeceerreenennes at dcsf a07 it _enus

Adobe Flash CS4

Introduction to Adobe Flash CS4 Professional at_fcsf a0l it enus
Drawing and Working with Images in Flash CS4 at_fcsf a02 it _enus

Using Flash CS4 Libraries, Text, and
Components

Animation in Flash CS4 ...........cccovvvvveinenens at_fcsf a04 it enus
ActionScript and Multimedia in Flash CS4 ..at_fesf a05 it enus
Workflow and Adobe Integration in Flash CS4 at_fcsf a06_it_enus

Creating Navigation and Publishing Movies in
Flash CS4.....ocooooiieieieeeeeee e at_fcsf a07 it enus

at_fcsf a03 it enus

Adobe AIR for Flash Developers

Adobe AIR for Flash Developers ................ at aafd a0l it enus

Adobe Captivate 4

Adobe Captivate 4 ......cccovevereeeenenene at_capv_a0l it enus

Adobe Reader 9

Adobe Reader 9 .......ccooeveieeiincc at rean a0l dt enus

Adobe Acrobat 9

Adobe Acrobat 9: Fundamentals ................ at adan a0l it enus

Adobe Reader 6.0

Using Adobe Reader 6.0 ...........cocoveviienicncnenne 221552 ENG

Adobe Flash CS3

Introduction to the Features of Flash CS3 ....at _fest a0l it enus
Drawing and Working with Symbols in Flash

CS3 e at fcst a02 it enus
Using Text and Components in Flash CS3 ..at fcst a03 it enus
Animation in Flash CS3 ..........ccccccooiininn at fest a04 it enus

ActionScript, Sound, and Video in Flash CS3 at_fcst_a05_it _enus

Workflow and Program Integration in Flash
CS3 e at fest a06 it enus

Creating Navigation and Publishing Movies in
Flash CS3.....ooiiiiiiiieeeeeeeeeee at fcst a07_it enus

Adobe Dreamweaver CS3

Setting up a Site and Adding Content in
Dreamweaver CS3......cccooveviinienieicneeieeen at dest_a0l it enus

Adding Links, Images, and Flash Objects in

Dreamweaver CS3.......ccoevvvvvevierieieeeeieenn at dcst_a02 it enus
Tables, Accessibility, and Standards in

Dreamweaver CS3......cccoovevienienieieneeeaeen at dcst_a03 it enus
Reusing Content in Dreamweaver CS3 ........ at dcst_a04 it enus

Creating Interactive Web Pages in
Dreamweaver CS3......cccocvvienienienienieieee. at dcst_a05 it enus

Cascading Style Sheets in Dreamweaver CS3 at_dcst_a06_it_enus

Dreamweaver CS3 Site Maintenance and
Advanced Concepts ......cecereervereeriereervennens at dcst_a07 it enus

Adobe Photoshop CS3

Photoshop CS3 Basics ......c.cceoeveeviereeneennen. at pest_a0l it enus
Selections and Layers in Photoshop CS3 .....at pcst_a02 it enus
Advanced Tools in Photoshop CS3
Photoshop CS3 Animation and Automation at _pcst a04 it enus

............. at pcst_a03 it enus

B Adobe Fireworks CS4
Adobe Fireworks CS4: Fundamentals ........ at fwes a0l it enus
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B Adobe lllustrator CS3

Getting Started with Illustrator CS3 ............. at icst a0l it enus
Coloring Objects and Using Brushes in
Tustrator CS3.....ovveiieieieeieeeeeeeeee e at icst a02 it enus

Manipulating Objects in Illustrator CS3 ....... at icst a03 it enus
Using Type and Symbols in Illustrator CS3 .at _icst a04 it enus

Importing and Tracing Images, and Applying
Effects in [llustrator CS3........cccoceevievieiennenne at icst a05 it enus

Exporting and Printing Artwork in
Tustrator CS3...c..oveieieieireeeeeeeee at _icst a06_it enus

Bl Adobe Acrobat 8.0

Creating and Working with PDFs in Adobe
ACTODbAL 8. at adab a0l dt enus

Editing and Reviewing in Adobe Acrobat 8 at adab_a02_dt enus

Forms and Document Security in Adobe Acrobat
8 e at adab_a03 dt enus

Advanced Features of Adobe Acrobat 8 ...at adab a04 dt enus

B Adobe Reader 8.0

Using Adobe Reader 8 .........ccccoeveininnnn. at_adar a0l dt enus

DESKTOP COMPUTER SKILLS
BEST PRACTICES FOR DESKTOP

B Microsoft Office 2007: Beginning Word

Getting Started with Word 2007 ............ mo_bgwd a0l dt enus

Working with Text and Paragraphs in Word
2007 et mo_bgwd a02 dt enus

Structuring, Editing, Saving, and Opening
Documents in Word 2007 ............cccenee mo _bgwd a03 dt enus

Printing, Help, and Automated Formatting in
Word 2007 ..o mo_bgwd a04 dt enus

Working with Documents in Word 2007 mo_bgwd_a05 dt enus

Microsoft Office 2007: Advanced Word

Advanced Formatting in Word 2007 ..... mo_adwd a0l dt enus

Advanced Document Navigation and Document

Reviews in Word 2007 .......ccceoveerennnne. mo_adwd a02 dt enus
Using Tables, Charts, and Graphics in Word
2007 et mo_adwd_a03 dt enus

Microsoft Office 2007: Word for the Power User

Advanced Data Manipulation Features in Word
2007 i mo_wdpu_ a0l dt enus

Advanced Document Features in Word 2007 mo_wdpu_a02_dt enus
Collaborative Features in Word 2007 ....mo_wdpu_a03 dt enus

Microsoft Office 2007: Beginning Excel

USERS Getting Started with Excel 2007 ............. mo_bgex a0l dt enus
Manipulating and Formatting Data and
. . . . WOTKShEELS ...coeveneveiceiicieciceceeee b 02 dt
B Information Security Best Practices for Business Or, ® ,ee ® o fo_beex_a7ie_cL_ents
Users Reviewing and Printing in Excel 2007 ....mo_bgex a03 dt enus
Excel 2007 Formulas and Functions ....... mo_bgex a04 dt enus
Introduction to information security ...................... 216913 _ENG Excel 2007 Charts, Pictures, Themes, and
Operational information SeCUrity ........c..ccccevevueneee. 217983 ENG SEYIES v mo bgex a06 dt enus
Malicious code and information security 217043 ENG
Information security and the Internet ................... 216960 ENG Microsoft Office 2007: Advanced Excel
DESKTOP COMPUTER SKILLS Advanced Formatting in Excel 2007 ....... mo_adex_a0l dt enus
Advanced Data Management in Excel 2007 mo_adex_a02 dt enus
MICROSOFT OFFICE 2007 Advanced Customization in Excel 2007 . mo_adex a03_dt enus
B Microsoft Office 2007: New Features Microsoft Office 2007: Excel for the Power User
New Features for End Users in Microsoft Analyzing Data in Excel 2007 ................ mo_expu_ a0l dt enus
OFfice 2007 .ovoeviieeeeeieeieeeeeee e 239866 ENG Protecting and Sharing Excel 2007 Workbooks mo_expu_a02_dt_enus
Microsoft Office Excel, PowerPoint, and Exchanging Data with Excel 2007 .......... mo_expu_a03 dt enus
Outlook 2007 .....c.ovveviiveirieieeceeeeeereeeeeee 239874 _ENG
Microsoft Access 2007 and Microsoft Microsoft Office 2007: Beginning PowerPoint
Publisher 2007 ........cccoveireinienreenccreceseee 239976 _ENG
Sharing and Collaboration in Microsoft Getting Started with PowerPoint 2007 ....mo_bgpp a0l dt enus
Office Enterprise 2007 .......ccceeveveerveieneeienieennene. 240019 _ENG
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Adding Graphics to Presentations in
PowerPoint 2007 ........cccceveeeeniieieniennne. mo_bgpp_a02_dt enus

Adding Multimedia and Animations to
Presentations in PowerPoint 2007 ............ mo_bgpp a03 dt enus

Microsoft Office 2007: Advanced PowerPoint

Creating Custom Slide Shows in PowerPoint
2007 oo mo_adpp_a01_dt enus

Distributing Presentations in PowerPoint
2007 e mo_adpp_a02 dt enus

Microsoft Office 2007: Beginning Outlook

Getting Started with Outlook 2007 ......... mo_bgol_a01_dt_enus

Formatting and Managing E-mail in Outlook
2007 et mo_bgol a02 dt enus

Using the Calendar in Outlook 2007 ....... mo_bgol a03 dt enus

Using Contacts, Tasks, Notes, and
Customizing the Interface in Outlook 2007mo_bgol_a04_dt_enus

Completing Searches, Printing Items, and
Working with RSS Feeds in Outlook 2007mo_bgol a05 dt enus

Microsoft Office 2007: Advanced Outlook

Customizing Outlook 2007 and Using the
Journal......occooeiiieiiiieeee mo_adol a0l dt enus

Configuring Rules, Alerts, and Junk E-mail
Settings in Outlook 2007.........ccccceverennene mo_adol a02 dt enus

Working with SharePoint, Calendars, and
Forms in Outlook 2007 .........ccccoveeeirennene mo_adol a03 dt enus

Microsoft Office 2007: Outlook for the Power
User

Data Security, Archiving, and Working

Offline in Outlook 2007 ........ccceeveereennennne. mo_olpu a0l dt enus
Instant, Text, and Unified Messaging in
Outlook 2007 ...cceeeveeeieierieeieeeee e mo_olpu a02 dt enus

Business Contact Manager with Outlook 2007 mo_olpu_a03 _dt enus

Microsoft Office 2007: Beginning Access

Getting Started with Access 2007 ........... mo_bgac a0l dt enus
Basic Access 2007 Tables .......c.cccceeneee. mo_bgac _a02 dt enus
Basic Access 2007 Forms .........ccccveeeeee. mo_bgac_a03 dt enus

Queries and Reports in Access 2007 ....... mo_bgac_a04 dt enus

Microsoft Office 2007: Advanced Access

Importing and Exporting Data and Data
Presentation in Access 2007............c....... mo_adax_a0l _dt enus

Advanced Data Management in Access 2007 mo_adax_a02_dt_enus

DESKTOP SKILLS COURSEWARE

B Microsoft Office 2007: Access for the Power User

Programmability and Administration in Access
2007 .o mo_acpu a0l dt enus

Database Administration in Access 2007 mo_acpu_a02_dt enus

Microsoft Office 2007: Beginning Visio

Creating Visio 2007 Diagrams ................ mo_bgvs_a0l_dt_enus

Enhancing and Customizing Diagrams in Visio
2007 .o mo_bgvs a02 dt enus

Collaborating and Using Visio 2007 With
Other Programs.........c.cccecevenenincnenne. mo_bgvs_a03 dt enus

Microsoft Office 2007: Beginning Project

Creating and Designing a Project with
Project 2007 .....oocvevieeieieeieeceeeee e mo_bgpr a0l dt enus

Specifying and Assigning Resources in
Project 2007 ......ccoveveririeeeeeeceene mo_bgpr a02 dt enus

Tracking and Reporting Progress with Project
2007 et mo_bgpr a03 dt enus

Microsoft Office 2007: Advanced Project

Advanced Customization with MS Project 2007 mo_adpr a0l dt enus

Project Data Management and Performance with
MS Project 2007 ..c..oevevueeeeienieieeiieieeeen mo_adpr a02 dt enus

Microsoft Office 2007: Publisher

Creating Customized Publications with
Publisher 2007 .....cccoooeevirienirieieeieeeen mo_pblr a0l dt enus

Extending Publisher 2007 Beyond Publications mo_pblr_a02 dt enus

Microsoft Office SharePoint Server 2007 End
User

SharePoint 2007 Essentials ........c.cccccveevervinieciennenns 250450 ENG
Creating and Managing Personal Sites and
Searches in SharePoint 2007..........cccceeveeveinieieniene 250463 ENG

Microsoft Office 2007: Collaborating,
Communicating, and Sharing Information

Microsoft Office 2007: Collaborating with

Groove and Communicator..................... mo _ncmg_ a0l dt enus
Microsoft Office 2007: Sharing Information
with OneNote 2007......cccceoeveeveneenuennen. mo_ncmg_a02 dt enus

Microsoft Office Project Server 2007: Managing
Projects

Initiating Projects with Project Server 2007 mo_psmp a0l dt enus
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Planning Projects with Project Server 2007 mo_psmp _a02_dt enus

Managing Resource Capacity in Project Server
2007 e mo_psmp_a03 dt enus

Executing Projects with Project Server 2007 mo_psmp a04 dt enus

Monitoring, Controlling, and Closing
Projects with Project Server 2007 ........... mo_psmp_a05_dt enus

Microsoft Office 2007: Outlook Web Access

Using Outlook Web Access 2007 ........... mo_otwa a0l dt enus
Outlook Web Access 2007 Advanced Features mo_otwa_a02_dt_enus

Microsoft Office Live Meeting 2007 for End Users

Attending a Microsoft Office 2007 Live
MEEHING ..ottt mo_Imeu a0l dt enus

Hosting a Microsoft Office 2007 Live Meeting mo_Imeu_a02_dt_enus

DESKTOP COMPUTER SKILLS
MICROSOFT OFFICE XP

Microsoft Office XP - Advanced Access 2002

Advanced Database Design in Access 2002 .......... 116022 _ENG
Advanced Database Features in Access 2002 ....... 116051 _ENG

Microsoft Office XP: Advanced Excel 2002

Advanced Data Management in Excel 2002 ......... 114461 _ENG
Advanced Data Manipulation and Analysis in
EXCel 2002 ..o 114635_ENG

Microsoft Office XP: Advanced FrontPage 2002

Building and Modifying Web Sites in

FrontPage 2002 ..........ccceviiiiniiiiniiienceeneeee, 115955 ENG
Enhancing and Publishing Web Sites in
FrontPage 2002 ........cccvevieiiierieeeceeee e 115977 ENG

Microsoft Office XP: Advanced Outlook 2002

Managing Outlook 2002 ..........ccceeveevieneerieriennnenne. 114389 ENG

Microsoft Office XP: Advanced PowerPoint 2002

Customizing, Running, and Broadcasting

PowerPoint 2002 Presentations...........ccccecvevueeneenee. 116195_ENG
PowerPoint 2002 Customization and Office XP
INte@ration.....cc.eeveeveeeieiereeiec e 116211 _ENG

Microsoft Office XP: Advanced Word 2002

Advanced Formatting and Navigation in Word

2002 ..ottt 114968 _ENG
Advanced Document Features in Word 2002 ........ 114983 _ENG
Collaborative Features in Word 2002 .................... 115008_ENG

Microsoft Office XP: Beginning FrontPage 2002

FrontPage 2002 BasiCs .......c.cocceereruiveeeencncnnenes 114938 ENG
Enhancing and Managing Web Sites with
FrontPage 2002.........ccocevieiinieiinieicneccneeieniee 114955 ENG

Microsoft Office XP: Beginning Outlook 2002

Introducing Outlook 2002 ........c.ccocererieieinenenne 115146_ENG

Microsoft Office XP: Beginning PowerPoint 2002

Creating Presentations using PowerPoint 2002 ...... 115027_ENG

Microsoft Office XP: Beginning Word 2002

Creating Documents in Word 2002 ...............c....... 114325_ENG
Working with Documents in Word 2002 114346 _ENG

Microsoft Office XP: Common Features Across
Office Applications

Common Features in Microsoft Office XP ............ 115172_ENG

Microsoft Office XP: New Features for Advanced
Users

Office XP for the Advanced User ........c.ccoecveneennee. 116275 ENG

Microsoft Office XP: Beginning Visio 2002

Creating Diagrams in Visio 2002 ..........ccccccceenenee. 117077_ENG
Working with Diagrams in Visio 2002 .................. 117090 ENG

Microsoft Office XP: New Office-wide Features

New Features Review of Microsoft Office XP ...... 116084 ENG

Microsoft Office XP: New Features for End-Users

New and Enhanced Features for End-Users in
OFFICE XP oo 116224 ENG

Microsoft Office XP: Beginning Access 2002

Introduction to Access 2002 .......cceveveevierieneennen. 117147_ENG
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Intermediate Access 2002 ........cccovvevieriieieniennenne. 117172_ENG

Microsoft Office XP: Beginning Excel 2002

Basic Features of Excel 2002 ........ccccevvveveniennennee. 115096 _ENG
Optimizing Excel 2002 ........cccooeieiiiiirieee 115117 ENG

DESKTOP COMPUTER SKILLS
MICROSOFT WINDOWS 7

Microsoft Windows 7: First Look for End Users

Microsoft Windows 7: First Look for End
USEIS oot mw_mwfe a0l dt enus

DESKTOP COMPUTER SKILLS

MICROSOFT WINDOWS XP FOR END
USERS

Microsoft Windows XP: Getting Started

Introducing Windows XP ........c.cccccvvvinininenennnn. 112615_ENG

Microsoft Windows XP - New Features

Windows XP: Fundamentals ..........ccccoceeevenennnenee. 112553 ENG
Windows XP: Advanced .........ccccevereeniniencnennne. 112554 ENG

Microsoft Windows XP for Beginners

Getting Started with Microsoft Windows XP ........ 112949 ENG
Up and Running with Microsoft Windows XP ..... 112954 ENG

DESKTOP COMPUTER SKILLS
MICROSOFT OFFICE 2003

Microsoft Office 2003: New Features

Microsoft Office 2003: New Features for End

USBTS 1nveeeiieeiieeeieeniee et esiee et e seeeeaeesneeenseesnneenneennes 117529 ENG
Microsoft Office 2003: New Features for
OUIOOK USETS ..ottt 126060 ENG
Microsoft Office 2003: New Applications ............ 117531 _ENG
Microsoft Office 2003: New Features for
Advanced USETS .......ceevvereeeieniieienieeieneeeeseeenennes 117530 _ENG

Formatting and printing files in Office 2003 ......... 121643 _ENG

Microsoft Office 2003: Beginning Word

Getting Started with Word 2003 ...........ccccoeennnee 112997_ENG
Working with text and paragraphs in Word

2003 ..ot 124981_ENG
Structuring, editing, saving, and opening

documents in Word 2003 ..........ccceeeevienienienieienenn 123383 ENG
Printing, Help, and Automated Formatting in

WOrd 2003 ...t 116299 _ENG
Working with Documents in Word 2003 ............... 112998 ENG
Working with Tables and Media Features in

WOrd 2003 ... 116894 _ENG

Microsoft Office 2003: Advanced Word

Advanced Formatting in Word 2003 ..................... 113095 _ENG
Advanced Document Navigation in Word 2003 ....126778 ENG

Advanced Data Manipulation Features in Word

2003 ..t 113114_ENG
Using Tables, Charts, and Graphs in Word

2003 ..t 126789_ENG
Advanced Document Features in Word 2003 ........ 121072_ENG
Collaborative Features in Word 2003 .................... 113139_ENG

Microsoft Office 2003: Beginning Excel

Basic Features of Excel 2003 ........cccocevvevienieiennen. 113187_ENG
Printing and Collaborating in Excel 2003 122518_ENG
Excel 2003 Formulas and Functions ...................... 113221 _ENG
Formatting Data in Excel 2003 ..........ccccccevieinnen. 119827 ENG
Excel 2003 Chart and Multimedia Features ........... 119828 ENG

Microsoft Office 2003: Advanced Excel

Advanced Customization in Excel 2003 ................ 119829 ENG
Advanced formatting in Excel 2003 ...................... 125656 _ENG
Advanced Data Management in Excel 2003 .......... 113262 ENG
Advanced Data Analysis in Excel 2003 ................. 113309 _ENG
Advanced Validation and Collaboration in

EXCel 2003 ..ot 121344 ENG
Advanced Data Exchange in Excel 2003 ............... 119748 ENG

Microsoft Office 2003: Beginning PowerPoint

Creating Basic Presentations using
PowerPoint 2003.........cccoviiviiiiinieieeeeeeeen 121838 ENG

B Microsoft Office 2003: Getting Started Slide Layout and Design in PowerPoint 2003 ....... 123164 ENG
. . Using Visuals in PowerPoint 2003
Introduction to Microsoft Office 2003 .............. 121587 ENG Presentations..........ceeeveieieeninieneneeeeeceesee 125933_ENG
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Finalizing PowerPoint 2003 presentations ............ 123167_ENG

Microsoft Office 2003: Advanced PowerPoint

Customizing PowerPoint 2003 Presentations ........ 121956_ENG
Preparing PowerPoint 2003 Presentations for

Effective Delivery .......ccocovevinenereneeicreseene 125830 ENG
Running, Broadcasting, and Reviewing

PowerPoint 2003 Presentations............cccecuevueeneenee. 124997 ENG
Settings, Customization, and Office 2003

Integration with PowerPoint 2003............ccc.eeune. 121957_ENG

Microsoft Office 2003: Beginning Access

Getting Started with Access 2003 .........cccocceveenee. 125937 ENG
Basic Access 2003 Tables ........cccecvvererenennennene. 125947_ENG
Basic Access 2003 FOrms .......c.cccecvveveninennennene. 125956_ENG
Using Queries and Reports in Access 2003 ........... 125964 ENG
Personalizing and Maintaining Access 2003 ......... 125984 ENG

Microsoft Office 2003: Advanced Access

Enhancing Tables, Forms, and Reports in

ACCeSS 2003 ... 126934_ENG
Advanced Querying in Access 2003 .........cccceeeeene 126944 ENG
Working with Data and Presentation in Access

2003 .. 126950 _ENG
Access 2003 and the Web ........cccevieiiniininiene 126959 ENG
Access 2003 Programmability ...........ccoccevenienene 126965 ENG
Database Administration in Access 2003 .............. 126973 ENG

Microsoft Office 2003: Beginning Outlook

Sending and Receiving Messages in Outlook

B Microsoft Office 2003: Outlook for the Power

User

Data Security in Outlook 2003 ........ccccoeveirennennes 132613 _ENG
Archiving and Storing Data, and Using IRM in

Outlook 2003 .......ccooiiiiiiiiiiiiccee 206606_ENG
Working in Outlook 2003 from Multiple

LOCALIONS ..eeeveiiiieieieeeieee e 132614 ENG

Newsreaders, Online Meetings, Instant
Messaging, and Faxing Information in Outlook

2003 e 132615_ENG
Customizing Toolbars and Commands and
Creating Forms in Outlook 2003 .........ccccccecveennne. 132616_ENG

Outlook 2003 and Business Contact Manager ....... 132617_ENG

Microsoft Office 2003: Beginning Project
Professional

Creating and Defining a Project .........cccccecevennenne. 132490 _ENG
Specifying and Assigning Resources ..............c..... 132510_ENG
Tracking and Reporting Progress using

Project Professional 2003 ..........cccoooeviiencncnennne 132504 ENG

Microsoft Office 2003: Advanced Project
Professional

Advanced Customization ...........cccceevereeeecnennenes 132661 _ENG
Sharing Project Data and Working with Macros ....132659 ENG
Organizing and Managing Project Information ..... 205433 ENG
Working Collaboratively ........c.cccoeverecencnicnene. 201354 ENG
Enterprise Project Management 201357_ENG
Advanced Analysis of your Project .........ccccc....... 206372_ENG

Microsoft Office 2003: Visio for Beginners

2003 .ot 113430_ENG
Formatting and Managing Messages in Outlook Creating Diagrams with Visio 2003 132531 _ENG
2003 .o 128879 ENG Developing Diagrams with Visio 2003 .................. 132532 ENG
Scheduling events, Appointments, and Visio 2003 and Other Programs ..........ccccccecevennnee. 132533 ENG
meetings in Outlook 2003 .........ccccoceeiinieiieneneenne. 128880 ENG
Using Task Lists, Contact Lists, and Notes Microsoft Office 2003: Beginning FrontPage
in Outlook 2003 ........covveveieieieieieieeeeeieeeiee e 128881 _ENG

Getting Started with FrontPage 2003 ..................... 121449 ENG

B Microsoft Office 2003: Advanced Outlook Working with graphics, hyperlinks and tables

in FrontPage 2003..........ccccooiiiiiiniininieeneeieeen 131714_ENG
Customizing E-mail, Views, Navigation, and Working with Web Sites in FrontPage 2003 ......... 122475 ENG
E-mail Accounts in Outlook 2003............c.cc.c........ 131326 ENG o i

. . . Organizing Content Using Templates and
Tracking, Categorizing, Searching, and Frames in FrontPage 2003 .............ccccccovrvererrrnnne. 122481 ENG
Printing in Outlook 2003..........ccceviriininienennne. 131341_ENG ) o o
. . Structuring and Publishing Web Sites in
Con.ﬁgur.mg Rules, Alerts, and Junk Mail FrontPage 2003 .........c.c.ovoveeieeeeeeieeeeeeeeeee e 122092 ENG
Settings in Outlook 2003...........ccoevevverieeieneeeennns 113469 ENG
Sharing Folders, Schedules, and Contacts and
Using SharePoint Data in Outlook 2003 ................ 129976 _ENG
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Working with Code in FrontPage 2003 ................. 122120 ENG
Importing and Working with Data in FrontPage

2003 . 121653_ENG
Enhancing Web Sites with Advanced FrontPage

2003 Features ......ccovevveeveriereeniinienieneenreeeeseeseeennes 122099 ENG
Administering Web Sites in FrontPage 2003 ........ 122100 ENG
Using Windows SharePoint Services and

FrontPage 2003 ........cooviiiiiiiiinicieeeeeec e 131456_ENG

Microsoft Office 2003: Publisher

Getting Started with Publisher 2003 ..................... 204924 ENG
Working with Text Boxes, Text, and Tables in

Publisher 2003 .........ccoeiveenniincinccneereeeeen 207503_ENG
Printing and Working with Graphics and

Objects in Publisher 2003 ...........cccccvvevininenenene. 204925 _ENG
Working with E-mail and Web Sites in

Publisher 2003 ........ccoovveineineineieeeeeeenne 204927_ENG
Working with Mail and Catalog Merges in

Publisher 2003 ........ccooeveireiniencnccreeeeee 207309 _ENG
Advanced Design Techniques and Printing with

Publisher 2003 ........ccccoveineinicicenccreeceeene 204928 ENG

DESKTOP COMPUTER SKILLS
MICROSOFT PROJECT 2002

Microsoft Project 2002: Beginners

Getting Started with Project 2002 ............ccccoeeneeee. 117545 _ENG
Up and Running with Project 2002 ....................... 117554 ENG
Tracking and Reporting with Project 2002 ............ 117565 _ENG

Microsoft Project 2002: Advanced

Data Sources, Templates, and Customization

in Project 2002 ......c.ooeeieriiiieiieieneeeeee e 117348 ENG
Workgroup, Collaboration, and Advanced
Reporting Options in Project 2002............cccceee.. 117361 _ENG

DESKTOP COMPUTER SKILLS

HOME USER: HOME AND PERSONAL
FINANCE

QuickBooks Pro 2009 Fundamentals

QuickBooks Pro 2009: Getting Started .....hp_igbs_a0l1 dt enus

DESKTOP COMPUTER SKILLS

DESKTOP SKILLS COURSEWARE

B Microsoft Office 2003: Advanced FrontPage

HOME AND PERSONAL

Home Networking with Microsoft Windows XP

Home Networking with Microsoft Windows XP .....66335_ENG

Home and Personal - Contains No Assessments

DESKTOP COMPUTER SKILLS
LOTUS NOTES 8

Lotus Notes 8: New Features for End Users

Lotus Notes 8: New Features for End Users ia_Innf a0l _dt _enus

Lotus Notes 8: End User

Getting Started with Lotus Notes 8 and Using
Mail .o ia_lteu a0l dt enus

Scheduling Events and Managing Applications ia_lteu_a02_dt_enus

Working with Instant Messaging, Contacts,
and Blogs ......oceeieviniiieeeee, ia_Iteu_a03 dt enus

Using Productivity Tools and Accessing Lotus
Notes 8 Remotely ......oceeeveirencnieneeene. ia_lteu a04 dt enus

DESKTOP COMPUTER SKILLS
LOTUS NOTES 7

Lotus Notes 7: End User

Getting Started with Lotus Notes 7 and Mail ......... 233489 ENG
Managing Mail, Instant Messaging, and

Contacts in Lotus Notes 7......ccevvvecverierverieneeniennnnn 233490 ENG
Working with Databases, the Calendar, and

the To Do List in Lotus Notes 7.......cccceceevervenuennen. 233491 ENG
Using Lotus Notes 7 Remotely .........cccevvveveienen. 233492 ENG

DESKTOP COMPUTER SKILLS
MICROSOFT INTERNET EXPLORER 8

Microsoft Internet Explorer 8: End User

Internet Explorer 8: Basic Features ........... id mcie a0l dt enus

Internet Explorer 8: Advanced Features ...id_mcie_a02 dt enus

DESKTOP COMPUTER SKILLS
MICROSOFT INTERNET EXPLORER 7
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B Microsoft Internet Explorer 7: End User DESKTOP COMPUTER SKILLS
Fundamentals of Internet Explorer 7 ..................... 250164 ENG MENTORING ASSETS
Customization and Security in Internet
EXPIOTEr 7 et 250177_ENG Mentoring Assets
DESKTOP COMPUTER SKILLS Mentoring Word 2002 .......cccoovvevvreeereeeereniririenenenes mntwd2002¢
Mentoring Excel 2002 .......ccoverienieienenienieeieniene mntex2002¢
MICROSOFT INTERNET EXPLORER 6 Mentoring Access 2002 .........cooceverenienieeieeneneen mntac2002c¢
Mentoring Outlook 2002 mntol2002¢
B Microsoft Internet Explorer 6 Mentoring PowerPoint 2002 ...........cceoveeveencnennnne mntpp2002¢
Fundamentals of Internet Explorer 6 ..................... 117246_ENG Mentoring Word 2002 EXpert .........ccceveveeviereennene mntwd2002e
Moving on with Internet Explorer 6 ...................... 117260 ENG Mentoring Excel 2002 EXpert .........ccccoveeveenenennene. mntex2002¢
Mentoring Word 2003 .........cccoviiiieiiineneeee mntwd2003c
DESKTOP COMPUTER SKILLS Mentoring Microsoft Project 2002
COmMPIEhenSIVe .......ccveuveureuieiiniiriiieiereeeene e mntpr2002¢
MICROSOFT INTERNET EXPLORER 5.5 Mentoring Word 2003 Expert mntwd2003e
Mentoring Excel 2003 EXpert ........cccceveeveerenennnee mntex2003e
B Internet Explorer 5.5: Getting Started Mentoring EXCel 2003 .........eeoeeeeeeeeerreeesssssessseree mntex2003c
Getting Started with Internet Explorer 5.5 ...o........ 31706 ENG Mentoring Access 2003 ........c.oceverenierieieienienennenn mntac2003c
Mentoring PowerPoint 2003 ..........cccceoeinincncnnne. mntpp2003c
DESKTOP COMPUTER SKILLS Mentoring Outlook 2003 ........cccooevieieenenineeenee mntol2003¢
Mentoring Using Word 2007 ........ccccceeevenenenenenene mntwd2007
SEAGATE CRYSTAL REPORTS Mentoring Using Excel 2007 ........cccocevecvivininincnnens mntex2007
Mentoring Using PowerPoint 2007 ..........cccccccoenennene mntpp2007
B Crystal Reports XI: Report Writing Basics Mentoring Using Outlook 2007 .......cccccevevereneneennene. mntol2007
Reporting Basics with Crystal Reports XI ............ 234748 ENG Mentoring Using Access 2007 .......coevveevecenveninennens mntac2007
Managing Data and Distributing Reports with Meptoring 70-632 TS,: Micrgsoﬁ: Office
Crystal REpOTtS X1 coveeeeeeeeoooeeoereeereeeeeseessssssseeee 234758 _ENG Project 2007, Managing Projects ...........ccoooveveceessvvoceen mnt70632
DESKTOP COMPUTER SKILLS DESKTOP COMPUTER SKILLS
MICROSOFT WINDOWS VISTA TEST PREPS
B Microsoft Windows Vista: New Features for End Test Preps
Users TestPrep Using Word 2007 ....oooooooocccrrrreee.. TPWD2007 ENG
Windows Vista User EXperience ............cc.co.co....... 242954 ENG TestPrep Using Excel 2007 .........ccococoiiniiiiines TPEX2007_ENG
Windows Vista Security and Performance TestPrep Using PowerPoint 2007 ..................... TPPP2007_ENG
Improvements .........ccccoceveeininiininnineeeeene, 242964 ENG TestPrep Using Outlook 2007 ............cccco........ TPOL2007_ENG
TestPrep Using Access 2007 ........ccccvevvennennee TPAC2007_ENG
B Microsoft Windows Vista for the End User TestPrep 70-632 TS: Microsoft Office Project
. . . . . 2007, Managing Projects .........cc.cccecevereneneennnne. TP70632 ENG
Getting Started with Windows Vista ....... mv_wveu_a0l it enus
Work with Files, Programs, and Printing in
Windows Vista.....ceoeeeveinencnenenennes mv_wveu_a02 it enus
Navigating the Web and System Maintenance
with Windows Vista........cccceccereenininnene mv_wveu_a03 it enus
: ' a .
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BUSINESS STRATEGY AND
OPERATIONS

OPERATIONS CURRICULUM

Managing Customer-Driven Process
Improvement

Why Customer Driven? ..........coccevevevniniencnencnnene. OPERO121
Identifying What the Customer Wants .................... OPER0122
Translating Requirements into Process Goals ... OPER0123
Understanding Processes ..........ccccoeevvivencnencnnennnn. OPERO0124
Implementing Improvements ...........cccccocevverenvenennn. OPERO0125
Managing Process Improvements ..........c.cccceceeereneee OPERO0126
Managing Customer-Driven Process Improvement

SIMUIALION ..ot OPERO0120
Lean Manufacturing

Lean Logic ..cccoevevieieieiiirienenecceeeeeeee e OPERO0151
Lean Value ....c.coeoveiiiiiiiinincncceceec e OPERO0152
Lean Techniques ......ccooveverieeienieeienieeienie e sieeeee e OPERO153
Lean Strate@ies .......ccceoveeeerererenieeeeeeese e OPERO0154
Final Exam: Lean Manufacturing .............cccceeeenene FE0003 _eng

Six Sigma Black Belt (2007 BOK): Enterprise-
Wide Deployment

Lean and Six Sigma ......ccccocevvveverieninnnen. oper 11 a0l bs enus

Six Sigma Projects and the Black Belt Role oper 11 _a02 bs enus

Six Sigma Leadership and Change Management oper 11 _a03 bs_enus

Six Sigma Black Belt (2007 BOK): Organizational
Process Management and Measures

Critical Requirements and Benchmarking for
SIX SIZMA .c.eiiiiiieiirieieiiee e oper 12 a0l bs enus

Business Performance and Financial Measures
N SiX SIZMA...uviieieiieieieeieieeieie e oper 12 a02 bs enus

Six Sigma Black Belt (2007 BOK): Team
Management

Forming Project Teams for Six Sigma ..... oper 13 a0l bs enus

Motivation and Communication in Six Sigma
TeAMS ...t oper 13 a02 bs enus

Managing Six Sigma Team Performance .oper 13 a03 bs enus

B Six Sigma Black Belt (2007 BOK): Define

Using Voice of the Customer in Six Sigma oper 14 a0l bs enus

Developing Project Charters and Tracking Six
Sigma Projects .....coevvevereenienieienieieniene oper 14 a02 bs enus

Six Sigma Black Belt (2007 BOK): Measure

Process Characteristics for Six Sigma ...... oper 15 a0l bs enus

Data Collection and Measurement in Six Sigma oper 15 _a02 bs_enus

Six Sigma Measurement Systems ............ oper 15 a03 bs enus
Basic Statistics and Graphical Methods for

SiX SIZMA....iiiiiiiiiincrccceee oper_15_a04 bs enus
Probability for Six Sigma ........ccccceennne. oper 15 a05 bs enus
Process Capability for Six Sigma ............. oper 15 a06 bs enus

Six Sigma Black Belt (2007 BOK): Analyze

Correlation and Regression Analysis in Six

SIZMA .t oper 16 a0l bs enus
Multivariate Analysis and Attribute Data

Analysis in Six Sigma.........ccccceevecenvenenee oper 16 a02 bs enus
Hypothesis Testing Concepts and Tests for

Means in Six Sigma........cccceeeveeverenenenes oper 16 _a03 bs enus
Tests for Variances and Proportions, ANOVA,

and Chi-square Tests in Six Sigma............ oper 16 _a04 bs enus

Nonparametric Tests in Six Sigma Analysis oper 16 a05 bs enus

Non-Statistical Analysis Methods in Six
SIGMA ..ottt oper 16 _a06_bs enus

Six Sigma Black Belt (2007 BOK): Improve

Designing and Planning Experiments in Six
SIGMA...eivieieieeieie et oper 17 a0l bs enus

Conducting Experiments and Analyzing Results
N SIX SIZMA..uvieiieieiieiieieeeeeeeeeeeeen oper 17 a02 bs enus

Improvement Methods and Implementation
Issues in Six Sigma.......ccccevveeereriieeeiennens oper 17 a03 bs enus

Six Sigma Black Belt (2007 BOK): Control

Statistical Process Control (SPC) in Six
SIGMA...eiiieieieeiee et eaeens oper 18 a0l bs enus

Non-Statistical Control Tools and
Maintaining Controls in Six Sigma........... oper 18 a02 bs enus

Sustaining Improvements and Gains from Six
Sigma Projects .....ccveeverereenieeieiesieieeienns oper 18 a03 bs enus

Six Sigma Black Belt (2007 BOK): Design for Six
Sigma (DFSS) Frameworks and Methodologies

Common Design for Six Sigma Methodologies,
Design for X, and Robust Design ............. oper 19 a0l bs enus
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Special Design Tools in Design for Six Sigma oper_19 a02_bs_enus

Six Sigma: Champion Training

Introduction to Six Sigma for Champions oper 03 a0l bs enus
Six Sigma Process Improvement .............. oper 03 a02 bs enus
Six Sigma Projects and Project Teams .....oper 03 a03 bs_enus

Managing and Deploying Six Sigma ........ oper_03_a04_bs enus

Certified Manager of Quality/Organizational
Excellence

Leadership ......ccoccevereenienieniieieceieieeen oper 04 a0l bs enus
Team Dynamics ........ccccceceeveeienieneenienenn oper 04 a02 bs enus
Developing and Deploying Strategic Plans oper 04 a03 bs enus
Managerial Skills and Abilities ................ oper 04 a04 bs enus

Communication Skills and Project Management oper_04_a05_bs_enus

Quality Systems, Models, and Theories ...oper_04_a06_bs_enus

Problem-Solving and Process Management Tools oper 04 a07 bs_enus

Measurement: Assessment and Metrics ...oper 04 a08 bs enus

Customer-Focused Management .............. oper 04 a09 bs enus
Supply Chain Management ...................... oper 04 al0_bs enus
Training and Development ....................... oper 04 all bs enus

Six Sigma Green Belt: Six Sigma and the
Organization

Six Sigma and Lean in the Organization ..oper 05 a0l bs_enus

Design for Six Sigma in the Organization oper 05 a02 bs enus

Six Sigma Green Belt: Define

Processes and Customer Analysis in Six Sigma
Projects...cueeuieiinieieeieeeeeee e oper 06 a0l bs enus

Basics of Six Sigma Projects and Teams .oper 06 _a02 bs enus

Tools for Planning and Managing Six Sigma
Project Opportunities ...........ceevereevervennenn oper 06 a03 bs enus

Using Six Sigma Analysis Tools and Metrics
for Project Decisions.........cccceeveveereeeennen. oper 06 _a04 bs enus

Measuring Process Capability and Performance
N SIX SIZMA....eiiieiirieiieieie e oper 07 a06_bs enus

B Six Sigma Green Belt: Analyze

Exploratory Data Analysis in Six Sigma . oper 08 a0l bs enus

Introduction to Hypothesis Testing and
Testing for Means in Six Sigma................ oper 08 a02 bs enus

Hypothesis Tests for Variances, Proportions,
ANOVA, and Chi-Square in Six Sigma.... oper 08 a03 bs enus

Six Sigma Green Belt: Improve and Control

Design of Experiments and Validation of
Solutions in SiX Sigma........cccceveerinennnne oper 09 a0l bs enus

Statistical Process Control and Control
Plans in Six Sigma.....c..ccccoevveveevencncnenes oper 09 a02 bs enus

Using Basic Control Charts in Six Sigma oper 09 a03 bs_enus

Six Sigma Foundations

Introduction to Six Sigma ........c..ccceeeeene oper 10 a0l bs enus
Lean Inbound Transportation ...........c..c.cceceveeeeee. _pc_bi_ssbi004
Identifying Candidates for Key Six Sigma

ROIES .t _pc_ch_ssch002
A Critical-to-quality Tree — What's That? ........... _pc_bi_ssbi006
Promoting Six Sigma in the Workplace .............. _pc_bi_ssbi005
Basic Measurement Concepts in Six Sigma ........ _pc_bi_ssbi007
Are you listening to your customers (Role of

VOC in SiX Sigma)......cccceveervereeirirenieneneeeeenes _pc_bi_ssbi001
Quick Wins in Six Sigma Implementation .......... _pc_bi_ssbi002

Does your Business Really Need Six Sigma? .... pc_ch _ssch001
Six Sigma Versus TQM ......ccccocevieviineinienienene _pc_bi_ssbi003

Logistics Management

Overview of Logistics Management ...............ccun.... OPERO0321
Inventory Management ............ccooceeveeenieenvennieenineenns OPERO0322
Supply Chain Logistics Management ...............c.c...... OPER0323

ISO 9000:2000 Overview

B Six Sigma Green Belt: Measure
The Who, What & Why of ISO 9000:2000 ............... OPER0401
Modelmg and Analyzing Processes in Six Building a Quality Management System ................... OPER0402
e 1 SR oper 07 a0l bs enus i )
. L Quality-minded Management ...........ccccoeevevveeeevennen. OPER0403
Statistics and Probability in Six Sigma ....oper 07 _a02 bs_enus ) )
. . o Customer Satisfaction Through Resource
Data Classification and Collection in Six MaANAZEMENE ..ottt OPER0404
SIZMA .ot oper 07 a03 bs enus . )
. . o Processes for Quality Products and Services ............. OPER0405
Summarizing and Presenting Data in Six Sigma oper 07 a04 bs enus ] )
. o Continual Quality Improvement ............c.cceevevenennen. OPER0406
Probability Distributions and Measurement ] )
Systems Analysis in Six Sigma................ oper 07 a05_bs_enus Steps for Successful ISO Registration .............ccoc...... OPER0407
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Transitioning from ISO 9000:1994 to ISO
9001:2000 .....ooviiiiiiiiiieiic e OPER0408

Supply Chain Management

The Fundamentals of Supply Chain Management ..... OPER0501

Supply Chain Management Strategies ...........c.cccc..... OPER0502
Supply Chain Planning and Inventory
Management.........ccueeeeruerierierienieneenieeeenieeee e eeenes OPER0503
Supply Chain Management and e-Business .............. OPER0504
Supply Chain Transportation and Facility

DESIN ..ot OPERO0505

Mentoring Asset

Mentoring Six Sigma Green Belt (SSGB) ..........ccccc...... mntssgb

Test Prep

TestPrep Six Sigma Green Belt Certification
(SSGB).eiiiiiiereceettecee e TPSSGB_ENG

BUSINESS STRATEGY AND
OPERATIONS

Green Business: Implementing Sustainability
SErate@IeS ..ovveveeneevieierieeierieee et stgy 04 a03 bs enus

Strategic IT Planning

Setting the Stage for IT Success .....c.ccocevevveerenennnne. STGY0221
Strategic Decision Making STGY 0222
IT Challenges: Present and Future ...........ccccceveenennen. STGY0223
Strategic IT Planning Simulation ..........c.cccccceevenennenn. STGY 0220

The Fundamentals of Globalization

Globalization and Our Changing World .................... STGY0351
Globalization and Your Company ...........cccceceeerennene STGY0352
The Process of Globalizing a Product or

SEIVICE ..cueneireiieiieierieete sttt STGY0353
Managing from a Global Viewpoint ...........c.ccecceeunee STGY0354
Managing Expatriates' Career Development ....._pc_bi_mgbi011
The Fundamentals of Globalization Simulation ......... STGY0350

The Etiquette of Cross-cultural Gift Giving ........ _pc_bi_spbi0l5

Systems Thinking in the 21st Century

What is Systems Thinking? .......c..c.ccoceveiivnininenene STGY0401
STRATEGIC PLANNING CURRICULUM Building a Healthy SyStem ..............ccooeevvevcreereennne. STGY0402
Systems-thinking Models and Thinking Skills .......... STGY 0403
B Moving From an Operational Manager to a SyStEM ATCRELYPES vvveeeeveeeeeeeeeeeeeeeeeeeeeseeeeeseeeeeeeas STGY0404
Strategic Thinker Redesigning Your Organization: Part 1 STGY0405
Thinking Strategically ...........cccccooverrennee. stgy 01 a0l bs_enus Redesigning Your Organization: Part I ................... STGY0406
Sustaining Competitive Advantage ........... stgy 01 a02 bs enus T?.king Systems Thinking into Your Personal
. . ) Lfe oo STGY 0407
The Imperatives of Innovation and Leadership
TN STEALEZY vovvrevveveeerereeeesreeresreereveseeene s stgy 01 a03 bs_enus
Planning and Implementing a Business BUSINESS STRATEGY AND
SErAtEEY wvveveeneeeiieieetesie e stgy 01 a04 bs enus OPERATIONS
Leading Outside the Organization ...................... c_bi_lsbi005
8T & , e MARKETING CURRICULUM
Effective Critical Analysis of Business
REPOIS ..t _pc_bi_ptbi004 . o .
External Consultants Can Help .........ccccceeeneee. _pc_ch _mgch004 Strategic Marketing in Action
Moving ﬁTO}Iln ?(n Operatlioml Manager to a TGY001A Elements of Marketing Strategy .............ccooo.orsrvvennns. MKT0201
Strategic Thinker SIMUIALHON .ooocvvsvsvsvrscn S Gl 00 Analyzing the Market ..........ccccovvevienencierienieieseeene MKT0202
R i (< SRR i 1sbi014
eturning to Core Competencies —pe_bi_Isbi0 Competitive Factors in Strategic Marketing ...MKT0203
. . . Writing a Marketing Plan: Phase 1 .......ccccoceeienieine MKT0204
B Leading and Implementing Sustainable Green Wi 1 g he Mark g Plan: Creati
Business Stratedies riting the Marketing Plan: Creative
9 SEEALEZY .evveeeieetiece et MKTO0205
Introduction to Green Business and Creating a Marketing Campaign ..........ccocceeeververeernenne MKT0206
Sustainability.......cccoeeereeiieniniinieeneeee stgy 04 a0l bs enus Marketing Management .................oooov.ooeeeeeeresrereeenne MEKT0207
Green Business: Planning Sustainability Financial Analysis for Successful Marketing .............. MKT0208
SHrAtEZICS . eeeveeeeeeeieeeieeeee e stgy 04 a02 bs enus .. . .
Advertising Costs, PR Pays .........cccoeceveveriinvennne _pc_bi_spbi008
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Sales and Marketing: Two Sides of the Same
COIM? ittt _pc_bi_spbi0l1

Trade Show Marketing - Planning Ahead .......... _pc_bi_spbi013

Increasing Competitiveness through
Collaboration........c..eeveeeereeeeeniieienieeiesie e seeenen _pc_ch_lsch006

Strategic Brand Management

Introduction to Brand Management ............ccccceeueennnne MKTO0211
Building Brand EQUity ......c.ccccooiiineieineiiieieee MKT0212
Managing the Creative Elements of Brand .................. MKTO0213
Promoting Your Brand to Consumers ............c.cc....... MKTO0214
Evaluating Brand Effectiveness .........ccccoccevveeveniennenne MKTO0215
Managing and Maintaining Brand Equity ................... MKTO0216

Online Branding Strategy

Introduction to Online Branding ...........ccccecevenenennne MKT0221
The Online Branding Environment ..........c...cccceveeneeee. MKT0222
Strategies for Building an Online Brand ..................... MKTO0223
Using Online Strategies to Accelerate Sales

Performance .........coceoeeveiiniencneee _pc_ch_spch001
Using Blogs to Attract Consumers ..................... _pc_bi_spbi010
Using Web Analytics to Increase Sales .............. _pc_bi_spbi012

Competitive Marketing Strategies

Competitive Strategies for a New Marketplace ........... MKTO0231
Surpassing the Competition ..........cccceeeeveereeveeneneenne. MKT0232

Product Management Essentials

Introduction to Product Management .............c.ccveuenne MKT0241
Developing a New-product Strategy ...........cceeveevveenenne MKT0242
Pricing and Profitability for Product

IMANAZETS....c.veenveieenieetieiesieete ettt sttt et see e e b e MKTO0243
Designing Products to Fit the Channel ............... _pc_bi_spbi005

Developing Marketing Strategy

FINANCE, HUMAN RESOURCES AND
ADMINISTRATION

FINANCE & ACCOUNTING
CURRICULUM

Fundamental Finance for non-Finance
Professionals

The Principles of Financial Management ....fin 01 a0l bs enus

Management of Cash Flows ..........ccccc........ fin 01 a03 bs enus
Financial Statements ...........cccccoevevereenenne. fin 01 a04 bs enus
Increasing Cash Flow in Times of Need ............. _pc_bi_fabi003
Depreciation Methods ..........ccccoceveveieincncnnnn. _pc_ch fach002
What's Your Gross Profit Margin Really

SAYING? ottt _pc_bi_fabi006

Recognizing the Value of Intangible Assets ....... _pc_bi_ fabi007
Recession: How it Affects Business ................... _pc_bi_fabi008

Using Financial Analysis for Credit
DECISIONS ..o _pc_ch_lach012

Accounting 101

Accounting Fundamentals .........c.ccocooernoiniiininenenne FINO121
Accrual Accounting Procedures ..........cocecevireneneniecnne FIN0122
Accounting Systems and Closing Activities ................. FINO123
Accounting for Cash Control .........c.cccecevvivvinincncnnenne FINO124
Accounting for Merchandising Businesses ................... FINO125
Final Exam: Accounting 101 .......c.ccocoveiiinininnne. FE0004 eng
Accounting for Sales Returns ..........c.ccocceveeeeee. _pc_bi_fabi005

Practical Budgeting Skills for Business

Creating and Analyzing an Operating Budget .............. FINO161
The Ins and Outs of Capital Budgeting ..........c..ccccceeeeee FINO162
Effective Budget Management ............ccceceeeveneneniecane FINO163

Advanced Business Finance

Introduction to Advanced Finance ...........cccocoveveieenne FINO0211
Investment Project Analysis and Selection ................... FINO212
Raising Capital and Financing Decisions ..................... FINO213
Managing Working Capital FINO214
Corporate ReStructuring .........cceeceevveevverereerreeieerieneennns FINO215
Financial Risk Management .............cccoceevverueecverienenenne FINO216
International Finance ...........ccococeverienincencnieniencene. FINO217
Final Exam: Advanced Business Finance ................ FE0005_eng
Outsourcing Financial Activities ...........ccecuenen. _pc_bi_fabi001

Accounting 102

Accounting for Partnerships ..........ccccceveeevereecrenieneennn. FINO0221
Accounting for Corporations ............cceeceeeverueecververeennes FIN0222
Analyzing Cash Flow Statements .... FIN0223
Master Budgets .......c.ccoceeverienieneenienienienceieeeeee e FIN0224
Final Exam: Accounting 102 .........cccccovvvevvenieciennenns FE0006_eng

The Basics of Budgeting ........c.ccecvevveennnee. fin 01 a02 bs enus
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Auditing: A Practical Approach

Introduction to Auditing ..........ccceeeveriereeienineneneene FIN0231
Introduction to Internal Auditing ..........ccceceverereneens FIN0232
Principles of Internal Auditing ..........ccoceeveevevvencrcennene FIN0233

Introduction to External Auditing ... FIN0234
Principles of External Auditing ..........cccceceeivinenenenens FIN0235
Using Audits to Help Prevent Business Fraud .... pc _bi fabi002

Establishing the Role of the Audit
Department..........cceeeereeieneeienieieneeeeeeiee _pc_ch_fach001

Managerial Accounting

Overview of Managerial Accounting ..........c..coceeeeeveunee FIN0241
Managerial Decisions and Capital Budgeting ............... FIN0242
Managing for Asset Control .........ccccceeveeerenirenenenene. FIN0243
Cost Accounting Decisions ...........ccccceeevevevenenenennennens FIN0244

FINANCE, HUMAN RESOURCES AND
ADMINISTRATION

ADMINISTRATIVE SUPPORT
CURRICULUM

Essential Skills for Administrative Support
Professionals

Administrative Professionals: Representing

YOour Boss ..cveveieiiiiiriiieeeeeeeee ad 01 a0l bs enus
Administrative Professionals: Common

Administrative Support Tasks.......c..ccceeene ad 01 a02 bs_enus
Administrative Professionals: Maximizing

Your Relationship with Your Boss .............. ad 01 a03 bs enus
Administrative Professionals: Interacting

With Others.......oocvevirieninieieeeeeeeee ad 01 a04 bs enus
Administrative Professionals: Putting Your

Best Foot Forward...........cccoeveevevieienieennnne. ad 01 a05 bs enus

The Effective Administrative Support

B Advanced Skills for Administrative Support

Professionals

Behavior: Putting Your Best Foot Forward ................ ADMO111
Managing Yourself and Those Around You ............... ADMO112
Partnering with Your Boss ........cccccevevieiieninnienieiee ADMO113
Communicating with Power and Confidence .............. ADMO114
Advanced Administrative Support Simulation ........... ADMO110

FINANCE, HUMAN RESOURCES AND
ADMINISTRATION

KNOWLEDGE MANAGEMENT

Knowledge Management Fundamentals

The Art of Knowledge Management KNOWO0101
Knowledge as Capital ..........cccocevinenincciinicncnnnn KNOWO0102
Putting Knowledge to Work .........c.ccoeoevecincncnnnn KNOWO0103
Managing Knowledge Workers .........cccoceoveinennennee KNOWO0104
Being a Knowledge Activist ......c..coceveveriecnencnnnne KNOWO0105
Final Exam: Knowledge Management
Fundamentals..........cocoeoieniniininienieienececeeee FE0008_eng
The 21st Century Learning Curve

Disciplines of Organizational Learning:

Personal Mastery .........coceveeeeinineneneneene _pc_bi_ptbi011

Achieving Measurable Performance Impact from
Training

Training for Business Results ..........cccoceoecincninnnn. KNOWO0301

FINANCE, HUMAN RESOURCES AND
ADMINISTRATION

HUMAN RESOURCES CURRICULUM

Professional Managing Diversity in the Workplace
Getting Started--The Administrative Support The Reasons Why Diversity Matters ........... hr 02 a0l bs_enus
Professional.........c.ccoceeierieiieniiieeneeeeee e ADMO0101 Changing Corporate Culture ..................... hr 02 a02_bs_enus
Overview to Effective Business Communication ....... ADMO0102 Planning a Diversity Initiative ... hr 02 a03_bs_enus
Using Effective Business Communication ................ ADMO103 Diversity: the Future .........c.ccoocevveiinienenen. hr 02 a04 bs enus
Administrative Functions ...........c.cccceeeeee .... ADM0104 Managing Diversity in the Workplace
Advancing Your Administrative Career ..................... ADMO105 Simulation HRO02A
Effective Administrative Support Instituting a Dress Code ......oocvevvieienienierieneenene _pc_bi_hrbi011
Professional Simulation ...........cccocviveneneniencncnenn ADMO0100 MANAGING DIVELSILY -rrevvvrroeoeooeosoeoeoeeooo _pe_ch_lach015
Understanding Workplace Diversity ................... _pc_bi_hrbi002
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Effective Hiring and Interviewing

What to Consider When Hiring .................... hr 03 a0l bs_enus
Interviewing Effectively .......c.cocooennninnnn hr 03 _a02 bs_enus
Choosing the Best Applicant ..........c.ccccoeuee. hr 03 a03 bs_enus
Effective Hiring and Interviewing Simulation .............. HROO03A

Screening Applicants for Emotional
Intelligence.......ooerierieieieieeeeee e _pc_bi_hrbi012

_pc_ch _lachO11
Guarding against Interviewing Biases ................ _pc_bi_hrbi003

Hiring Strategic Thinkers

HRCI Senior Professional in Human Resources
(SPHR)

HR's Strategic Role in the Organization

Programs to Benefit Employees (HRCI/PHR -

2007-aligNEA)....cueerveeeieiieiieieeee et HRO0271
Employment Relations (HRCI/PHR -
2007-aligNEA)....cveeveieiiieeiee e HR0272
Sexual Harassment at Work (HRCI/PHR -
2007-aligNEA)....cueereeeeieiieiieieeiiee e HRO0273
Non-Unionized Workplaces (HRCI/PHR -
2007-aligNEA)....ccueevereieiieeeieiie e HR0274
Unionized Workplaces (HRCI/PHR -
2007-aligNed).....c.evviruiriiiiieieieeneeeee e HRO0275
Health and Safety in the Workplace (HRCI/PHR

= 2007-aligNE).....covereieeieieiee e HR0276
Risk Assessment and Prevention (HRCI/PHR -
2007-aligNEA)....cueereieeieiieieieeiee et HRO0277

(HRCISPHR - 2007-aligned) .........ooooo........ hr 04 a0l bs_enus Recruiting and Retention Strategies
Management of the HR Process (HRCI/SPHR - .
R ting Talent .......cccoevveinccencineennn hr_05_a01_b
2007-aligned) ...coveeueerieieieeieieeeeeeeee e hr 04 a02 bs enus ectuiting faten | | hr_O _aoz_bs_enus
Retaining Your Talent Pool ............c...c...... 5
Strategic Approaches to Workforce Planning € al'm'ng our Tafent oo 1> ate_bs_ents
and Employment (HRCI/SPHR - 2007-aligned)hr 04 a03 bs enus Surviving the Talent Crunch ........cccceeevieiennen. _pc_ch_Isch007
Strategic Approaches to Human Resource Aligning Recruitment to Job Requirements ........ _pc_bi_hrbi001
Development (HRCI/SPHR - 2007-aligned).hr 04 a04 bs_enus Understanding Employment Attrition in High
Strategic Approaches to Total Rewards Performing Teams .........cccceeevreenveeninrccnennnn. _pc_ch hrch001
(HRCI/SPHR - 2007-aligned).........ccceceneee. hr 04 a05 bs enus Preventing High Turnover Rates: How to Keep
Strategic Approaches to Labor Relations the BeSt..oooviiiiieiiecieeceee s _pc_bi_mgbi008
(HRCI/SPHR - 2007-aligned) .........ccccecueneenne hr 04 a06_bs_enus Fringe Benefits: Maintaining a Competitive
Strategic Approaches to Risk Management Hiring Advantage............ceceeveveireeeneereneennenenn _pc_bi_hrbi004
(HRCI/SPHR - 2007-aligned)...........cccccce... hr_04_a07_bs_enus Employer Branding ............ccccoveveveveveveeeveneenennas _pc_bi_hrbi007
Final Exam: HRCI/SPHR (Senior Professional Devising an Effective Corporate Wellness
Human ReSOUICe).........ccccvuviviiiiiiniiiiiiiiiccees FE0028_eng PIOZIAIM .....oieevviiiieeeeeeceeee e _pc_bi_hrbi009
B HRCI Professional in Human Resources (PHR) Behavioral Interviewing
Human Resources Fundamentals (HRCI/PHR - Building a Firm Foundation ..........cccccoeevivieviieeeeininininnns HRO211
2007-aligNed) ....c.eeuveeeeniriinierieieeee e HR0261 SCIEening APPLCANLS ...vvvvvrrrroeeeeeeooeeeeeeeeeeese oo HRO212
%rﬁfifgﬂgﬁ?? emem(H RCWHR e HR0262 Preparing for the Behavioral INEIVIEW w....o..co..voc.v. HRO213
Affirmative Action and the EEO (HRCI/PHR - Conducting the Behavioral-based Interview .................. HRO0214
2007-aligNEd) ..c.veveeeviriiiirieinietreeee e HR0263 Preparing as the INterviewee ...........cccoevevvecvvvevnennnenes HRO0215
Employment Management (HRCI/PHR - Experiencing the Behavioral-based Interview ... HRO216
2007-aligNEA) ...evveenrieeieiecieie ettt HRO0264 Behavioral Interviewing Simulation .............ccccoeeveveen... HRO0210
Recruiting and Selecting Candidates
(HRCI/PHR - 2007-aligned) .......ccccecvereeieninienenieienne HRO0265 Recruiting & Retention Strategies for the Tight
Offers, Contracts, and Exit from the Labor Market
Organization (HRCI/PHR - 2007-aligned)............cc...... HR0266
Developing Employees (HRCI/PHR - Recruiting for the 21st Century: The Market ................. HRO0221
2007-aligNEA) ...eveemiieieiirieeieeiee e HRO0267 Recruiting for the 21st Century: Strategies .................... HRO0222
Developing Human Resources (HRCI/PHR - Recruiting Successfully ........ccoovivininineniiniiencne HR0223
2007-aligNEd) ..ot HR0268 Online Recruiting  HR0224
Compensating Employees (HRCI/PHR - —_— . L.
2007-GHZNEA) cerrrreeerrre e e eesereee e HR0269 Facilitating Effective HIMNg ..o.oovossssvscicsn HR0225
REtENTION ..eoviiiiiiiericeccee e HR0226
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Test Preps

TestPrep Professional in Human Resources
(PHR) 2007-aligned .........ccccerenereeeecncnnenen TPPHROSED ENG

FINANCE, HUMAN RESOURCES AND
ADMINISTRATION

MENTORING ASSETS

Mentoring Assets

Mentoring Professional in Human Resources
(PHR) . mntphr05ed

MANAGEMENT AND LEADERSHIP
MANAGEMENT CURRICULUM

Effectively Managing Top Performers

Managing and Rewarding Top Performers mgmt 01 a0l bs enus
Recognizing Natural Leaders .........cccceeevvenennee. _pc_ch_Isch001

Managing Top Performers Is Always
Easy...Right? .....ccoooiiiee _pc_bi_hrbi013

Advanced Management Skills

Managing in a Global Business Environment mgmt 02 a0l bs_enus

Managing Cross-Functions .................... mgmt 02 a02 bs enus
Managing for High Performance ............ mgmt 02 a03 bs enus
Managing Managers ..........c.ccceeveernennenn mgmt 02 a04 bs_enus
Managing Upward Relationships ........... mgmt_02 a05 bs enus
Advanced Management Skills Simulation ............. MGMTO002A
Assessing Employees for Cultural
Adaptability.......ccceveeierieierieieseee e _pc_ch pfch001
Considering Key Features of a Policy and

Procedure Manual ...........cccooeeieniiiiincinienieiene _pc_ch_hrch003
Developing Adaptable Managers ...........c.ce.. _pc_bi_ mgbi013

Employee Engagement _pc_ch _mgch006

Moving into Management

Taking on a Management Role .............. mgmt_03 a0l bs enus

Becoming a Manager: Responsibilities and
Fears.....ccooviiiiiiieeeecceceeeee mgmt 03 a02 bs enus

Becoming a Manager: Leading and
CoOmMMUNICALING....c.veererrererireienieeaeneens mgmt_03 a03 bs enus

A New Manager and the Company's Future mgmt 03 a04 bs_enus
Moving into a Management Role Simulation ......... MGMTO003A
Leadership and Management Simulation ................ MGMTO003B

Adopting the Appropriate Management Style ._pc_ch_mgch005

B Crucial Skills for Tomorrow's Managers

Tomorrow's Managers' Competencies ...mgmt 04 a0l bs enus
Tomorrow's Managers' Development Tools mgmt 04 a02 bs enus
Managing as Coach and Counselor ........ mgmt 04 a03 bs_enus
Managing as Project Champion ............. mgmt_04_a04 bs_enus
A Primer for Ensuring Accountability ... mgmt 04 a05 bs enus

Crucial Skills for Tomorrow's Managers
SIMUIALION. ....c.evveviieiiiciceceee e MGMTO004A

Problem Performance Management

Problem Performance Prevention .......... mgmt 05 a0l bs_enus
Problem Performance Identification ...... mgmt_05 a02 bs enus
Problem Performance Improvement ...... mgmt_05_a03 bs enus
Addressing Problem Performance ......... mgmt 05 _a04 bs_enus
Avoiding Problem Performance Simulation .......... MGMTO005A
Dealing with Problem Performance Simulation ..... MGMTO005B
Underperforming Employee - Now What? ......... _pc_bi_hrbi010
Managing Performance ........c..c.ccocevevierncncnnnn _pc_ch lach002

Using Change Process to Support Employees

Starting the Change Process ................... mgmt 06 a0l bs_enus
Managing the Change Process ............... mgmt 06 _a02 bs_enus
Integrating Change in Your Organization mgmt_06_a03_bs_enus

Using Change Process to Support Employees

SIMUIAtION. ... MGMTO006A
Using Change Process to Support Teams
SIMUIAtION. ....eieiieiiicieecee e MGMT006B

Involving Employees in Corporate Change ........ _pc_bi Isbi011
Developing People ......ccoevvvvevievienieeierieeiee _pc_ch lach013

Effective Delegation

The Basics of Delegation .............c........ mgmt_07 a0l bs enus
Delegation: the Personal Approach ........ mgmt_07 a02 bs enus
Managing Delegation ..........ccccceeeeuennene mgmt 07 _a03 bs enus

MGMTO007A
Delegating Appropriate Tasks ..........ccccceevenenne _pc_bi_mgbi007

Delegating Effectively Simulation ...

Facilitating Successfully

The Facilitator Role ........cccoceevverveienns mgmt_08 a0l bs enus

Facilitative Fundamentals: Tools and
Techniques. ......ccceveeeenieieneeieneeieiee mgmt 08 a02 bs enus

Facilitating Meetings and Work Groups mgmt 08 a03 bs_enus
Facilitating Difficult Situations .............. mgmt_08 a04 bs enus
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Facilitative Tools and Formats: Offering

OPHONS...cuveeeieierieeieeieeiene ....mgmt_08 a05_bs_enus
Facilitative Leadership .........ccccccoveenene. mgmt 08 a06 bs_enus
Facilitating Successfully Simulation ...................... MGMTO08A

Coaching with Confidence

Business Coaching ..........cccoceeveereeceennenne mgmt 09 a0l bs enus

Successfully Coaching Relationships .....mgmt_09_a02_bs_enus

The Key Stages of Coaching .................. mgmt 09 a03 bs_enus
The Coaching Skillset .........cccceoeerenene. mgmt 09 a04 bs enus
Emotions, Mindsets and Coaching ......... mgmt_09_a05_bs_enus
Trends in Coaching ........ccccoeeveveveennenn mgmt_09_a06_bs_enus
Coaching with Confidence Simulation ................... MGMTO009A

Coaching Teams and Personalities Simulation ....... MGMT009B

The Essentials of Mentoring

Mentoring Effectively ......c.coceoeenicnenne. mgmt 10 a0l bs_enus
Mentoring as a Manager ...........c.ccecueeuee mgmt 10 _a02 bs enus

Implementing a Mentoring Program for the
Organization...........cecceevenereeneeneeeeeneenne mgmt 10 a03 bs_enus

Mentoring Strategies for the 21st Century mgmt 10 a04 bs_enus
Achieving Success: the Help of a Mentor mgmt_10_a05_bs_enus
Mentoring On-line ..........ccccoeeveveenennnn mgmt_10_a06_bs_enus
The Essentials of Mentoring Simulation ................ MGMTO010A

Appraising Performance

Assessing Performance Continuously ...mgmt 11 a0l bs enus
Performance Reviews ..........ccccveeveieneens mgmt_11_a02 bs enus
Appraising Performance Simulation ...................... MGMTO11A
Preparing for Your Performance Appraisal ........ _pc_bi ptbi017
Selecting the Appropriate

From Technical Professional to Leadership
SIMUlation.......ccooeoiiiiiiiiiicice MGMTO012S

360-Degree Performance Appraisal

About 360-Degree Performance Feedback .............. MGMTO0151
Elements of a 360-degree Performance Review ...... MGMTO0152
Delivering 360-Degree Performance Feedback ....... MGMTO0153
360-Degree Performance Appraisal Simulation ....... MGMTO0150

The Fundamentals of Business Crises
Management

Preparing for Business Crises .......c..ccccoeeeevercncnnnn MGMTO0171
Responding to Business CriSes ..........cccceveererennnne MGMTO0172
Recovering from Business Crises ..........c.ccceeevennene MGMTO0173
Business Crisis Management Simulation ... ..MGMT0170
Is Your Company Prepared for a Crisis? .......... _pc_bi_mgbi006
Demonstrating Accountability in a Crisis

STUATION. ...t _pc_ch lach007
Managing Technical Professionals

Understanding Technical Professionals ................... MGMTO0291
Attracting, Motivating, and Retaining

Technical Professionals ...........ccccoccvevenieciecncncnnene MGMT0292

Models for Managing Technical Professionals ........ MGMT0293

Developing Career Plans for Your Technical
Professionals..........cooeveeririenienieneeiere e MGMT029%4

Managing Technical Professionals Simulation ........ MGMT0290

Managing Contractors and Temporary
Employees

Doing Business with Independent Contractors ........ MGMTO0701

Performance-appraisal Method .......................... _pc_ch_hrch002 Hiring Temporary (Contingent) Employees ........... MGMT0702
Managing Contingent Employees ..........c.ccceceeceennene MGMT0703
B Moving from Technical Professional to Legal Pitfalls Regarding Independent
Management CONLTACLOTS. ...eeeuvieeeiiieeeiie e et e e et e et e e e eeaee e MGMT0704
Working with Temporary Agencies ...........ccceecvenen. MGMTO0705
Management Development for Technical . . . .
Professionals ..........ccoeeeerenienenienienieeseeeeee e MGMTO0121 lemg and Managm-g Contractors Simulation ....... MGMT0700
Communication Skills for Successful ?g:il §;amﬁll\l/[1a?§g;2§ Contractors and FE0009 en
MaNAGEMENL.........oooeoeoeeooeee oo MGMTO0122 e —ene
Process Management SKills .........cccoeevevirvenieniennnnne MGMTO0123
. . MANAGEMENT AND LEADERSHIP
Leadership Development for Technical
Professionals ...........cooovvvuiiiiiiiiiiiiieeeee e MGMTO0124 LEADERSHIP CURRICULUM
Strategies for Transitioning into Management ........ MGMTO0125
Transitioning From Technical Professional to Movi :
ving from Managemen L rshi
Management..........cceeueeeeruerienerienenieie st ee MGMTO0120 oving iro anagement to Leadership
Recognizing a Leader .........ccoceveveviniennene lead 01 a0l bs_enus
www.skillsoft.com {la :
>7 SkillSoft Corporation ©2007 - Information subject to change. .‘ikl’ ﬂ'



BUSINESS SKILLS COURSEWARE

The Communication of a Shared Vision ...lead 01 _a02 bs_enus [ ] Leading the Workforce Generations
Leading by Enabling ..........cccccoevvevinienenne lead 01 a03 bs_enus ) )

S ) Introduction to Work Force Generations .................. LEADO0231
Communication and Leadership ................ lead 01 a05 bs enus A - Develoni d Retaini

ttracting, s t

Coaching Performance ............c.cccoeveneneee lead 01 a06 bs enus G erzzialtlil(%ns eveloping, and Retaiming LEAD0232
Leadership and Change ....lead 01 a07 bs_enus Leading Silent Generation and Baby Boom
The Model Leader .........ccoeeveevievecneenienn. lead 01 a08 bs_enus WOTKELS vttt LEADO0233
Moving from Management to Leadership Leading Generations X and NexXt .......cccccccevereneneenene LEADO0234
SIMUIALION ... LEADOO1A Making Cross-generational Teams Work ................ LEADO0235
Growing from Management into Leadership Cross-generational Workers in the 21st
SIMUIAtION ..ot LEADO01B Century LEAD0236

. . Leading the Workforce Generations Simulation ....... LEAD0230
B Leadership Essentials

Managing an Aging Workforce .........cccoeceeene _pc_bi_mgbi005
Leadership Essentials: Motivating Employees lead 05 a0l bs_enus Developing the Next Generation ............ccccoe..... _pc_bi_Isbi007
Leadership Essentials: Communicating Vision lead 05 a02 bs_enus Understanding the Motives of Millennials ........ _pc_bi_mgbi014
Leadership Essentials: Building Your
Influence as a Leader ............ccoevvvvvveeiennnnn. lead 05 a03 bs_enus B Succession Planning for Business Environment
Leadership Essentials: Leading with
Emotional Intelligence .........c.ccoccvvvennnene. lead_05_a04_bs_enus Succession Planning OVerview .............ccccocevennennn. LEADO0301
Leadership Essentials: Leading Business Succession Planning Strategies .............ccocevvvieennns LEADO0302
EXecution ........ccoeevveeciieniieiieeie e, lead 05_a05 bs_enus Succession Planning and Human Resources .... LEADO0303
Leadership Essentials: Leading Innovation lead_05_a06_bs_enus Succession Planning Management ..................c.c....... LEAD0304
Leadership Essentials: Leading Change ....lead 05 a07 bs enus Initiating a Succession Plan Simulation .................... LEADO0300
Leadership Essentials: Creating Your Own Implementing a Succession Plan Simulation ............ LEADO030S
Leadership Development Plan .......c.or.. lead _05_a08_bs_enus Succession Planning ...........cccceceveeieniinienienene _pc_bi_Isbi002
Developing a Business Execution Culture ......... _pc_ch_lach001 Succession Planning and Management Programs _pc_ch_Isch004
Leading Change .........cccceceveninineneicceeicenne _pc_ch lach004
Leader as MOtivator .......c..cocevevvevienieiecnencnnenn _pc_ch lach008 PROFESSIONAL EFFECTIVENESS
Leading Innovation ..........cccceeeeveerencieneneenennens _pc_ch _lach010
Motivating Employees and Leading Change COMMUNICATION CURRICULUM
SIMUIAtION ..o LEADOOSA
Communicating a Shared Vision .............ccco.o.... _pc_bi_1sbi001 B E-mail Essentials for Business

Leading Teams through Change
Taking Calculated Risks in Leadership ............... _pc_bi_Isbi006

...._pc_bi_1sbi003

Using E-mail and Instant Messaging

Effectively ....ocoevveveeiiiieiineeeceeee comm 17 a0l bs_enus
Motivating Human Behavior ..........ccccocvevennnnen. _pc_ch_Isch002 Addressing and Redistributing E-mail ...comm_17_a02_bs_enus
Wanted-Innovation Leaders .........ccccccccoveveeennenene. _pc_bi_Isbi013 Managing Your E-mail comm 17 203 bs enus

B Business Execution B Telephone Essentials for Business

Foundations for Business Execution .........c..ccccceueee.. LEADO151 Essential Skills for Professional Telephone
Creating a Business Execution Culture ..................... LEADO0152 CallS ..o comm_18 a0l_bs_enus
Business Execution in Action ........cccceceeceverenennennne LEADO153
Business Execution Simulation ...........ccccceeevreeenne. LEADO150 B Business Writing Basics
Business Execution Blended Learning Toolkit ......... BLTLEO15 Business Writing: Know Your Readers and Your
Fostering a Business Execution Culture .............. _pe_bi_lsbi008 PULPOSE ..o comm_19 a0l bs_enus
Pave Your Own Path ..o _pc_bi_1sbi009 Business Writing: How to Write Clearly and
Performance Dashboard or Scorecard? ............. _pc_bi_mgbi012 CONCISELY vvevvevrereeieeieeiiee st comm_19 a02 bs_enus

Business Writing: Editing and Proofreading comm 19 a03_bs_enus
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B Business Grammar Basics Reacting to Co-workers Who Try Taking
AdVantage .........cevverierieriieieeee e _pc_ch_pfch003
Business Grammar: Parts of Speech ..... comm_20_a0l_bs_enus Blame Backfires--Conquer Negative Thinking ... pc_bi_pfbi003

Business Grammar: Working with Words comm 20 a02_bs_enus
Business Grammar: The Mechanics of Writing comm_20_a03 bs enus [l Giving Successful Presentations

Business Grammar: Punctuation ........... comm 20 a04 bs_enus )
Presenting Successfully comm_05 a0l bs enus

Business Grammar: Sentence Construction comm 20 a05 bs_enus

. Delivering the Message comm 05 a02 bs enus
Business Grammar: Common Usage Errors comm 20 a06 bs_enus & & - - T~

Available Presentation Resources .......... comm_05_a03 bs_enus

B How to Write an Effective Internal Business Case Giving Successful Presentations Simulation .......... COMMO05A

Attracting New Investors - Keeping

Preparing a Business Case .........c........... comm_01 a0l _bs enus Presentations Focused...........coccevivienienieneneenene _pc_bi_fabi004
Writing a Business Case ..........c.ccocee.e. comm 01 _a02 bs enus
Presenting Your Case .........ccccecevveuennne comm_01_a03_bs_enus B The Effective Business Meeting

Planning an Effective Business Meeting comm_06 a0l bs_enus

B Business Interpersonal Communication Skills
P Leading an Effective Business Meeting .comm_06_a02 bs_enus

Interpersonal Communications: The Process comm_02_a01_bs_enus Participating Effectively in a Business

The Mechanics of Communicating Effectively comm_02_a02_bs_enus MeEEtiNG....c.cveveerrveirciieeeceneeeee comm_06_a03_bs_enus
Workplace Communication Skills ......... comm _02_a03_bs_enus The Effective Business Meeting Simulation .......... COMMO06A
Communicating for Results ................... comm_02_a04 bs_enus When Too Many Meetings Are Just Too Much .._pc_bi_pfbi008
Leadership Communication Skills ........ comm_02_a05_bs_enus Making Meetings Work ........ccccoceeveerneccnnenne. _pc_bi_ptbi018

Resolving Conflict with Communication Skills comm 02 a06 bs_enus

B Conflict in the Workplace

Communicating for Contacts ................ comm_02 a07 bs enus
Business Interpersonal Communication Skills Perspectives on Conflict in the Workplace comm 07 a0l bs_enus
SIMUIAtION ...eeneiiieieiieeee e COMMO02A Handling Conflict .....ooooccrrrosrorrrrreee comm_07 a02_bs_enus
?eam Iqtemersonal Communication Skills Managing Organization Conflict ........... comm_07_a03 bs_enus
SIMUIAtION ....oveviecieiriciecrececeee e COMMO002B

Conlflict in the Workplace Simulation .................... COMMO07A

Managing Workplace Conflict Simulation COMMO07B

B Effective Listening

Coping with Accusations in the Workplace ....... _pc_ch 1sch003
Listening Basics .........c.cooveeviniincninn. comm_03_a0l_bs_enus Managing Conflict ..........cccovevivieivieeiriereienenns _pc_ch_lach009
Listening to Comprehend comm_03_a02_bs_enus Confrontation: What's the Best Approach ......... _pc_bi_mgbi009
Higher Purpose Listening -..comm_03_a03_bs_enus Manager to Manager Conflict ..........ccoccveevenene _pc_ch _mgch003
Enhancing Listening SKkills .................... comm_03 a04 bs_enus
Effective Listening Simulation .............c.ccceevreveenees COMMO03A B Getting the Results You Want: Negotiating to

Win

B Working with and Managing Difficult People .

Crafting Deals .......ccccvvveveneeriinieienens comm_08 a0l bs_enus
Difficult People in the Workplace Connecting and Communicating ... comm_08 a02 bs_enus
Environment.........c.ceeceevereeneneeneneennens comm_04 a0l bs enus The Process of Negotiation «................... comm_08 a03 bs_enus
How to Work with Aggressive People .. comm_04_a02_bs_enus The Dynamics of Interacting ................. comm_08 a04 bs enus
How to Work with Negative People and Negotiating Inclusively ........c.ccceevevennen. comm_08 a05 bs_enus

Procrastinators. ........ceeeevereenieneenieneennens comm_04 a03 bs_enus )
) . What to Do When the Going Gets Tough comm_08 a06 bs enus
How to Work with Arrogant and Duplicitous

PEOPIE....evieieeeeeeeeeeeeeeeeeeeeeee e comm_04 a04 bs_enus Mastering Negotiation ...............ccoocoeee.. comm_08_a07_bs_enus
Working with and Managing Difficult People Winning Negotiation Simulation COMMO0SA
SIMUIAON ... COMMO04A Location Does Matter ...........cccoceeevveereeeeereennne _pc_ch_pfch002
Effective Communication with Difficult Effective Body Language in Negotiations .......... _pc_bi ptbi013
Coworkers Simulation...........ccccceeveverinenieinenennens COMMO004B
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Emotional Intelligence at Work

Defining Emotional Intelligence ........... comm_09 a0l bs enus
Emotional Intelligence in the Workplace comm_09 a02 bs enus

Emotional Intelligence and Teamwork .comm_09 a03 bs enus

Increasing Emotional Intelligence ......... comm_09 a04 bs_enus
Emotionally Intelligent Leadership ....... comm_09 a05 bs enus
Emotional Intelligence at Work Simulation ........... COMMO09A
What is Emotional Intelligence? ...........cccue..... _pc_bi_ptbi009

Communicating Assertively

Asserting Yourself Professionally ......... comm_10_a0l_bs_enus
Assertiveness from Inside to Outside ....comm_10_a02_bs enus

Communicating Assertively Simulation ................. COMMO10A

Professionalism and Business Etiquette

Standard Business Etiquette .................. comm_11 a0l bs enus
Communication Business Etiquette ....... comm_11 a02 bs enus
Etiquette at the Business Meeting ......... comm_11 a03 bs_enus
Business Etiquette for Supervisors ........ comm_ 11 _a04 bs enus
Professionalism and Business Etiquette

SIMUIAtION ....oveiieciiieeciercirecceeeee e COMMO11A
Business Etiquette in Introductions .................... _pc_bi_ptbi001

Building Improved Work Relationships

Effective Interfunctional Relationships . comm_12 a0l bs_enus
Effective Intercultural Relationships .....comm_12 a02 bs enus
Effective Intergender Relationships ...... comm_12 a03 bs enus
Effective Relationships with Customers comm_12 a04 bs enus

Effective Relationships with Business
Partners ........oceveevenienienieeneeeeee comm_12 a05 bs_enus

Building Improved Work Relationships
SIMULAtION ...t COMMO12A

Obtaining Results without Authority

Getting Results by Building Relationships comm_ 13 a0l bs_enus

Results and Teamwork without Authority comm_13 a02 bs enus

B International Communications

The Impact of Culture on Communication ............. COMMO0021
The Art of Global Communication ..........c..cccceeeuee COMMO0022
Improving Your Cross-cultural Communications ... COMMO0023
International Communications Simulation .............. COMMO0020
Cross-cultural Communications Simulation ........... COMMO002S

Dispute Resolution in International
CONMIACES ...ttt _pc_ch_Isch005

Effective Use of Feedback for Business

An Essential Guide to Giving Feedback ................. COMMO0521
Coping with Criticism and Feedback ...................... COMMO0522
Giving Feedback to Colleagues .........c..ccceverenencne COMMO0523
Team Feedback: A guide ........oceoeveiiiiininice COMMO0524
Giving Feedback: A Manager's Guide ................... COMMO0525
Effective Feedback for Employees and

Colleagues Simulation ..........ccccvevereeieirenerenecne COMMO0520
Effective Use of Feedback for Teams

Simulation COMMO52S
Criticism in CONteXt ........cceevveveveinenenenieeennes _pc_bi_ptbi016
Giving Appropriate Feedback .........cccccceoenenenn. _pc_ch_lach006

Anger Management in The Workplace

EXperiencing ANger ........c.cocvevereenieieineneneieene COMMO701
Managing Your ANZEr ........cccceveveeeeeeeneneneneeene COMMO0702
Managing Anger in the Workplace Simulation ....... COMMO700

PROFESSIONAL EFFECTIVENESS
FOUNDATION SKILLS CURRICULUM

Basic Business Math Skills

Whole Numbers, Fractions, and Equations ................ FNDTO0101
Decimals and Percents .............cccoveeeeiiiieiieeennieeene. FNDTO0102
FNDTO0103

Ratios, Averages and Graphs

PROFESSIONAL EFFECTIVENESS

Leading without Authority .................... comm_13 a03 bs_enus
Creating Change, Gaining Allies ........... comm_13 a04 bs_enus CP:EESR?CNUALLUE\)AEVE LOPMENT
Communicating to Get Results ............. comm_13 a05 bs_enus
Obtaining Results from the Boss ........... comm_13 a06 bs_enus .
, . o . Telecommuting and the Remote Employee
Getting Results with No Authority Simulation ...... COMMO13A
Influencing Key Decision Makers ....................... _pc_bi_Isbi015 Telecommuting Basics: Maximizing
Productivity as a Remote Employee.............. pd_08 a0l bs enus
Telecommuting Basics: Communication
Strategies for the Remote Employee............. pd 08 a02 bs enus
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Generating Creative & Innovative Ideas

Generating Creative and Innovative Ideas:

Enhancing Your Creativity.........cocceoevereneene pd 09 a0l bs enus
Generating Creative and Innovative Ideas:
Maximizing Team Creativity ..............cc....... pd_09 a02 bs enus
Generating Creative and Innovative Ideas:
Verifying and Building on Ideas.................. pd 09 a03 bs enus
Executing Innovation ........c..cccceeeveeivicncncnennennne _pc_bi_Isbi016

Managing Your Career

Managing Your Career: Creating a Plan ..... pd_10_a01 bs_enus
Managing Your Career: Getting on the Right

TTACK . pd 10 a02 bs enus
Managing Your Career: Professional
Networking Essentials..........ccccceveevieniennnne pd_10_a03 bs enus

Managing Your Career: You and Your Boss pd_10_a04_bs_enus

Managing Your Career: Leveraging the
Performance Appraisal............ccccoceverenenens pd_10_a05_bs_enus

Take Control of Your Time by Working More
Effectively

Your Time and YOu ......cccceveeeveinencnienieenns pd 01 a0l bs enus

Techniques for Improved Time Management pd 01 _a02 bs_enus

Developing Excellent Time Management Habits pd_01_a03 bs_enus

Communication during Organizational Change pd_03_a03_bs_enus

Handling Organizational Change Simulation ................ PDO003A
Managing the Stress of Organizational Change pc bi mgbi004

The Importance of Flexibility in the
WOTKPIace. ....ccveeeeeieiieiieieieeiee e _pc_bi_ptbi007

Decision-making and Problem-solving for
Business

The Fundamentals of Effective Thinking ....pd_04_a0l_bs_enus
Problem Framing ........c.ccccoveveieinincncnnn pd 04 a02 bs enus
Problem Solving: Generating Alternatives ..pd 04 a03 bs_enus
Making Decisions Dynamically ................... pd_04_a04 bs_enus

Decision Making: Implementation and
Evaluation........c.ccceoeeerinenenececececeen pd 04 a05 bs enus

Group Problem Solving and Decision Making pd 04 a06 bs_enus
Effective Thinking and Creative Problem

Solving SIMulation .........c..cceceeeiviinvinineneneieineeenees PD004A
Rational Decision-making and Problem Solving

SIMUIALION. ....viveveieiciccieeeereceee e PD004B
Turning Problems Around with Reverse

Brainstorming ............ceeceeeeerenieneeieniesceeeeenn _pc_bi_Isbi017
Uncovering the Root Problem ............c.ccccceen. _pc_ch lach003

Playing the Devil's Advocate in Decision
MaAKING...cvieiieiieieieeeeeee e _pc_bi_ptbi005

Taking Control of Your Time Simulation ...................... PDO001A Doing Business Professionally
Planning for Int tions Hel ith
AMMNG 07 “HCTTuphions Lieps Wi . . Working for Your Inner Boss: Personal
Procrastination ............ccceveeveneeienenieenienieneenen _pc_bi_ptbi014 .
Prioritizing P | and Professional Accountability ........ccoceveeninieninieeee pd_05 a0l bs enus
rioritizing Personal and Professiona . o
Responsibilities .......coveereererienieieieincsereiee _pc_bi_mgbi003 Managing from Within: Self-empowerment pd_05_a02_bs_enus
Coping with Information Overload ................. _pe_bi_pfbi002 Goals and Setting Goals .......c.ccocevvereeencnnenn pd 05 a03 bs enus
Creating a Positive Attitude ...........cceceeuenneee pd_05 a04 bs enus
B Business Ethics Pursuing Successful Lifelong Learning ....... pd_05 a05 bs enus
Doing Business Professionally Simulation .................... PDO0SA

Making Decisions Ethically ...................... pd_02_a01_bs_enus Reframing Negative Situations ........c..c.cccceeueueee. _pc_bi_hrbi008

Business Ethics for Managers .................... pd_02 a02 bs enus Disciplines of Organizational Learning:

Understanding Organizational Ethics .......... pd_02_a03_bs_enus Personal Mastery .........cccceeeirvevevevevreieeseserenennnns _pc_bi_pfbi0l1

Social Responsibility in Corporations ......... pd 02 a04 bs enus Safe Small Talk ........cooovvvviiiiiiiiiiceeeeeee, _pc_bi ptbi012

Business Ethics Simulation ..........ccccocovevineneieccnencne. PD002A

Office Politics - What Will You Do? ................ _pc_ch_pfch004 Optimizing Your Work/Life Balance

Ethical Self- TION et h_pfch005

?ca ¢ p.romo on —pe_chple Optimizing Your Work/Life Balance: Analyzing

Ethics, Integrity, and Trust ........cccoceevveveeceernennen. _pc_ch lach005 Your Life Balance.........cccccoeevevverienieneeiennenn pd 06 a0l bs enus

Ethics and Risks: Why They Matter in Project Optimizing Your Work/Life Balance:

SUCCESS ..ottt ettt _pc_ch pmch003 Maintaining Your Life Balance .................... pd 06 a02 bs enus
B Handling Organizational Change Creativity and Innovation in the Workplace

Views on Organizational Change ................ pd_03 a0l bs enus The Foundations of Creativity and Innovation __PD0031

Preparing for Change ..., pd_03_a02 bs_enus Generating Creative and Innovative Ideas ...................... PD0032
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Evaluating Creative and Innovative Ideas ...................... PD0033
Implementing Creative and Innovative Ideas ................. PD0034
Creativity and Innovation in the Workplace

SIMUIALION ...t PD0030
Creativity and Innovation in the Workplace .............. BLTPDO003

Fast-tracking Your Career

Get Your Career on the Fast Track ..........cccocevevieennne PDO131
Basic Business Skills to Get You on the Fast

TTACK ettt ens PD0132
Communication Skills to Fast-track Your

CATCRT ...veeeuveeeieeeieeetee et e ettt e ete e et e eteestaeebeesaseessseenreenns PDO0133
Interpersonal Skills on the Fast Track ... PD0134
The B0oSS FACIOT ..c.vocvieiiciieiicieie e PD0135
Improving Your Image .........ccceeeveenienieienieeieceieniene PDO0136
Fast-Tracking Your Career Simulation ...........ccccecceueee. PDO0130

Living a Balanced Life

Finding Your Life Balance ..........c.cccocevieveneenienieienenne PD0181
SUCCESS OVET SIESS ...ooviiviiiiiiiiiciiieeee e PD0182
Strategies for Better Balance ..........cc.cccceveveveneinccnennns PD0183
Living a Balanced Life Simulation ...........c.cccccevieiennnne PD0180

Living a Balanced Life BLTPDO18

Employee Exhaustion: Managing a
Well-balanced Workload .........ccccceovvenininiennns _pc_bi_mgbi010

_pe_bi_hrbi006

Managing Workplace Stress

Working without a Net - The Business of Risk

RiSK BASICS ...ooovviiiiiiieieiiee e PD0241

Approaches to Risk Management ... PD0242

PROJECT EFFECTIVENESS
PROJECT MANAGEMENT CURRICULUM

Project Management for Non-Project Managers

Project Management Fundamentals .......... proj 01 a0l bs_enus

Transitioning into a Project Management Role proj 01 a02 bs_enus

Initiating and Planning a Project ............... proj 01 a03 bs enus
Managing a Project .........cccoeeevereneniennne. proj 01 a04 bs enus
Troubleshooting and Closing the Project .. proj_01_a05_bs_enus

Project Management for Non-Project Managers

SIMUIALION. ....c.eveviieiiicicceceeee e PROJOOTA
Managing Vendor Relationships ...........c.ccceue. _pc_bi_pmbi006
Addressing Stakeholder Conflicts .............c....... _pc_bi_ pmbi008
Portfolios, Programs, and Projects: What's

the Difference?.........cccoovivevenenencncneseeee _pc_bi_pmbi009
Controlling Project COst .......cccecevirenerenennennne _pc_bi_ pmbi010
Ethics and Risks: Why They Matter in Project

SUCCESS vttt _pc_ch pmch003

Mitigating Risks when Improving Processes .... pc bi pmbi011
Managing Projects without Direct Authority .... pc bi pmbi001
Ensuring Management Buy-In on a Project ...... _pc_bi_ pmbi002

Managing Conflict in Project Teams ................ _pc_bi pmbi003
Handling a Change Request ..........ccccceerennnne. _pc_ch pmch001
Scope Definition Tools and Techniques .......... _pc_ch_pmch002

Implementing a Scope Change Control System _pc_bi_pmbi004
Weighing the Costs of Project Change ............. _pc_bi_ pmbi005

Anticipating and Solving Problems as a
Project Champion ...........ccceveevvereeecieseenieneeenenne _pc_bi_ pmbi007

Project Management Foundations (PRINCE2-
aligned)

Decisions and Risk .........cccoereneiiiiniininiieeeeen PD0243
Strategic Planning and Risk Management ...................... PD0244 Overview of Project Managing a
Risk Strategies: The Cutting Edge ......c.ccceveevievieiennenns PD0245 PRINCE2-aligned Project.........ccccevueneen. proj 04 a0l bs enus
Working without a Net: Decisions Simulation ............... PD0240 Project Planning and Controlling a
PRINCE2-aligned Project.........ccccevvrernnnne proj 04 a02 bs_enus
B Achieving Organizational Excellence Through Managing Quality and Risk in a
Critical Thinking PRINCE2-aligned Project...........ccccoeuveuee proj_04_a03_bs_enus
Initial and Ongoing Processes in a
The Role of Critical Thinking in PRINCE2-aligned Project.........ccccevveuennene proj 04 a04 bs enus
OrganiZations ......cccueeveeuereeruinieienieetese et eeese e neeens PD0251 Controlling, Managing and Closing a
Developing Fundamental Critical Thinking PRINCE2-aligned Project..........cccoeueuenee proj_04_a05_bs_enus
SKIILS v PDO0252 Techniques for Managing a PRINCEZ-allgned
Strategies for Facilitating Critical PrOJeCt.ceviceieiicieieceeeceee e proj 04 a06 bs enus
THINKING . ...eevieieeieieeeeie e PD0253
Critical Thinking Skills for Managing ................cc........ PD0254 Project Management Essentials - (PMBOK®
Organizational Scope of Critical Thinking ..................... PD0255 Guide - Fourth Edition-aligned)
Critical Thinking Strategies Simulation ...........c..ccce.c... PD0250 . . o o .
Managing Projects within Organizations ..proj 05 a0l bs enus
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Project Management Overview ................. proj 05 _a02 bs_enus Processes for Managing Project

Project Management Process Groups ........ proj 05 a03_bs_enus CommunNiCationS........c..eceveevveerveerreeeveennen. proj 12 a02 bs_enus

Communicating Effectively with Project

m Project Integration Management (PMBOK® Stakeholders Simulation .............ccccevveeeveevneeereeereenee. PROJO12A

Guide - Fourth Edition-aligned
gned) B Project Risk Management (PMBOK® Guide -

Integrated Initiation and Planning ............. proj_06_a0l_bs_enus Fourth Edition-aligned)

Integrated Project Execution, Monitoring,

and Control........ccccoeeveriecieoinenieninencree proj_06_a02_bs_enus Risk Management Planning

proj_13 a0l _bs_enus

Integrated Project Change Control and Close proj 06 a03 bs_enus Performing Risk Analysis ...........ccccccoeunie proj_13_a02_bs_enus

Risk Response, Monitor, and Control ....... proj 13 a03 bs enus

B Project Scope Management (PMBOK® Guide - Identifying Project Risks .........cccoceveeneee proj 13 a04 bs enus
Fourth Edition-aligned)
B Project Procurement Management (PMBOK®
Project Requirements and Defining Scope proj_07_a0l_bs_enus Guide - Fourth Edition-aligned)
Create Work Breakdown Structure ........... proj 07 a02 bs enus

Monitoring and Controlling Project Scope proj 07 _a03_bs_enus Planning Project Procurement ................... proj_14_a0l_bs_enus

Managing Procurements proj 14 a02 bs_enus

B Project Time Management (PMBOK® Guide -

Fourth Edition-aligned) B Code of Ethics and Professional Conduct (PMI®
Standard-aligned)

Defining and Sequencing Project Activities proj 08 a0l bs enus
The Role of Ethics in Project Management proj 15 a0l bs_enus

Core PMI® Values and Ethical Standards proj 15 a02_bs_enus

Estimating Activity Resources and Durations proj 08 a02 bs enus

Developing and Controlling the Project

Schedule.......cooivininineeie proj 08 a03 bs enus
B Program Management Overview

Bl Project Cost Management (PMBOK® Guide - Introducti P M © 16 201 b
Fourth Edition-aligned) ntroduction to Program Management ...... proj_16_a0l _bs enus

Program Life Cycle and Benefits Management proj 16 a02 bs enus
Estimating and Budgeting Project Costs ...proj 09 a0l bs enus

Controlling COStS .......ceevevevererereeiieaennns proj_09 a02 bs enus B Managing Software Project Outsourcing

u Project Quality Management (PMBOK® Guide - Maklr'1g the Right Outs'ourcmg Decision ................ 232192 ENG

Fourth Edition-aligned) Planning the Outsourcing Deal ..........cccccevveeenen. 232202 _ENG
The Outsourcing Project .........ccceeceevervenieneeniennen. 232209 ENG

Project Quality Planning ............cccceeeennne proj 10 a0l bs_enus Determining Project Quality Standards and

Quality Assurance and Quality Control ....proj 10 a02 bs_enus MILESTONES. . .venvieereieeereireeeeie et eere e eee e eeeeeseeas 232224 ENG
Measuring Project Outsourcing Success ................ 232292 ENG

B Project Human Resource Management (PMBOK®
Guide - Fourth Edition-aligned) B Strategic Project Management for IT Projects
Planning Project Human Resources .......... proj 11 a0l bs_enus Strategic Planning and Positioning for IT
Managing Project Human Resources ........ proj_11_a02 bs enus PrOJECS e PROJ0361
Planning and Managing Project Human Strategic Approaches to Managing IT Projects ...PROJ0362
Resources Simulation..........c..ecveeevierieecieeseesieeseenns PROJO11A Estimating the IT Project Work Effort ............coooo....... PROJO363

IT Project Leadership, Authority &

B Project Communications Management (PMBOK® Accountability PROJ0364
Guide - Fourth Edition-aligned) Managing Multiple IT PrOJECtS ......vveeererrreersrrrreeenne PROJ0365
Stakeholders and the Communication Cost Management and IT Project Trade-offs .............. PROJ0366
Management Plan............ccccocoininininenns proj 12 a0l bs enus Strategic Project Management for IT Projects

SIMUIAtION. .....ciiiiiiiiicicicieee e PROJ0360
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Final Exam: Strategic Project Management for
IT PrOJECtS.cuvieiieieeiieieeeeieee ettt FE0014 _eng

Project Management for IT Professionals

Introduction to IT Project Management ..................... PROJ0351
Functions of IT Project Management .... .... PROJ0352
The Life Cycle of an IT Project ......cccceeveveevieneeiennene PROJO0353
Managing the Execution and Control of IT

PrOJECES. et PROJ0354
Managing Efficiencies of IT Projects .........c.cccoceueneee. PROJ0355
Project IT Management Simulation - The Early

STAZES ...vovevireerereetetee ettt PROJ0350
Project IT Management Simulation - Design to

ROTIOUL ... PROJO035S
Final Exam: Project Management for IT

Professionals ..........coceeveererienienieneseeseeeee e FE0013 eng
Test Prep

TestPrep Certified Associate in Project
Management (CAPM).......cccccoirieninicncnicnennen. TPCAPM ENG

TestPrep Project Management Professional
(PMP) PMBOK Guide Third Edition Aligned TPPMP3ED_ENG

TestPrep Project Management Professional

(PMP) PMBOK Guide Fourth Edition Alignedpm proj a0l tp enus

Mentoring Assets
Mentoring Project Management Professional
(PMP) PMBOK Guide Fourth Edition Aligned ......... mntpmp4ed

Mentoring Certified Associate in Project
Management (CAPM) PMBOK Guide Fourth Edition

B Optimizing Your Performance on a Team

Power and Politics in Matrixed Teams ............ _pc_ch_mgch002
Being an Effective Team Member ........... team 02 a0l bs enus
Establishing Team Goals and Responsibilities team 02 a02 bs_enus

Elements of a Cohesive Team ....team_02 a03 bs_enus

Effective Team Communication .............. team 02 a04 bs enus

Using Feedback to Improve Team Performance team 02 a05 bs_enus

Leading Teams

Leading Teams: Launching a Successful Team team 03 a0l bs_enus

Leading Teams: Establishing Goals, Roles,
and Guidelines ........c..coceeevveveiecencncnenes team_03_a02 bs enus

Leading Teams: Developing the Team and its
CUlture ..o team 03 a03 bs enus

Leading Teams: Building Trust and Commitment team_03_a04_bs_enus

Leading Teams: Fostering Effective
Communication and Collaboration............ team_03 a05 bs enus

Leading Teams: Motivating and Optimizing
Performance.........cocoeceeveeienencenicnieeen. team_03_a06 bs enus

Leading Teams: Dealing with Conflict ....team 03_a07_bs_enus

Leading Teams: Managing Virtual Teams team 03 a08 bs enus

Choosing the Right Team Culture .................... _pc_ch pfch006
Managing Communications in a Virtual Team . _pc_bi_mgbi001
Developing Self-Sufficient Teams ................... _pc_ch _mgch001
Building Trust Incrementally ...........ccccoceveeennee. _pc_bi_Isbi004
Inspiring your Team ........ccccceeeeeeirienerenieeennes _pc_bi_Isbi010
Support Your Leader ........cccoceevevievieninniinieiene _pc_bi_ptbi010

Participating in Teams

ANGNEA.....iiivieieiieiecieeeeee e mntcapmded
Effective Team-building Strategies ...........ccccevverueeee. TEAMO171
PROJECT EFFECTIVENESS Effectively Communicating in Teams ..............cc...... TEAMO0172
The Individual's Role in a Team .........c.ccccoceveneenene TEAMO173
TEAM BUILDING CURRICULUM
Participating in Teams Simulation ...........c..coceeeenene TEAMO170
Participating in Teams .........cccceeeevereenenienieneeienen. BLTTEO17
B High-Performance Onsite-and Virtual Teams pating
Launching Successful Virtual and On-site Making Teams Work: Capitalizing on Conflict
TEAMS ...t team 01 a0l bs enus ' )
Leading High-performance On-site Teams team 01 a02 bs_enus Team (?onﬂlct: The Seeds of Dissent ............cceueeee. TEAMO211
Leading High-performance Virtual Teams team_01_a03_bs_enus Anal.yzmg Workplace War.Zones ....... s TEAMO0212
Facilitating Virtual and On-site Teams ... team_01_a04 bs_enus Getting Past Clashes: Valuing Team Diversity ......... TEAMO0213
Creating Virtual and High-Performance Teams_ T Conquering Conflict through Communication .......... TEAMO0214
STMUIALION ..o TEAMO01A The Path to Peace and Harmony .................c........... TEAMO0215
Leading High-performance Virtual Teams Manager's Performance Guide - Team Conflict
SIMUIAON ... TEAMO01B SKIIIS .ot TEAMO0216
Making Teams Work Simulation ..........cccceceveveenene TEAMO0210
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Using Contlicts to an Organization's

Advantage _pc_bi_mgbi002
Mediating Project Team Conflict ...................... _pc_bi_ptbi006
Facilitating Work-related Conflict

DISCUSSIONS ..cvvenveeiieiieiiesieeiieie et eaeas _pc_bi_ptbi015
PROJECT EFFECTIVENESS

BUSINESS ANALYSIS

Certified Business Analysis Professional
(CBAP™) - BABOK® Guide V2.0 aligned

Introduction to Business Analysis and
Essential Competencies............coccceeeveennenne. ib_buap a0l it enus

Introduction to Business Analysis Planning ib_buap a02 it _enus

Planning Business Analysis Communication and
MONIOTING ..o ib_buap a03 it enus

Business Analysis Requirements Elicitation ib_buap a04 it _enus

Business Analysis Requirements Management
and Communication ...........coceeerereereecnnenne. ib_buap a05 it enus

Business Analysis: Enterprise Analysis .....ib_buap a06 it enus

Business Analysis: Introduction to
Requirements Analysis.........ccccceveereeeeennne. ib_buap a07 it enus

Business Analysis: Verify and Validate
Requirements .........ccceeevererenieneiecnenees ib_buap a08 it enus

Business Analysis: Solution Assessment and
Validation.......ccceeeevereenienieieneeiceceie e ib_buap a09 it enus

Certified Business Analysis Professional
(CBAP™)

Core Concepts in Business Analysis ........ cons 01 a0l bs_enus

Enterprise Analysis and Making a Business
CaSC..uveeeeieeteereeeere et ieete e e e aeeneas cons_01 a02 bs enus

Introduction to Requirements Planning ....cons 01 a03 bs enus
Requirements Planning and Management cons 01 a04 bs enus
Eliciting Requirements ...........c.ccceecvevennenn cons 01 a05 bs enus
Analyzing Requirements Using Models ...cons 01 a06 bs enus

Refining and Documenting Requirements cons 01 a07 bs_enus

Communicating and Implementing Requirements cons 01 _a08 bs_enus

SALES AND CUSTOMER FACING
SKILLS

SALES CURRICULUM

Applying Your Field Sales Approach ............cc.c........ SALEO0103
Completing Your Field Sales Approach .................... SALE0104
Field Sales Skills Simulation ..........ccccoocevevieiincnennne SALE0100
Field Sales Skills Blended Learning Toolkit ............. BLTSA010
Don't Only Go for the Big Fish .........cccccecueeennen. _pc_bi_spbi009

Territorial Account Sales Skills

The Territorial Account Sales Approach ................... SALEO111
Understanding Your Target Customer's

BUSINESS ...cvvvenieveieiceceeceree e SALEO112
Effectively Using Customer-focused Research

MEELINGS ...ttt SALEO113
Gaining Access to Key Personnel at Your

Target ACCOUNLS.......cooveruieiiriiiienieeieneceneeesieeee e SALEO114
Delivering High-impact Territorial Account

Sales (TAS) Presentations..........ccccoceeveeveneeeeeeenennenn SALEO115

SALEOI110
Listening to your Customers ..........c..coccevevvereenene _pc_bi_spbi002

Territorial Account Sales Skills Simulation

Inside Sales Skills

Preparing for Outbound Sales Calls .........cccccccreruenene SALEO121
Initiating Outbound Sales Calls ..........c.cccecerverinenne SALE0122
Completing Outbound Sales Calls .........cccccecerinennene SALE0123
Preparing for Inbound Sales Calls .........cccccecerirennene SALE0124
Completing Inbound Sales Calls .........ccceceeoeeerinennene SALE0125

Inside Sales Skills Simulation SALEO0120
Inside Sales Skills Blended Learning Toolkit ........... BLTSAO012

Strategic Account Sales Skills

The Strategic Account Sales Approach ... SALEO131

Understanding Your CUStOMEr .........ccoverververeevenens SALEO0132
Conducting Effective Sales Research Meetings ......... SALE0133
Working with Your Customer's Key Players ............. SALE0134
Delivering High-Impact Sales Presentations .............. SALEO135
Strategic Account Sales Skills Simulation ................. SALE0130
Strategic Account Sales SKills ........cccecevverierieneennnne BLTSA013
Selling to Key Players .........cccceoeveevenenneninnens _pc_bi_spbi001
Planning for Effective Selling ..........ccccevvneenen. _pc_bi_spbi004
Crafting Sales Strategies ..........coceeerverrerreeruene _pc_ch _spch002
Pricing Strate@y .....c.cceveeverieerienieieseeieneenene _pc_ch _spch003
Performance Payout Plans ..........ccccoceeveniennne _pc_ch_spch004

B Field Sales Skills Sales Team Management
Field Sales Foundations ...........c.cccoeevrueveevruenesnernnns SALE0101 Building a Winning Sales Team .............ccccocoeineee. SALEO151
Planning Your Field Sales Approach ...........ccccc........ SALE0102 Using Business Tools to Manage Sales Teams .......... SALEO152
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Motivating a Winning Sales Team ..........ccccceecveuenene SALEO153
Communicating in Sales Teams ..........ccceceevveriereennenne SALEO154
Sales Team Management Simulation ............c.ccco....... SALE0150
Storming: Developing and Leading Your Sales

TEAM ..ot _pc_bi_spbi003
Planning Direct Mail to Generate Leads for

Complex Sales .......ooveeeerirenirieeeeeeeee _pc_bi_spbi006
Sales Support Roles for Better Customer

INteraction .........coeeveveieerininenccceceecee e _pc_bi_spbi007
The Ethics of Gift Giving ........cccceevvecveinicncnnnn _pc_bi_spbi014

Selling at the Executive Level

Prepare for Success SALE0221
Strategic Planning SALE0222
Progressing through the Complex Sale ...................... SALE0223
Presenting Your Proposition ........c..cecceceeveeveveencnnnne SALE0224
Negotiating to Mutual Benefit ...........ccccooevenncnnenn. SALE0225
From Executive-level Sale to Strategic

Partnership .....c..ccecvevevinineniiece SALE0226
Preparing for the Executive-level Sale

SIMUIALION ... SALE0220
Progressing through the Complex Sale

SIMUIALION ..o SALE022S
Closing Executive-level Sales Simulation ................. SALE022T
Selling at the Executive Level Blended

Learning ToOIKit .....ccccceeevireniniecieeeceeee BLTSA022

SalesUniversity Sales Orientation: Professional
Selling in the Knowledge Economy

The Profession of Selling ........cccoceoivenineicnnncnnn SALE0401
Professional Selling in the Knowledge
ECONOMY ...ttt SALE0402
Professional Selling in the Knowledge
Economy Simulation...........cceeeveeveneecienesieeniesieieneens SALE0400

SalesUniversity Sales Math 101: Developing a
Sales Plan for Success

Sales Math 101: Developing a Sales Plan for
SUCCESS ...ttt SALE(0411

SalesUniversity Sales Manufacturing: A Success
Model

Sales Manufacturing (TM): Identifying Sales

BUSINESS SKILLS COURSEWARE

B SalesUniversity Communication 101

Sales Communications Foundations .............c.c.c...... SALE0431
Sales Communications Essentials ..........cccccceoerenene SALE0432
Telesales Communications ........c..c.cceevveeveeecrcnennens SALE0433
Sales Communication Techniques Simulation ........... SALE0430

SALES AND CUSTOMER FACING
SKILLS

CUSTOMER SERVICE CURRICULUM

Excelling at Customer Service

Corporate Culture: Building the Service
Foundation..........ccccoceveniienininineene cust 05 a0l bs enus

The Fundamentals of Exceptional Customer
SEIVICE ..cnveniieiieiirienteieeereeeeee e cust_05_a02 bs_enus

The Customer's Voice cust 05 a03 bs enus

Advancing Service Expertise .................... cust 05 a04 bs enus
Customers, Confrontation and Conflict ....cust_05_a05_bs_enus
Overcoming Difficult Service Situations ..cust_05_a06_bs_enus
The EXCEL Acronym: Instilling Service

Excellence.........cocovevenenieieininiiceee cust_05_a07_bs_enus
Service Teams and Service Stars .............. cust_05_a08 bs_enus
Excel at Customer Service Simulation .............c....... CUSTO005A
Providing Customer Service Simulation ................... CUSTO005B

Aligning Performance to Key Indicators _pc_bi_ctbi007

Customer Service Representative,
Professionalism

The Customer Service Representative (CSR) cust 06 a0l bs_enus

Support Center Services and Work Environment
[ e cust 06_a02 bs enus

Team and Customer Relationships ........... cust 06_a03 bs enus

Customer Service Representative, Skills

Customer Interactions cust 07 a0l bs enus

Communication Skills cust 07 _a02 bs_enus

Conflict, Stress, and Time Management ...cust 07 a03 bs_enus

Customer Service Representative, Process

Customer Service Processes and Procedures cust 08 a0l bs_enus

OPPOTTUNITICS. ..ottt ettt seeene SALE0421 Quality in a Support Center .........o......... cust_08_a02 bs_enus
Sales Manufacturing (TM): Sales Production ............ SALE0422 Support Center Tools, Technologies and
Sales Manufacturing: Opportunity MELTICS ..ovviiiciiiccc e cust 08 a03_bs_enus
Development Simulation............ccoceveeverieneneenienene SALE0420 Dealing with Irrational Customers and
Escalating Complaints ...........cccceevevrerrenene cust 08 a04 bs enus
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Frontline Call Center Skills

The Call Center Industry .........ccceeeveeieiniencrieneenee CUSTO111
Call Center Communication SKills .........cccccccerveuennnnee CUSTO112
Call Center Customer Service .........cccecevvevervenvenenne. CUSTO113
Call Center Telephone Sales ... CUSTO114
Frontline Call Center Skills Simulation .................... CUSTO0110
Managing Customer Expectations ..................... _pc_ch ctch001
The Importance of Call Tracking and

TICKELING ..ot _pc_bi_ctbi003
Creating an Effective On-hold Message .............. _pc_bi_ctbi008
Training Methods for CSRs in the Customer

Contact IndUSIY ......ccocoveevirininiicieiciecncene _pc_ch_ctch002

Aligning Agent Behaviors with Caller Types ..... _pc_bi_ctbi010

Measuring Customer Satisfaction

Discovering What Your Customers Want CUSTO131
Developing Customer Satisfaction Surveys .............. CUSTO0132
Customer Satisfaction: Analysis and

Implementation CUSTO0133
Measuring Customer Satisfaction Simulation ........... CUSTO0130

Internal Customer Service

Excellence in Internal Customer Service ... CUSTO0141

Working With Internal Customers ...........ccccocevveeeneee CUSTO0142
Overcoming Internal Customer Service
Problems ........cccoceeviiiieniiieiceeee e CUSTO0143
Internal Customer Service: Conflict and
Complaints SImulation............cceeveevereecieneeceeneeeene. CUSTO0140

Internal Customer Service Agent Skills

The Customer Service Agent in Action ..................... CUSTO0151
Professional Skills for Customer Service

AGENLS .ot CUSTO0152
Managing Challenges in Customer Service ............... CUSTO0153
Cross-selling in a Customer Service Call .................. CUSTO154
Customer Service Agent Skills Simulation ............... CUSTO0150

Technical Support Agent Skills

The Contact Center and Technical Support

B Managing A Customer-Focused Department

Identifying Your Customer's Expectations ................ CUSTO171
Using Surveys to Measure Customer

SatiSTACLION ...cvevevirieicicicicece e CUSTO0172
Bridge The Expectations Gap .........cccceveveereereeeennen. CUSTO0173
Leading A Customer-Focused Team ..........c.ccccceenene CUSTO174
Managing a Customer-focused Department

SIMUIAtION. ...t CUSTO0170

IT Infrastructure Library (ITIL) v3 Foundation
Syllabus v4.2

ITIL V3 Foundation Syllabus v4.2: ITIL and
the Service Lifecycle .........cccocevevicnicncnnnn ib_itlu_a0l it enus

ITIL V3 Foundation Syllabus V4.2: Service
Strategy Fundamentals..........c.cccceoeeenenenene. ib_itlu_a02 it enus

ITIL V3 Foundation Syllabus v4.2: Service
Strategy Processes .......c..coccoevveeeeeerenennenn ib_itlu_a03 it enus

ITIL V3 Foundation Syllabus v4.2: Service
Design Fundamentals............ccccoeevnencncnnnne. ib_itlu_a04 it enus

ITIL V3 Foundation Syllabus v4.2: Service
Design Processes .......ooeevveeeenienieenieneeniennens ib_itlu_a05 it enus

ITIL V3 Foundation Syllabus v4.2: Service
Transition Processes and Principles.............. ib_itlu_a06 it enus

ITIL V3 Foundation Syllabus v4.2: Service
Operation Principles and Functions.............. ib_itlu_a07 it_enus
ITIL V3 Foundation Syllabus v4.2: Service
Operation Processes...........c.ccvveverieeeenennnn ib_itlu_a08 it enus

ITIL V3 Foundation Syllabus v4.2: Continual
Service Improvement Fundamentals............. ib_itlu_a09 it_enus

Inbound Call Center Management

The Inbound Call Center ..........cccecereenenienieneeneennen. CUSTO0211
Inbound Call Center Management: Leadership ......... CUST0212
Inbound Call Centers: People Management ............... CUST0213

Inbound Call Center Technology CUSTO0214

Performance Metrics for an Inbound Call
CONLET ..ttt ettt e e e e CUSTO0215

Converting a Call Center to a Profit Center ........ _pc_bi_ctbi001
Managing Your Call Center More Efficiently .... pc bi_ctbi002

Customer Service Training - The Interview
and Beyond........ccooeeieeieienieeiee e _pc_bi_ctbi004

Disaster Recovery - Keeping the Lines Open ..... _pc_bi_ctbi005

CUSTO161 A Ab hroush
Preventing Agent Absenteeism through Better
CUSTO162 Working COnditions............ocoooeerroooerrroeern _pe_bi_cthi006
CUSTO163 Workforce Management Software - Is It Worth
CUSTO164 T2 et _pc_bi_ctbi009
CUST0160 Prioritizing Rewards and Recognition in Call
CONLETS ..ottt ettt _pc_bi_ctbiO11
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Mentoring Assets

Mentoring ITIL V3 Foundation (ITV3F) .....ccccecvvenenne. mntitv3f
TestPreps
TestPrep ITIL V3 Foundation (ITV3F) .............. TPITV3F ENG

SALES AND CUSTOMER FACING
SKILLS

CONSULTING SKILLS

Consulting with the External Client

Essentials of External Consulting .............ccccoevvennee. CONSO0111
The Client-Consultant Relationship .........c..coccceeeeee. CONSO0112
Diagnosing and Planning ...........ccccoceeviviininincnenn. CONSO0113
Managing Delivery ........c.coccoveverenerniinieneneneenee CONSO0114
Evaluation and Review ........c..cccceeveciiciniincncncnnennn. CONSO0115
Consulting with the External Client

SIMUIALION ....cvvireiiieiciececee e CONSO0110

Consulting with the Internal Client

Essentials of Internal Consulting ...........c.cccccoevveeneee CONSO0121
Internal Consulting SKillS ........cccooeveoiiinieninieee CONSO0122
Establishing a Relationship with Internal

CHENLS .ttt CONSO0123
A Workable Solution for Internal Clients ................. CONSO0124
Evaluating Internal Assignments ...........c.ccoceverveennee CONSO0125
Consulting with the Internal Client

SIMUIALION ...t CONSO0120

Internal Consulting for the Technical
Professional

The Technical Professional as Internal

B Industry Overviews

The Automotive Industry Overview: Version 2 indo_01 a0l bs enus
The Oil and Gas Industry Overview: Version 2 indo_01 a02 bs enus

The Pharmaceutical Industry Overview:
VErsion 2 ...cccveveeeieniieienieeieiceeeee e indo 01 a03 bs enus

The Food and Beverage Industry Overview:
VErSION 2 ..o indo 01 a04 bs enus

The Health Care Industry Overview: Version 2 indo 01 _a05_bs_enus
The Banking Industry Overview: Version 2 indo 01 _a06_bs_enus

The Manufacturing Industry Overview: Version
e indo 01 a07 bs enus

The Retail Industry Overview: Version 2 indo 01 a08 bs enus

The Telecommunications Industry Overview:
VErSION 2 ..cueeiiiiieieiiesieeeeeeeec e indo 01 a09 bs enus

The Insurance Industry Overview: Version 2 indo 01 al0 bs_enus

Industry Overview Series

Industry Overview: Information Technology indo 02 all bs enus

Industry Overview: Federal Government . indo 02 al2 bs enus

Consultant CONSO0131

Creating Effective Contracts .........ccccceeevvenereniennenne CONSO0132

Using Data as a Technical Professional

CONSUIANT ...t CONSO0133

Resistance and Technical Professional

COoNSUILANTS......ccuviiviieieecieeceeceree e CONSO0134

SALES AND CUSTOMER FACING

SKILLS

INDUSTRY FOUNDATIONS
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ENVIRONMENTAL, SAFETY & HEALTH, AND TRANSPORTATION

Emergency Response and Spill Control

ENVIRONMENTAL, SAFETY & HEALTH, (HAZWOPER) o SATI0R
AND TRANSPORTATION Ergonomics AWareness ........cc.cceeeeerereenueneeneneenuennns SAH0424
Fall Protection (or Working at Heights) ....esh_sah a26 sh enus
ENVIRONMENTAL, SAFETY & HEALTH, Fire and Explosion Hazards (H) ..........coc..ccoovvverrvennnne. SAH0426
AND TRANSPORTATION Fire Safety and Prevention ...........cccccc...... esh_sah a24 sh enus
First Aid--Automated External Defibrillator ................ SAH0428
B Environmental First Aid--Basic ...SAH0429
Environmental Management Systems (EMS) esh_env_a01_sh_enus First Aid--CPR .......ccccooiviiiiiiiiiiiicce SAH0431
Environmental Regulations OVerview ..............o...... ENVO101 First Aid--Medical Emergencies .........c.ccccccecevcnennennee SAH0432
Hazardous Waste Generator (Awareness) ENVO0102 Food Safety and Handling ............cc.c...... esh_sah_a05 sh enus
Spill Prevention and CONtrol ........oooovooeeereooooerrrere ENV0103 Forklift Safety ... SAH0433
Spill Prevention Control and Countermeasure Hand and Power Tool Safety ........c..ccccoevvevvcincncnenee SAH0434
PIAN c.eeee e ENV0104 Hazardous Material Handling and Storage esh_sah _a20_sh_enus
Storm Water Pollution Prevention ............ccccoceveeeneee ENVO0105 Hazardous Material Management ...........cccccceceverennene SAHO0109
Universal Waste Rule Training .........cccoccocevenenienne ENV0106 Hazard Communication: An Employee's Right to
Used Oil MANagement «.................eeeeererorrroroessssssoreee ENVO0107 KNOW it esh_sah a27 sh enus
Hazard Communication (HAZWOPER) ...................... SAH0436
B Safety and Health Heat and Cold Exposure Management (HAZWOPER)
...................................................................................... SAH0439
Access to Exposure and Medical Records .................... SAH0401 Hearing Conservation ....SAH0438
Accident Investigation and Reporting ............c.cc.cc..... SAH0402 HEAL SIIESS ...euveviieiiirieirieienieicreete et SAH0441
Accident Investigation and Reporting Hot WOrk PErmits ..........cccuumuerrrveeemmmmerrrreeensmnnrnseeenns SAHO0108
SIMUIAtION ..ot SAH0400 Fydrogen SIS oo SAHO0442
ASDESTOS AWATEINIESS ....ovvevieniieiieieriieieeiienieeee e eeeniens SAH0403 Tndoor Hoisting and RIGEINg —...ooooreosroorosor SAH0443
Back Safety and Injury Prevention ......... csh_sah_a23_sh_enus Industrial Ergonomics ..........ccccoeceeeiererieneeieneneeeenne SAH0444
Behavior-based Safety for Supervisors .........c.ccceceuee SAHO0405 Introduction to Industrial Hygiene ... esh_sah al5 sh_enus
Benzene AWareness ... csh_sah_al4_sh_enus Job Hazard ANALYSIS ...........eovveeeeeseeeeeeseeeereeseeessereenns SAH0445
Bloodborne Pathogen Awareness ... ~-osh_sah_a22_sh_enus Laboratory Safety ........ccccovverveninienenieieiereseeee SAH0446
Carcinogen Safety ......occoecveviecienieiereeiee e SAH0407 Ladder and Scaffolding Safety ... SAHO0447
Chemical Process Safety .........oowwvesvessvssvssnes SAHO0408 Ladder SAFEY ovoveooeoeoeooeeeeeeoeeeeeeeeeeeeeeee SAH0448
Chloring Safety -.....ccovervsicsivssnson csh_sah_a03_sh_enus Laser Safety Training .........ccccoceeeverenerenieneeencnenenees SAH0449
COld SIESS ..eouvevieiiriieieriieieeete e SAH0409 Lead and Cadmium esh_sah_a02_sh_enus
Compressed Gas Safety Program .........ccccoecvevieenvennenne. SAHO411 Lead AWAreNESS ......ccveeveeveereereiireenieereeneeereeeeereeeeeeseenns SAH0451
Computer Ergonomics ~SAHO412 Lockout/Tagout ......ccceevevvereerienieieneennne esh_sah al9 sh enus
Confined Space Entry SAHO0414 Lockout/Tagout for Authorized Persons ...esh sah a08 sh enus
Construction Safety Orientation .........c..cceceecverereennenne. SAHO0415 Liquefied Petroleum Gas (LPG) Safety —.............. SAH0453
Cryogenic Safety ......ccoceveevvereeeenienienenne esh_sah a04 sh enus Maching GUATING ..o esh_sah al8_sh_enus
Decontamination (HAZWOPER) ........cccocovvevvveeiennnnne. SAHO0416 Material Safety Data Sheets ..o SAHO0456
Defensive DIivIng ......cccoeceevirienenieneiieeeieneeeeeee SAHO0417 Mold Awareness. esh sah a0l sh enus
Defensive Driving Fundamentals ... esh_sah_a25_sh_enus NFPA 70E Electrical Safety in the Workplace esh _sah a06_sh_enus
Defensive Driving: Truck Safety ........... esh_sah_al2_sh_enus Non-lonizing Radiation Safety ................. esh_sah a09 sh enus
Electrical Safety w.....covvsvvssvssvssve esh_sah_al6_sh_enus Office Ergonomics .........cccovveeevereecienieeienieeieniesnenneenns SAHO0457
Electrostatic Discharge Safety Training ....esh_sah_a07_sh_enus Office Safety ..o SAH0458
Emergency and Disaster Preparedness ...... esh_sah a2l sh enus OSHA 300 Recordkeeping ... SAH0459
Emergency Response .........cccoocvveveeniieneeniieenieeieeneenn SAHO0422 Pandemic Flu Awareness ..............._ esh_sah_al0_sh_enus
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Personal Protective Equipment: Body

B Fundamentals

Protection ......c.ovviuiiviiiiiiiiicicccce e SAH0465
Personal Protective Equipment: Head Centrifugal Pumps--Types and Components
PIOtECHON ... SAH0469 TIAINING oo FUNDO0303
Portable Fire Extinguishers .SAH0462 DC Circuit TREOTY ....cccecveuiveriniiicieiciecneneeeeeee FUNDO0304
Powered Industrial Truck Safety ..........cccccovveriirrennnn. SAH0463 Positive Displacement Pumps ...........ccooovieniiiinnnnnn. FUNDO0305
PPE/Respiratory Protection (HAZWOPER) ................ SAH0464
PPE: Eye and Face Protection ............ccccoceveveeninennene SAH0466 Security
PPE: Foot and Leg Protection ..........cceceveevereeeencnne. SAHO0467 NFPA 1600 Disaster/Emergency Management esh_sec_ a0l sh_enus
PPE: Hand Protection ...........cccccocoviviiiiccniniiinne, SAH0468 NFPA 1600 Business Continuity Programs esh_sec_a02_sh_enus
PPE: Personal Protective Equipment ......... esh_sah_al7 sh enus
Radiation Safety ........c.cocvveeiiirnnieccrreeccene SAH0471 ENVIRONMENTAL, SAFETY & HEALTH,
Regulatory Information ............cccevevevevevevreieeeerererenennn, SAH0472 AND TRANSPORTATION
Regulatory Overview (HAZWOPER) .........ccccecvvennene SAH0473
Respiratory Protection ...........ccceceveveneneneecncncnnn SAH0474 CANADIAN ENVIRONMENTAL, SAFETY

. AND HEALTH, AND TRANSPORTATION
Safe Work Practices .........cccovevereveninineneeececen SAHO0475
Signs and Tags ......ccccceevevirenenieieinineneeeceeee e SAH0476 Safety and Health
Site Control (HAZWOPER) ......ccccvvinininiiiiiincnnn SAHO0477
Site Safety and Health Plan Procedures Workplace Hazardous Materials Information
(HAZWOPER)...c.ciririeiiiiiininierecctnrsee et SAH0478 SYSEEM .t ....SAH0488
Slips, Trips, and Falls .... ...SAH0479 Confined Space Entry - Canada ..........ccccoeoeercnennenne. SAH0489
Sprains and Strains ...........cccccceceevnnccene. esh_sah all _sh enus Lockout/Tagout Awareness - Canada ...........ccoeunnne. SAH0490
Toxicology (HAZWOPER) .....ccccovvevveiniinciicieen SAH0482 Hearing Conservation - Canada ............ccccoceoiviniiinenne SAH0491
Trenching and Excavation Safety ........ccccocoeoerirerenenne. SAH0483 Fall Prevention Awareness - Canada .............ccoco...... SAH0492
Tuberculosis: Prevention and Control ...........ccceeeveune.... SAH0484 Respiratory Protection - Canada .........ccccceeveercncnnennn. SAH0493
Welding, Cutting, and Brazing ............cc.cccoevevervevenennen. SAH0485 Ladder and Scaffolding Safety - Canada SAH0494
Workplace Safety Orientation ...SAH0486
Workplace Security AWareness ..........co.coeevereeeeerennens SAH0487

B Transportation
DOT Drug and Alcohol Awareness ......... esh_trns a0l sh enus
DOT Security for Shipment of Hazardous
Materials .......ccceveerenienienieieceeeeeeen esh_trns a02 sh enus
DOT 1: Hazardous Materials Table ... TRNS0201
DOT 2: Packaging and Labeling ..........ccccvevverreennnne. TRNS0202
DOT 3: Shipping Papers ......c..ccccevvveverveenereeneneenne. TRNS0203
DOT 4: Loading and Storage ..........cccceeeveevereeneenne. TRNS0204
IATA 1: Hazard Class
Identification/Classification ...........c.ccceeeerenereniennennne TRNS0205
IATA 2: Marking and Labeling ........cccccocevvenenennne. TRNS0206
TIATA 3: Packaging .......cccccecevievenienenienenieneeeene, TRNS0207
TATA 4: Documentation .........c.ccoceeeeeeerenerienieneennes TRNS0208
IATA 5: Limitations and Shipment Review .............. TRNS0209
: ' a .
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LEGAL COMPLIANCE

LEGAL COMPLIANCE
COMPLIANCE

HR Compliance

Antitrust--Overview ...LCO0101

Antitrust--Talking with the Competition ...................... LCO0102
Antitrust-Trade AsSOCIations .........cccceceveeveveveerennennes LCO0103
E-mail and Internet Use .........cccccevviriniincnenieccnicncnnne LCO0106
Foreign Corrupt Practices ACt ........ccccecevererieincncnnnn LCO0108
Intellectual Property OVerview ......c..c.ccoceeeeeeeenenuennenn LCO0109
Trade Secrets ...LCOO0111
Americans with Disabilities Act (ADA) ......ccccceceennee. LCO0112
Attorney-Client Privilege ........ccooceivveniinineneinnene LCO0113
Doing Business on the Internet ...........ccccooeeveircncnnnnn LCO0114
Doing Business with the Government ............c.cc.ccc..... LCOO0115
Fair Labor Standards Act (FLSA) ......ccccoeeveveciiininnne LCOO0116
Insider Trading .......cccocoevevereneneieieereeeeeceee LCO0117
Interviewing and Hiring Practices .......c.c.cccoeveirieuennne LCOO0118
Record Retention ...........ccceveeieniirienienieninieneeeeee LCOO0119
Independent Contractors and Temporary

Employees LCOO0121
The Sarbanes-Oxley Act 0f 2002 .......c.ccoceveieveirennene LCO0122
UnNION AWATENESS ....evvenveiieieeiieieeiienieeiteseeeeesieeeesieens LCOO0123
Documenting DiSCIpling ...........ccceeeevueniesieneenieneeienienne HRO162
Sarbanes Oxley: Whistleblower Protection .................... HRO172
Code of Conduct Awareness ..................... Ichr 01 a0l lc_enus
Workplace Ethics Ichr 01 _a02 Ic_enus
Workplace Diversity Awareness ................ Ichr 01 _a03 Ic_enus
Workplace Violence ........ccccceeeeeverieenvennne. Ichr 01 a04 Ic enus
Anti-Money Laundering ............ccccceevennenee. Ichr 01 a05 Ic_enus
Export Controls ........cceceveevienencieneniennenne. Ichr 01 _a06 lc_enus
Conlflicts of Interest in the Workplace ........ Ichr 01 _a07 lc_enus
Rightful Employment Termination ............ Ichr 01 a08 Ic_enus

Equal Employment Opportunity and
Discriminatory Practices in Hiring.............. Ichr 01 _a09 Ic_enus

Privacy and Information Security ... Ichr 01 al0 Ic_enus

Procurement Integrity .........ccoevvevvereevennne. Ichr 01 all Ic enus

FMLA Leave and More: An Overview of Legally
Protected Leave.......cccceoeeveevieniennene Ichr 01 al2 Ic_enus

Code of Conduct (Customizable)

Promoting a Substance-free Workplace .....Ichr 01 _al4 Ic enus

Ichr 01 al3 Ic_enus

Understanding the Americans with

Preventing Fraud and Abuse ...........ccc..... Ichr 01 al7 Ic_enus
Ethical Decision Making Simulation ............c.cceceeue..e. LCO0100
Conflict of Interest Simulation ...........cccceveveircrcnnnne. LCO010S
Interviewing and Hiring Practices .........cccccoeverircnnenne. LCO0110
Illegal Insider Trading Simulation ... LCOO011S
Workplace Diversity AWareness ............ceceeeereereenne LCHROO1A
Harassment

Employee Sexual Harassment Awareness ..1ch 01 a0l lc_enus

Supervisor and Manager Sexual Harassment
AWATEINIESS....cvevivireieienieiieeeeieneseenneeenenes Ich_01_a02 Ic_enus

Ich_01_a03 _Ic_enus

Harassment in the Workplace

Supervisor and Manager Sexual Harassment

Awareness — Multi-State Edition................. Ich 01 a04 Ic enus
Dealing with Sexual Harassment Simulation ............... LCO0200
Managing Sexual Harassment Problems

SIMUIALION. ....cvieieiirieirceecc e LCO020S
Managing Workplace Harrassment Complaints ........... LCO020T
HIPAA

HIPAA Privacy Rules ........cccooeeiinineniiencncees LCO0301
HIPAA: Electronic Health Data Transactions ............... HRO191
HIPAA: Evaluating the Impact of the Privacy

RUIC .ottt HRO0192
HIPAA: Implementing Privacy Rules .........ccccocecenenenn HRO193

HIPAA: Securing Protected Health Information HRO0194

Disabilities Act (ADA) ..ccoevveveeieneeieine Ichr 01 al5 Ic_enus
Integrity in the Workplace ...........cccceceeneee Ichr 01 al6_lc_enus
www.skillsoft.com fla :
71 SkillSoft Corporation ©2007 - Information subject to change. .‘ikl’ ﬂ'



FEDERAL GOVERNMENT INDUSTRY

FEDERAL GOVERNMENT INDUSTRY
FEDERAL COMPLIANCE

B Federal Government Legal Compliance

The No FEAR Act ..c.ooveviiiiiiccceee fgov 01 a0l bs enus
The US Constitution ..........ccceeeveeeeirenene fgov 01 a03 bs enus
Sexual Harassment Prevention for Federal

Employees......cccovevevienienieniicieeeeeieeen fgov_01 _a04 bs_enus

Accessibility and Section 508 Awareness fgov 01 a05 bs enus

Workplace Safety ........ccccecevverennnnn. ....fgov_01 a06 bs enus

Federal Enterprise Architecture ................ fgov_01 _a07 bs_enus
Federal Budgeting Process ..........c.cc....... fgov_01 _a08 bs enus
Government Ethics .........cccoceveveincinennene fgov 01 a09 bs enus

Proper Use of Government Charge Cards fgov 01 al0 bs enus

Human Resources Flexibilities .................. fgov_01_all_lc_enus
Information Security Awareness ............... fgov 01 al2 Ic enus
Privacy AWareness .........ccceceeevererennenenns fgov 01 al3 lc enus
Pre-Retirement Planning for FERS ........... fgov 01 al4 lc_enus
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LIVE LEARNING ALL ACCESS

ALL ACCESS
CISCO SYSTEMS

B IP Communications

Implementing Cisco IOS Unified
Communications Part 1 (ITUC1) 1.0 Expert

73

Live with ENcore........c.ccoeoveieinininincniciiincncncnene LLCS0054
. L Implementing Cisco I0S Unified
B Routing and Switching Communications Part 1 (ITUC1) 1.0 Expert
Live with ENCore........cccvvevevvicineeneiiecenecneeeene LLCS0054
Building Cisco Multilayer Switched Networks .
. Cisco IP Telephony- Part 1 (CIPT1) 4.1
(BCMSN) 3.0 EXPEIt LIVE oo LLCS0005 EXDETE LIVE cvvr oo ssesesssessss s sessse s LLCS0016
Building Cisco Multilayer Switched Networks .
. Cisco IP Telephony- Part 1 (CIPT1) 4.1
(BEMSN) 3.0 EXpETLLIVE vt LLCS0005 BXPEIE LAVE cvree oo eeeseessseesseeeees e sees s eeeee LLCS0016
3Bl(1)11];1mgr§cLa.lable Cisco Internetworks (BSCI) LLeS0006 Cisco IP Telephony- Part 2 (CIPT2) 4.1
A EXPEILLIVE s EXPErt LIVE ..o LLCS0017
]331(1)11}211ng S(Elable Cisco Internetworks (BSCI) LLCS0006 Cisco IP Telephony- Part 2 (CIPT2) 4.1
B EXPETt LIVE 1vvvvvoeooeeeeeeeeeeeeeeeeeeeeeeeeee oo LLCS0017
Implementing Secure Converged Wide Area . . .
. Implementing Cisco Voice Gateways and
Networks (ISCW) 1.0 Expert Live......ccoecvevveeveviennnn. LLCS0007 Gatekeepers (GWGK) 2.0 EXpert Live ... LLCS0021
Implementing Secure Converged Wide Area . . .
. Implementing Cisco Voice Gateways and
Net\.kvo.rk.s (ISCW) 1.0 ExPen Live..ooiiiiiiiiiiiice LLCS0007 Gatekeepers (GWGK) 2.0 EXpert Live ... LLCS0021
?gtEHIZI?tgLConverged Cisco Networks (ONT) LLCS0008 Implementing Cisco Quality of Service (QoS)
A EXPEILLIVE s 2.2 EXPOIt LIVE ..o LLCS0018
(l)gtgn 121§gLC0nverged Cisco Networks (ONT) LLCS0008 Implementing Cisco Quality of Service (QoS)
A EXPCILLAVE v 2.2 EXPEIt LIVE oo eeeeeeeeeseee e eeseeeeseeeseees LLCS0018
Designing for Cisco Internetwork Solutions . .
Cisco IP Telephony Part 1 (CIPT1) 5.0 (Linux
(DESGN) 2.0 EXpert ENCOTe....ovosovvvvssvvesves s LLCS0009 Platform) Expert Encore ........c.ccoceevveveenienienieneeienen. LLCS0022
Designing for Cisco Internetwork Solutions . .
Cisco IP Telephony Part 1 (CIPT1) 5.0 (Linux
(DESGN) 2.0 EXpIt ENCOT®. .vcvocvrvevssrsssssrresssersens LLCS0009 TR LLCS0022
Implementing CiscoWorks for Enterprise . .
Cisco IP Telephony Part 2 (CIPT2) 5.0 (Linux
LAN/WAN Management (CWENT) 2.5 Expert EncoreLLCS0014 Platform) Expert Encore .......cc.ccoceevvevienenienieneeienen. LLCS0023
Implementing CiscoWorks for Enterprise . .
Cisco IP Telephony Part 2 (CIPT2) 5.0 (Linux
LAN/WAN Management (CWENT) 2.5 Expert EncoreL.LCS0014 TR LLCS0023
Interconnecting Cisco Network Devices Part 1 . . — .
. . Cisco Unified Communications System Engineer
(ICND1) 1.0 Expert Live with Encore.........co...oo..... LLCS0003 (UCSE) 1.4 EXPETt ENCOTC..rrr oo LLCS0024
Interconnecting Cisco Network Devices Part 1 . . L .
. . Cisco Unified Communications System Engineer
(ICND1) 1.0 Expert Live With EICOI® .ocvcocvorerscvrnens LLC50003 (UCSE) 1.4 EXPErt ENCOTC...ovvrrre oo LLCS0024
Interconnecting Cisco Network Devices Part 2 . . L.
. . Implementing Cisco Multicasting (MCAST) 1.0
(ICND2) 1.0 Expert Live With ENCOTe .....co..vvvsvre LLCS0004 EXPert ENCOTE ....c.ooviirieiiieiiiiciricccceeceecsee e LLCS0028
Interconnecting Cisco Network Devices Part 2 . . S
. . Implementing Cisco Multicasting (MCAST) 1.0
(ICND2) 1.0 Expert Live With ENCOIE .oc.coovorrevscvrrees LLCS0004 e R LLCS0028
Designing Cisco Network Service .
Architectures (ARCH) 2.0 Expert Encore................... LLCS0011 [P Telephony Design (IPTD) 1.0 Expert Encore ....... LLCS0027
Designing Cisco Network Service IP-Telephony D-es1gn (I-PTD) 1.0 Expert Encore ....... LLCS0027
Architectures (ARCH) 2.0 Expert Encore.................. LLCS0011 Microsoft for Cisco Voice (MSCV) 1.0 Expert
. . ENCOTE.....coiiiiieiiieiceeetecce e LL 2
Configuring BGP on Cisco Routers (BGP) 3.2 neore 50029
EXPEIt BICOTC....veeeeeeeeeeee e LLCS0041 Microsoft for Cisco Voice (MSCV) 1.0 Expert
Configuring BGP on Cisco Routers (BGP) 3.2 ENCOTE....cniiiiiiiiececeeceeee e LLCS0029
ExXpert ENCOre.......ccooovvirinenieieieiecseeeeeeeee e LLCS0041 IP Telephony Express (IPTX) 4.0 Expert
. . . ENCOTE.....coiiiiiciiieicecte e LL 2
Implementing Cisco Multi-Protocol Label neore 50026
Switching (MPLS) 2.2 Expert Encore.............coo........ LLCS0047 IP Telephony Express (IPTX) 4.0 Expert
Implementing Cisco Multi-Protocol Label ENCOTE....coiiiiiiiiiciccccce e LLCS0026
Switching (MPLS) 2.2 Expert Encore...........c...c......... LLCS0047 Troubleshooting Cisco Unified Communications
Systems (TUC) 1.0 Expert Live with Encore ............. LLCS0020
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Troubleshooting Cisco Unified Communications

Systems (TUC) 1.0 Expert Live with Encore.............. LLCS0020
Implementing Cisco Unified Communications

Manager Part 1 (CIPT1) 6.0 Expert Live .................... LLCS0043
Implementing Cisco Unified Communications

Manager Part 1 (CIPT1) 6.0 Expert Live..........cc.c...... LLCS0043
Implementing Cisco Unified Communications

Manager Part 2 (CIPT2) 6.0 Expert Live .................... LLCS0045
Implementing Cisco Unified Communications

Manager Part 2 (CIPT2) 6.0 Expert Live..................... LLCS0045
Cisco Voice over IP (CVOICE) 6.0 Expert Live

With ENCOT ... LLCS0042
Cisco Voice over IP (CVOICE) 6.0 Expert Live

With ENCOTE ...cvvieiiiiiiieieicceeeeee e LLCS0042

Implementing Cisco I0S Unified
Communications Part 2 (ITUC2) 1.0 Expert
ENCOTE ..ot LLCS0055

Implementing Cisco I0S Unified
Communications Part 2 (ITUC2) 1.0 Expert
ENCOTE ..ottt LLCS0055

Security

Securing Cisco Network Devices (SND) 2.0

Securing Networks with Cisco Routers and

Switches (SNRS) 3.0 Expert Live with Encore .......... LLCS0056
Securing Networks with ASA Advanced (SNAA)

1.0 Expert ENcore ......c.ccooeveeieniiniinieenieeicnceicniee LLCS0050
Securing Networks with ASA Fundamentals

(SNAF) 1.0 EXpert LiVe......cooeereveeeneinieieeriecseeieene LLCS0046
Securing Networks with Cisco Routers and

Switches (SNRS) 3.0 Expert Live with Encore .......... LLCS0056
Securing Networks with ASA Advanced (SNAA)

1.0 EXpert ENcore .......ccoevveeeeniivieniinieieeiceieseeeiene LLCS0050

Wireless Technologies

Cisco Wireless LAN Fundamentals (CWLF) 1.0

Expert ENCore .......coccovvvieniiieniniinenicceiccseee LLCS0039
Cisco Wireless LAN Fundamentals (CWLF) 1.0

Expert Encore .........cccoooieiiniiiiniiiiiiiiiiccccie LLCS0039
Cisco Wireless LAN Advanced Topics (CWLAT)

1.0 Expert ENCOTe ....ocvvvvieieiieeicee e LLCS0040
Cisco Wireless LAN Advanced Topics (CWLAT)

1.0 Expert ENCOTe ......c.coevevieieiiininiineicicceceene LLCS0040

Implementing Cisco Unified Wireless
Networking Essentials IUWNE) 1.0 Expert
ENCOTE....ooiiiiiiiiccie e LLCS0057

EXpCI't ENCOTC....oovvviiiiiiiiiiiiiiiiiiiiiieeeeeeeeeee LLCS0032 Implementing Cisco Unified Wireless
Securing Cisco Network Devices (SND) 2.0 Networking Essentials IUWNE) 1.0 Expert
Expert ENCore.......cccvviveiiiiiieeeeeeeee e LLCS0032 ENCOTC...oiiiieeee e LLCS0057
Securing Networks with Cisco Routers and
Switches (SNRS) 2.0 Expert Encore........c..ccccveuennenne. LLCS0033 Cisco
Securing Networks with Cisco Routers and ) . . o
Switches (SNRS) 2.0 Expert Encore...........ocoooevan.... LLCS0033 Implementing Cisco Unified Communications
Securing Networks with PIX and ASA (SNPA) Manager 7.0 (UCM70) 1.0 Expert Encore.................. LLCS0058
5.0 EXPErt ENCOTE.......vvoveeieerieoiessiss s LLCS0034 Implementing Cisco Unified Communications
Securing Networks with PIX and ASA (SNPA) Manager 7.0 (UCM70) 1.0 Expert Encore.................. LLCS0058
5.0 Expert ENCOTe......covvieiiieiieieeeesee e LLCS0034
Implementing Cisco Intrusion Prevention ALL ACCESS
Systems (IPS) 6.0 Expert Live with Encore................ LLCS0036
Implementing Cisco Intrusion Prevention (ISC)2
Systems (IPS) 6.0 Expert Live with Encore................ LLCS0036
Cisco Secure Virtual Private Networking Security
(CSVPN) 4.7 Expert ENcCore .........ccooeevevieeieneeienenne LLCS0037
. . . . Systems Security Certified Practitioner
Cisco Secure Virtual Private Networking
(CSVPN) 4.7 EXpErt ENCOTE oo LLCS0037 (SSCP) Expert.Encore..................... ................................ LLIS0001
Securing Hosts using Cisco Security Agent (Ssy ;tcefr,r;SES:c;?gnSs?;ﬁed Practitioner LLIS0001
(HIPS) 3.0 EXpert ENCOTe ........coocoo..oovooersoerso LLCS0038 ) EXPEILENCOLE v R
Securing Hosts using Cisco Security Agent Certlﬁefi Information Systems Security
(HIPS) 3.0 Expert Encore LLCS0038 Professional (CISSP) Expert Encore...........cccoeverevennenee. LLIS0002
0 TEENCOTE o s Certified Information Systems Security
g}lglse;n fgtgfpgtsﬁ‘}eos Network Security LLCS0044 Professional (CISSP) Expert Encore..........cccccoerueennenee. LLIS0002
Implementing Cisco 10S Network Security
(IINS) 1.0 EXPELt LAVE 1o LLCS0044 ALL ACCESS
Securing Networks with ASA Fundamentals
(SNAF) 1.0 Expert Live......cocceeueeieieieiecieieieeieeee LLCS0046 MICROSOFT TECHNICAL
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B Client Operating Systems

Updating MCDST Skills to Microsoft Windows

B Microsoft Windows Server 2003

Microsoft Windows Server 2003 Active

Vista Expert ENcore ........cocooceveveneneieincnceeee LLMS0025 Directory and Network Infrastructure Design
Updating MCDST Skills to Microsoft Windows EXpert LAVE ceiieeie e LLMS0010
Vista Expert Encore .........ccoovvevivieneeienieieneeenee, LLMS0025 Microsoft Windows Server 2003 Active
Microsoft Windows XP Professional Dlrectory and Network Infrastructure Design
Administration and Maintenance Expert Live..oooii.. LLMS0016 Expert LIVE oo LLMS0010
Microsoft Windows XP Professional Mlcrosoﬁ Windows Server 2003 Ac.tlve
Administration and Maintenance Expert Live............ LLMS0016 D.lrectory Strategy and Implementation Expert
) ] o LIVE ettt LLMS0011
Supporting and Troubleshooting Applications . . )
on Microsoft Windows XP Expert Encore................. LLMS0018 M,'CTOSO& Windows Server 2003 Ac.tlve
. . L Directory Strategy and Implementation Expert
Supporting and Troubleshooting Applications LAVE .ttt LLMS0011
on Microsoft Windows XP Expert Encore................. LLMS0018 . . .
. . . . Microsoft Windows Server 2003 Environment
Supporting Microsoft Windows XP Client Management & Maintenance Expert Live with
Operating Systems EXpert ENCOre............cccvvveeecne LLMS0019 EICOT@ oo LLMS0012
Suppor'ting Microsoft Windows XP Client Microsoft Windows Server 2003 Environment
Operating Systems Expert Encore............cccccovveninnne. LLMS0019 Management & Maintenance Expert Live with
Configuring Microsoft Windows Vista Expert ENCOTE...oiiiiiiiiiicirceccceetee e LLMS0012
Live with ENCOTe......ccovveviieiiiiiiicirciceecee LLMS0023 Microsoft Windows Server 2003 Network
Configuring Microsoft Windows Vista Expert Security Design Expert Encore........c..ccccvevencncnenne LLMS0013
Live with ENCOre.....cc.covvivieiiiieiciieeeeceeeeee, LLMS0023 Microsoft Windows Server 2003 Network
Supporting and Troubleshooting Applications Security Design Expert Encore..........ccccoceveveninecae LLMS0013
on Enterprise Vista Clients Expert Encore................. LLMS0024 Microsoft Windows Server 2003 Network
Supporting and Troubleshooting Applications Services Management Expert Live ........c.ccccocevenenee LLMS0014
on Enterprise Vista Clients Expert Encore................. LLMS0024 Microsoft Windows Server 2003 Network
Services Management Expert Live ..........cococeveenene LLMS0014
B Microsoft Back Office Microsoft Windows Server 2003 Network
Services Planning and Maintenance Expert
Microsoft Exchange Server 2003 ENCOTC. ...t enes LLMS0015
Administration and Maintenance Expert Live............ LLMS0020 Microsoft Windows Server 2003 Network
Microsoft Exchange Server 2003 Services Planning and Maintenance Expert
Administration and Maintenance Expert Live............ LLMS0020 ENCOTE ... voeirceeirreeriecee ettt esessnes LLMS0015
Microsoft SQL Server 2000 Installation and Updating Microsoft Windows 2000 MCSA Skills
Administration Expert Encore.........c.ccccoceceveenninnee LLMS0021 to Windows Server 2003 Expert Encore.................... LLMS0008
Microsoft SQL Server 2000 Installation and Updating Microsoft Windows 2000 MCSA Skills
Administration Expert Encore..........cccocccvviinninn. LLMS0021 to Windows Server 2003 Expert Encore.................... LLMS0008
Microsoft SQL Server 2005 Implementation and Updating Microsoft Windows 2000 MCSE Skills
Maintenance Expert Live .......c.ococecveinciinccnnnnnee LLMS0022 to Windows Server 2003 Expert Encore.................... LLMS0009
Microsoft SQL Server 2005 Implementation and Updating Microsoft Windows 2000 MCSE Skills
Maintenance Expert Live .........ccccccviiniiniinninn. LLMS0022 to Windows Server 2003 Expert Encore.................... LLMS0009
Configuring Microsoft Exchange Server 2007
EXpert LiVe....cccooveriiieiiiiiiiiccncccecceeeeeeee LLMS0026 Microsoft Windows Server 2008
Configuring Microsoft Exchange Server 2007
EXpert LiVe.....coooerieieieiiiiieescceeeeeeeee e LLMS0026 Configuring Microsoft Windows Server 2008
Managing Projects with Microsoft Office Active Directory Services Expert Live with
Project 2007 EXpert ENCOTE.....vvvvvvvvvoooeoooeeeeoeeeeeeeeeee LLMS0028 ENCOTe. ..o LLMS0032
Managing Projects with Microsoft Office Configuring Microsoft Wm@ows Server 2_008
Project 2007 Expert Encore.........ccccceceeinincnienicnennn. LLMSO0028 N.etwork Infrastructure Services Expert Live
With ENCOTE...c.ooviiiiiiiiiciiccccceee LLMS0034
Designing a Database Server Infrastructure . . . )
with Microsoft SQL Server 2005 Expert Encore ....... LLMS0029 Microsoft Windows Server 2008 Administration
o Expert Live with Encore.......c..cocooeovecieincncncncnnenne LLMSO0035
Designing a Database Server Infrastructure
with Microsoft SQL Server 2005 Expert Encore ....... LLMS0029
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Microsoft Windows Server 2008 Enterprise

Administration Expert Live with Encore ................... LLMS0038

Configuring Microsoft Windows Server 2008
Application Platform Services Expert Live

With ENCOTE .....veevviiiiiciicceecceeee e LLMS0037

Configuring Microsoft Windows Server 2008
Active Directory Services Expert Live with

ENCOTC ..o LLMS0032

Configuring Microsoft Windows Server 2008
Network Infrastructure Services Expert Live

WIth ENCOTE ... LLMS0034

Microsoft Windows Server 2008 Administration

Expert Live with Encore ..........c.ccceeeeivcinincnincnneen. LLMS0035

Microsoft Windows Server 2008 Enterprise

Administration Expert Live with Encore ................... LLMS0038

Configuring Microsoft Windows Server 2008
Application Platform Services Expert Live

With ENCOTE ....ooooiviiiiiiiiiceeeee e LLMS0037

ALL ACCESS
COMPTIA

Networking

CompTIA Network+ (2009 Edition) Expert Live

CompTIA Project+ (2009 Edition) Expert Live
With ENCOTe....c.ooviiiiiiiiiiiiiiiiiiicccce LLCTO0010

Security

LLCTO0005
LLCTO0005

CompTIA Security+ Expert Encore

CompTIA Security+ Expert Encore
CompTIA Security+ (2008 Edition) Expert

ENCOTE....oiiiiiiieeee e LLCT0014
CompTIA Security+ (2008 Edition) Expert

ENCOTC ...ttt LLCTO0014
ALL ACCESS

PROJECT MANAGEMENT

PMP Certification

Project Management Professional
Certification (PMP) 4.0 (4th Ed Aligned)
Expert Live with ENcore........ccocvevvevieceenieniereeeenne LLPMO0004

Project Management Professional
Certification (PMP) 4.0 (4th Ed Aligned)
Expert Live with Encore.........ccoocvevveviecienieienieeennne. LLPM0004

Project Management Professional
Certification (PMP) 4.0 (4th Ed Aligned)

With ENCOTE ...oouvieiiiiiiiiieiceeceeeeee e LLCT0009 Expert Live With ENCOTE ...........vveveeeeeeeeeesesees LLPMO0004
C(.)mpTIA Network+ (2009 Edition) Expert Live Project Management Professional
WIth ENCOTC ...vveiieieiieieiecee e LLCTO0009 Certification (PMP) 4.0 (4th Ed Aligned)
CompTIA Network+ (2009 Edition) Expert Live Expert Live with Encore..........cccococviiniiniinninn. LLPMO0004
With ENCOTE ...cvviiiiiiiicieiceeeeeee e LLCT0009
CAPM Certification
Bl Desktop Support
Certified Associate in Project Management
CompTIA A+ Certification: Essentials Expert (CAPM) Expert ENnCore .......ccccccevevvvereeeciienieeeenene LLPMO0002
ENCOTE ..o LLCTO0007 Certified Associate in Project Management
CompTIA A+ Certification: Essentials Expert (CAPM) EXpert ENCOTe .o, LLPMO0002
ENCOTE ..o LLCT0007
CompTIA A+ Certification: IT Technician Project Management Skills
Expert ENCOre.......occovviieiiiiiieieeeeeeeee e LLCTO0008
CompTIA A+ Certification: IT Technician Managing Projects with Microsoft Office
EXPErt BNCOTE. ........o.ovveeeeeeeeeeeeeeeeeeeeeeee e LLCT0008 Project 2007 EXpert ENCOTE ..oooovvvvvvveevvriss, LLMS0028
CompTIA A+ Essentials (2009 Edition) Expert Managing Projects with Microsoft Office
BILCOTE oo LLCT0013 Project 2007 EXpert ENCOre.....ovooosivvrrssvvrss LLMS0028
CompTIA A+ Essentials (2009 Edition) Expert CompTIA Project+ (2009 Edition) Expert Live
ENCOTE ..o LLCTO0013 With ENCOTE...oooviiiniitiiiiiiiinnns LLCTO0010
CompTIA Project+ (2009 Edition) Expert Live
B Project Management With ENCOTe.....ovviiiiiiiiiiiiiciiiecccccee LLCTO0010
CompTIA Project+ (2009 Edition) Expert Live Professional Development
With ENCOTe ....oviviiiiiiiiiiiccceeee e LLCTO0010
CompTIA Project+ (2009 Edition) Expert Live Managing Your Time for Business Results
With BNICOTC corevveresooeeeesoseessssnes oo LLCT0010 EXPEIL ENCOIE coovovrvvressrnsssssssmssssssssmssssssssssssssssmsnee LLPDO005
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Managing Your Time for Business Results

EXpert ENCOTe......cccuovuieieiiiieiieieieseeeeee e LLPDO0005
Managing Your Time for Business Results

Expert ENCOre......ccccoevieniiniininicienccceccsceieene LLPDO0005
Professional Communication Expert Encore ... ....LLPD0006
Professional Communication Expert Encore .............. LLPD0006
Professional Communication Expert Encore .............. LLPDO0006
High Impact Presentations Expert Encore .................. LLPDO0001
High Impact Presentations Expert Encore .................. LLPDO0001
High Impact Presentations Expert Encore .................. LLPDO0001
Negotiating: Getting Past No to Yes! Expert

ENCOTE ..o LLPDO0007
Negotiating: Getting Past No to Yes! Expert

ENCOTE ...t LLPDO0007
Negotiating: Getting Past No to Yes! Expert

ENCOTE ..o LLPDO0007
Managing a Project Team Expert Encore ................... LLPDO0003
Managing a Project Team Expert Encore ................... LLPDO0003
Managing a Project Team Expert Encore ................... LLPDO0003
Managing, Measuring and Maximizing

Performance Expert Encore ..........cccoceeveveevciecncnnnn LLPD0004
Managing, Measuring and Maximizing

Performance Expert Encore ..........ccccocevevencecncnnnn LLPD0004
Managing, Measuring and Maximizing

Performance Expert Encore ..........ccccoceevenevciccncnnnn LLPD0004
Coaching Skills for Supervisors and Managers

Expert ENCOre......ccccoeviiniiniininienineecneccsceieene LLPD0002
Coaching Skills for Supervisors and Managers

Expert Encore.........ccocoooviniiiiiiiiiniiiciiicicccice LLPD0002
Coaching Skills for Supervisors and Managers

Expert ENCOTe......ccccoeviiniiiieiniiiniccnecceeeniee LLPD0002
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INFORMATION TECHNOLOGY
CISCO SYSTEMS

Routing and Switching

Building Cisco Multilayer Switched Networks

(BCMSN) 3.0 Expert Live ....c.cccevevveeenceneiiricinneen LLCS0005
Building Scalable Cisco Internetworks (BSCI)

3.0 EXpert LiVe....c.coveiiirininieiciciicncceeccece e LLCS0006
Implementing Secure Converged Wide Area

Networks (ISCW) 1.0 Expert Live......cccoceoeveincnnenn. LLCS0007
Optimizing Converged Cisco Networks (ONT)

1.0 EXpert Live.....ccooevininienieiiiincncccccecsic e LLCS0008
Designing for Cisco Internetwork Solutions

(DESGN) 2.0 Expert Encore........ccccceevvveevienveecieenennn. LLCS0009

Implementing CiscoWorks for Enterprise
LAN/WAN Management (CWENT) 2.5 Expert EncoreLLCS0014

Interconnecting Cisco Network Devices Part 1

(ICND1) 1.0 Expert Live with Encore ..........cccc...... LLCS0003
Interconnecting Cisco Network Devices Part 2

(ICND2) 1.0 Expert Live with Encore............c.c.c....... LLCS0004
Designing Cisco Network Service

Architectures (ARCH) 2.0 Expert Encore................... LLCS0011
Configuring BGP on Cisco Routers (BGP) 3.2

EXpert ENCOre......coccovvieiiniiiieieeieieceececeesee e LLCS0041
Implementing Cisco Multi-Protocol Label

Switching (MPLS) 2.2 Expert Encore..........cccoceunneee. LLCS0047

IP Communications

Implementing Cisco I0OS Unified
Communications Part 1 (ITUC1) 1.0 Expert

Live with ENcore........coceverieniiieninienicrieesceieene LLCS0054
Cisco IP Telephony- Part 1 (CIPT1) 4.1

EXPert LiVe....ooovieieeieiesieciese et LLCS0016
Cisco IP Telephony- Part 2 (CIPT2) 4.1

EXPert LiVe.....cooeeiieriiienieiieieeeese e LLCS0017
Implementing Cisco Voice Gateways and

Gatekeepers (GWGK) 2.0 Expert Live ......cceevevenene LLCS0021
Implementing Cisco Quality of Service (QoS)

2.2 EXPert LiVe....ccouevuirieiiiieieeeeiecieestee e LLCS0018
Cisco IP Telephony Part 1 (CIPT1) 5.0 (Linux

Platform) Expert ENcore ........ccoeceveevienieeeenienieienienns LLCS0022
Cisco IP Telephony Part 2 (CIPT2) 5.0 (Linux

Platform) Expert ENcore .........ccocevevieiinienenieienenne LLCS0023
Cisco Unified Communications System Engineer

(UCSE) 1.4 Expert ENcore.........cccocevvevvereeienieienenns LLCS0024
Implementing Cisco Multicasting (MCAST) 1.0

EXpert ENCOTe......ccccovuiiiiniiiieiieieeeeeteescee e LLCS0028

IP Telephony Design (IPTD) 1.0 Expert Encore ........ LLCS0027

Microsoft for Cisco Voice (MSCV) 1.0 Expert

ENCOTE....cviiiiiiiiiiiciiicc LLCS0029
IP Telephony Express (IPTX) 4.0 Expert
ENCOTC....oiiiiiiiieicicctecete e LLCS0026
Troubleshooting Cisco Unified Communications

Systems (TUC) 1.0 Expert Live with Encore ............. LLCS0020
Implementing Cisco Unified Communications

Manager Part 1 (CIPT1) 6.0 Expert Live.................... LLCS0043
Implementing Cisco Unified Communications

Manager Part 2 (CIPT2) 6.0 Expert Live........c....c..... LLCS0045
Cisco Voice over IP (CVOICE) 6.0 Expert Live

With ENCOTe....ccvviiiiiiiiiiieieieeeeececee LLCS0042

Implementing Cisco I0S Unified
Communications Part 2 (ITUC2) 1.0 Expert
ENCOTE ..o LLCS0055

Security

Securing Cisco Network Devices (SND) 2.0

Expert Encore .........ccccoooieiiniiiininiiiiiiiiciccci LLCS0032
Securing Networks with Cisco Routers and

Switches (SNRS) 2.0 Expert Encore.........ccceevevennenn. LLCS0033
Securing Networks with PIX and ASA (SNPA)

5.0 Expert ENcCore ........coceveveieininincnieeeececnicnne LLCS0034
Implementing Cisco Intrusion Prevention

Systems (IPS) 6.0 Expert Live with Encore................ LLCS0036
Cisco Secure Virtual Private Networking

(CSVPN) 4.7 Expert Encore........ccccoeeevenienienceneennen. LLCS0037
Securing Hosts using Cisco Security Agent

(HIPS) 3.0 Expert ENcore........ccoecevveinnieenecnnenenen LLCS0038
Implementing Cisco IOS Network Security

(IINS) 1.0 Expert Live .....cccoceeveneeiinieienieieeeeeeen LLCS0044
Securing Networks with ASA Fundamentals

(SNAF) 1.0 Expert Live......ccooevveeneinneenieinienenen LLCS0046
Securing Networks with Cisco Routers and

Switches (SNRS) 3.0 Expert Live with Encore .......... LLCS0056
Securing Networks with ASA Advanced (SNAA)

1.0 EXpert ENcore ........ccovevieiiinienienieesceiesiceieiene LLCS0050

Wireless Technologies

Cisco Wireless LAN Fundamentals (CWLF) 1.0

EXpert ENCOTe ......oocvveiiiiiiieieeeeeece e LLCS0039
Cisco Wireless LAN Advanced Topics (CWLAT)
1.0 EXpert ENcore ......cccovveviieiienieieiieesieeeieeieiee LLCS0040

Implementing Cisco Unified Wireless
Networking Essentials IUWNE) 1.0 Expert
ENCOTE....oniiiiiieieeee e LLCS0057

Cisco

Implementing Cisco Unified Communications
Manager 7.0 (UCM70) 1.0 Expert Encore.................. LLCS0058
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INFORMATION TECHNOLOGY
(ISC)2

Security

Systems Security Certified Practitioner
(SSCP) Expert ENcore........ccooeeveerieienieeienieieneeene LLIS0001

Certified Information Systems Security
Professional (CISSP) Expert Encore..........cccccoeneneeneee LLIS0002

INFORMATION TECHNOLOGY
COMPTIA

Networking

CompTIA Network+ (2009 Edition) Expert Live
With ENCOTe ..o LLCT0009

Desktop Support

CompTIA A+ Certification: Essentials Expert

ENCOTE ..ot LLCT0007
CompTIA A+ Certification: IT Technician

Expert ENcCore.......occvviveieiiieieeeeeeeee e LLCTO0008
CompTIA A+ Essentials (2009 Edition) Expert

ENCOTE ..ot LLCTO0013

Project Management

CompTIA Project+ (2009 Edition) Expert Live

With ENCOTE ...cvvieiiiiiiiiieicceeeeee e LLCT0010
Security

CompTIA Security+ Expert Encore ........ccccoeevevenene LLCTO0005
CompTIA Security+ (2008 Edition) Expert

ENCOTE ..o LLCT0014

INFORMATION TECHNOLOGY
MICROSOFT TECHNICAL

Client Operating Systems

Updating MCDST Skills to Microsoft Windows

Configuring Microsoft Windows Vista Expert

Live with Encore........c.cccccvvnininineiiincncncceene LLMS0023
Supporting and Troubleshooting Applications
on Enterprise Vista Clients Expert Encore................. LLMS0024

Microsoft Back Office

Microsoft Exchange Server 2003

Administration and Maintenance Expert Live ........... LLMS0020
Microsoft SQL Server 2000 Installation and

Administration Expert Encore .........cccccoecevivenenenn. LLMS0021
Microsoft SQL Server 2005 Implementation and

Maintenance Expert Live......c..cococeoeeiininincncnenn. LLMS0022
Configuring Microsoft Exchange Server 2007

EXPErt LIV c..oveieieiieiiiieiee e LLMS0026
Managing Projects with Microsoft Office

Project 2007 Expert Encore ...........cccceeeevcncncnncnenene LLMSO0028

Designing a Database Server Infrastructure
with Microsoft SQL Server 2005 Expert Encore........ LLMS0029

Microsoft Windows Server 2003

Microsoft Windows Server 2003 Active
Directory and Network Infrastructure Design
EXPert LiVe ...oouveieniiiiiieieteet e LLMS0010

Microsoft Windows Server 2003 Active

LIV e LLMSO0011

Microsoft Windows Server 2003 Environment
Management & Maintenance Expert Live with

ENCOTC....oiiiiiiieiee e LLMS0012
Microsoft Windows Server 2003 Network
Security Design Expert Encore..........cccceeevveneneennene LLMS0013
Microsoft Windows Server 2003 Network
Services Management Expert Live ........ccoccvevveevennnne LLMS0014

Microsoft Windows Server 2003 Network
Services Planning and Maintenance Expert

ENCOTC....oiiiiiiiciiiecccc e LLMS0015
Updating Microsoft Windows 2000 MCSA Skills
to Windows Server 2003 Expert Encore.................... LLMS0008
Updating Microsoft Windows 2000 MCSE Skills
to Windows Server 2003 Expert Encore.................... LLMS0009

Microsoft Windows Server 2008

Configuring Microsoft Windows Server 2008
Active Directory Services Expert Live with
ENCOTE....ceiiiiiiiiiccccececeeee e LLMS0032

Vista Expert ENcore .........ccoovveveviecieneeierecieseene, LLMS0025
Microsoft Windows XP Professional Configuring Microsoft Windows Server 2008
Administration and Maintenance Expert Live............ LLMS0016 N.etwork Infrastructure Services Expert Live
With ENCOTe.....c.ovviiiiiiiiiiiciccceeccee LLMS0034
Supporting and Troubleshooting Applications . . .. .
. . Microsoft Windows Server 2008 Administration
on Microsoft Windows XP Expert Encore............... LLMS0018 Expert Live with ENcore.........cocoveveeieieeniieeeeee LLMSO0035
Supporting Microsoft Windows XP Client
Operating Systems Expert Encore..........ccccoecveneneenee. LLMS0019
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Microsoft Windows Server 2008 Enterprise
Administration Expert Live with Encore ................... LLMSO0038

Configuring Microsoft Windows Server 2008
Application Platform Services Expert Live
With ENCOTe ......covviiiiiiiiiiiiiiiciiccccccce LLMS0037

PROJECT MANAGEMENT
PROJECT MANAGEMENT

Bl PMP Certification
Project Management Professional

Certification (PMP) 4.0 (4th Ed Aligned)
Expert Live with Encore ..........ccccoeevevievenenienennne. LLPMO0004

B CAPM Certification

Certified Associate in Project Management
(CAPM) Expert ENcore........c.cooveverveeeinineneneiene LLPM0002

B Project Management Skills

Managing Projects with Microsoft Office

Project 2007 Expert Encore..........coceveeeenereenieneenne. LLMS0028
CompTIA Project+ (2009 Edition) Expert Live
With ENCOTe ....oviiiiiiiiiiiiecee e LLCTO0010
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SUN MICROSYSTEMS
JAVA

Fundamentals of the Java Programming
Language (J2SE)

New Features in the Java SE 6 Platform

(WJO-T1001) it _sun_wjo_1001
Introduction to the Java™ Programming
Language (WJ-1101-SE6)........cccccvvirinrennnene _sun_wj_1101_se6

Implementing Basic Constructs in the Java™
Programming Language (WJ-1102-SEO)....... _sun_wj_1102_se6

Implementing Object-Oriented Concepts in the
Java Programming Language (WJ-1103-SE6) sun_wj_1103_se6

J2SE Internals and Troubleshooting
(WJO-3250) ..o _sun_wjo_3250_180

Java Programming Language

Java™ Programming Language: Getting Started

(WI-2751-SEB) ..ceoevveiininiiecicieescneee _sun_wj_ 2751 se6
Java Programming Language: Understanding the
Building Blocks (WJ-2752-SE6)..........ccc...... _sun_wj_2752_se6

Java Programming Language: Applying

Exceptions, Collections Framework and

Input/Output Classes (WJ-2753-SE6)............ _sun_wj_ 2753 se6
Java™ Programming Language: Designing

Graphical User Interfaces (WJ-2754-SE6)....._sun_wj 2754 se6
Java™ Programming Language: Applying

Threading and Networking Concepts

(WJ-2755-SE6) ..vvveuireriririircineereeeeeenne _sun_wj_2755_se6

Developing Applications for the Java SE
Platform

Java™ SE Application Development:
Introduction (WJ-2851-SE6).....ccccoceevuerurenenne _sun_wj 2851 se6

Java™ SE Application Development: Designing
a Graphical User Interface (WJ-2852-SE6)...._sun_wj 2852 se6

Java SE Application Development:

Implementing Multi Tier Design (WJ-2853-SE6) sun_wj 2853 se6

Developing Applications for the J2EE Platform

Introduction to the Java™ EE Platform

(WIJ-3101-EES) .couiiiiiiiiiieeeieceeeee, _sun_wj 3101 ee5
Developing Components for the Java™ EE
Platform (WJ-3102-EES) ....cccovevvvieieeieene _sun_wj 3102 ee5

Implementing Persistence, Transactions and
Messaging in a Java™ EE Application
(WJ-3103-EE5) .ccvevieiiieeceeeeeee e _sun_wj 3103 _ee5

SUN MICROSYSTEMS

Implementing Java EE Web Services and
Security (WJ-3104-EES)......cccoeviiviniiieane _sun_wj 3104 ee5

Java(TM) EE 5 Platform and Enterprise
JavaBeans 3.0 - An Expert-to-Engineer

Session (WJT-DTJ-1000) .....ccccecveveervenienanne _sun_wjt_dtj 1000
Getting Starting with the Java(TM)
Persistence APT (WJ-2291)...c.coociiivinieiiiiene _sun_wj 2291

Web Component Development with Servlet and
JSP Technologies

Developing Web Applications Using Core Java
Servlet Technologies (WJ-3141-EES) ........... _sun_wj_3141 ee5

Developing Web Applications Combining Struts
and Advanced Java Servlet Technologies
(WJ-3142-EES).ccoiiiiieeeeeeeeee _sun_wj 3142 eeS

Developing Web Applications Combining Struts
and JSP™ Page Technologies (WJ-3143-EE5) sun_wj_ 3143 ee5

Advanced Business Component Development
with Enterprise JavaBeans Technology

Enterprise Java(TM) Beans Technology:
Introduction (WJ-3511-EES) ...cccoovviiiinnne. _sun_wj 3511 eeS

Enterprise Java ™ Beans Technology:
Implementing Session Beans and Java ™
Persistence (WJ-3512-EE5) ..c..cocovvvivienvennne _sun_wj 3512 ee5

Enterprise Java Beans Technology:
Implementing Messaging and Interceptor
Classes (WJ-3513-EES) .c..ccoceiieiiniienieiene _sun_wj 3513 ee5

JavaBeans™ Technology: Using the EIB™
Container Services Optimally (WJ-3514-EES) sun wj 3514 eeS

Java Practice Exams

Sun Certified Associate for the Java
Platform, Standard Edition, Exam Version 1.0
(WGS-PREX-JO19C)...coiieiiiiiieiieieiene _sun_wgs_prex j019c

Sun Certified Programmer for the Java 2
Platform Standard Edition 5.0
(WGS-PREX-JO55C)..cciiiiiiiieieeieeiens _sun_wgs_prex j055c

Sun Certified Programmer for the Java
Platform, Standard Edition 6 (WGS-PREX-J065C) sun_wgs prex j065c

ePractice exam for the Sun Certified Web
Component Developer for the Java Platform,
EE 5 (WGS-PREX-J083C)......cecuenuene _sun_wgs_prex j083c v2

ePractice for the Sun Certified Business
Component Developer for the Java Platform
Enterprise Edition (WGS-PREX-J091C).. sun wgs prex j091c

ePractice Exam for the Sun Certified
Developer for Java Web Services
(WGS-PREX-J220C).....cccverirreirereiennenn _sun_wgs_prex j220c

SUN MICROSYSTEMS
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SOLARIS 10

Solaris Essentials Featuring the Solaris 10
Operating System

Using Components of the Desktop System

(WS-1000-S10) .cevvereieiirieienieeieeieiesiens _sun_ws_1000 _s10 b
Manipulating and Managing Files and

Directories (WS-1001-S10)......c.cccecvruennee _sun_ws_ 1001 s10 b
Searching and Process Manipulation

(WS-1002-S10) c.cvvemeeiereinienienicreieencneenne _sun_ws_1002_s10_b

Working With the Shell (WS-1003-S10) . _sun_ws_1003_s10 b

Archiving Files and Remote Transfer
(WS-1004-S10) c.cevemeeieriniiniencrceeeneneenne _sun_ws_1004 s10 b

System Administration for the Solaris 10
Operating System Part |

Understanding the Solaris(TM) 10 Directory
Hierarchy (WS-2000-S10-B) ......ccccvecevuenenn _sun_ws_2000_s10
Managing File Systems (WS-2001-S10-B) .. sun_ws 2001 s10

Installing Software Packages and Patches

(WS-2002-S10-B) ..covevveviriiniriicieeeieicniees _sun_ws_2002_s10
Understanding Boot PROM Fundamentals

(WS-2003-S10-B) .ceerveverereieiienreinieienenenns _sun_ws_2003_s10
Performing System Boot Procedures

(WS-2004-S10-B) ..coveveeuiriiniricicieiecniees _sun_ws_2004 s10
Performing User and Security Administration

(WS-2005-S10-B) ..ceoovevereriieiernrcinieiinenenne _sun_ws_2005_s10
Managing Network Printers and System

Processes (WS-2006-S10-B).......cccevueerennne _sun_ws_2006_s10

Archiving and Restoring Data (WS-2007-S10-B) sun_ws 2007 _s10

Advanced System Administration for the Solaris
10 Operating System

Manage Storage Volumes (WS-2022-S10-B) sun_ws_2022 s10

Access Control and System Messaging
Configuration (WS-2023-S10-B).................. _sun_ws_2023 s10

Naming Services Setup (WS-2024-S10-B) .. sun_ws 2024 s10

Introducing Zones and ZFS (WS-2025-S10-B) _sun_ws_2025 s10

Network Basics (WS-2020-S10) ............ _sun_ws_2020 s10 v2
Swap Space, NFS, Automount, and Core Dump
Management (WS-2021-S10) ......ccc.c..e. _sun_ws_2021 s10 v2

Solaris Advanced Installation Technologies

Configure Jumpstart Installation Using the

Solaris 10 Operating System (WS-2040-S10) sun_ws_ 2040 s10

Perform Flash Installation Using the Solaris
10 Operating System (WS-2041-S10)........... _sun_ws_2041 s10

Configure WAN Boot Installation Using the
Solaris 10 Operating System (WS-2042-S10) _sun_ws 2042 _s10

Perform Live Upgrade Using the Solaris 10
Operating System (WS-2043-S10) ................ ~sun_ws 2043 s10

Network Administration for the Solaris 10
Operating System

Configuring the Network Interface Layer
(WS-3000-S10-B)...coervereriiiiniencneiceeenes _sun_ws_3000_s10
Configuring the Network (WS-3001-S10-B) sun_ws 3001 s10

Configuring and Managing Network
Applications (WS-3002-S10-B).........cccccueuee _sun_ws_3002_s10

Solaris 10 Practice Exams

Sun Certified System Administrator for
Solaris 10 OS Part I (WGS-PREX-S200C)_sun_wgs_prex_s200c

Sun Certified System Administrator for
Solaris 10 OS Part IT (WGS-PREX-S202C)_sun_wgs_prex_s202c

ePractice Exam for Sun Certified Network
Administrator for Solaris 10 OS

(WGS-PREX-S302C) ....coveviieiineeicnneee _sun_wgs_prex s302c
ePractice Exam for the Sun Certified Solaris
Associate (WGS-PREX-S105C)............... _sun_wgs_prex_s105c
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LEGAL COMPLIANCE

LEGAL COMPLIANCE
COMPLIANCE

HR Compliance

Antitrust--Overview ...LCO0101

Antitrust--Talking with the Competition ...................... LCO0102
Antitrust-Trade Associations ...........ceccevevevveveeerinennens LCOO0103
E-mail and Internet USe .......ccccoeevviererieneniienieeieiee LCOO0106
Foreign Corrupt Practices ACt ........ccccecevereriecncncnnnn LCO0108
Intellectual Property OVerview ......c..c.ccoceeeeeeeenenuennenn LCO0109
Trade Secrets ...LCOO0111
Americans with Disabilities Act (ADA) ......ccccceceennee. LCO0112
Attorney-Client Privilege ........ccooceivveniinineneinnene LCO0113
Doing Business on the Internet .........c.cccccoeevevircncnnnnn LCO0114
Doing Business with the Government ............c.cc.ccc..... LCOO0115
Fair Labor Standards Act (FLSA) ......cccoeeevecinininnne LCOO0116
Insider Trading .......cccocoevevereneneieieereeeeeceee LCO0117
Interviewing and Hiring Practices .......c.c.cccoeveirieuennne LCOO0118
Record Retention ...........ccceveeieniirienienieninieneeeeee LCOO0119
Independent Contractors and Temporary

Employees LCOO0121
The Sarbanes-Oxley Act 0f 2002 .......ccccocevveveerirennene LCO0122
UnNION AWATENESS ....evvenveiieieeiieieeiienieeiteseeeeesieeeesieens LCOO0123
Documenting DiSCIpling ...........ccceveevueeieniereenieneeienienne HRO162
Sarbanes Oxley: Whistleblower Protection .................... HRO172
Code of Conduct Awareness ..................... Ichr 01 a0l lc_enus
Workplace Ethics Ichr 01 _a02 Ic_enus
Workplace Diversity Awareness ................ Ichr 01 _a03 Ic_enus
Workplace Violence ........ccccceeeeeverieenvennne. Ichr 01 a04 Ic enus
Anti-Money Laundering ............ccccceevennenee. Ichr 01 a05 Ic_enus
Export Controls ........cceceveevienencieneniennenne. Ichr 01 _a06 lc_enus
Conlflicts of Interest in the Workplace ........ Ichr 01 _a07 lc_enus
Rightful Employment Termination ............ Ichr 01 a08 Ic_enus

Equal Employment Opportunity and
Discriminatory Practices in Hiring.............. Ichr 01 _a09 Ic_enus

Privacy and Information Security ... Ichr 01 al0 Ic_enus

Procurement Integrity .........ccoevvevvereevennne. Ichr 01 all Ic enus

FMLA Leave and More: An Overview of Legally
Protected Leave.......cccceoeeveevieniennene Ichr 01 al2 Ic_enus

Code of Conduct (Customizable)

Ichr 01 al3 Ic_enus

Preventing Fraud and Abuse ...........ccc..... Ichr 01 al7 Ic_enus
Ethical Decision Making Simulation ............c.cceceeue..e. LCO0100
Conflict of Interest Simulation ...........cccceveveircrcnnnne. LCO010S
Interviewing and Hiring Practices .........cccccoeverircnnenne. LCO0110
Illegal Insider Trading Simulation ... LCOO011S
Workplace Diversity AWareness ............ceceeeereereenne LCHROO1A
Harassment

Employee Sexual Harassment Awareness ..1ch 01 a0l lc_enus

Supervisor and Manager Sexual Harassment
AWATEINIESS....cvevivireieienieiieeeeieneseenneeenenes Ich_01 a02 Ic enus

Ich_01 a03 Ic enus

Harassment in the Workplace

Supervisor and Manager Sexual Harassment

Awareness — Multi-State Edition................. Ich 01 a04 Ic enus
Dealing with Sexual Harassment Simulation ............... LCO0200
Managing Sexual Harassment Problems

SIMUIALION. ....cvieieiirieirceecc e LCO020S
Managing Workplace Harrassment Complaints ........... LCO020T
HIPAA

HIPAA Privacy Rules ........cccooeeiinineniiencncees LCO0301
HIPAA: Electronic Health Data Transactions ............... HRO191
HIPAA: Evaluating the Impact of the Privacy

RUIC .ottt HRO0192
HIPAA: Implementing Privacy Rules .........cccccceceneenn. HRO193

HIPAA: Securing Protected Health Information HRO0194

FEDERAL GOVERNMENT INDUSTRY
FEDERAL COMPLIANCE

Federal Government Legal Compliance

The No FEAR ACt .ceeovveieecieeeeeee fgov 01 a0l bs_enus
The US Constitution .........cceeevevveevenvennenn fgov_01 _a03 bs_enus
Sexual Harassment Prevention for Federal

Employees .......coceeverieninieninieceieeen fgov_01_a04 bs enus
Accessibility and Section 508 Awareness fgov 01 a05 bs enus
Workplace Safety ........ccceceveecveneeeenienen. fgov_01 _a06 bs_enus
Federal Enterprise Architecture ............... fgov_01 _a07 bs_enus
Federal Budgeting Process ..........c..c........ fgov_01 _a08 bs enus

Government Ethics fgov 01 a09 bs enus

Proper Use of Government Charge Cards fgov 01 al0O bs enus

Promoting a Substance-free Workplace .....Ichr 01 al4 Ic enus Human Resources Flexibilities ................. fgov_01 all lc_enus
Understanding the Americans with Information Security Awareness ............... fgov_01 al2 lc_enus
Disabilities Act (ADA) oo Ichr_01_al5_lc_enus Privacy AWareness ...........coccovvevrvevevennnn. fgov 01 al3 Ic_enus
Integrity in the Workplace ...........cccceceeneee Ichr 01 al6_lc_enus Pre-Retirement Planning for FERS .......... fgov 01 al4 lc enus
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