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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 the various users of 
accounting information are. Apply this knowledge 
to enter in a journal and post to the ledger, and gain 
understanding of adjustments and the trial balance. 
NOTE: Bring a calculator to class. 
Course # 1PDE-0099  
Mar 14 / 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. 
PREREQUISITE: Accounting I.  
NOTE: Bring a calculator to class. 
Course #1PDE-0100 
Mar 21 / 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. 
PREREQUISITE: Accounting I and II. NOTE: 
Bring a calculator to class. 
Course #1PDE-0101 
Mar 28 / 1 session / Copa 
W 8:30 am - 4:00 pm E 2311 

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 employer-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. 

NOTE: Bring a calculator to class. 
Course # 1PDE-0131  
April 4 & April 11 / 2 session / Copa 
W 8:30 am - 2:30 pm E 2311 

 

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. 

REQUIRED TEXTBOOK: There is a textbook 
charge of $35 for each PPLP/ SLOT member for 
each computer class. Textbooks are available the day 
of class.   
 

Course # 1CPT-0181  
April 18 & April 25 / 2 sessions / Copa 
W 8:30 am - 2:30 pm 11/8 E 2312 
W 8:30 am - 2:30 pm 11/15 E 2312 
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CAREER DEVELOPMENT  
 
Career-Boosting Professionalism 
Reveal your inner superhero. This seminar will help 
you to improve how you present yourself, so that 
you will be perceived as the pro you are. Fine tune 
your self-presentation skills so that you’re ready for 
the next career advancement opportunity. 
Course #1PDE-0141 
Feb 20 / 1 session / Lambertson 
Tu 8:00 am - 12:00 pm E 2313 
 
 
Finding Success Outside of Your Comfort Zone 
Strengths, skills, and success can be earned when 
you venture beyond your comfort zone. Join us in a 
seminar that will help you to build confidence and 
deal with challenges that come from everyday 
situations. You will recognize past successes and 
craft a new vision of your true potential. Leave the 
class with communication skills that will help you 
to grow personally and professionally, and build 
mettle as an employee, supervisor, or manager. 
Course # 1PDE-0140  
Jan 23 / 1 session / Lambertson 
Tu 8:00 am - 12:00 pm E 2313 
 
Servant Leadership   
There is a misnomer that servant leadership requires 
the leader to be a servant. That’s not quite right. 
What were really talking about is a humble leader 
who focuses on his or her people. A leader who 
puts personal agendas aside for the best outcome for 
all employees in an organization. A leader who 
takes responsibility for employee performance, 
develops individuals continuously, and creates a 
sense of community. Are you that leader? 
Course #1SUP-0154 
April 17/1 session/Grace          
Tu    8:00 am – 4:00 PM    E 2313 
 
 

COMMUNICATION 
 
Better Work through Interpersonal Communication 
Each of us is unique. Not only does this make 
communication interesting, it makes communication 
frustrating! There is a simple reason; we all have 
a preferred 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 
REQUIRED TEXTBOOK: There is a textbook charge 
of $35 for each PPLP/ SLOT member for each 
computer class. Textbooks are available the day of 
class.   
Course # 1SUP-0134 
Apr 19 / 1 session / Grace 
Th 8:00 am - 4:00 pm E 2313 
 
Conversations with Challenging People: Problem 
Solving with Purpose 
Think of the last frustrating conversation you had with 
a co-worker, a loved one, or customer service. What 
was more upsetting; the behavior of the other person 
or your own? When we engage in conversations with 
people, we expect an equal (for the most part) 
exchange of ideas or experiences. When others do not 
seem to demonstrate this time honored social compact, 
we get frustrated or even angry. Challenging people 
will always exist, however, you can learn strategies 
and techniques to change your behaviors or response 
to minimize the level of frustration you experience. 
Course #1PDE-0139 
March 2 / 1 session / Phillips 
F 8:00 am - 12:00 pm E 2313 
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Developing Critical Thinking 
How many times have you responded too quickly to 
a message or made a hasty decision, only to find 
that you needed to correct yourself later because 
you didn’t think it all the way through? This type 
of scenario happens to the best of employees, 
especially in a work environment that is constantly 
changing and employees are trying to accomplish 
more with less. Positive intentions don’t always 
equate to successful outcomes. Critical thinking is 
simply defined as the ability to remove all emotion 
from an issue and observe the facts objectively to 
make a logical decision. This class will review 
simple and practical steps to use critical thinking 
skills in daily situations that lead to enhanced 
outcomes resulting in saved time and resources. 
Demonstrating critical thinking can lead to 
enhanced leadership, influence, creative thinking, 
better solutions, greater buy-in and more successful 
outcomes. 
Course # 1PDE-0134  
Apr 12 / 1 session / Sorensen 
Th 1:00pm – 5:500 pm E 2313 
 
 
Infectious Creativity for Team Leaders 
Be patient zero in your office but infecting your 
team with creativity. You don’t have to stay mired 
in a drudgery of day-to-day routines. Creativity can 
make your job feel less like work, and turn your 
coworkers into an effective team. The infection is 
the cure! 
Leave this seminar with communication skills and 
fun exercises that you can share with your team. 
Course #1PDE-0142 
Apr 24 / 1 session / Lambertson 
Tu 8:00 am - 12:00 pm E 2311 

 

Stress Reduction, Balanced and Healthy Living 
This session focuses on specific techniques to help 
you stay physically healthy and mentally balanced by 
controlling your daily thoughts from the time you get 
up in the morning to the time you go to bed at night. 
Medical research studies in the field of 
psychoneuroimmunology (PNI) have clearly 
demonstrated that you mental attitude has a direct and 
immediate impact on your energy level and immune 
system. Striking research from the Rochester Institute 
of Technology will be presented along with daily tips. 
You will learn the dangers of mental chatter, how to 
use thought substitution, the power of I Am 
affirmations, goal setting, achievement, and vision 
boards. 
Course #1PDE-0143  
March 8 / 1 session / Kiefer 
Th 8:00 am - 12:00 pm E 2313 
 
Verbal Judo 
Being an effective communicator under stress is a 
skill that can be invaluable in both personal and 
professional situations. Yet for many, dealing 
with tense situations is an area full of trepidation. 
One practical tool that has been around for years, 
and that can provide immediate techniques to 
help de-escalate a tense situation is Verbal Judo. 
Verbal Judo is a simple and effective verbal 
method to reduce the possibility of increasing 
negative emotion or violence while remaining 
professional and in control. This class will 
introduce you to the practical and powerful 
techniques that you can use in any situation. 
These techniques can help you decrease stress, 
gain control and remain professional, no matter 
what you are facing. 
Course # 1PDE-0132  
Feb 1 / 1 session / Sorensen 
Th 1:00pm – 5:00 pm E 2313 
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GRAMMAR AND WRITING 
 
Effective Business Writing, Part II 
This workshop focuses on advanced writing skills. 
Learn to organize your documents and write 
persuasively so your audience reads what you write, 
likes it, and takes action. 
You will learn how to: 
•Use four phases or writing 
•Frame issue persuasively 
•State view confidently 
•Acknowledge the other sides 
•Provide solid evidence 
•Make strong recommendations 
•Communicate a call to action 
•Avoid jargon and legalese 
•Create comprehensive, persuasive proposals 
•Format business letters, research memos, and 
business briefs 
•Overcome confusing words 
Course #1SUP-0136 
Jan 25 / 1 session / Grace 
Th 8:00 am - 4:00 pm E 2313 
 
 
Punctuation and Grammar Can Be Your Friend 
‘Ugh!’...’Grrrr’...’Aaaah’ These are often words 
which escape our mouths when we write 
professionally. No need to fear! Whether it’s been 
awhile since you learned the basics in school or you 
are looking to sharpen what you already know, this 
class is for YOU. This class is a deep dive into the 
practice of grammar and punctuation. Learn how to: 
use punctuation correctly. Understand 
subordination, predication, and coordination 
identify punctuation errors and avoid double 
negatives appropriately use passive and active voice 
use parallel structure proofread quickly and 
effectively. 
Course #1SUP-0149 
March 27 / 1 session / Grace 
Tu 8:00 am - 2:00 pm E 2313 
 

Effective Business Writing, Part I 
This workshop will help you write clear, concise, 
effective correspondence that reflects your 
professionalism. Through engaging, hands-on 
practice, you will sharpen your business writing skills 
and gain the confidence you need to be a more 
effective writer in any situation. You will learn how 
to: 
•Assess the audience before beginning to write 
•Focus and clarify the purpose of the document you 
are writing 
•Use formal or informal writing style appropriately 
•Eliminate unnecessary and confusing words and 
phrases 
•Compose clear, concise sentences and paragraphs to 
convey the intended message 
•Organize documents for maximum clarity and impact 
•Write professional emails that get read 
•Design aesthetically pleasing documents 
•Apply proofreading tips 
•Overcome confusing words 
Course #SUP-0135  
Jan 11 / 1 session / Grace 
Th 8:00 am - 4:00 pm E 2313 
 
Developing Powerful Presentations 
It has been said that more people fear public speaking 
than fear death. Yet to succeed in today’s highly 
competitive business environment, you need to 
communicate well and present yourself successfully in 
a variety of settings. The ability to overcome nerves 
and deliver messages to a variety of audiences is 
crucial. If you want to develop more skill and 
confidence developing the message and speaking in 
front of others, this workshop is for you. NOTE: 
Some class time will occur in a lab to learn how 
PowerPoint may enhance presentations 
Course #1SUP-0148   
Feb 14 / 1 session / Grace 
W 8:00 am - 4:00 pm E 2313 
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MANAGEMENT AND SUPERVISION 
Building Phenomenal Teams 
When a team works together effectively the results 
can be incredible. When a team doesn’t, the results 
can be devastating for the team members and the 
company. Often the underlying problem is often 
that individuals just don’t know how to operate as a 
team. Give your team members the skills and 
knowledge they need to increase respect, 
communication, and camaraderie in their teams. 
You will learn how to: 
•Identify successful team traits 
•Move teams through natural stages of development 
•Determine if and why teams are dysfunctional 
•Communicate respectfully 
•Manage conflict effectively 
•Use creative brainstorming techniques 
•Incorporate the five languages of appreciation 
Course #1SUP-0128  
April 3 / 1 session / Grace 
Tu 8:00 am - 12:00 pm E 2313 
 
Customer Service at Every Level 
Customer service is not just about meeting the 
needs of customers, but exceeding them. In this 
hands-on class learn to recognize your external and 
internal customers, their needs, and their 
expectations. 
Explore practical definitions of customer service 
within your own workplace/ industry. Learn a 
variety of approaches to build relationships and 
skills that will enable you to better connect with 
customers. Practice how to close the 
communication loop to improve customer 
experience, manage conflict and disagreement, and 
stay focused and motivated. 
Course #1SUP-0072  
Jan 22 / 1 session / Hazzard 
M 8:00 am - 12:00 pm E 2313 
 
 
 

Personnel Data and Data Practice Security 
Need of a refresher or new to personnel data as a 
manager, employer or human resources professional? 
This course is for you! A major source of liability for 
employers and managers is how personnel data and 
records are handled or sometimes mishandled. Learn 
what personnel data is and what it includes, the 
classifications of different types of personnel data and 
how to handle data on applicants, volunteers, 
employees and former employees. Understand how to 
properly handle discipline records and data as well as 
background and reference checks. 
Course #1SUP-0131 
Feb 2/ 1 session / Hodsdon 
Fr 8:00 am - 12:00 pm E 2561 
 
Succession Planning 
No matter the industry, one thing is certain, and that is 
change. A growing organization is a changing 
organization and it needs the right people in the right 
roles to move its’ mission and vision forward. Learn 
how to groom future leaders (as well as yourself) in 
this highly engaging class. Develop tools for a mentor 
program that generates new leaders, forecast future 
leadership needs to support sustainability, define your 
organizations leadership system and understand how 
to identify the competencies for specific positions. 
Course #1SUP-0150 
April 16 / 1 session / Hazzard 
M 8:00 am - 12:00 pm E 2313 
 
Responding to Conflict: Strategies for Improved 
Communication 
It’s time to manage conflict rather than have it manage 
you! Conflict is a normal by-product of working with 
others. How you deal with conflict and differing 
perspectives impacts your ability to manage people 
and enjoy your work. You will learn how to: 
Recognize the types of conflict Practice strategies for 
dealing with differences Build skills for positively 
resolving differences 
Course #1SUP-0022  
Feb 27 / 1 session / Gesche 
Tu 8:00 am - 12:00 pm E 2313 
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Business and Leadership 
Critical Thinking in the Workplace 
Take a step back and look from the outside in with 
an open and rational mind-this is the impetus of a 
critical thinker. So often our perspective is skewed 
by unintentional bias. Being able to recognize bias 
and look at a situation with multiple perspectives is 
a method used to break through thinking 
limitations. You will learn to: 
•Apply DeBono’s Six Thinking Hats 
•Use questioning techniques for the right purpose 
•Gather and assess useful information 
•Develop criteria to measure interpretations 
•Understand implications and consequences of 
interpretations 
•Generate productive ideas based on a foundation of 
critique  
Course #1SUP-0077 
May 1 / 1 session / Grace 
W 8:00 am - 12:00 pm E 2313 
 
 
Skills for New Managers and Supervisors 
New managers and supervisors will learn key 
practices of successful leaders during this intensive 
workshop. Gain comfort and confidence in your 
skills and understand what you can do to support 
your teams moving forward. Learn how to: 
•Manage and grow yourself as a leader 
•Build successful communications skills to achieve 
results 
•Lead and empower others to act 
•Avoid common issues that lead to team 
dysfunction 
•Develop plans with clear benchmarks and 
performance measures 
•Solve problems and gain comfort in 
Course #1SUP-0146 
Mar 21 / 1 session / LaCroix-Dalluhn 
W 8:00 am - 2:00 pm E 2313 
 

Legal Considerations: What Every Supervisor 
Needs to Know 
Employment law can seem complicated and 
intimidating. As a supervisor you need to 
understand and follow the law: you can¿t afford not 
to! This course will help you gain a basic 
understanding of employer and employee rights, 
and be ready to address them in your own situation. 
Learn to understand disability and other 
discrimination, accommodations and BFOQ’s and 
the various forms and theories of unlawful 
discrimination claims and enforcement. Understand 
and Avoid negligent hiring and negligent retention. 
Deal with objectionable behavior through effective 
and legal discipline process and discover how to 
handle employee grievances. 
Course #1SUP-0005  
Feb 22 / 1 session / Hodsdon 
Th 8:00 am - 12:00 pm E 2313 
 
 
The Strategy of Leadership: Developing Strategic 
Leaders  
Being a strategist means having the courage to think 
deliberately and deeply about what you want to 
create and achieve.  The ability to see the big 
picture, articulate your message, hire and retain 
talented people and navigate change effectively is 
more critical than ever in today’s economic 
climate.  Gain an understanding on how to become 
a strategic thinker, conducting organizational 
strategic planning to reach key decisions and ways 
to develop strategic leaders within your 
organization. 
Course #1SUP -    
April 26/ 1 session /Thelander  
Th 8:00 AM-12:00 PM   E2313 
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Effective Team Decision Making 
Has fear lead you to say “yes” to a proposed 
endeavor when “no” was your true response? It’s a 
common dilemma and the reason many individuals, 
teams, departments or organizational efforts 
struggle. It can be a bumpy ride culminating in 
meaningless outcomes and blame, but you can skip 
the trip if you know how to read the road signs. 
Employees will often “go along to get along” if 
they have any doubt at all about what will happen if 
they present  a differing perspective. Leaders and 
employees alike must create a workplace where 
people encouraged to communicate their 
perspective. Learn methods to voice differing 
views, gain confidence, and disagree without 
creating conflict in order to reach a better outcome. 
Course # 1SUP-0130 
Feb 7 / 1 session / Sorensen 
W 1:00pm – 5:00pm pm E 2313 
 
Generational Diversity: Building a Better 
Organization 
In 2015 Baby Boomers were surpassed by 
Millennials as the largest generation in the 
workforce. Multiple generations occupying the 
workforce is nothing new, but what makes today 
different from previous times? Identifying and 
understanding what the motivational factors are for 
each generation provides a better foundation in 
which to create a more efficient organization. 
Explore the generations and what it means to work 
together to achieve a better work place. Learn to 
understand the differences between the generations 
and to recognize each generational strength and 
weakness. Gain strategies for incorporating multiple 
generations within a department/ team/ group and 
how to apply these strategies to gain efficiency. 
Course #1SUP-0141  
April 20 / 1 session / Phillips 
F 8:00 am - 12:00 pm E 2313 
  
 

Leading at the Next Level 
Designed for people who have been promoted, are 
soon to be, or are taking on additional 
responsibilities, this highly interactive workshop 
explores the leadership mindset and how to take your 
leadership to the next level. Gain tools and insights 
along with specific behaviors to pick up (and let go 
of) which will assist you with being more successful 
as you move forward in your organization or career. 
Course #1SUP-0111  
Feb 12 / 1 session / Hazzard 
M 8:00 am - 12:00 pm E 2313 
 
 
Mindfulness: Staying on Course When You Feel 
Overworked and Overwhelmed 
With everything you’re trying to accomplish, clearing 
out an overflowing inbox, juggling a calendar that’s 
racked and stacked, deadlines, bosses, employees, 
customers, family commitments, personal care, 
running your household, the list goes on, it’s no 
wonder you feel overwhelmed. Because of the 
demands of a ‘do-more-with-less’ environment 
and a hyper-connected way of life, individuals find 
themselves in a chronic state of fight or flight. The 
effects of that can be devastating, for your 
professional and personal effectiveness and 
satisfaction. During this session, we will review: 
What happens when you’re overworked and 
overwhelmed and how practical, easy-to-do mindful 
exercises can help you feel less stress and show up at 
your best. 
Course # 1PDE-0136 
Jan 16 / 1 session / Sorensen 
Tu 1:00pm – 5:00pm pm E 2313 
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NeuroLeadership: 
The Practical Secret to Professional & Personal 
Success NeuroLeadership is focused on bringing 
neuroscientific knowledge in to the areas of 
leadership development, management training, 
change management, education, consulting and 
coaching. Learn new tools and strategies to 
transform your performance and the performance of 
others. Leave this class with new practical methods 
to lead and work more effectively. 
Course #1SUP-0125  
Mar 20 / 1 session / Sorensen 
Tu 1:00pm – 5:00pm E 2313 
 
 
Performance Management 
& Performance Review 
If you are looking to understand the ins and outs of 
performance evaluations, this class is for you! 
Learn why we do performance evaluations and how 
to set goals which create effective, measurable 
evaluations. 
Gain knowledge on how to properly handle 
personnel data and records concerning performance 
evaluations. Understand how to avoid common 
errors and mistakes that occur in conducting 
evaluations. 
A sound and effective system of performance 
evaluations not only improves productivity and 
morale but is a major way employers minimize 
liability for poor performance or misconduct. The 
lack of a sound, effective system or one that does 
not consider the employees perspective can be 
problematic. 
Course #1SUP-0140  
Mar 22 / 1 session / Hodsdon 
Th 9:00 am - 12:00 pm E 2313 
 

Process Improvement & Workflow Mapping to 
Increase Efficiency 
Inefficient processes and important details falling 
through the cracks lead to wasted time, rework, scrap, 
and costly errors! Healthcare administration, 
government agencies, manufacturing, non-profits, 
schools, law enforcement and corporations are all 
searching for ways to streamline their processes. By 
analyzing processes from start to finish, wasted time 
and effort are easily exposed. This session is an 
introduction to workflow/ process mapping. 
Participants will analyze a process or procedure and 
construct a ‘current state’ map of how the process is 
currently done. They will then compare each step in 
the process to an efficiency checklist to increase 
speed, eliminate waste, save money, reduce risk, 
improve quality and make decisions faster. Finally, a 
‘future state’ map of the process will be constructed 
incorporating the improvements. Numerous case 
studies will be cited during this course. 
Course #1SUP-0152  
Feb 8 / 1 session / Kiefer 
Th 8:00 am - 12:00 pm E 2313 
 
 
Plateaued? How to 
Re-Motivate and Inspire 
How do you motivate an already overworked 
individual or team? Learn guidelines for handling 
motivation-related issues and how to convey 
enthusiasm and organizational objectives that inspire. 
Explore how to individualize your approach to 
motivation, and reward people for good performance. 
Gain understanding of how to inspire your employees 
to excel and how to set expectations for excellence. 
Course #1SUP-0151 
March 19 / 1 session/ Hazzard 
M 8:00 am – 12:00 pm   E2313 
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Resilience: Do You Bend or Break During 
Change? 
Life is full changes, good and bad. These changes 
take their toll on our ability to accomplish personal 
and organizational goals unless we know how to 
bounce back when things don’t go as planned. We 
can’t stop change from happening but we can 
change our response. Resilient people don’t dwell 
on the things that didn’t work. They accept the 
situation for what it is and learn from the 
experience to help them move forward. As a result, 
resilient people tend to be happier, more productive, 
and more innovative. Doesn’t that sound like a 
better way to deal with change? 
Course #1PDE-0144 
April 24 / 1 session / Gesche 
Tu 8:00 am - 12:00 pm E 2313 
 
 
Managing Risk 
Every project, major task or work endeavor we 
begin involves risk. How can we accurately 
prioritize and manage the risk involved in order to 
be successful? In this class we will explore the 
concept of risk and the activity of risk management. 
Gain an understanding of how to do a risk 
management plan and have an opportunity to create 
a risk management plan of your own.  
Course #1SUP-0137 
April 25 / 1 session / Kaman 
W 8:30 am – 3:30 pm  E2313 
 
 
 
 
 

Situational Leadership 
In times where resources are limited, change and 
growth are occurring and effectiveness is crucial, 
leaders need to ensure they are performing at their 
best. Now more than ever, leaders need to ensure they 
are effective at both getting the job done 
and also, 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 and benefit today’s 
leaders. This eye-opening experience can result in fast 
professional development.  
Course #1SUP-0056 
May 2 / 1 session / Sorensen 
W 1:00pm – 5:00pm 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 understanding on how to 
cultivate a culture where coaching is a daily 
occurrence 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  
Feb 15 / 1 session /Thelander  
Th 8:00 am – 12:00 pm  E 2313  
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Project Management 
 
Foundations of Project Management: Creating 
& Managing Successful Projects 
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 area. 
NOTE: The class is designed to correspond to the 
PMBOK®, the Project Management Body of 
Knowledge published by the Project Management 
Institute. 
Course #1SUP-0127 
April 10 / 1 session / Kaman 
Tu 8:30 am - 3:30 pm E 2313 
 
 
Getting Things Done: Influencing without 
Authority 
Have you ever been asked to lead a project or be 
responsible for producing results through other 
people but lack the formal authority to do so? 
Then this class is for you! Explore ways to have a 
positive influence on the people you are working 
with to achieve your objectives and goals. Learn 
how to develop a high functioning, enthusiastic 
team and motivate those you are working with. 
Learn tips to correct typical dysfunctions within a 
team and discover your leadership style and how it 
can positively influence outcomes. 
Course #1SUP-0132  
Jan 17 / 1 session / Kaman 
W 8:30 am – 3:30 pm E 2313 

Get Your Project Back on Track 
Approximately 75% of IT projects fail. However, 
there are a few simple meeting techniques that anyone 
can use to help get a troubled project back on track 
quickly. In this course you will learn proven 
methodology to quickly get your projects back on 
track using some very simple meeting facilitation 
techniques. The techniques and scenarios presented in 
this workshop are based on a traditional waterfall 
methodology. Specific Agile methods are out of scope 
for this workshop. 
You will learn how to: 
•Design meetings that build consensus between 
analytical and emotional stake holder 
•Identify common reasons why IT projects fail 
•Use a development lifecycle to determine projects 
and what kind of meeting is needed to get the project 
back on track 
•Plan an effective project charter / kickoff meeting 
Course #1SUP-0139 
March 1 / 1 session / Kassulker 
Th 8:00 am - 12:00 pm E 2313 
 
 
Project Meeting Techniques for Non-Project 
Managers 
Are you are working on a terrible project and your 
project meetings are even worse? There are simple, 
collaborative meeting techniques that you can use to 
get your team back on track without giving up control 
of the meeting or the project. Learn proven meeting 
facilitation strategies and tactics such as 
collaborative focused conversations, design engaging 
requirements and user story sessions. Gain the skills 
to have productive project kickoff meetings, engaging 
status meetings with team participation, and how to 
facilitate risk assessment workshops (aka Gripe 
Sessions). 
Course #1PDE-0137  
May 3/ 1 session / Kassulker 
Th 8:00 am - 12:00 pm E 2313 
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Computers & Technology 
 
*There is a textbook charge of $35 for each PPLP/ 
SLOT member for each computer class. Textbooks 
are available the day of class.   
 
Microsoft Office 
Microsoft Office 2016 Access Level I 
Microsoft Access 2016 Level I will introduce you 
to the basics of database software. Learn to build 
and use queries, use forms, use reports and modify 
database structure. 
Course #1CPT-0171  
Jan 9/ 1 session / Lehr 
Tu 8:00 am - 4:00 pm E 1733 
 
 
Microsoft Office 2016 Access Level II 
Learn to create multiple tab queries, enhance forms, 
analyze data with reports, import and export data, 
analyze data design using Northwind, and create 
advanced queries. 
PREREQUISITE: Microsoft Office 2016 Access 
Level I 
Course #1CPT-0174  
Jan 23 / 1 session / Lehr 
Tu 8:00 am - 4:00 pm E 1733 
 
 
Microsoft Office 2016 Access Level III 
Learn to create advanced reports, build a database 
interface, create macros, create modules and VBA,  
and maintain the database. 
PREREQUISITE: Microsoft Office 2016 Access I 
and II 
Course #1CPT-0176  
Feb 13 / 1 session / Lehr 
Tu 8:00 am - 4:00 pm E 1733 

Microsoft Office 2016 Excel Level I 
Microsoft Excel 2016 Level I will introduce you to 
the basics of electronic spreadsheets. Learn 
formulas and functions, format a worksheet, work 
with charts and analyze data using formulas. 
Course #1CPT-0169  
Sect 1  Jan 10 / 1 session / Seys 
W 8:00 am - 3:30 pm E 1733 
  
Sect 2  Feb 14 / 1 session / Seys 
W 8:00 am - 3:30 pm E 1733 
 
Sect 3  March 21 / 1 session / Seys 
W 8:00 am - 3:30 pm E 1733 
 
Microsoft Office 2016 Excel Level II 
Microsoft Excel 2016 Level II will increase your 
knowledge of electronic spreadsheets. Learn to 
manage workbook data, use tables, analyze table 
data, automate worksheet tasks, enhance charts, and 
perform ‘what if’ analysis. 
PREREQUISITE: Microsoft Office 2016 Excel 
Level I 
Course # 1CPT-0172  
Sect 1   Jan 17 / 1 session / Seys 
W 8:00 am - 3:30 pm E 1733 
 
Sect 2   Feb 21 / 1 session / Seys 
W 8:00 am - 3:30 pm E 1733 
 
Sect 3 March 28 / 1 session / Seys 
W 8:00 am - 3:30 pm E 1733 
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Microsoft Office 2016 Excel Level III 
Learn to analyze data with pivot tables, exchange 
data with other programs, share Excel files and 
incorporate web information, customize Excel and 
advanced worksheet management and program with 
Excel. 
PREREQUISITE: Microsoft Office 2016 Excel 
Level I and Level II. 
Course #1CPT-0175 
Sect 1   Jan 24 / 1 session / Seys 
W 8:00 am - 3:30 pm E 1733 
  
Sect 2   Feb 28 / 1 session / Seys 
W 8:00 am - 3:30 pm E 1733 
  
Sect 3   April 4 / 1 session / Seys 
W 8:00 am - 3:30 pm E 1733 
 
Microsoft Office 2016 Excel Level IV 
Take control of data with business analytics tools! 
Broaden your knowledge of pivot tables, slicers, 
charts and formulas by exploring Excel’s powerful 
BI (Business Intelligence) tools. Build appealing 
visual dashboards to track key performance 
indicators, activity trends, custom calculated fields, 
geospatial mapping or sophisticated data models? 
This is the class for you! Learn to: Use Power 
Query for Excel to bring all data together and start 
analyzing in seconds Enhance business data and 
pull together sophisticated data models with Power 
Pivot Create powerful Pivot Tables and Pivot 
Charts Perform geospatial explorations of your data 
using Power Map Create Dashboards with Power 
BI to visualize data, share discoveries, and 
collaborate. 
PREREQUISITE: Microsoft Office 2016 Excel 
Levels I, II and III. 
Course #1CPT-0180 
Sect 1   Jan 31 / 1 session / Seys 
W 8:00 am - 3:30 pm E 2312 
     -Continued next column - 

Microsoft Office 2016 Excel Level IV (continued) 
Sect 2   March 7 / 1 session / Seys  
W 8:00 am - 3:30 pm E 2312 
 
Sect 3   April 11 / 1 session / Seys 
W 8:00 am - 3:30 pm E 2312 
 
Microsoft Office 2016 OneNote 
OneNote is the best Microsoft program you’re 
probably not using. A digital notebook for 
capturing, storing and sharing thoughts, ideas and 
to-do’s. Use it on just about any devise: Mac, iOS, 
Android, Chrome and Windows. Keep everything 
in one place, be it work, home or school. Share 
notebooks with others for viewing or editing, or 
share a snapshot of your notes with someone who 
doesn’t have OneNote by exporting in a variety of 
formats. Attach Excel spreadsheets, Video 
diagrams, screenshots or information from the 
internet, just to name a few. Attend this class and 
relearn time management techniques of the 21st 
century! 
Course #1CPT-0166  
Sect 1   Feb 15 / 1 session / Seys 
Th 8:00 am - 12:00 pm E 1733 
 
Microsoft Office 2016 Outlook 
Microsoft Outlook 2016 will teach you to manage 
your email more efficiently than ever. Learn and  
practice new skills to organize your inbox and stay 
on top appointments, events, and meetings. Create 
contacts and keep them organized, link contact 
information from social media. Master task creation 
and assigning tasks to others. Manage email 
security in a changing world. 
Course #1CPT-0183 
Sect 1   Jan 18 / 1 session / Seys 
Th 8:00 am - 3:30 pm E 1733 
 
Sect 2   March 8 / 1 session / Seys 
Tu 8:00 am - 3:30 pm E 1733 
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Microsoft Office 2016 PowerPoint Level I 
Microsoft PowerPoint 2016 Level I will introduce 
you to the basics of presentation software. Learn to 
create a presentation, modify a presentation, insert 
objects into a presentation, finish a presentation, 
and work with advanced tools and masters. 
Course #1CPT-0173 
Feb 26 / 1 session / Lehr 
M 8:00 am - 3:30 pm E 1733 
 
Microsoft Office 2016 PowerPoint Level II with 
Sway 
Go beyond the basics of PowerPoint and learn to 
enhance charts, insert illustrations, objects and 
media clips, and use advanced features. Take your 
knowledge of presentation software to the next 
level by incorporating Sway in to your personal or 
professional life. Sway is Microsoft’s easy-to-use 
digital storytelling app for creating interactive 
reports, presentations, and personal stories. Focus 
on what you are trying to communicate, and share, 
with others by combining text and media to create a 
web presentation without the time consuming 
process of learning and mastering layout. 
PREREQUISITE: Microsoft Office 2016 
PowerPoint Level I 
Course # 1CPT-0184  
March 19 / 1 session / Lehr 
M 8:00 am - 3:30 pm E 1733 
 
 
Microsoft Office 2016 SharePoint 
Learn how to navigate and work with SharePoint 
2016 as a contributor or a site owner. Discover the 
proper way to add lists, libraries, and other content 
tools. Integrate with Microsoft Word, Excel, 
Outlook and OneNote. 
Course #1CPT-0185 
April 17 / 1 session / Seys 
Tu8:00 am - 12:00 pm E 1733 

Microsoft Office 2016 Visio 
Spend less time explaining and more time delivering 
powerful visual messages everyone can understand! A 
drawing and diagramming tool, Visio can help 
transform business and technical concepts into visual 
diagrams which enable you to communicate 
information clearly and with more impact than with 
text and numbers. With extensive applications in 
project management, marketing, quality assurance, 
strategic planning, or human resources, Visio is the 
industry standard business drawing tool. Create 
organizational charts, work flow, business processes, 
engineering diagrams, system layouts, and even floor 
plans. You will learn how to create graphical 
diagrams, timelines, office layout plans, workflow 
diagrams, organizational charts, maps, flowcharts and 
more! 
Course #1CPT-0168  
March 29 / 1 session / Seys 
Th 8:00 am - 3:30 pm E 1733 
 
 
Microsoft Office 2016 Word Level I 
Learn how to create documents, edit documents, 
format text and paragraphs, format documents and 
create and format tables. 
Course #1CPT-0170  
April 12 / 1 session   Seys 
Th 8:00 am - 3:30 pm E 1733 
 
 
Microsoft Office 2016 Word Level II 
Learn to illustrate documents with graphics, work with 
themes and building blocks, merge Word documents, 
work with styles and templates, develop multi-page 
documents, and work with references. 
PREREQUISITE: Microsoft Office 2016 Word I 
Course #1CPT-0167  
April 19 / 1 session / Seys 
Th 8:00 am - 3:30 pm E 1733 
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Microsoft Office 2016 Word Level III 
Learn to integrate Word with other programs, 
explore advanced graphics, build forms, 
collaborate with co-workers, and customize Word. 
PREREQUISITE: Microsoft Office Word 2016 
Level I and Level II.  
Course #1CPT-0178   
April 26 / 1 session / Seys 
Th 8:00 am - 3:30 pm E 1733 
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