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ACCOUNTING AND FINANCE
Accounting I: Recording Information
Begin your understanding of the basics of accounting
and how to properly record information in this hands-on 
class. Learn the accounting cycle, debit/credit theory, 
and who are the various users of accounting informa-
tion. Apply this knowledge to enter in a journal and post 
to the ledger, and gain understanding of adjustments 
and the trial balance.

Course #  1PDE-0099

Sect 1 Jan 29  / 1 session / Copa
W 8:30 AM - 4:00 pm E 2311

Accounting II: Reporting Information

Building on the principles learned in Accounting I:
Recording Information, this hands-on class will focus 
on preparing financial statements. Learn to prepare an 
income statement, statement of earnings, a balance 
sheet and statement of cash flows.

Course #  1PDE-0100

Sect 1 Feb 5  / 1 session / Copa
W 8:30 am - 4:00 pm E 2311

Accounting III: Analyzing Information

Take your accounting knowledge to the next level by 
learning to use financial statements to drive better 
business decisions. Drawing upon knowledge from the 
previous two classes, students will do a detailed 
analysis of local company financial statements, including 
ratio analysis, vertical analysis, and horizontal analysis.

Note: Prerequisite: Accounting I and II. Bring a 
calculator to class. 

Course #  1PDE-0101

Sect 1 Feb 12 / 1 session / Copa
W 8:30 am - 4:00 pm E 2311

Note: Bring a calculator to class. 

Note: Prerequisite: Accounting I. Bring a calculator
to class. 

Quickbooks
Learn to use this small business accounting program to 
manage your business efficiently and quickly. Set up a 
company and create lists, enter and manage inventory, 
create invoices, process sales and payments, enter and 
pay bills. Work with bank accounts, including writing 
checks, and using registers. Reconcile accounts, transfer 
funds and generate reports. Textbook is included in the 
course fee and will be provided in class.

Course #  1CPT-0181

Sect 1 Mar 25-Apr 1  / 2 sessions / Copa
W 8:30 AM - 2:30 pm E 1733

Payroll Accounting

Enhance your accounting skills with payroll accounting! 
This class will not only provide an overview of payroll 
accounting policies and procedures, you will explore 
payroll tax laws and reporting requirements, and the em-
ployer-employee relationship. Learn wage and deduction 
calculations, quarterly, and annual reporting. Day 2 of 
Payroll Accounting reinforces learning from Day 1 and
includes a payroll simulation.

Sect 1 Apr 22-Apr 29 / 2 sessions / Copa
W 8:30 am - 2:30 pm E 2311

Note: Bring a calculator to class. 

Course #  1PDE-0131
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Sect 1 May 13 / 1 session / Sorensen
Th 8:00 am - 12:00 pm E 2313

BUSINESS DEVELOPMENT

Fundamentals of Training and 
Development

In today’s workplace, a highly skilled and well-educated
workforce is vital to an organization’s survival and 
success. Whether you are creating a new program or 
redesigning an existing one, using a structured approach 
ensures course content will meet the needs of your 
learners and the organization. 

Understanding the fundamentals of development
as well as training tools that match training needs
to learner preferences and desired organizational
outcomes is critical to training success. This course
illustrates how to link organizational needs to training 
outcomes and overall success.
• Assessing training needs
• Developing training materials
• Facilitating training sessions in-person or on-line
• Implementation of training
• Evaluating training

Course #  1PDE-0158

CAREER DEVELOPMENT

Reveal your inner superhero. The first part of this full-day 
interactive seminar will help you to improve soft skills 
and polish your self-presentation techniques, so that you 
will be perceived as the pro you are. Learn how to use 
body language to communicate your reliability, 
competence, and self-confidence. Discover how people 
form first impressions, and how to manage impressions 
in the future. Gain the tools you need to be ready for the 
next career advancement opportunity. 

The second part of this seminar focuses on self-
promotion techniques and how to use social media 
to improve your personal brand. Superheroes have 
costumes and catch phrases. Politicians have slogans. 
Products have logos and taglines. This branding helps to 
make the people and ideas memorable. What do people 
remember about you?  Learn how to shape your 
messaging to reflect how you want to be perceived.

Career Boosting Communication

Bring your resume, career history, and skills list to the 
seminar so that you can work on your personal brand 
message. You will also have time to build a new LinkedIn 
profile or improve an existing one. A computer will be 
provided, but you can bring a laptop if you prefer.

Course #  1PDE-0163

Sect 1 Feb 4 / 1 session / Lamberston
Tu 8:00 am - 4:00 pm E 1733

NEW! Managing Time Effectively
Efficient time management is one of the keys to getting 
the most out of your day. From managing email to 
managing meetings to juggling multiple projects and 
priorities, this time management session will provide 
practical tips and techniques to help enhance your 
effectiveness. Participants will:
• understand effective time management
• assess time management preferences
• define what focus really means
• review practical individual, team, and organizational
tips & tools to manage more effectively

Course #  1PDE-0160

Sect 1 Mar 24 / 1 sessions / Sorensen
M 8:00 am - 12:00 pm E 2311

NEW! Professional Ethics

This seminar focuses on ethics in today’s changing and 
challenging world; addressing ethical conflicts that are 
faced daily throughout the public, private, and nonprofit 
professions. This seminar focuses on real-life situations 
many have faced. These dilemmas can help us learn 
together from our successes and failures. The overall 
goal is to provide tools to assist in confronting an ethical 
conflict or dilemma, rather than just acting instinctively 
and facing the consequences. Doing the right thing and 
being a person of integrity and of high moral character
is not easy, but will greatly benefit you and your
organization over the long-term. Dr. Doolittle has taught 
ethics classes for over twenty years and believes ethics

Continues on next page ->
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is not about just understanding some old dead 
philosophers but is about the real world of today. It is 
directly related to your personal and professional 
survival along with that of your organization and 
profession, for ethics does matter.

Course #  1PDE-0161

Sect 1 Apr 7 / 1 session / Doolittle
M 8:00 am - 3:30 pm E 2313

COMMUNICATION

Better Work through 
Interpersonal Communication

Each one of us is unique. Not only does this make 
communcation interesting, it makes communication 
frustrating! There is a simple reason; we all have a pre-
ferred communication style. Find out why other people 
don’t communicate like you do, why it drives you crazy, 
and what you can do about it. 

You will learn how to: 
•  Identify assertiveness behaviors
•  Identify responsiveness behaviors
•  Determine a communication preference
•  Understand your communication preferences
•  Identify the communication preferences of others
•  Recognize when and why we fight back
•  Manage difficult interactions
•  Adapt your communication style to improve 
relationships and productivity.

Course #  1SUP-0134

Sect 1 Jan 28  / 1 session / Grace
Tu 8:00 AM - 4:00 pm E 2313

<- Continues from last page

NEW! Creating Candid Conversations

Rarely do arguments emerge because one or both parties 
are trying to be difficult. Differences are the reality of 
life. When handled proactively they can lead to progress. 
But conflict can emerge when people cross the fine line 
between healthy, productive disagreement and heated 
arguments. Explore small communication adjustments to

help you ask better questions so you and others clearly 
understand the issue before you voice objections; speak 
your mind without letting the situation spiral out of control; 
and listen and use language which reduces tension and 
rapport.

Course #  1PDE-0157

Sect 1 Feb 25 / 1 session / Gesche
Tu 8:00 am - 12:00 pm E 2313

Infectious Creativity for Team
Leaders

The zombie epidemic has infected your office. The boss 
grumbles the same complaints. Coworkers have blank 
stares. Your staff is looking forward to Friday on 
Monday. Un-zombify your workplace by infecting your 
team with creativity. A productive imagination can make 
your job feel less like work, and turn your coworkers 
into an effective group, freeing all from the drudgery of 
routines. This fun and interactive seminar will help you 
to gain new techniques for creative problem solving. 
You will try methods used by brilliant people to energize 
their own creativity, and learn how to inspire creative 
excellence in your crew. Creativity is the cure! Leave 
this interactive seminar with strategies and methods to 
improve creativity that you can share with your team.

Course #  1PDE-0142

Sect 1 Feb 24  / 1 session / Lambertson
M 8:00 am - 12:00 pm E 2313

Public Speaking Hacks
for Everyone

Are you nervous when speaking in front of others? Is 
speaking on the spot stressful? Do you have difficulty 
organizing your thoughts? Is it tough to get your point 
across? This class will help you manage common piblic 
speaking challenges and improve your confidence and 
skills regardless of your skill level. You will have fun 
while you learn to manage anxiety, speak 
extemporaneously, use question and answer to buy time, 
be persuasive and more.

Course #  1PDE-0150

Sect 1 Feb 27  / 1 session / Grace
Th 8:00 AM - 2:30 pm E 2313 3



Infectious Creativity for Team
Leaders

Public Speaking Hacks
for Everyone

Reading Others Using Micro-
expressions and Body Language

The face is the best indicator of a person’s emotions 
if you know how to read it. The good news is we can 
already tell a lot about someone by their face. A micro- 
expression is a brief, involuntary facial expression that is 
shown on the face of humans according to the emotions 
that are being experienced. Unlike regular pro-longed 
facial expressions, it is difficult to fake a micro-
expression. There are seven universal micro-
expressions: disgust, anger, fear, sadness, happiness, 
surprise, and contempt. This session will review how to 
accurately read others’ micro-expressions and body 
language which can enhance understanding and 
influence in any situation.

Course #  1PDE-0155

Sect 1 Mar 2 / 1 session / Sorensen
Th 8:00 am - 12:00 pm E 2313

Simplifying Customer Service
Customer service is a dynamic process, although 
customers themselves are generally simple. They have a 
need and they want you to fulfill the need. Fully 
understand their needs and provide the right solution 
produces a satisfied customer who comes back again 
and again.

In this clsas you will learn:
•  To kno w the five expectations all customers have
•  To effectively communicate with customers 
•  To differentiate between positive, negative, 
inflammatory and powerful language
•  To use rapport building to establish trust
•  To apply customer recovery to past, present, and 
future situations
•  To maintain control when interacting with angry 
customers
•  To project a positive, customer-focused attitude

Course #  1PDE-0154 

Sect 1 Mar 5 / 1 session / Grace
W 8:00 AM - 12:00 pm E 2313

Workplace Violence - 
Run, Hide, Respond

Do you know what to do in an active shooter incident? 
Most people don’t! This class is based on the U.S. Dept. 
of Homeland Security civilian response methodology. 
You will learn this methodology as it applies to your 
workplace, public settings and proper prevention 
strategies. This is non-firearm training for what the 
average person can do in response to an incident. 
Objectives: 
•  Understand the Run, Hide, Respond method in case of 
an active shooter incident
•  Learn special prevention tips for teams, managers, 
supervisors and HR staff
•  Perform rapid response thought drills and 
preparedness exercises
•  Learn to be aware of your surroundings and 
improvised defense tools

Course # 1PDE-0164

Sect 1 Feb 13 / 1 session / Kiefer
Th 8:00 am - 12:00 pm E 2313

Leading with Emotional Intelligence

Why does emotional intelligence (EI) matter? Because at 
the core of every outstanding leader are the abilities to 
connect, achieve, inspire and act with resilience. Now 
you can learn to apply the best practices of an 
emotionally intelligent leader and give yourself a 
winning edge. EI helps you create and sustain unique 
opportunities and more impactful relationships. This 
course uses an integrated competency approach to help 
you develop this crucial skill. You’ll get hands-on 
implementable tools that can help you influence and 
motivate others to new heights of achievement.

Course #  1SUP-0158

Sect 1 Apr 28 / 1 session / Lynn
Tu 8:00 am - 12:00 pm E 2313
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Negotiations 101

Haggling isn’t negotiating. Negotiating is trying to find 
creative ways to satisfy the different interests of those 
involved rather than just split the difference. The goal 
is to manage our emotions, and the tension between 
building deals that satisfy both parties’ interests, while 
maintaining a healthy working relationship. If you want 
to discover how to make smarter moves and set the 
stage for more productive interactions, join me for this 
session. You will leave this course with: 
• ideas on how to create a problem-solving atmosphere 
where people feel safe brainstorming problem solving 
tools that will help you explore each side’s interests 
(hopes, fears, concerns, 
• needs) techniques to keep you focused on the end 
game while resisting old behaviors such as threats or 
demands

Course #  1SUP-0156

Sect 1 Mar 31 / 1 session / Gesche
M 8:00 am - 12:00 pm E 2313

Situational Leadership
In times where resources are limited, change and 
growth are occuring and effectiveness is a crucial, 
leaders need to ensure they are performing at their best. 
Now more than ever, leaders need to ensure they are 
effective at getting the job done working as effectively 
and efficiently as possible. The Situational Leadership 
Model is an essential tool for assessing the needs of 
the workplace and responding to the needs of others 
in the most effective and efficient manner. This model 
is proven, practical, and has been thoroughly updated 
to meet today’s business challenges. This eye-opening 
experience can result in fast professional development.

Course #  1SUP-0056

Sect 1 Apr 16 / 1 session / Sorensen
W 8:00 am - 12:00 pm E 2313

The Strategy of Leadership:
Creating Success through Coaching

Coaching is one of the most powerful one-on-one 
management techniques for getting the best out of every 
employee. How do you sharpen your own 
coaching skills to help your employees/team achieve 
high performance? This course will explore why 
coaching is critical in today’s work environment and 
demonstrate what you can do to develop employees and 
help them meet, and exceed, expectations. 
Identify coaching styles and the consequences of each 
and how to communicate expectations in a way that 
makes others want to follow through. Gain an 
understanding of how to cultivate a culture where 
coaching is a daily occurence and what it takes to be a 
great coach. Learn how to incorporate a simple coaching 
process for successful interactions and discuss barriers 
to effective coaching and how to deal with them.

Course #  1SUP-0014

Sect 1 Apr 21 / 1 session / Okada
M 8:00 am - 12:00 pm E 2313

Understanding What Makes
People Tick

Employees don’t disengage without reason and they 
don’t do their best work in an environment that fails to 
inspire. If employees are going to have a stake in the 
success of an organization, it is important to understand 
what causes disengagement and what can be done to 
motivate others. Capitalize on the untapped 
awesomeness inside your people for their benefit and 
yours too.

In this class, you will learn to:
• Recognize signs of disagreement
• Learn the 5 causes of disengagement
• Identify current levels of engagement of your team 
members
• Define motivation, intrinsic motivation, and extrinsic 
motivation
• Understand what drives each person’s motivation
• Learn tips for getting yourself and others motivated.

Course #  1PDE-0099

Sect 1 May 7  / 1 session / Grace
W 8:00 AM - 12:00 pm E 2313
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Understanding What Makes
People Tick

Foundations of Project 
Management
This class is designed to be an overview of key 
concepts in Project Management. If you are new to 
project management or are an experienced project  
manager but have never had a course in project 
management, then this class is for you! Explore 
Project Management processes, key tools and 
leadership principles. Build a solid understanding of 
the underlying principles in project management while 
developing knowledge of key project management 
concepts and terms. Learn the role of the project 
manager and be able to describe the interrelationships 
between the ten PMBOK ® knowledge areas.

Course #  1PDE-0099

Sect 1 Mar 12  / 1 session / Vreeman
Th 8:00 AM - 3:30 pm E 2313

Introduction to Agile/Scrum

Participants will learn about a different way of getting 
work done - this class is designed to be an overview 
to Agile and in particular, Agile Scrum.  Several Agile 
variations such as Kanban and Xtreme Programming will 
be introduced.  Discover the core principles and beliefs 
that drive agile thinking and agile scrum practice.  
Investigate the various roles, events, and artifacts of 
doing work in agile scrum.  Agile scrum and Project 
Management will be contrasted to better understand 
both.

Course #  1PDE-0162

Sect 1 Apr 30 / 1 session / Vreeman
Th 8:00 am - 12:00 pm E 2313

COMPUTER BASICS

Microsoft Office 2019/365: Access 
Level I
Let this class introduce you to the basics of database 
design theory and development.   Build and use queries, 
forms, reports, modify database structure, and tables. 
The textbook is included in the course fee and will be 
provided in class.

Course #  1CPT-0198

Sect 1 Jan 13 / 1 session / Lehr
M 8:00 am - 3:30 pm E 1733

Microsoft Office 2019/365: Access 
Level II
Expand your database design skills! Take a deeper dive 
into queries, forms and reports, advanced query wizards 
and other advanced design features. The textbook is 
included in the course fee and will be provided in class.

Course #  1CPT-0199

Sect 1 Mar 3  / 1 session / Lehr
M 8:00 AM - 3:30 pm E 1733

Microsoft Office 2019/365: Access 
Level III
Be empowered to design Access as a user-friendly tool 
for others. Expand your knowledge by using sub forms, 
creating form letters, importing and integration with 
Excel, Word and other databases. The textbook is 
included in the course fee and will be provided in class.

Course #  1CPT-0199

Sect 1 Mar 3  / 1 session / Lehr
M 8:00 AM - 3:30 pm E 1733
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Microsoft Office 2019/365: Excel
Level I
New to Excel? Using it forever? This class is a must. Old 
habits die hard. Sit right down and acquire foundations 
of Excel & Office using 21st century tools. Learn how to 
make entries in cells, including formulas and functions. 
Tell your story with Styles and Themes and charts. Work 
on analyzing data with challenging formulas including 
the If function. There’s plenty here for all. The textbook 
is included in the course fee and will be provided in 
class.

MICROSOFT OFFICE

Course #  1CPT-0186

Sect 1 Jan 15 / 1 session / Seys
W 8:00 am - 3:30 pm E 1733

Sect 2 Feb 26 / 1 session / Seys
W 8:00 am - 3:30 pm E 1733

Sect 2 Apr 15 / 1 session / Seys
W 8:00 am - 3:30 pm E 1733

Microsoft Office 2019/365: Excel
Level II
It’s time to explore views, data protection, and creation 
of Macros. ‘What-if’ analysis tools help discover all 
possible answers to changing variables in formulas. 
And Tables, the gem of Excel, turns any dataset into a 
dynamic range. Discover what you’ve been missing in 
Excel. The textbook is included in the course fee and will 
be provided in class.

Course #  1CPT-0187

Sect 1 Jan 22 / 1 session / Seys
W 8:00 am - 3:30 pm E 1733

Sect 2 Mar 4 / 1 session / Seys
W 8:00 am - 3:30 pm E 1733

Sect 2 Apr 22 / 1 session / Seys
W 8:00 am - 3:30 pm E 1733

Microsoft Office 2019/365: Excel
Level III
All roads have led you to this destination. Dive into Pivot 
Reports and learn the solution to slice and dice data 
within Excel. Discover how tools from previous classes 
are brought together for a complete solution. Learn to: 
exchange data between Excel and other programs, work 
in a single file simultaneously, customize features to 
your liking, and advanced Macro instruction. The 
textbook is included in the course fee and will be 
provided in class.

Course #  1CPT-0188

Sect 1 Jan 29  / 1 session / Grace
W 8:00 AM - 12:00 pm E 2313

Sect 2 Mar 11  / 1 session / Grace
W 8:00 AM - 12:00 pm E 2313

Sect 3 Apr 29  / 1 session / Grace
W 8:00 AM - 12:00 pm E 2313

Microsoft Office 2019/365: Excel
Level IV
Produce powerful, interactive reports in minutes instead 
of hours. Drop data to Excel from another source? Save 
endless hours with Power Query to quickly import, clean, 
shape, and analyze disparate data sources. Construct 
and share data through geographical 3D Maps, 
PowerPivot, and dynamic dashboards. Transform those 
large data sets into clear summary reports. Data crowns 
distributed at end of class! The textbook is included in 
the course fee and will be provided in class.

Course #  1CPT-0189

Sect 1 Feb 5 / 1 session / Grace
W 8:00 AM - 12:00 pm E 2313

Sect 2 Mar 25  / 1 session / Grace
W 8:00 AM - 12:00 pm E 2313

Sect 3 May 6 / 1 session / Grace
W 8:00 AM - 12:00 pm E 2313
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Microsoft Office 2019/365: Excel
Level IV

Microsoft Office 2019/365: OneNote
Dive into the best Microsoft program you are probably 
not using. Digitally capture and share thoughts, ideas 
and to-do’s from just about any device while keeping it 
all in one place. Share notebooks with others to view or 
edit, or share a snapshot with someone who does not 
have OneNote. Attach spreadsheets, video diagrams, 
and information from the internet. OneNote is a great 
21st century time management tool with unlimited 
possibilities.  The textbook is included in the course fee 
and will be provided in class.

Course #  1CPT-0196

Sect 1 Feb 19  / 1 session / Seys
W 8:00 AM - 12:00 pm E 1733

Microsoft Office 2019/365: Outlook
New to Outlook or were you thrown into the software 
without any real training? There is so much more to 
Outlook than you know! Learn to manage email more 
effectively, organize your inbox and stay on top of 
appointments, events, and meetings. Keep your contacts 
organized and link information from social media. Be a 
master of task creation and assigning tasks to others.  
The textbook is included in the course fee and will be 
provided in class.

Course #  1CPT-0192

Sect 1 Feb 12  / 1 session / Seys
W 8:00 AM - 3:30 pm E 1733

Microsoft Office 2019/365: Word
Level I
Learn the basics of this tried and true word processing 
software. Write with confidence by creating, editing, 
and formatting documents, create and format tables 
and learn tips & tricks to expand your Word horizons.  
The textbook is included in the course fee and will be 
provided in class.

Course #  1CPT-0193

Sect 1 Apr 2  / 1 session / Matz
Th 8:00 AM - 3:30 pm E 2313

Microsoft Office 2019/365: Word
Level II
Stay with the flow by illustrating documents with 
graphics, work with themes and building blocks, merge 
documents, work with styles and templates while 
developing multi-page documents.  The textbook is 
included in the course fee and will be provided in class.

Course #  1CPT-0194

Sect 1 Apr 23  / 1 session / Matz
Th 8:00 AM - 3:30 pm E 1733

Microsoft Office 2019/365: Word
Level III
Integrate with other programs and collaborate with 
co-workers, friends, or family while learning advanced 
graphics, how to build a form and customizing Word to 
best suit your needs.  The textbook is included in the 
course fee and will be provided in class.

Course #  1CPT-0195

Sect 1 May 14  / 1 session / Matz
Th 8:00 AM - 3:30 pm E 1733

Microsoft Power BI
Dashboards and Visualization. Tell your data story with 
stunning interactive reports using Microsoft Power BI 
Desktop. Use industry-leading data query and modeling. 
Power BI Desktop helps you empower others with timely 
critical insights, anytime, anywhere. The textbook is 
included in the course fee and will be provided in class.

Course #  1CPT-0197

Sect 1 Apr 8  / 1 session / Seys
W 8:00 AM - 12:00 pm E 2312
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