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VIDEO 3D ANIMATION (3D STUDIO IMAX) CERTIFICATE «..vvveeeiuveeeeeureeesasseeaessreeeaasssssesasssssasssssssasssssesassssssssssssessssssesssssssssssssssansssssssssssssnssesennnnns
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ADVANCED VIDEO GAME DESIGN......uuurieeieeeeeiiitreeeeeeeeeseitaeeeeeeeesaitaseeseesesaasssssseesesasisssesssesssasssssssssesssesasssssssesssesasssssssseesesssssssssseeeessnssssseeens
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COURSES .uvvvveeeeeseeesnrrrreeeeeessenneneeeeesssnnnnnnns

ADOBE ACROBAT - ONLINE
ADOBE ACROBAT FORMS - ONLINE
AADOBE FIREWORKS ....eeeieutrreeeeeeeeeiiusreeeeeseeeaissseseeeeseaaasssaseseeseesasssaseessesesansssssssesssassssssssseessesssssssssesssesassssssesssensssssssesesesssstassseeesensnnsssseeees
AADOBE FLEX ... ututrieeeeeeieiiireeeeeeeeeeitreeeeeeeeesiatraseeeesaaaasstasaeaeeeesassasaeaaesesaassassaaeesssaassssaaeseassaassssasaseessasassssaseeeesanasssasseaeeeeaansasseseeeeeannsnraeaeens
ADOBE GO-LIVE - NO LONGER OFFERING IN 2011 — SEE DREAMWEAVER AS AND ALTERNATIVE. ..eeeieiuuurieeeeeeeesinreereeeeeesinraeeeeeesessssrasseesesesssssssseeeens 175
AADOBE ILLUSTRATOR ...uuvtvrteeeeeeseiuuereeeeesesasansreseeesssasasssasesesssasassssssssssssanssssssssssssanssssssssessssnssssssssesssssasssssssesssessnssssssesssessnssssseesssssssnssssneeens
ADOBE INDESIGN....cetviiiiiiiiiiiiiiieieieeeeeieeeeenes

ADOBE LIVECYCLE DESIGNER
AADOBE PREMIERE ..etttitiittieteieeiteeeteeeeeseseeeeeeeeeeseeeeeeseseeeeeseeeseeseeeseseesseseseseseeseseeseeeeeteseteeeteeeseeeeetereeeeeteeetereeereeeteeetereeeteteeereeeeererereeeeererererenen
AUAX INTRODUCTION ..eiiitreeeeesseeiuttteeeesssausteeeeesssssasssaseessssssassseseeessssssssssseesssssasssssesesesssnsssssssesesssssssssssssesssessssssseeessssssnssssesesssssssnnsseeees
ASP.NET USING CH .ooiiiiiiteee ettt et e ettt e e s s ettt et e e e s e s s b et e e eeesesssbateaeeeee s s sbe b e aaeeessanssesaeaeesssasassbaeaeesssasssnsanaeasssansssaneeaeessssnsesenanens
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AUTOCAD 1 - INTRODUCTORY 2D ...eiutiieeieeieniiitteeeesessourteeeessssssssateeeesssssssaseeessssssssssseeesssssssssssesesesssasssssssseesssensssssseeessssnsnssssseeessssssnsssseeees
AUTOCAD 2 - ADVANCED 2D ..ciiiiiiiiiiiiiiiieieeeeeeeeeeeeee et e eee e e e eeeeeeeeeeeee e e et e see et et e e e eeteeeteteaeteteteteterererereterereteteretereeeteeetereeeeeeeeeeeeererereeeeeeererererenens
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AUTOCAD ARCHITECTURE | - RESIDENTIAL BUILDINGS ...
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BLOGGING WITH WORDPRESS .....vttttettieiuitiitteeessseiiattteeesssesuuteeeeesssssasssaneeeessssassssseeesesssasssssesssesssasasssssseessssssnssssseessssssssssseeeesssssssssseesesssannns
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C PROGRAMMING INTRODUCTION . ...1eeteeeeieiuutteeeeeeeeaiiussasseesesasasssssssesssasassssssssssssasssssssssssssassssssssssssanssssssssssssanssssssssesssensssssessesssessasssssesssennns
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o ADVANCED . ¢ttt et e eutttteeeeeesseiteteeeeeessasuuetaaeeeesaaasssaaeeaeseasnstanaeesssasasssaneeeessssasssasenesessssnssssseesesssanssssseesesssanssssseesesssenssssseseeessensssssnneesesansns
CH+ FOR GAME DEVELOPERS ....uuvvvteeeeesssesuusreeeeesssasussaneeesssssassssseeesssssansssseeesssssassssesessssssnssssssesssssassssssessessssssssssessesssesssssseseessssssssssnseessssnsns
A INTRODUGCTION ..utttteeeeeeessuutrreeeeeessasussseeesesssssssssasesesssssssssseeesssssasssseeesssssasssssesesesssssssssssesssssassssssessessssssssssessesssssssssseseesssnssnsssneeesssensns
COLDFUSION INTRODUCTION ....uuutttteeeeeeseeiusreseeesseasaussasseesesasassssssssssasasssssssssssssassssssssssssssassssssssssssanssssssssssssanssssssssesssensssssssesssennsssssssesssennns
COLDFUSION ADVANCED ......ccceveieiiiiieiiianenanns

CooL WEB PAGES WITH CSS AND LAYERS
CORELDRAW INTRODUGCTION......uuuttteeeeeeeeesuusreeeeesssasaussssseesesasasssssssssssasasssssssssssasasssssssssssssaassssssssssssanssssssssssssasssssssssesssensssssssesssenssssssssesssennns
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DESIGNING WEB SITES WITH €SS eeitetteee ettt e et e e e s ettt e e e s e st e e e e e e s s et e e e e e sa s mnr e e e e e e e e e s mnr e e et eeesesamnnneeeeeeesaannneeereeesaans
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FLASH ACTIONSCRIPTING ...ceeeeiutttteeeeeeeieiusreeeeeeesaaisssasseassaaaaassssseasssesasssssssssesssassssssesssssassssssssesssasanssssssssssesasssssssssesssansssssessesssenssssssssesesannns
FLASH INTRODUGCTION ...eeteeeeeeiutttteeeeeeeseiusseeeeeeseaauusseseaeasaaaissssssaaassesaassasssesesesaassssassseassasssssssssesssasassssssssseesssssssssesesesanssssseseesssessnsssesseeesannen
FLASH: CREATING COOL BUTTONS. . uuuuuuuuuuuuuuuneieiesesesesesesasesesesasesasasasasssnsssnsssssssnsnsssssssnsssssssnsssssesssssssssssssssssesssesssssesssssssesesssssssesesesesnes
FREEHAND - NO LONGER OFFERING IN 2011 — SEE ILLUSTRATOR
GAME PROGRAMMING WITH FLASH
GET STARTED WITH PODCASTING ...........
GETTING STARTED WITH BLOGGING
HT M L JUM P START . ...uttttteeeeeeeitttteeeeeeeeetateeeeeeeeeetaataeaeeeseasaasraaaeaaeaesaassasaeaseaesanssasaeaseaesaasssssesseassansstssseaeeeeaasssasaeeeasesansssssaaeeaseasannssansaeesanen
HTIMIL/XHTIMIL INTRODUCTION ...t tvtteeetteteeeeueteesesteeesassseeesesssesssssesesassssessasssessassssesansssessasssessassasesassssssasssesssstesesanssessssasesssssesesasseessssenessns
JAVA INTRODUCTION 1eeeieeieeiuutteeeeeeeeesiutreseeeeeeasaussaseeessaasansssasseaesesaassssssesaassaasssssssasssasasssssssaessesasssssseesssesasssssseesssesasssssssssssesnsssssssseeessennnnnnns
JAVA ADVANCED ... uttveeeeeeeiesuuereeeeesssasseraseeessaassesaseeesssasansssnseesssssasssssssesesssasssssssssesssasasssssssesssesssssssssesssssssssssseesssessnsssseeessssssssssssessesssnsnnnnnns
JAVA SERVER PAGES ...eetiiiiieiiiietet e e s eeiitetee e e s seiatteeeeeessesustaaeeeeeeesaassasaaeeeessasssssaeesessaasssssaeeeeessassssssnseesssasasssenseeessesasseneeeeesesnssssssnneeessnsnnnnns
JAVA WEB SERVICES ..vveeeeeiieuuutreeeeesssesuereeeeesssassesaseeesssasansssseeesssssanssssesesssssanssssssssesssssssssssssesssssssssssssessssssssssseesssessssssseseessesnssssssesseessnnnnnnnns
JAVASCRIPT INTRODUCTION ..utttvereeeesseuuereseeessaainessseeesssasassssssesssssanssssssesssssasssssssssssssasssssssssesssasasssssssessssssnsssssessssesssssssssssssesnnsssssesseessnnnsnsnns
IVIYSQLL INTRODUCTION .eeeeeeeiutttteeeeeeeseittsreeeeeeesasussaseeaeeaasassasseesseesassssssesseassaassssasesesssasssssssssesssasasssasssesesesasssssssesesesansssssessesssenssssnseeeesannes
OBIECT-ORIENTED DESIGN FUNDAMENTALS
PERL SCRIPTING FOR THE WEB. ...uvteieiieeietttteeeeeeeieituteeeeeeeeesisbasseeeeeesastassesaesesaassssaeasasssasassasssaeesasasstssssaeeeesassssaeeeeeesanssssseseeessensssssnneeeesanes
PHOTOSHOP INTERMEDIATE ..................

PHOTOSHOP INTRODUCTION .................

PHOTOSHOP JUMPSTART .....cccvvvrrnennnn.
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PHP WEB PROGRAMMING ......uuvvvteeeeeeeieiturreeeeeeesaaiassessesesesiissssseesseesasstssssssesssasssssssssesssasssssssssesssasasssssssssssesassssssssesssesssssseseesssenssssssssesesennns
PHP ADVANCED ... .uuuttieieeeeeeiiitttteeeeeeeseetareeeeeeeeeaasseaeeeesaaaasbasaeaassesastssseaseaesasssssasssesssassasssssseeesasassssssseeeeesasssassseeesesansssseseeessenassseseeeesannes
PROGRAMMING INTRODUCTION ...vvveeeeeeiuurureeeeeesiausssseeeesesasanssssseesssesasssssessssssanssssssssssssanssssssssssssasanssssssesssssansssssesssssssssssssessssssnnssssessesssnnnns
QUARKXPRESS INTRODUCTION ....uvvvveeeeeeeseuuereeeeesesasnssssseesssssanssssssesssasassssssssssssasssssssssssssanssssssssesssassssssssesssanssssssssesssasssssseseessssssnsssnssesssnnnns
RS BASICS. . eeeieeiieiutteteeeeeeeiettteeeeeeesettareeeeeeesauaasaaeeaassasnstaaeeesssasanssasaeeeeaesasssssaeeeeessasnsseeeeeessasnsteeeeaeseesanstaeeeeeeeesansnssbaeeeeeeaannrtranreeeeanns
RUBY FOR RAILS ... iittttteeeeeeieiitt et e e e e e sttt e e e e e e s tttteeeeeeeeaaaaet e s e aaaeeesastaeaaeeeaesasssssaaeeeaesasssseeeeeeesasnnsteesaaessesanssasaeeeesesanssssseaseassennnsssnnsesesanes
SQL PROGRAMMING.....
UML FUNDAMENTALS
UNDERSTANDING SEARCH ENGINES AND ONLINE DIRECTORIES
USER-FRIENDLY WEB DESIGN.....uttttteeteeseuurereeeeesssasuuurteetesssnsussesseesssssasssneeesssssasssssssesssssasssssesesesssasssssssseessssssnssssseesssssssssssseesesssnsssssseesesssannns
VBA PROGRAMMING «.ettttiiieiiiirieeteteeeteeeeeeeeeeeeeeeeeseseeeeeseesseseeseeeseetesteseteteteeeesteteeeteteteteeeteteteeeeeteretereteteteretereteteeetereeetetereeeeerererereeeeererererenen
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DALY, Lo 1 =3RS
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XML INTRODUCTION
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FREQUENTLY ASKED QUESTIONS ........ooiiiiiiiiiiiiiiiintcistsisiessnst e s s s s s ss e s s s s bess s s s be b e s s s e e b e s s s sbnsneanns 1
FAQ - INSTRUCTOR LED COURSES ......ccooiiiiiiiiiiiiiiiiiictitiisiesssneisssssesess s ssssess st s sessessssssssssessessssnsssssssssssssnssessessessssnssessans 1

Q: HOW DO I REGISTER FOR A CLASS? «.eeiiieiiiieieieeeeeeeeeee ettt et e e e e e et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e et e e e e e e e e e e e e e e e e e e e e et e e et e e e e e e et e e e e e e eaeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 1
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Q. WHAT DO | NEED TO TAKE A CLASS ..eeeeuutteeeauuteeesaureeessuseeesassseeesausseessnstesasssesesansseessnssesssnsesesansssessanssesssssesesanssesesansseessnsseesesnsesessnssesssaseesans 1

Q: HOW MUCH TIME WILL | NEED TO COMPLETE THE COURSE? .eeeuutteeseutreeesuuseesasssseesasssesessseseasssssesassesesasssesasssssssanssssesanssssssnsssssssssssssnssssssnssesenns 1
Q. | HAVE SIGNED UP FOR A COURSE. INOW WHAT? .....iiiiiieeeeeeeeiiiteeeeeeeeeseiutaeeeeeeeesautasseeaaasaasasssaseasesasasnsassessesesaassssssasesesaassssasssaessanassssaneeessennan 2
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QU IS THIS A SELF-PACED COURSE? ...vvttteeteeeieuuuereeesesesassunraeseesssasanssssseesssssanssssssssssssasssssssssssssssssssssssesssssasssssseesssessnssssssessssssnsssssessesssssssssssssesssennns 3
Q: HOW OFTEN DO THE CLASSES START? ..uuuvttreeeeeeesaurereeeeeessssanssesseesssssansssssessssssassssssesssssssssssssssesssesssssssseesssessnssssssessssssssssssessessssssssssessesssennns 3
Q: I'VE GOT A 56K DIAL-UP MODEM. DO | NEED A FAST CONNECTION TO PARTICIPATE IN THE CLASS? «.vvvveeeeeeeeeiurreeeeeeseseinsrreeeseeeessiussseseesesessssssseesssanas 3
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Q: HOW DOES A STUDENT INTERACT WITH THE INSTRUCTOR? ... eiutttereeeeeeieutteeeeeeeeseautsseeeseesaassnssasssesssesannssssessssesaassssssesesssesssssessesssenssssssseeessennan 4
Q: HOW ARE QUESTIONS REQUESTING CLARIFICATION OF MATERIAL ASKED AND ANSWERED? ...eieeeieiuutieeeeeeeeeinrseeeesesesaansssseesessssssssssessesssesssssssseeeesanas 4
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How To Register

To register for any of EduSerc’s online courses, simply visit, http://www.eduserc.org and click on
Training/Courses.
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Accounting / Tax / Finance

ACCOUNTING/FINANCE/T AX

CERTIFICATIONS

Financial Risk Manager (FRM)

61 hours 12 months access Instructor Supported $325
In recent years, the globalization of financial markets, the emergence of international banking
regulations and the rapid growth of new sophisticated products have dramatically elevated the
role risk management plays in an organization.

The Financial Risk Manager (FRM) exam leads to the Financial Risk Manager Certification - a
prestigious designation granted by Global Association of Risk Professionals (GARP) since 1997.
GARP certifies Risk professionals, Practitioners & Regulators as eligible for independent risk
management analysis and decision making for the benefit of the company and its investors.

Professional Risk Manager (PRM)

70 hours 12 months access Instructor Supported $325
The Professional Risk Manager Program is a competitive exam that tests a professional’s
competence in the field of risk management. This program is certified by The Professional Risk
Managers’ International Association (PRMIA). Visit their website www.prmia.org. Today's risk
professional is expected by regulators and shareholders alike to know and understand industry
best practices and to be committed to using them.

The PRM certification sends the message to stakeholders that you set the standards. EduSerc in
partnership with Kesdee, with its expertise in developing online tutorials for certification exams,
has developed ePRM Coach, a comprehensive self-study guide for the Professional Risk
Manager (PRM).

Chartered Financial Analyst (CFA)

76 hours 12 months access Instructor Supported $325
Chartered Financial Analyst ® (CFA®) charter has become known as the gold standard of
professional credentials within the global investment community. Investors recognize the CFA
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designation as the definitive standard for measuring competence and integrity in the fields of
portfolio management and investment analysis.
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Chartered Tax Professional

180 hours 12 month access Mentor Supported $1755
Also available for California - approved by the California Tax Education Council (CTEC) $1,876
The Chartered Tax Professional (CTP) designation is the undisputed professional credential for
persons who typically advise clients on income tax situations. After completing this
comprehensive program, certificants will be prepared to handle almost any individual and small
business income tax situation encountered. Candidates must successfully complete a series of
six 30-hour, computer-administered courses in income tax preparation.

All courses are offered via the Internet and can be completed anywhere, anytime 24/7 -
instructor support is included with each module. Each module consists of ten 3-hour lessons and
can be completed in 5-10 weeks (one or two lessons per week). The entire program could be
completed in less than eight months, but generally students complete the program in 18-24
months. Books Included

Professional Tax Preparer Certification

100 hours 6 month access Mentor Supported $1755
Each year, nearly every adult in the nation is faced with the daunting task of determining
whether they will owe taxes or receive a refund. Since taxes have become an ever-increasing
part of a family's budget, they receive a lot of attention, making knowledgeable tax
professionals some of the most sought-after individuals in the U.S. today. As the tax laws
continue to increase in complexity, individuals that have done their own taxes are now looking
for someone o help them resulting in annual growth for tax preparation firms.

In response to the increasing demand for income tax professionals, we offer The Professional Tax
Preparer™ (PTP) Designation that certifies individuals fully in personal and business returns. Upon
certification, qualified individuals receive the PTP designation, assuring potential employers and
clients that they are qualified to take care of all theirincome tax needs expertly. Fittingly, those
with the PTP designation find beftter, higher paying opportunities. DVDs and Manuals included.
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CERTIFICATES

Bookkeeping/Financial Services Certificate

235 hours 12 month access Self-study $1995
The competitive financial services market demands detailed product knowledge and high
quality customer service. EduSerc’s Financial Services Industry Collection provides a six-part series
of courses that develops and enhances account representatives' abilities to work with the
financial services industry. The collection is designed to improve the learners' customer service
and sales skills as well as their knowledge of the legal aspects affecting the financial services
industry.

Our courseware incorporates proven learning design methodology for effective and engaging
interactive learning. The design of each course starts with the definition of learner-focused
performance objectives and then proceeds to the selection and implementation of instructional
strategies and learning activities appropriate for those objectives. Frequent practice questions or
exercises, along with assessments, measure learners' achievement of those objectives.

Professional Bookkeepers Guide to QuickBooks® Pro
80 hours Self-paced $995

QuickBooks is the accounting software used by the majority of small businesses to manage their
finances. Financial professionals—accountants, bookkeepers, and tax preparers alike—practice
good business by using QuickBooks themselves. Not only does this place you on the same
platform as most of your current and prospective clients, but it enables you to be at-the-ready
when these individuals need QuickBooks help, setup and consultation services.

The Professional Bookkeeper's Guide (PBG) to QuickBooks is designed to help you master all the
software’s features and shortcuts, enabling you to work much more efficiently. With 16
instructional CDs that contain 15 hours of video training and an 800-page full-color instruction
manual, you will have access to all you need to know in order to address your every client’s
needs. Obtain The QuickBooks Specialist (QS) Designation! To earn the designation you must
complete the course and pass the final exam with a score of 20% or higher. And just like that you
receive professional certification!

Corporate Treasury Management Certificate

100 hours 12 months access Instructor Supported $450
This program is designed to introduce students to the many career options in the finance
profession, including cash and treasury management. It also provides students with the
analytfical expertise and practical knowledge necessary to excel in finance professions.

Financial Planning & Wealth Management Certificate
100 hours 12 months access Instructor Supported $450
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These courses are designed to prepare students to do paraprofessional work in investment
companies, banks, insurance companies, or corporations, or fo be an assistant to financial
planners. It does not train students for the Certified Financial Planner certification. However,
comprehensive distance learning courses cover the key details of the financial planning
process.

Global Capital Markets Certificate

100 hours 12 months access Instructor Supported $450
The certfificate in Global Capital Markets' is a specialized program for professionals who want fo
acquire in-depth understanding of the financial markets. The course integrates the conceptual
knowledge with procedural information about how markets function along with analysis skills.

Retail Banking Certificate

100 hours 12 months access Instructor Supported $450
This program acquaints the participants with an in-depth understanding of various knowledge
areas that are required of a modern banking professional. The students will be equipped with
the knowledge of the various retail banking products, how to effectively sell these products and
services, and how to build a long-term relationship with their customers. The students will also be
provided with essential technology skills required to work effectively.

Banking Management Operations Certificate Online

100 hours 12 months access Instructor Supported $450
This program acquaints the participants with an in-depth understanding of various knowledge
areas that are required of banking professionals. The students will be equipped with the
knowledge of the various banking products, operational aspects, and various fechnology and
regulatory requirements. The students will also be provided with essential management and
operational technology skills required to work effectively.

Professional Bookkeeper Certificate (Home Study)

80 hours Self-paced Instructor-supported
$1,795

Today's universities train individuals in the complexities of audit, tax, and accounting standards
for large corporations. Little is mentioned regarding the day-to-day bookkeeping practices for
the small business. In addition, bookkeepers are taking on more duties. In the Occupational
Outlook Handbook, the Bureau of Labor declares that the "Demand for full-charge bookkeepers
is expected to increase as they are called upon to do much of the work of accountants." In
response to this demand, and to better prepare bookkeepers for their job requirements, we
created a Professional Bookkeeper™ (PB) Program that trains individuals in full bookkeeper and
accounting services. Upon completion, qualified students receive the PB designation, assuring
potential employers and clients that these UAC graduates are qualified to take care of the small
business owner's bookkeeping needs. DVDs and Manuals included.
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Professional Bookkeeper Certificate w/QuickBooks (Home Study)

180 hours Self-paced Instructor-supported
$2,395

Professional Bookkeeper™ (PB) Program that frains individuals in full bookkeeper and accounting
services. Upon completion, qualified students receive the PB designation, assuring potential
employers and clients that these UAC graduates are qualified to take care of the small business
owner's bookkeeping needs. Also included is Professional Bookkeeper's Guide (PBG) to
QuickBooks is designed to help you master all the sofftware’s features and shortcuts, enabling
you to work much more efficiently. Obtain The QuickBooks Specialist (QS) Designation! To earn
the designation you must complete the course and pass the final exam with a score of 90% or
higher. DVDs and Manuals included.

COURSES

Advanced Income Tax Preparation

30 hours 4 month access Mentor Supported $399
Also available for California - approved by the California Tax Education Council (CTEC) $450

If you are an enrolled agent, accountant, lawyer, financial planner, business owner,
experienced tax preparer, or just interested in increasing your tax knowledge, the Advanced
Course will enable you to prepare more complex individual tax returns. This Course provides the
critical education and knowledge that make the graduates more competent and successful
than their competitors. Students normally enroll in this Course after completing the 10-week
Comprehensive Income Tax Class and working at least one season as a tax preparer. Books
Included.

Asset Securitization Training

60 hours 3 months access Instructor Supported $450
Asset Securitization (AS) has revolutionized the field of finance. It provides an opportunity for
financial institutions to enhance liquidity, generate fee-based income and optimize the usage of
capital. It can be a source of competitive financing for corporations. For investors, securitized
assets offer additional investment opportunities with different risk/return tfrade-offs.

Asset/Liability Management for Insurance Companies

60 hours 3 months access Instructor Supported $450
The program has been designed to discuss concepts and case studies on Asset Liability
Management for the

insurance industry. The course discusses and reviews ALM concepts such as cash flows and risks
of insurance

products (assets and liabilities), applicable regulatory and capital guidelines, actual case studies
and current

frends and developments. The course has been designed to be conceptually sound and
practical.

2011 © EduSerc, Inc. All Rights Reserved. 1/19/2011
Page xx



Basic Income Tax Preparation - Spanish

30 Hours 4 month access Instructor Supported $299
This Course will give you a solid start in tax preparation, enabling you to complete most standard
individual tax returns and research tax issues. Course is ideal for RAL processors and short-form
preparers. With this knowledge, you can earn extra money as a tax professional. (Este curso le
dard un comienzo sdlido en la preparacion de declaraciones de impuesto, que le permite
completar la mayoria de las declaraciones individuales de impuesto estdndares e investigar
problemas tributarios. Es ideal para procesadores del RAL y para preparadores de la "forma
corta." Con ese conocimiento, se puede ganar mds dinero como un profesional en
tributacion.) Books Included.

Comprehensive Income Tax Preparation

60 hours 3 month access Mentor Supported $499
Also available for California - approved by the California Tax Education Council (CTEC) $550

This 20-lesson Course will give you a solid foundation in individual tax preparation, enabling you
to complete all of the standard returns. This Course focuses on the maijority of tax forms needed
to complete tax returns for yourself and the general public. In the Course you should acquire the
knowledge and skills necessary to complete federal income tax returns and research tax issues.
Because "Practice makes perfect”, the Course requires at least two tax returns prepared for most
chapters. Books Included..

Corporate Governance Training

20 hours 3 months access Instructor Supported $250
Corporate governance deals with the complex set of relationships between the corporation
and its board of directors, management, shareholders, and other stakeholders. In the recent
years, the regulators and legislators have intensified their focus on how businesses are being run.
They are endeavoring fo create a template for new corporate governance and disclosure
measures, which is beneficial for both the stakeholders and confrollers.

Credit Derivatives Training

60 hours 3 months access Instructor Supported $450
The development of credit derivatives is a logical extension of two significant developments:
securitization, and derivatives. Credit derivatives are contracts that tfransfer an asset’s risk and
return from one counterparty to another without fransferring ownership of the underlying asset.
The choice of the confract depends upon the goals a financial institution is looking to achieve.
The global market for credit derivatives is still quite small compared with other derivatives
markets, but it is growing rapidly. A number of impediments could slow the growth of this market,
most of which revolve around the complexity involved in pricing and documenting these
fransactions.
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Financial Mathematics

16 hours 3 months access Instructor Supported $210
Financial Mathematics is a building block to learners in the field of finance. The topics expose
the user to fundamental concepts such as cash flows, present value, future value, yield and
probability that form the basis for further advanced learning.

Market Risk — Basic, Intermediate, Advanced

40 hours 3 months access Instructor Supported $450
Every professional involved in the global financial services industry would benefit from this
training! This comprehensive course covers several important topics in the industry such as:
Statistical concepts such as Probability Distribution, Volatility, Correlation and Regression, Bond
Pricing and Yield Analysis, Risk measurement concepts such as Gap Analysis, Duration Analysis,
Simulation Analysis and Basis Point Value, Back Testing and Stress Testing , Value at Risk
methodologies used by leading financial institutions worldwide

Operational Risk Management

60 hours 3 months access Instructor Supported $325
Changes in markets, tfechniques, fechnologies, and products have altered the landscape of
Operations and fueled the explosive development of Operational Risk management. The
regulators of financial and public companies are demanding a far greater level of disclosure
and awareness by directors about the risks they manage and the effectiveness of the controls
they have in place to reduce or mitigate these risks. There is also a greater realization that a
major source of earnings volatility can be attributed to the way a firm operates and not
“financial risk”. All these changes have triggered the need for an efficient Operational Risk
Management system in organizations.

Quickbooks for Small Business Owners

16 hours 5 weeks access Instructor Supported $215
This course is developed for owners of small businesses, all of which may have different needs.
The topics are more advanced then the QuickBooks Introduction course. You will learn step-by-
step, how to set-up QuickBooks Pro, frack customer information that is important to you and
handle all of the day-to-day accounting needs of a business. With this soffware you will have
options to create estimates, frack job costs and progress, track inventory, invoice customers,
frack receivables, pay bills including sales tax, handle payroll, track employees' time worked,
write form letters in Microsoft Word, create reports in Microsoft Excel, and create financial
statements. Students will need to have a copy of QuickBooks. Book Included.

Quickbooks Pro

16 hours 5 weeks access Instructor Supported $215
This course is developed for employees of small businesses using QuickBooks Pro, all of which
may have different needs. You will learn step-by-step, how to set-up QuickBooks, frack customer
information that is important to you and handle all of the day-to-day accounting needs of a
business. With this software you will have options to create estimates, track job costs and
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progress, tfrack inventory, invoice customers, track receivables, pay bills including sales tax,
handle payroll, track employees' fime worked, write form letters in Microsoft Word, create reports
in Microsoft Excel, and create financial statements. Students will need to have a copy of
QuickBooks Pro. Book Included.

Right On the Money: Personal and Practical Personal Finance

16 hours 5 weeks access Instructor Supported $215
Today's ever changing financial situations require that solid and practical personal financial
planning should be available to each person with income and responsibilities. This class is
designed to provide that basic personal financial planning. The class provides a curriculum with
the plans and procedures that will help anyone identify, understand and accomplish their
financial goals. We cover basic personal financial planning, asset and credit management,
savings/investment and retirement planning.

Sarbanes-Oxley Act Training

24 hours 3 months access Instructor Supported $250
The series of corporate financial scandals that took place in the United States has led to the
framing of new legislation called Sarbanes-Oxley Act that strengthens corporate governance
and restores investor confidence and eliminates corporate corruption and fraud. The law was
intended to bolster public confidence in the nation's capital markets and imposes new duties
and significant penalties for non compliance on public companies and their executives,
directors, auditors, attorneys and securities analysts.
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Business / Management

BUSINESS/M ANAGEMENT

CERTIFICATIONS

HRCI/PHR Certification Program

50 hours 12 month access Self Paced $1325
The Human Resource Certification Institute (HRCI) is the credentialing affiliate of the Society for
Human Resource Management (SHRM), the world’s largest association devoted to professional
human resource management. HRCI works to define and maintain the HR body of knowledge,
and offers assessments and certfification of this knowledge. Human Resource certification
demonstrates mastery of the HR body of knowledge and is widely accepted as a symbol of
professional achievement. This online 13 course series entitled the HRCI/ Professional in Human
Resources Certification Program that maps to the six functional areas and is an excellent tool for
helping learners refresh for the PHR exam.

Human Resources Certificate

175 hours 12 month access Self Paced $1995
This comprehensive online program includes ten courses: Managing Diversity in the Workplace,
Behavioral Interviewing, Recruiting & Retention Strategies for the Tight Labor Market, Effective
Hiring and Interviewing, HRCI/PHR Certification Program, HRCI/SPHR (Senior Professional Human
Resource), New Employee Orientation, Human Resources Management Essentials, Managing
Diversity and Inclusiveness, Hostility and Aggression in the Workplace. Target audience;
Managers, team leaders, supervisors, human resources directors, organizational development
directors and employees

Six Sigma Black Belt

120 hours 12 month access Instructor Supported $1995
The Black Belf tfraining program integrates online learning with hands-on data analysis. The
course material provides an in-depth look at the DMAIC problem-solving methodology, as well
as deployment and project-development approaches. The course flow follows the DMAIC
methodology, with the appropriate tools and concepts taught at each stage of project
deployment. Since software is used for data analysis, the course material concentrates on the
application and use of the tools, rather than on detailed derivation of the statistical methods.
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Six Sigma Green Belt

70 hours 12 month access Instructor Supported $1495
The Six Sigma Green Belt operates in support of or under the supervision of a Six Sigma Black Belt,
analyzes and solves quality problems and is involved in quality improvement projects. A Green
Belt is someone with at least three years of work experience who wants to demonstrate his or her
knowledge of Six Sigma tools and processes.

Project Management PMP with Leadership and Goals Attainment

120 hours 12 month access Mentor Supported $1995
PMBOK Guide Fourth Edition - Infroduced by PMI®, the PMP® certification recognizes an
individual’'s demonstrated understanding and knowledge of project management skills needed
to lead and direct project teams and to deliver results within the constraints of schedule,
budget, and resources. Professionals who are PMP certified are responsible for all aspects of the
project for the life of the project and, not only lead and direct the project, but also oversee
project team members. Deep and thorough knowledge and hands-on experience is required
for anyone who wants to be recognized as a PMP expert. To help these professionals stay
abreast with changes and requirements in this field, many companies offer access to online
project training. A project fraining resource can better help project managers prepare for their
PMP exam. And since the PMP certification is valid for only three years, such a resource helps
them to keep on top of changes and new information to qualify for recertification.

Help Desk/Customer Service Certificate

200 hours 12 month access Instructor Supported $1995
These online training programs include interactive features and downloadable course materials
that are powerfully engineered to ease IT, help desk and support professionals' fraining
experience - making training and certification faster, more convenient and less expensive than
fraditional training classes. As a Customer Service Representative, you are often the only point
of contact for the customer. To him or her - you are the company. This curriculum will help you
and your feam make the most of every interaction and help you to provide the best possible
service to your customers, every time. Includes Help Desk Institute (HDI) Customer Support
Specialist (CSS) certification training.

Certified Associate in Project Management (CAPM)

60 hours 12 month access Mentor Supported $1800
Project training is critical for individuals to obtain their CAPM® (Certified Associate in Project
Management) credential. Since the CAPM credential recognizes professionals who have a
demonstrated understanding of the fundamental knowledge, processes and terminology that
are needed for effective project management performance, project training is a critical
element for receiving PMP certification. CAPM professionals contribute to projects as subject
matter experts and feam members and can be responsible for individual project tasks in their
area of expertise. They may also serve as project sponsors, facilitators, liaisons or coordinators.
Like the PMP® certification, CAPM exams are lengthy and require a level of education through
project training and hands-on experience. Project managers are often faced with unrealistic
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deadlines, changes in project scope, insufficient team skills, lack of well defined vision and goals
and other challenges. In order to obtain and maintain the certification status, professionals need
the skills required to handle difficult situations. Immediate access to online project training not
only helps individuals prepare for their certification exams, but also helps them respond
effectively to the daily issues that confront a project manager.
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Certified Business Analysis Professional (CBAP)

40 hours 12 month access Self-paced $1295
The Certified Business Analysis Professional™ (CBAP®) designation was created by the
International Institute of Business Analysis (IIBA®), an independent non-profit association and the
only organization that may confer the CBAP certification. The CBAP certification status signifies
professionals who are experts in their field. IIBA established the formal recognition of business
analysis professionals with the CBAP certification. IIBA is responsible for the creating and
maintaining the CBAP exam and the Business Analysis Body of Knowledge® (BABOK®), the
collection of knowledge within the profession that reflects the generally accepted practices
and that is the basis for the CBAP certification exam.

CERTIFICATES

Advanced Stress Management Certificate

210 hours 12 month access Instructor Supported $775
Many of the happiest, most successful, well adjusted people are those who have learned to
respond to high levels of stress in a positive and balanced way". Stress - related disorders have
become increasingly common in Western Society. The wear and tear caused by chronic stress
can contribute to physical and mental breakdown. Some disorders such as hypertension have
reached almost epidemic proportions. Because of these increases, stress and the way of dealing
with it, have become areas of major concern. This study program provides the student with the
advanced skills fo set up their own practice.

Business Management/Leadership Certificate

375 hours 12 month access Self-study $1995
Today successful organizations respond quickly to external changes, communicate vital
information, and keep focused on desired outcomes. They build high-performing feams through
effective feedback, and aligning the team needs with the appropriate leadership style. These
components accurately reflect the make-up of a modern-day elite military Special Forces team.
Participants will learn the basic skills through simulations, case scenarios, reading excerpts
highlighting key learning points. The knowledge acquired is an excellent way to quickly put real
world practical tools in your tool belt and brighten up your resume! This is fruly a unique
certification that allows the participant to explore different skill sets and to specialize in their area
of interest.

Business Management Certificate

180 hours 12 month access Instructor-supported $1395
Do you want to enhance your business management skillse Are you interested in working toward
a career as a business development specialist or in one of many other exciting careers in
businesse Whether you already work as a business development specialist or want to improve
your business management skills, this distance learning course can help you learn quality
business skills that could lead to one of many money-making careers in business. Our business
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management course offers comprehensive career training in many key management areas,
including: Business management skills, Business organization and systems, Managing globally,
Planning and strategy, Fundamentals of decision making, Organizational design, Managing
human resources, Work motivation, and much more.

Business Strategy and Operations

375 hours 12 month access Self-study $1995
As corporate business processes and fechnology change for the better, employees must be
frained on the new systems and processes to ensure rapid adoption and minimize rework.
Training also ensures that a common base of knowledge is developed and shared with staff as
they come onboard or fake on new roles. But while every to enterprise wants develop high-
quality programs, professional development budgets can quickly balloon without a sound,
strategic vision and approach to applications and operations fraining. Program contains five
curriculum areas: Business Law; Operations Curriculum; Strategic Planning Curriculum; Marketing
Curriculum; e-Business Curriculum.

Export Management

48 hours 12 months access Instructor Supported $875
In today's fast-paced, complex global market, it is necessary to equip yourself with the very best
resources and knowledge to not only compete, but to excel. Have you recently been
promoted and you need to learn about exporting quickly? Would you like to add Continuing
Education Units (CEUs) to your resume for a future promotion - or a new jobe Would you like to
start your own export business? You can achieve these goals by taking individual courses or by
completing the Six-Course Program, passing the Final Certification Examination and earning a
prestigious Certificate in Export Management.

Life Skills Coach

180 hours 12 month access Instructor Supported $650
In a world of ever-increasing stress, we need to develop and maintain control over our lives, we
need to organize, prioritize, achieve targets, communicate effectively, handle change - and we
need to be assertive, confident and happy. Life Skills Trainers help to achieve life's goals,
teaching clients to both identify and achieve what they want in their personal and professional
lives.

Sales and Consulting Professional Certificate

250 hours 12 months access Self-Paced $1995
Master the art of selling! Our comprehensive range of sales and consulting training modules are
built info a complete library that equips you with all the skills you need to be successful at Selling.
Consider how the following definitions relate to a successful career in sales: Principle - a rule or
code of conduct; Strategy - a careful plan or method especially for achieving an end; and Skill -
a developed or acquired ability. These three terms help describe the difference between sales
as a profession, and sales as simply a job. Whether you are inside sales, a field sales rep or
seasoned sale executive this program will sharpen your skills in the highly competitive corporate
world of today.
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Supply Chain Management

35 hours 12 months access Self-Paced $895
Key components of supply chain management include planning demand and supply, along
with inventory management. From raw material to finished product, planning and managing the
process is key to implementing successful supply chain management systems. In this course, you
will learn how to how to achieve a strategic fit between your supply chain management and
competitive strategies. Once your strategies are determined, you will learn about the
forecasting and planning processes. Finally, you will discover different types of inventory
management and how to maintain optimal levels of inventory across the supply chain. In other
words, you will understand what is required to get the right materials to the right place, at the
right time.

E-commerce/e-business Certificate

80 hours 12 month access Self-Paced $1775
One of the most essential activities of any business today is e-business (electronic business). By
utilizing information and communication technologies in support of business strategies and
operations, companies have become more efficient. E-business software solutions have allowed
the integration of intfra and inter business processes. E-commerce is the most well-known
marketing internet function of e-business. As a subset of e-business, electronic commerce is a
process intended fo drive revenue. Using the World Wide Web, e-commerce builds and
enhances relationships with clients and partners through marketing internet campaigns.

Lean Manufacturing

40 hours 12 month access Self-paced $1100
Most experts now agree, however, that Lean Manufacturing is not just a toolset. Rather it is a
holistic, comprehensive, enterprise-wide program designed to be integrated into the
organization's core strategy. In addition, experts in this field believe that philosophy-based Lean
Manufacturing strategy is the most effective way to launch and sustain lean activities. Program
includes Lean Strategies, Lean Logic, Lean Value, Lean Techniques and TestPrep Final Exam:
Lean Manufacturing.

Grant Writing Certificate

180 hours 12 months access Instructor-Supported $1995
The Certificate in Grant Writing is perfect for anyone seeking to learn the essentials in writing or
acquiring grants for private, public, or government use. If you are thinking of starting a business
that utilizes grants you want to learn the essentials of writing, researching, obtaining, maintaining,
operations and strategies within the grant system. Books included.

COURSES

2011 © EduSerc, Inc. All Rights Reserved. 1/19/2011
Page xxix



An Introduction to Six Sigma

8 hours 3 weeks Instructor-Supported $165
The Six Sigma Yellow Belt course will give learners a flavor of some of the methodologies used in
this popular quality tool. The learner will receive an overview of the Six Sigma movement itself
and some DMAIC, Control and Causal methodologies. Book Included.

Basic Management Skills

32 hours 7 weeks Instructor-Supported $165
This course will provide students the necessary tools for moving info a management position and
staying there. Students will be taught how to navigate through the "management minefield" with
ease, how to deal with peer as well as upper management pressure, methods for dealing with
unruly employees, how to understand office politics and listening techniques for knowing what
your boss is really saying. The impact of effective management on corporate goals and
profitability will also be covered. Upon completion, the successful student will be empowered in
dealing with all aspects of a position af the management level. Book Included.

Business and the Media: |

8 hours 3 weeks Instructor-Supported $165
Students will learn the important role that building relationships with reporters plays in getting
stories about their businesses publicized, as well as the tfechniques they should use when dealing
with the media. Students will also learn how and when to address the media, which will include
information about understanding reporters' deadlines and the varying focuses of certain trade
publications and/or newspapers and broadcast media. Book Included.

Business and the Media: Il

8 hours 3 weeks Instructor-Supported $165
This course will build on the general information in Part |, which covers relationship-building with
reporters and the different focuses of different media. Students will gain a better understanding
of why working with the media is crucial when it comes to getting the word out about their
businesses. Many businesspeople have reservations about dealing with the media, especially
when it comes to answering pointed questions about profits and losses and mergers and
acquisitions. Students will walk away from this course with a clear understanding of how and why
they should make efforts to answer, or at least respond, to questions from the media, even when
the focus is not necessarily posifive.

Business Writing for Busy Professionals: Part 1

8 hours 3 weeks Instructor-Supported $165
Students will learn strategies to write documents faster and better. They will learn how to
customize their documents for a specific reader and to accomplish their writing purpose. They
will discover ways to create documents when time is limited. Students will also master models to
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organize and format letters, emails, and reports in order to make them clear, direct, and reader
friendly. Conversational writing style and parallel structure will also be covered. Book Included.

Business Writing for Busy Professionals: Part 2

8 hours 3 weeks Instructor-Supported $165
This course will build on the general information in Part |, which covers relationship-building with
reporters and the different focuses of different media. Students will gain a better understanding
of why working with the media is crucial when it comes to getting the word out about their
businesses. Many businesspeople have reservations about dealing with the media, especially
when it comes to answering pointed questions about profits and losses and mergers and
acquisitions. Students will walk away from this course with a clear understanding of how and why
they should make efforts to answer, or at least respond, fo questions from the media, even when
the focus is not necessarily posifive.

Change Management

110 hours 12 month access Instructor Supported $450
Managing change is seen as a matter of moving from one state to another, specifically, from
the problem state to the solved state. Diagnosis or problem analysis is generally acknowledged
as essential. Goals are set and achieved at various levels and in various areas or functions. Ends
and means are discussed and related to one another. Careful planning is accompanied by
efforts to obtain buy-in, support, and commitment. The net effect is a fransition from one state to
another, in a planned, orderly fashion. The purpose of this course is to provide a broad overview
of the concept of "change management." It is written primairily for people who are coming to
grips with change management problems for the first time and for more experienced people
who wish to reflect upon their experience in a structured way.

Communicate for Success
8 hours 3 weeks Instructor-Supported $165

This course explores individual communication styles and elements of communication. It focuses
the students attention to the finer points of communication. Ultimately the student will gain a
sense of the types of communicators he or she will deal with on a daily basis and offer
techniques to improve the communication process.

Editing and Proof-Reading

165 hours 12 month access Instructor Supported $575
Writing is often seen as the glamour part of the publishing industry, just as actors and directors
are the much-hyped up part of the movie world. But behind all these people are those who
ensure that the end product makes sense and is free of mistakes. The film editor is a key person in
the making of movies and in print it is the proofreaders and editors who ensure the highest
possible quality of the product. By doing this course you have chosen to enter a highly
regarded profession, and as you progress through its stages, you will be provided with all the skills
and knowledge needed to be either as a freelance proofreader/editor working from home, on
either a part time or full-time basis, or employed full-time within the publishing industry.
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Editing and Proofreading for Business Writers: Part 1

8 hours 3 weeks Instructor-Supported $165
This class will give students a working knowledge of the quality standards required of all business
correspondence. Standard procedures to follow before a document is sent and professional
techniques to spot errors will be covered. Students will be able to construct complete sentences
and punctuate clauses, phrases, and appositives. They will also learn how to correctly use
qguotation marks, dashes, parentheses, colons, and semicolons. Students will be able to avoid
confusing common look-alike and sound-alike words. They will be able to locate and correct
these surface errors in a variety of documents of differing lengths. Book included.

Editing and Proofreading for Business Writers: Part 2

8 hours 3 weeks Instructor-Supported $165
This class will continue the essentials of editing begun in Part 1. Students be able to match
subjects and verbs, use correct verb tenses, use pronouns correctly, and make headings, bullets,
and sentences parallel. They will be able to recognize when to use the active verb instead of
the passive, and they will be able to avoid shifting between active and passive verbs. They will
understand how to locate and correct surface errors in long and complicated documents. The
editing essentials covered in Part 1 will be revisited and reinforced through practice.
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Envisioning Your Desired Future

8 hours 3 weeks Instructor-Supported $165
This course will give the student a new recognition that they are able to construct a very large
part of their own future. There is a relationship between what we want and what we can do and
create. If you are seeking a new challenge in your current profession, a change of direction that
seriously engages your intellect, passion and energy, or if you are ready to get a life-long
ambition underway, then this course is for you.

Through a process designed to ask tough questions, you will examine your current life, your
values and beliefs, and chose a better future in your career and family life. In this course,
students will review their past to create a sense of appreciation for their history. The course will
also clarify the underlying values and beliefs that have determined the students' actions and the
values and beliefs that they want in the future. Students will identify their current life situations
and determine what's working and what isn't. Students will also create a preferred future vision
and link their vision into actionable steps to propel them to the future they desire.

Improving What We Do: Process Improvement Fundamentals

8 hours 3 weeks Instructor-Supported $165
In today's business environment, not improving is not an option. If you aren't moving forward, you
are moving backward, there is no staying even. Continuous improvement has become a part of
our organizations. Successful organizations constantly measure and improve every internal and
external process that contributes to customer satisfaction and organizational goals. Process
improvement is used to advance those goals or fo improve a measurement that is not
acceptable, to obtain continuous improvement.

In this course, students will learn to identify process issues, problems, and opportunities, and how
the customer affects process improvement. Students will learn the steps that lead to improving a
process and the importance of a process improvement team and their roles. Students will also
learn the tools for understanding and accessing the current process, what is happening now.
The difference between process improvement and redesign will also be covered. Book
Included.

Introduction to Project Management

8 hours 3 weeks Instructor-Supported $165
Project management provides significant benefits to companies and to managers when the
principles and methodologies are consistently applied. A successful project manager uses both
art and science, or more succinctly, both project leadership and management. Regardless of
your position in an organization, good project management skills are essential. Everyone leads
projects of some type, and the principles are the same for all projects - big or smaill.

This course will help you understand those principles and apply them in both your professional
and personal life. In this course, the student will learn the art and science of leading a project
and the importance of being (or having) an active sponsor. Students will learn the

different steps in a project's life cycle and the keys to leading and managing a successful
project. How to manage "scope creep" and how to use structured tools such as activity
diagrams, project plans, charters, and GANTT charts will also be covered. Book Included.
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Introduction to Successful Grant Writing

16 hours 5 weeks Instructor-Supported $215
Need funding for future projects or planned activities? Are you (a student, parent, teacher or
school administrator) hoping to find a way to pay for research or services we all used to take for
granted, which are no longer funded? This course provides a step-by-step approach to
preparing winning grant proposals. Learn to write successful letters and grant proposals.
Researching and approaching funders for grant money can help you develop new services,
(strengthen your operating budget) and support existing programs. Students leave this course
feeling confident in their grant writing abilities and ready to start winning the funding they need
to help make a better life for themselves and others.

Fundamentals of Project Management

32 hours 7 weeks Instructor-Supported $295
Only about one-quarter of all business projects are successful. The discipline of Project
Management aims to improve those dismal results with a systematic approach to the unique
tasks that abound in an enterprise. This hands-on course will acquaint the student with world-
recognized methodologies used to produce more successful projects. Book Included.

Fundamentals of Public Relations

165 hours 12 month access Instructor Supported $650
The surge in popularity and importance that Public Relations has enjoyed in recent years,
represents the attempt by professional management to harness yet another tool to wring
success from the market-place. 'Public Image' was something unknown to the average business
planner, and 'press coverage' referred to paid advertisements. Today, few companies are
launched without an attempt to generate some media coverage and the scope of focus of PR
is changing as it expands from promoting the reputations of commercial and industrial concerns
into areas of greater social involvement. This course will provide you with an in-depth
knowledge of this amazing and interesting profession.

Fundamentals of Stress Management

80 hours 12 month access Instructor Supported $425
Stress is modern man's constant enemy. It strikes when least expected, but with proper self-
awareness and management techniques it can be conftrolled. In this course we deal with
physical problems related to stress, how to achieve easy living, dealing with drugs, developing
self-esteem, relaxation, diet and more.

Leading Change

8 hours 3 weeks Instructor-Supported $165
Managers face a tough set of challenges each time they lead change efforts within their
organizations. They must manage their personal reactions to change while guiding their
employees through transitions. This course helps managers and supervisors explore their role as
change managers. Practical scenarios and real examples will help you understand the
predictable phases of change management and develop strategies for managing them.
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Checklists and tools provide the practical link you need to stabilize and re-energize your
workforce. Book Included.
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Overcoming Chaos

8 hours 3 weeks Instructor-Supported $165
Multiple demands, conflicting priorities, and impossible deadlines are a way of life for many
professionals. It doesn't have to be that way! This course will help you refocus your energy and
regain control over your workday and your life. Focus begins within as you explore your personal
preferences for organizing and thinking. You will develop a personal mission statement to guide
you as you improve your skills to prioritize and focus. Worksheets and questionnaires provide
tangible tools to help you plan, manage, and track responsibilities while managing multiple
priorities. You'll complete this course with renewed energy and personalized tools that will help
you geft results!

Personality Types Among Us

8 hours 3 weeks Instructor-Supported $165
Does your cube-mate seem to be speaking a language you don't understand? Is your boss
impossible to get along with2 Are you having a hard fime motivating one of your employees? Is
your spouse from another galaxy? The key could be their personality and yours don't mesh. This
course will explore personality theories and allow you to discover your own personality and how
that affects the way you think and work. You will also explore how other personalities think and
work and some communication and motivational tools you can use to be able to work better
with them. Book Included.

Planning to Succeed: Fundamentals of Strategic Planning

8 hours 3 weeks Instructor-Supported $165
Fail to plan, plan to fail. We've all heard that piece of wisdom before. It's frue in our personal lives
and well as for organizations. Combining two activities, thinking strategically and long term
planning, strategic planning can provide goals, communicate priorities, and keep an
organization focused on what is important. Successful organizations have learned that a few
people in a conference room cannot develop a strategic plan. Whether you are leading a
planning effort, participating on a planning team, or just need to understand your organization's
strategic plan, this course will provide the fundamentals to build upon.

In this course, students will learn the importance of strategic planning and who should be
involved. Students will be taught how to build a model for strategic plans and a methodology
for creating a strategic plan. Students will also learn how to evaluate the external and internal
environment of your organization as well as how to ensure that the organization will follow the
plan. The importance and differences between business level, corporate level, and functional
level strategies. Book Included.

Preventive Stress Management

8 hours 3 weeks Instructor-Supported $165
This course will challenge your thinking and about how you view stressor in your life and in
organizations. Stress is inevitable and essential to push individuals and organizations to grow,
develop, perform and succeed. This program recognizes that work life is stressful and at times
risky. The challenge and opportunity in stressful and changing times is to learn more about
ourselves and how we may better respond to a changed world of work and organizational life.
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Students will learn about stress and its relationship to a healthy lifestyle and productivity. Students
will also examine their methods of dealing with stress and their personal stress reactions.

Students will be given instruction on practical new coping skills to reduce the negative impact of
stress and fo how to convert stress info energy. This course offers a historical perspective of stress
and provides tools fo enable students and the organization to be stronger, healthier and more
productive. It is about achievement and health, not achievement or health. Book Included.

Principles of Management

8 hours 3 weeks Instructor-Supported $165
Principals of Management is an infroductory course which explores the role of the manager in
modern organizations. This course looks at who managers are, what management is, what
managers do, and what an organization is. In addition fo providing some history to how
management has evolved, it will provide some insight in what it takes for a manager to be
successful in the 21st century. In this course, students will learn basic management concepts and
terminology as well as the history of management theory. Students will also learn how
organizations are structured and why managers are important. The different roles of a manager
in today's organizations and the different skills a manager must hone to be successful will also be
covered. Book Included.

Principles of Time Management

16 hours 5 weeks Instructor-Supported $215
In this fast-paced world all foo often it seems that time is a precious commodity. There never
seems o be enough and what we have is often filled to the brim with activities that leave us little
time for what we want to be doing. In this course we are going to explore various approches to
managing fime and organizing our schedules so that anyone can find a method that works for
them. We will explore ways to prioritize what we need to do but allow fime to do what we want
to do. Book Included.

Professional Communication

8 hours 3 weeks Instructor-Supported $165
In this course students will define communication, learn about its key components and discuss
ways they can improve their communication skills. Topics include defining communication, form
v. content, communications issues, two major communications theories, and communications
ethics. Participants will discuss aspects of good communication, their own communication styles
and how best to communicate with their audience.

Retail Management

145 hours 12 month access Instructor Supported $595
Retail businesses vary in size from a small one-man operation to large international organizations.
The needs of the consumer has now produced an amazing variety of retail outlets, all of which
need to have organized managers. This course is the ideal tool for students wanting to gain
knowledge in the field of retail management, whether it is for the purpose of entering the retail
trade through the establishment of a small business, or wanting to gain knowledge to allow for
further study in the fields of management to enter a retail organisation at a higher level.
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Security Management for Retail Business

140 hours 12 month access Instructor Supported $595
This course covers the principles of security management and the operations involved to protect
the business and assets. The course covers a wide variety of areas and provides knowledge of
the principles of loss and decision making within the security environment. The course provides
an overview of the factors that form a modern security management team, and will show the
student how to reduce the employer's exposure to liability.

2011 © EduSerc, Inc. All Rights Reserved. 1/19/2011
Page xxxviii



Telephone Techniques for Excellent Customer Service

8 hours 3 weeks Instructor-Supported $165
Participants will raise their awareness about the image they are projecting over the telephone
through their words and tone of voice. They will explore ways to develop an appropriate
telephone personality and convey information clearly, tactfully, and professionally. Good and
bad telephone practices will be covered, along with current business telephone etiquette.
Participants will learn the real sources of customer satisfaction and analyze the tension between
the need to handle many calls and the need to satisfy each caller. Techniques to manage
angry and other difficult callers will be offered. Book Included.

The Essentials of Managing Successful Meetings

8 hours 3 weeks Instructor-Supported $165
This class will cover guidelines o plan and organize a meeting, create an agenda, keep a
meeting on-track, conduct a discussion, maintain control, and close a meeting on time. You will
learn how to deal with problem meeting members and review the roles and responsibilities of
both meeting leaders and members. You will discover the common frustrations most people
have with meetings and how to avoid them. You will also be able to improve future meetings
through evaluation and feedback. Book Included.

Thriving on Change

8 hours 3 weeks Instructor-Supported $165
In today's business environment, change is the only constant. Let this course help you explore
your personal and professional reactions to change as you identify ways to positively manage
fransition. After reviewing the psychology of change, your instructor will guide you through a
self-discovery and planning process. Next, you'll begin developing a personalized resilience plan
to help you prepare for and handle a wide range of transitions. Strategies for managing
reactions at all stages of the change cycle are also offered. Book Included.

Understanding and Solving Performance Issues

8 hours 3 weeks Instructor-Supported $165
This course will help both you and your employees understand the true nature of performance
problems and take positive action to solve them. A wide range of performance issues will be
addressed, including low productivity, unacceptable quality, tardiness, and poor atfendance.
This course provides a step-by-step tool kit to help you analyze any performance problem,
identify the best strategy for solving it and carry out the solution. The techniques empower both
managers and employees to take control of their work performance. Take the course together
for even greater benefit. Book Included.
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Career and Service

CAREER & SERVICES §

CERTIFICATES

Administrative Assistant / Secretary

160 hours 12 month access Instructor Supported $995
Many types of offices require the skilled work of a frained office secretary/administrative
assistant. Administrative assistant duties can vary by office, but most often, an office secretary, or
administrative assistant, is someone who helps to keep an office well organized and managed.
Whether you want to organize your home office, enhance your current secretary skills, or start
toward an exciting new career, this administrative assistant course is for you! An administrative
assistant job description can vary, but overall, our course can help you better understand the
skills needed to become a qualified administrative assistant. Books Included.

Administrative Assistant / Secretary w/ MCAS

160 hours 12 month access Instructor Supported
$2,295

Many types of offices require the skilled work of a frained office secretary/administrative
assistant. Administrative assistant duties can vary by office, but most often, an office secretary, or
administrative assistant, is someone who helps to keep an office well organized and managed.
Whether you want to organize your home office, enhance your current secretary skills, or start
toward an exciting new career, this administrative assistant course is for you! An administrative
assistant job description can vary, but overall, our course can help you better understand the
skills needed to become a qualified administrative assistant. Books Included. Includes complete
Microsoft Office applications training such as Word 2007, PowerPoint 2007, Excel 2007, and
Outlook 2007

Child Day Care Management

300 hours 12 month access Instructor Supported
$1,395

Do you love being around children? Have you ever thought about becoming a child care
worker or wondered if you could start a home day care businesse Child day care management
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distance learning course can provide you with the information to take the first step toward
earning an aftractive child care worker salary. You could even learn some basic ideas on how
to start a home day care business! A child care worker is a special person who helps children
grow, learn, and gain new skills every day. A child care worker also provides behavioral and
emotional support so children feel safe and comfortable while with a child care worker.
Whether you want to start a home day care business, already work at a day care center, or are
looking to learn more about a career as a child care worker, this course can help. Book
included.

Child Day Care Management w/ Nutrition & Safety

460 hours 12 month access Instructor Supported
$2,395

Child day care management distance learning course can provide you with the information to
take the first step toward earning an attractive child care worker salary. You could even learn
some basic ideas on how to start a home day care business! A child care worker is a special
person who helps children grow, learn, and gain new skills every day. A child care worker also
provides behavioral and emotional support so children feel safe and comfortable while with a
child care worker.

The Child Health, Safety and Nutrition class is for anyone who works in a role that touches
children's lives. The material is based on the most current research and reflects the latest
developments in health, safety and nutrition as well as their application in multiple settings. This
course covers the contemporary health, safety and nutrition needs of infant through school-age
children, with extensive coverage of topics critical to the early identification of children’s health
conditions and the promotion of children’s well-being.

Cooking and Catering Certificate

340 hours 12 month access Instructor Supported
$1,350

This home study cooking instruction course is perfect for individuals thinking of starting a catering
business or for those who just love to cook. Designed by professionals in the field, this in-depth
cooking instruction curriculum is also an excellent choice for learning the fundamentals of
starting a catering business. From preparation to presentation, this professional cooking
instruction can help you learn how to prepare high quality dishes your clients and family will
enjoy. Our distance learning cooking instruction course offers an entire module on starting a
catering business. This specialized module can teach you about the seven primary functions of a
catering business as well as client intferaction and business management among other topics. If
you've ever considered starting a catering business, this cooking instruction course in an
excellent place to start. Books included.

Florist / Floral Design Certificate

180 hours 12 month access Instructor Supported
$1,350
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This floral design course is the perfect place to start to learn more about custom floral design!
Whether you are interested in pursuing a career in custom floral design, or just want to learn to
make arrangements for the home, office or friends, this course is for you. Unlike traditional floral
design schools, we let you study at home! Our floral design materials for beginners are delivered
directly to your email and can help you learn the important fundamentals of custom floral
design. You study when and where it is most convenient for you. Books Included.

Gardening & Landscaping Certificate

170 hours 12 month access Instructor Supported $995
This gardening/landscaping course offers quality at-home career training filled with a number of
professional landscaping ideas and gardening tips. The course even includes information on
how to start a landscaping business. Whether you are interested in starting a new career, want
to learn more about gardening, or just want to spruce up your yard, our gardening/landscaping
course is for youl!

We can help you combine your creativity and love of the outdoors into a rewarding new career
—allin the comfort of your own home. With us, all of your gardening and landscaping distance
learning materials are delivered directly to your door. Books Included.

Hotel Catering Management Certificate

40 Hours 2 month access Instructor Supported $395
The hospitality indusfry is an exciting, vibrant and often glamorous field and is a great career for
people of all ages.” Catering mangers sell hotel guest rooms, meeting and banquet facilities,
and services to maximize revenue for the hotel. Emphasis is placed on selling food and
beverage in conjunction with meeting and banquet facilities to companies and organizations.
If you're looking for a job in an industry with continued job growth, hotel catering might be the
right career for you.

Hotel Sales Manager Certificate

40 Hours 2 month access Instructor Supported $395
The hospitality industry is an exciting, vibrant and often glamorous field and is a great career for
people of all ages.” Sales are the lifeblood of any hotel or resort operation. Hotel sales
managers must use proven strategies, a well as innovative techniques, for generating business
from corporations, nonprofits, and individual travelers. In this course, you gain the knowledge
and skills required to effectively generate the maximum sales revenue for your hotel or resort. If
you're looking for a job in an industry with continued job growth, hotel sales might be the right
career for you.

Interior Design Certificate

150 hours 12 month access Instructor Supported $895
Are you thinking about starting a career as an Interior Designere Have you considered setting up
your own business and making an income as an Interior Designere Or maybe you have always
wanted to study Interior Design to improve your own home? If you have answered yes to any of
these questions then this is the course for you. As an Interior Designer you will consult with your
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clients to plan and carry out the design of their interior and furnishings. This course covers a
whole range of aspects relating to interior design and the elements that need to be considered
in the planning stages.

Nutritional Consultant Certificate

140 hours 12 month access Instructor Supported

$1.,395
Nutrition Consultant fraining provides students with an understanding of how food nutrition
contributes to the prevention of illness and the promotion of optimal health. Students learn to
conduct in-depth diet and lifestyle evaluations and to advise individuals on food plans
customized to each individual’s taste, temperament, and health goals. The fundamentals of
whole food nutrition, digestive physiology, metabolism, nutritional biochemistry, and current
research are presented. The nutritional terrain covered includes macronutrients, micronutrients,
and phytonutrients, based upon current global research and application. Students are trained
to work in the community in a wide variety of institutional, school, business, and private practice
settings.
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Nutritional Fitness Consultant

380 hours 12 month access Instructor Supported
$2,195

Combined Courses: Nutritional Consultant + Fitness & Nutrition. Nutritional Consultant training
provides students with an understanding of how food nutrition contributes to the prevention of
illness and the promotion of optimal health. Students learn to conduct in-depth diet and lifestyle
evaluations and fo advise individuals on food plans customized to each individual's taste,
temperament, and health goals. The fundamentals of whole food nutrition, digestive physiology,
metabolism, nutritional biochemistry, and current research are presented.

The nutritional terrain covered includes macronutrients, micronutrients, and phytonutrients,
based upon current global research and application. Fitness & Nutrition This distance learning
course offers a well balanced combination of nutrition and physical fitness training fo help you
take the first step toward a new career in nutrition and fitness. Proper health management is
important to a growing number of consumers who are interested in enhancing their lives through
increased physical fitness and better nutrition practices. People often rely on persons who have
received fitness and nutrition training who can help them turn their lives around.

Natural Health Consultant

140 hours 12 month access Instructor Supported $995
Do you have an inferest in natural health? Many people have an interest in the natural health
field, but aren't sure where to start to learn more about a career in natural health. Let us help
you take that first step in learning more about homeopathic remedies, herbal medicine, natural
health remedies, and other natural health topics. Whether you are interested in learning more
about a career in natural health or want to learn how homeopathic remedies could be a part of
your family's life, this natural health distance learning course is for you! Book Included.

Photography Certificate

160 hours 12 month access Instructor Supported $995
If you ever thought about taking photography courses, this is an excellent place to start! Our
photography courses provide an in-depth look at everything from photography basics to a
digital photography course component. Whether you are an avid photographer, or haven't
picked up a camera in years, this photography courses can help you fine tune your
photography skills and revisit the ever-important photography basics. Our photography courses
offer a comprehensive look at a number of important photography ftopics.

Private Investigator Certificate

100 hours 12 month access Instructor Supported $995
Private investigator jobs can be intriguing, exciting and sometimes adventurous, but being a
private investigator is also a serious and important career. This private investigator training can
provide you with the essential skills and knowledge for a number of entry level private
investigator jobs. Our distance learning private investigator training will provide instruction on
surveillance, information gathering, interview techniques and much more! Books Included.
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Security & Police Sciences

210 hours 12 month access Instructor Supported
$1,195

This is an excellent choice for learning more about the work of security guards and police
officers. Our in-depth curriculum can help you gain a valid understanding of a number of
security jobs including investigations, surveillance, security systems and more. Our course also
includes a module on police officers and their important role in society. Overall, this
security/police sciences distance learning course is an excellent first step in learning more about
the work of security guards and police officers. Our security/police sciences course offers a
thorough introduction about the work of security guards and police officers by offering practical
knowledge on a number of topics.

Start Your Own Business

150 hours 12 month access Instructor Supported $995
Would you love to be your own bosse Do you have a great idea for a business, but just don't
know where to begin? Let us help you get started! Our in-depth course can provide you with a
comprehensive introduction on how to start your own business. This is your chance to take that
exciting first step toward a new career as an entrepreneur! Do you have an idea to start your
own internet business, or start your own home businesse This course is an excellent starting point
in learning the fundamentals every entrepreneur should understand and employ. Book
included.

Travel and Tourism Certificate

110 hours 12 month access Instructor Supported $995
Are you interested in learning more about a fravel agent career? Would you like to better
understand travel and fourism jobs? Our fravel and tourism school can help you learn more
about a travel agent career and take the first step in getfting quality tfravel agent training.

Travel agent career professionals consistently help people plan family vacations, corporate ftrips,
cruises, international fravel, and specialty tours such as adventure vacations. Travel agents
generally have access to important information regarding fares and discounts, and are
knowledgeable about particular geographic locations. Overall, a fravel agent career
professional can help consumers plan the most appropriate travel arrangements for their needs.
Our travel agent course can provide travel agent training on the essentials of a travel and
tourism jobs, and could be your first step in getting one of many interesting tfravel and tourism
jobs such as working for a corporation, online fravel agency, or even working from home! Books
Included.

Wedding Consultant Certificate

260 hours 12 month access Instructor Supported $995
Many couples get overwhelmed with wedding planning and often rely on a trained wedding
planner to help them make theirimportant day as special as possible. The duties of a wedding
consultant can vary, but often include helping the happy couple with their wedding ceremony
and reception by helping to choose wedding cakes, reception sites, flowers, invitations, and
much more! This is an excellent choice in learning more about the work of a wedding planner
and how you can learn to help create the most memorable wedding, regardless of size or
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budget. The best part is that you can study at home to learn more about a career as a wedding
planner. We can help you get the training you need to become a wedding consultant. Books
Included.
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COURSES

Spanish for the Workplace

16 hours 6 month access Self-Paced $125
Spanish for the Workplace is a self-paced, online occupational Spanish course that seeks to
bridge the communication gap between English and Spanish-speaking co-workers and clients.
The course is designed for beginning Spanish learners who simply want to communicate in basic
Spanish as well as the opportunity to learn approximately 700 commonly used Spanish words
and phrases in the workplace.

Spanish for Banking

16 hours 6 month access Self-Paced $125
Spanish for Banking is a self-paced, online Spanish course designed for banking and credit union
professionals wanting to communicate with their Spanish-speaking customers. In addition to
basic greetings and general Spanish vocabulary, the course also covers customer service terms,
phrases dealing with opening an account, cashing a check, depositing a check, withdrawals
and transfers, applications, and general banking vocabulary.

Spanish for Construction

16 hours 6 month access Self-Paced $125
Spanish for Construction is a self-paced, online Spanish course designed for construction workers,
contractors, foreman, and anybody who works with Spanish-speaking employees and co-
workers in the construction industry. In addition to basic greetings and general Spanish
vocabulary, the course also covers building areas, hand tools, power tools, construction
equipment, building supplies, hardware, landscaping, painting, and electrical terms, safety
equipment, and supervisory expressions.

Spanish for Educators

16 hours 6 month access Self-Paced $125
Spanish for Educators is a self-paced, online Spanish course designed for teachers,
administrators, front office staff, and anyone working with Spanish-speaking students and
parents. In addition to basic greetings and general Spanish vocabulary, the course also covers
phrases for the reception areaq, registration, classroom items, phrases for younger students, study
skills, behavior, school rules, and course fitles.

Spanish for EMTs & Paramedics

16 hours 6 month access Self-Paced $125
Spanish for EMTs & Paramedics is a self-paced, online Spanish course designed for EMTs,
Paramedics, and Emergency Responders dealing with medical situations with the Spanish-
speaking public. In addition to basic greetings and general Spanish vocabulary, the course also
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covers responding to emergencies, common injuries, water emergencies, body parts, organs,
the examination, pain descriptions, patient care, asking for intake information, medical history,
and insurance vocabulary.
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Spanish for Firefighters

16 hours 6 month access Self-Paced $125
Spanish for Firefighters is a self-paced, online Spanish course designed for firefighters and
emergency responders during a fire situation wanting to communicate with the Spanish-
speaking public. In addition to basic greetings and general Spanish vocabulary, the course also
covers firefighting vocabulary and phrases, fire and life safety inspections, water emergencies,
general emergencies & common injuries, medical vocabulary, intake information, building
areas, directions and safety equipment.

Spanish for Food Service

16 hours 6 month access Self-Paced $125
Spanish for Food Service is a self-paced, online Spanish course designed for restaurant
managers, wait staff, cooks, and anyone working with Spanish-speaker employees and co-
workers. In addition to basic greetings and general Spanish vocabulary, the course also covers
hiring, fraining, job expectations, job performance, accidents and emergencies, menu terms,
meats, seafood, fruits, vegetables, beverages, service station, condiments, types of china and
flatware, room set-up, and cleaning supplies.

Spanish for Health Care

16 hours 6 month access Self-Paced $125
Spanish for Health Care is a self-paced, online Spanish course designed for nurses, doctors,
health care administrators, front desk workers, and anyone working with Spanish-speaking
patients. In addition to basic greetings and general Spanish vocabulary, the course also covers
job titles, admissions and initial intake, insurance terms, body parts and organs, medical history,
patient examination, discharge instructions, and common injuries and accidents.

Spanish for Hospitality

16 hours 6 month access Self-Paced $125
Spanish for Hospitality is a self-paced, online Spanish course designed for hotel and
housekeeping supervisors of Spanish-speaking employees and guests.  In addition to basic
greetings and general Spanish vocabulary, the course also covers lodging vocabulary,
housekeeping phrases, cleaning supplies, maintenance and grounds terms, hiring, fraining, job
expectations, and job performance.

Spanish for Human Resources

16 hours 6 month access Self-Paced $125
Spanish for Human Resources is a self-paced, online Spanish course designed for HR professionals
and anyone hiring Spanish-speaking employees. In addition to basic greetings and general
Spanish vocabulary, the course also covers job titles, departments, reception terms,
employment applications, verification and pay, payroll, benefits, medical insurance, hiring,
fraining, job expectations, job performance, and accidents and common injuries.
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Spanish for Law Enforcement

16 hours 6 month access Self-Paced $125
Spanish for Law Enforcement is a self-paced, online Spanish course designed for Police Officers
and Law Enforcement Personnel wanting o communicate with the Spanish-speaking public. In
addition to basic greetings and general Spanish vocabulary, the course also covers law
enforcement occupations, departments and units, interviewing the public, law enforcement
commands and phrases, traffic laws and problems, the raid, weapons, accidents and injuries,
people descriptions, and the Miranda Warning.

Spanish for Manufacturing

16 hours 6 month access Self-Paced $125
Spanish for Manufacturing is a self-paced, online Spanish course designed for managers,
supervisors, feam leaders, or anybody who works with Spanish-speaking employees and co-
workers in a manufacturing setting. In addition to basic greetings and general Spanish
vocabulary, the course also covers job titles, factory vocabulary, common actions and
commands, hand tools, power tools, supplies and materials, hardware, clean-up terms,
measurements, safety equipment, job expectations, job performance, supervisory terms,
schedules and shifts, and hazardous materials.

Spanish for Public Safety Officers

16 hours 6 month access Self-Paced $125
Spanish for Public Safety Officers is a self-paced, online Spanish course designed for public
safety officers and emergency responders who want to communicate with the Spanish-
speaking public. The course incorporates law enforcement, firefighting, and EMT/Paramedic
vocabulary. In addition to basic greetings and general Spanish vocabulary, the course also
covers emergency responder occupations, departments and units, interviewing the public, law
enforcement commands and phrases, traffic laws and problems, the raid, weapons, firefighting
terms and phrases, fire and life safety inspections, water emergencies, body parts and organs,
accidents and injuries, pain descriptions, people descriptions, and the Miranda Warning.

Spanish for Social Services

16 hours 6 month access Self-Paced $125
Spanish for Social Services is a self-paced, online Spanish course designed for social workers,
counselors, non-profit office staff and administrators, ministers, and anyone working with Spanish-
speakers in an outreach capacity. In addition to basic greetings and general Spanish
vocabulary, the course also covers job titles and people, the outreach visit, social work terms,
interview phrases, insurance vocabulary, medical history, feelings, agency services, common
places, accidents/common injuries and emergencies.

Spanish for Warehouses & Distribution Centers

16 hours 6 month access Self-Paced $125
Spanish for Warehouses & Distribution Centers is a self-paced, online Spanish course designed for
managers, supervisors, team leaders, or anybody who works with Spanish-speaking employees
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and co-workers in a warehouse or distribution center sefting. In addition to basic greetings and
general Spanish vocabulary, the course also covers warehouse terms, forklift parts and phrases,
building areas, directions, common actions and commands, supplies and materials, hardware,
clean-up terms, measurements, safety equipment, job expectations, job performance,
supervisory terms, schedules and shifts, and hazardous materials.
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Desktop Skills

DESKTOP SKILLS

CERTIFICATIONS

Administrative Assistant wW/MCAS Microsoft Certified Application
Specialists

290 hrs 12 months access Instructor supported

$2,295
Many types of offices require the skilled work of a trained office administrative assistant.
Administratfive assistant dutfies can vary by office, but most often, an administrative assistant, is
someone who helps to keep an office well organized and managed. Whether you want to
organize your home office, enhance your current skills, or start toward an exciting new career,
this administrative assistant course is for you! An administrative assistant job description can vary,
but overall, our course can help you better understand the skills needed to become a qualified
administrative assistant.

The core Microsoft Office Specialist Certification Program credential has been upgraded to
validate skills with the 2007 Microsoft Office system as well as the new Windows Vista operating
system. The Application Specialist certification targets Information Workers and covers the most
popular Microsoft Office applications such as Word 2007, PowerPoint 2007, Excel 2007, and
Outlook 2007. To earn MCAS certification you need to pass one of the five exams available.
After passing an individual exam, a person becomes an MCAS in the parficular software
application they took the exam in

MCAS Microsoft Certified Application Specialists (Office 2007)

130 hrs 12 months access Instructor supported

$1,465
The core Microsoft Office Specialist Certification Program credential has been upgraded to
validate skills with the 2007 Microsoft Office system as well as the new Windows Vista operating
system. The Application Specialist cerfification targets Information Workers and covers the most
popular Microsoft Office applications such as Word 2007, PowerPoint 2007, Excel 2007, and
Outlook 2007. To earn MCAS certification you need to pass one of the five exams available.
After passing an individual exam, a person becomes an MCAS in the particular software
application in which they took the exam.
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CERTIFICATES

Microsoft Office Specialist 2003 Expert

135 hrs 12 months access Instructor supported $550
To earn a Microsoft Office 2003 Specialist (MOS) certification you must pass one or more
certification exams. Our MOS certification provides a valid and reliable measure of technical
proficiency and expertise by showing your overall comprehension of Microsoft Office 2003
programs and your ability to use advanced features. CBT Direct offers the following Microsoft
Office 2003 editions: Excel 2003, Word 2003, Outlook 2003, PowerPoint 2003 and Access 2003.

Microsoft Office Specialist XP Expert

85 hrs 12 months access Instructor supported $550
Microsoft Office 2002 (XP) computer training offers you the fastest and easiest way to learn MS
Office 2002 (XP) applications, including: Word, Excel, Access, PowerPoint, and Outlook. This
course also follows the curriculum for the Microsoft Office Specialist exams
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COURSES

Adobe Acrobat Jumpstart

Instructor Supported $165

Adobe Acrobat allows users to convert documents you create in Word, Excel, PowerPoint
or any other application into Portable Document Files (PDF). A PDF can be viewed and
printed by any with a copy of Adobe's free Acrobat Reader. In this course students will learn
to create and use PDF files. Students will learn to work with PDF documents and create PDF
files from their applications and web pages. Student will learn to add comments to PDF files
and make their PDF documents accessible. Students must have a copy of Adobe Acrobat
Standard. A 30-day trial of Adobe Acrobat is available for download.

2/16/2011 - 3/9/2011 8 hours
3/16/2011 - 4/6/2011 8 hours
4/13/2011 - 5/4/2011 8 hours
5/11/2011 - 6/1/2011 8 hours
6/8/2011 - 6/29/2011 8 hours
7/6/2011 -7/27/2011 8 hours
8/3/2011 - 8/24/2011 8 hours
8/31/2011 - 9/21/2011 8 hours
9/28/2011-10/19/2011 8 hours
10/26/2011 -11/16/2011 8 hours
11/23/2011 -12/14/2011 8 hours

Adobe PageMaker

Instructor Supported Check
Online

This class will infroduce students to the basics of creating documents using Adobe
PageMaker. Students will apply their skills by creating flyers, letterhead, proposals, booklets,
newsletters and catalogues. Students will learn to insert text and graphics info a PageMaker
document and format text using styles. Students will learn to create master page layouts
and templates for their documents. Students also will learn to generate a table of contents
and an index for their long publications. Students will need a basic understanding of
Windows to complete this class. Students will need a copy of PageMaker. A 30-day trial
version is available.

2/16/2011 - 4/6/2011 32 hours
3/16/2011 - 5/4/2011 32 hours
4/13/2011 - 6/1/2011 32 hours
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5/11/2011 - 6/29/2011 32 hours

6/8/2011 -7/27/2011 32 hours
7/6/2011 - 8/24/2011 32 hours
8/3/2011 - 9/21/2011 32 hours
8/31/2011-10/19/2011 32 hours
9/28/2011-11/16/2011 32 hours
10/26/2011 - 12/14/2011 32 hours

Crystal Reports

Instructor Supported $610
Crystal Reports XI enables developers and other IT professionals to design, manage, and deliver
reports via the web, as well as embed reporting in enterprise applications. Report authors are
often weighed down with hand-coding reports and working through orders for customized
reports. Crystal Reports XI delivers significant new features that will benefit organizations of all
sizes with easier report design, simplified report maintenance, expanded data access, and
complete integration with the Business Objects™ XI platform.

Microsoft Access Comprehensive

Instructor Supported $295

This class will give students a working knowledge of databases, what they are and how to
use them. Students will learn to view data in a database and change the view by sorting
and filtering the data. Students will create a database and learn to define forms for inputs
and reports for summarizing the data. Students will learn to create queries to view a subset
of data in the database. Students will create charts to display data and a switchboard to
manage their database application. Students will create relational databases and learn to
create forms, queries and reports that use relational databases. Students will learn to build
macros in Access and fo use the macros to expand the capabilities of the switchboard.
Students will be infroduced to the basics of creating VBA applications in Access. Students
will need a copy of Office. A 60-day trial version is available.

2/23/2011 - 4/13/2011 32 hours
3/23/2011 -5/11/2011 32 hours
4/20/2011 - 6/8/2011 32 hours
5/18/2011-7/6/2011 32 hours
6/15/2011 - 8/3/2011 32 hours
7/13/2011 -8/31/2011 32 hours
8/10/2011 - 9/28/2011 32 hours
9/7/2011 - 10/26/2011 32 hours
10/5/2011 -11/23/2011 32 hours
11/2/2011 -12/21/2011 32 hours
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Microsoft Access for Beginners

Instructor Supported $225

This class will give you a working knowledge of databases, what they are and how to use
them. You will learn to view data in a database. You will create a database, add tables
manually and from templates. You will learn to define forms for inputs of data. You will
learn to import data into your database and export data out of it. You will need a basic
understanding of Windows to complete this class. You will need a copy of Office. A 60-day
trial version is available.

2/9/2011 -3/16/2011 16 hours
3/9/2011 - 4/13/2011 16 hours
4/6/2011-5/11/2011 16 hours
5/4/2011 - 6/8/2011 16 hours
6/1/2011 -7/6/2011 16 hours
6/29/2011 - 8/3/2011 16 hours
7/27/2011 - 8/31/2011 16 hours
8/24/2011 - 9/28/2011 16 hours
9/21/2011 -10/26/2011 16 hours
10/19/2011 - 11/23/2011 16 hours
11/16/2011 -12/21/2011 16 hours

Microsoft Access for Professional Users

Instructor Supported $225

This class will give you a working knowledge of databases, what they are and how to use
them. You will learn to view data in a database. You will create a database, add tables
manually and from tfemplates. You will learn to define forms for inputs of data. You will learn
to import data into your database and export data out of it. You will need a basic
understanding of Windows to complete this class. You will need a copy of Office. A 60-day
trial version is available.

2/9/2011-3/16/2011 16 hours
3/9/2011 - 4/13/2011 16 hours
4/6/2011-5/11/2011 16 hours
5/4/2011 - 6/8/2011 16 hours
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6/1/2011-7/6/2011 16 hours
6/29/2011 - 8/3/2011 16 hours
7/27/2011 -8/31/2011 16 hours
8/24/2011 - 9/28/2011 16 hours
9/21/2011 -10/26/2011 16 hours
10/19/2011 - 11/23/2011 16 hours
11/16/2011 -12/21/2011 16 hours

Microsoft Access: Forms

Instructor Supported Check
Online

Design forms to help speed up data entry. Students will create Forms using the Forms Wizard
and by hand. Students will create subforms and combine data from multiple tables or
queries. Students will learn ways to apply formatting. Students will create macros that will
help to automate form data entry. Students will need a copy of Access. A 30-day frial is
available.

2/9/2011 - 3/2/2011 8 hours

3/9/2011 - 3/30/2011 8 hours

4/6/2011 - 4/27/2011 8 hours

5/4/2011 - 5/25/2011 8 hours

6/1/2011 - 6/22/2011 8 hours

6/29/2011 -7/20/2011 8 hours
7/27/2011-8/17/2011 8 hours

8/24/2011 -9/14/2011 8 hours

9/21/2011 -10/12/2011 8 hours

10/19/2011 -11/9/2011 8 hours

11/16/2011 -12/7/2011 8 hours

Microsoft Access: Queries

Instructor Supported Check
Online

Master the art of queries! Students will create Queries of their data using the Query Wizard
and by hand. Students will create queries to update data, delete data and view data.
Students will create queries that will combine data from multiple tables. Students will need a
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copy of Access. A 30-day ftrial is available.

2/16/2011 -3/9/2011 8 hours
3/16/2011 - 4/6/2011 8 hours
4/13/2011 - 5/4/2011 8 hours
5/11/2011 - 6/1/2011 8 hours
6/8/2011 - 6/29/2011 8 hours
7/6/2011 -7/27/2011 8 hours
8/3/2011 - 8/24/2011 8 hours
8/31/2011 -9/21/2011 8 hours
9/28/2011 -10/19/2011 8 hours
10/26/2011 -11/16/2011 8 hours
11/23/2011 - 12/14/2011 8 hours

Microsoft Access: Reports

Instructor Supported Check
Online

Learn to create reports like a pro! Students will create reports in Access using the Reports
Wizard and by hand. Reports will include calculations, data summaries. Students will
combine data from multiple tables or queries. Students will learn to format reports. Students
will create reports that allow for dynamic queries. Students will need a copy of Access. A
30-day trial is available.

2/9/2011 - 3/2/2011 8 hours
3/9/2011 - 3/30/2011 8 hours
4/6/2011 - 4/27/2011 8 hours
5/4/2011 - 5/25/2011 8 hours
6/1/2011 - 6/22/2011 8 hours
6/29/2011 - 7/20/2011 8 hours
7/27/2011 -8/17/2011 8 hours
8/24/2011 -9/14/2011 8 hours
9/21/2011 -10/12/2011 8 hours
10/19/2011 - 11/9/2011 8 hours
11/16/2011 -12/7/2011 8 hours
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Microsoft Excel Comprehensive

Instructor Supported

$295

This class will give you a working knowledge of electronic spreadsheets, what they are and

how to use them. You will be able to create and format professional looking Excel
spreadsheets that include charts and multiple worksheets. You will be able to create and
execute formulas, Excel functions, perform data sorting, import data, and create linked

workbooks. You will create Excel macros and will learn the basics of VBA. The skills learned
in this class are ones valued by employers.

2/23/2011 - 4/13/2011
3/23/2011-5/11/2011
4/20/2011 - 6/8/2011

5/18/2011 -7/6/2011

6/15/2011 - 8/3/2011

7/13/2011 -8/31/2011
8/10/2011 -9/28/2011
9/7/2011 - 10/26/2011
10/5/2011 - 11/23/2011
11/2/2011 -12/21/2011

Microsoft Excel for Beginners
Instructor Supported

32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
32 hours

$225

This class will give you a working knowledge of electronic spreadsheets, what they are and

how to use them. You will be able to create and format professional looking Excel
spreadsheets that include charts and multiple worksheets. You will be able to create and
execute formulas, Excel functions, perform data sorting, import data, and create linked

workbooks. You will create Excel macros and will learn the basics of VBA. The skills learned
in this class are ones valued by employers.

2/23/2011 - 4/13/2011
3/23/2011-5/11/2011
4/20/2011 - 6/8/2011
5/18/2011-7/6/2011
6/15/2011 - 8/3/2011
7/13/2011 -8/31/2011
8/10/2011 - 9/28/2011
9/7/2011 - 10/26/2011

32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
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10/5/2011 - 11/23/2011
11/2/2011 -12/21/2011

Microsoft Excel for Professional Users

Instructor Supported

32 hours

32 hours

$295

Students will advance their Microsoft Access skills by exploring more advanced topics in
Access. Students will create queries and reports. Students will make Access database
applications easier to use by building a switchboard and will make their database more
secure by adding password protection. Forms and reports will be created. Students will
need a basic understanding of Access to complete this class. Students will need a copy of

Office. A 60-day ftrial version is available.
2/23/2011 - 3/30/2011

3/23/2011 - 4/27/2011
4/20/2011 - 5/25/2011
5/18/2011 - 6/22/2011
6/15/2011 - 7/20/2011
7/13/2011 -8/17/2011
8/10/2011 -9/14/2011
9/7/2011 -10/12/2011
10/5/2011 - 11/9/2011
11/2/2011 -12/7/2011

Microsoft Excel: Data Management Features

Instructor Supported
Online

16 hours
16 hours
16 hours
16 hours
16 hours
16 hours
16 hours
16 hours
16 hours

16 hours

Check

Learn to manage data using Excel! Student will import data from a database and sort and
query the data. Student will summarize data using the database functions and the subtotals
command. Students will create Pivot tables and Pivot charts. Students will need a copy of

Excel. A 60-day frial is available.
2/16/2011 - 3/9/2011

3/16/2011 - 4/6/2011
4/13/2011 - 5/4/2011
5/11/2011 - 6/1/2011
6/8/2011 - 6/29/2011

8 hours
8 hours
8 hours
8 hours

8 hours
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7/6/2011 -7/27/2011 8 hours

8/3/2011 - 8/24/2011 8 hours
8/31/2011 - 9/21/2011 8 hours
9/28/2011 - 10/19/2011 8 hours
10/26/2011 - 11/16/2011 8 hours
11/23/2011 - 12/14/2011 8 hours

Microsoft Expression Web

Instructor Supported Check
Online

Create a website for your business, organization or for your family in this website
development course. This class will give you a working knowledge of Microsoft Expression
Web. During this class you will create web pages that contain text, graphics, tables and
lists. You will learn how to use hyperlinks and hotspots. You will create styles and layouts
with CSS. You will create interactive behaviors and forms. You will complete the classin a
website that is ready to publish.

3/2/2011 - 4/20/2011 32 hours
3/30/2011 - 5/18/2011 32 hours
4/27/2011 - 6/15/2011 32 hours
5/25/2011 -7/13/2011 32 hours
6/22/2011 - 8/10/2011 32 hours
7/20/2011-9/7/2011 32 hours
8/17/2011 -10/5/2011 32 hours
9/14/2011 -11/2/2011 32 hours
10/12/2011 - 11/30/2011 32 hours

Microsoft FrontPage

Instructor Supported $295
This class will give students a working knowledge of creating websites using Microsoft
FrontPage. Students will learn to create web pages that contain text, graphics, tables and

lists. Students will learn to layout pages with frames and tables. Students will learn to format
their sites using styles and templates. Students will learn to create forms and collect form

data. Students will need a basic understanding of Windows to complete this class. Students

will need a copy of FrontPage. A 30-day frial version is available.

2/16/2011 - 4/6/2011 32 hours
3/16/2011 - 5/4/2011 32 hours
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4/13/2011 - 6/1/2011
5/11/2011 - 6/29/2011
6/8/2011 -7/27/2011
7/6/2011 - 8/24/2011
8/3/2011 -9/21/2011
8/31/2011 -10/19/2011
9/28/2011 -11/16/2011
10/26/2011 - 12/14/2011

Microsoft Office 2007 Upgrade

Instructor Supported

Online

32 hours

32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
32 hours

Check

If you are making the move to Office 2007 from an earlier version, this course will have you
ready to use Word, Excel, Access, PowerPoint and Outlook without missing a beat. You will
get an overview of the new Ribbon interface that is common to the new Office
applications. You will explore the basic features of each of the Office applications while

you get accustomed to the new Office 2007 interface.

2/9/2011 -3/16/2011
3/9/2011 - 4/13/2011
4/6/2011 -5/11/2011
5/4/2011 - 6/8/2011
6/1/2011-7/6/2011
6/29/2011 - 8/3/2011
7/27/2011 - 8/31/2011
8/24/2011 - 9/28/2011
9/21/2011 - 10/26/2011
10/19/2011 - 11/23/2011
11/16/2011 -12/21/2011

Microsoft Office for Beginners
Instructor Supported

16 hours
16 hours
16 hours
16 hours
16 hours
16 hours
16 hours
16 hours
16 hours
16 hours

16 hours

$295

This class will give students an overview of the Microsoft Office applications and how they
work together. Students will be able to create and edit Word documents that include

outlines, tables, styles and sections. Students will be able to create and edit Excel

spreadsheets that include charts and "what-if" analysis. Students will be able to create and
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edit PowerPoint presentations. Students will be able to create Access databases that
include tables, forms, queries and reports. Students will need a basic understanding
Windows to complete this class. Students will need a copy of Office. A 30-day trial version is
available.

2/23/2011 - 4/13/2011
3/23/2011-5/11/2011
4/20/2011 - 6/8/2011
5/18/2011-7/6/2011
6/15/2011 - 8/3/2011
7/13/2011 -8/31/2011
8/10/2011 - 9/28/2011
9/7/2011 - 10/26/2011
10/5/2011 - 11/23/2011
11/2/2011 -12/21/2011

Microsoft Office for Professional Users

Instructor Supported
Students will advance their Microsoft Office skills by exploring more advanced topics in

32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
32 hours

$295

Word, Excel and Access. In Word students will create newsletters, web pages and macros.

In Excel, students will create 3-D workbooks and link Excel files, create formulas using the
financial functions, manage worksheets that contain databases and create macros. In
Access, students will create relational databases, and create queries, forms and reports
that use relational databases. Students will be introduced to Access macros and VBA.

Students will need a basic understanding of Word, Excel and Access to complete this class.

Students will need a copy of Office. A 30-day trial version is available.

2/9/2011 - 3/30/2011
3/9/2011 - 4/27/2011
4/6/2011 - 5/25/2011
5/4/2011 - 6/22/2011
6/1/2011 -7/20/2011
6/29/2011 -8/17/2011
7/27/2011 - 9/14/2011
8/24/2011 - 10/12/2011
92/21/2011 -11/9/2011
10/19/2011 -12/7/2011

32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
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Microsoft Outlook: Taming your Inbox

Instructor Supported Check
Online

Is there more than Spam clutftering your Inbox?2 Students will configure Outlook to route their
incoming mail to various mailboxes based on the sender or recipient. Students will use the
Find command to locate messages. Students will archive old mail. Students will color-code
messages for follow-up. Students will need a copy of Outlook. A 30-day ftrial is available.

2/16/2011 - 3/9/2011 8 hours
3/16/2011 - 4/6/2011 8 hours
4/13/2011 - 5/4/2011 8 hours
5/11/2011 - 6/1/2011 8 hours
6/8/2011 - 6/29/2011 8 hours
7/6/2011 -7/27/2011 8 hours
8/3/2011 - 8/24/2011 8 hours
8/31/2011 - 9/21/2011 8 hours
9/28/2011 -10/19/2011 8 hours
10/26/2011 - 11/16/2011 8 hours
11/23/2011 - 12/14/2011 8 hours

Microsoft Outlook: Time Management

Instructor Supported Check
Online

We all know that Outlook helps us fo manage our electronic communications but did you
know it can also help you manage your time? Join us as we explore the topic of time
management and learn to use the features of Microsoft Outlook that can help us to keep
up with appointments, frack time spent on projects and organize our work and personal
lives a little better. Student will need a copy of Microsoft Outlook. A frial version is available.

2/23/2011 - 3/16/2011 8 hours
3/23/2011 - 4/13/2011 8 hours
4/20/2011 - 5/11/2011 8 hours
5/18/2011 - 6/8/2011 8 hours
6/15/2011-7/6/2011 8 hours
7/13/2011 - 8/3/2011 8 hours
8/10/2011 -8/31/2011 8 hours
9/7/2011 -9/28/2011 8 hours
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10/5/2011 - 10/26/2011 8 hours
11/2/2011-11/23/2011 8 hours

11/30/2011 -12/21/2011 8 hours

Microsoft PowerPoint: Multimedia Presentations

Instructor Supported Check
Online

Wow your audience with a multimedia extravaganza at your next presentation. Students
will add sound, animation and video to their presentations. Students will create a
presentation that is synchronized to music or a recorded speech. Students will add slide
fransitions to their presentations. Students will need a copy of PowerPoint. A 30-day trial is
available.

2/16/2011 - 3/9/2011 8 hours
3/16/2011 - 4/6/2011 8 hours
4/13/2011 - 5/4/2011 8 hours
5/11/2011 - 6/1/2011 8 hours
6/8/2011 - 6/29/2011 8 hours
7/6/2011 -7/27/2011 8 hours
8/3/2011 - 8/24/2011 8 hours
8/31/2011 - 9/21/2011 8 hours
9/28/2011 - 10/19/2011 8 hours
10/26/2011 -11/16/2011 8 hours
11/23/2011 - 12/14/2011 8 hours

Microsoft Project for Professional Users

Instructor Supported $225

Students will be able to track the progress of a project and froubleshoot problems with
schedules and resource usage. Students will be able to customize the Project environment and
to publish the project information using various reports, charts and web page options. Students
will be able to pool resources within a project and to link multiple projects together. Students will
need a copy of Project. A 30-day frial version is available.

3/9/2011 - 4/13/2011 16 hours
4/6/2011 - 5/11/2011 16 hours
5/4/2011 - 6/8/2011 16 hours
6/1/2011 -7/6/2011 16 hours
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6/29/2011 - 8/3/2011 16 hours

7/27/2011 -8/31/2011 16 hours
8/24/2011 - 9/28/2011 16 hours
9/21/2011 - 10/26/2011 16 hours
10/19/2011 - 11/23/2011 16 hours
11/16/2011 -12/21/2011 16 hours

Microsoft Project Comprehensive

Instructor Supported $295

Students will learn the basics of project management using Microsoft Project. During this course
students will build a project plan that includes tasks and resources. Students will learn to manage
the project as tasks are completed and to see whether or not the project is on schedule and on
cost. Students will use various reporting tools to print and view the project status. Students will be
able to track the progress of a project and troubleshoot problems with schedules and resource
usage. Students will be able to customize the Project environment and to publish the project
information using various reports, charts and web page options. Students will be able to pool
resources within a project and to link multiple projects together. Students will need a copy of
Project. A 30-day trial version is available.

2/16/2011 - 4/6/2011 32 hours
3/16/2011 - 5/4/2011 32 hours
4/13/2011 - 6/1/2011 32 hours
5/11/2011 - 6/29/2011 32 hours
6/8/2011-7/27/2011 32 hours
7/6/2011 - 8/24/2011 32 hours
8/3/2011 -9/21/2011 32 hours
8/31/2011 -10/19/2011 32 hours
9/28/2011 -11/16/2011 32 hours
10/26/2011 - 12/14/2011 32 hours

Microsoft Project for Beginners

Instructor Supported $225

Students will learn the basics of project management using Microsoft Project. During this course
students will build a project plan that includes tasks and resources. Students will learn o manage
the project as tasks are completed and to see whether or not the project is on schedule and on
cost. Students will use various reporting tools to print and view the project status. Students will
need a copy of Project. A 30-day frial version is available.

3/2/2011 - 4/6/2011 16 hours
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3/30/2011 - 5/4/2011
4/27/2011 - 6/1/2011
5/25/2011 - 6/29/2011
6/22/2011 -7/27/2011

7/20/2011 - 8/24/2011
8/17/2011 -9/21/2011
9/14/2011 -10/19/2011
10/12/2011 -11/16/2011
11/9/2011 - 12/14/2011

Microsoft Publisher
Instructor Supported

Microsoft Publisher allows you to design documents from calendars to business cards,
newsletters to brochures. In this course we will learn to create documents using templates
and learn to add and format text and images. You will learn design techniques as well as

16 hours
16 hours
16 hours
16 hours
16 hours
16 hours
16 hours
16 hours

16 hours

$295

how to use publisher. You will need a copy of Microsoft Publisher. A 60-day trial is available.

3/2/2011 - 4/20/2011
3/30/2011 - 5/18/2011
4/27/2011 - 6/15/2011
5/25/2011 -7/13/2011
6/22/2011 -8/10/2011
7/20/2011 -9/7/2011
8/17/2011 -10/5/2011
9/14/2011 - 11/2/2011
10/12/2011 - 11/30/2011

Microsoft Visio
Instructor Supported

32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
32 hours

$215

Visio is a powerful tool for creating diagrams and layouts. Students will learn to use Visio by

creating and formatting diagrams and connection shapes. Students will design a project
schedule, an organizational chart, an office layout and a network diagram. Students will
learn to integrate Visio with the Office applications and to customize templates. Students
will need a copy of Visio. A 30-day trial is available.

3/2/2011 - 4/6/2011

16 hours
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3/30/2011 - 5/4/2011
4/27/2011 - 6/1/2011
5/25/2011 - 6/29/2011
6/22/2011 -7/27/2011
7/20/2011 - 8/24/2011
8/17/2011 -9/21/2011
9/14/2011 -10/19/2011
10/12/2011 -11/16/2011
11/9/2011 - 12/14/2011

Microsoft Word Comprehensive

Instructor Supported

This class will give students a thorough understanding of the features of Microsoft Word.
Students will be able to create, edit, format and print Word documents that include
outlines, tables, styles and sections. Other essential topics including printing, saving and
retrieving files are also covered. Students will create a newsletter that uses columns,
drawings, and object linking and embedding. Students will create web pages using Word

16 hours
16 hours
16 hours
16 hours
16 hours
16 hours
16 hours
16 hours

16 hours

$295

and learn how to create a website. Students will learn how to use the Workgroups features
of Word, how to create Forms, Master Documents and Macros. Students will need a basic
understanding of Windows to complete this class. Students will need a copy of Office. A 60-

day frial version is available.

2/23/2011 - 4/13/2011
3/23/2011-5/11/2011
4/20/2011 - 6/8/2011

5/18/2011 -7/6/2011

6/15/2011 - 8/3/2011

7/13/2011 -8/31/2011
8/10/2011 -9/28/2011
9/7/2011 - 10/26/2011
10/5/2011 - 11/23/2011
11/2/2011 -12/21/2011

Microsoft Word for Beginners

Instructor Supported
This class will give students a working knowledge of word processing. Students will be able

32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
32 hours

$225

to create, edit, format and print WORD documents that include outlines, tables, styles and
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sections. Other essential topics including printing, saving and retrieving files are also
covered. Students will create WORD documents for evaluation and "hands on" experience.
Students will need a basic understanding of Windows to complete this class. Students will
need a copy of Office. A 30-day frial version is available.

3/2/2011 - 4/6/2011
3/30/2011 - 5/4/2011
4/27/2011 - 6/1/2011
5/25/2011 - 6/29/2011
6/22/2011 - 7/27/2011
7/20/2011 - 8/24/2011
8/17/2011 -9/21/2011
9/14/2011 -10/19/2011

10/12/2011 -11/16/2011

11/9/2011 -12/14/2011

Microsoft Word for Professional Users

Instructor Supported
Students will advance their Microsoft Word skills by exploring more advanced topics in

16 hours
16 hours
16 hours
16 hours
16 hours
16 hours
16 hours
16 hours
16 hours

16 hours

$225

Word. Students will create a newsletter that uses columns, drawings, and object linking and

embedding. Students will create web pages using Word and learn how to create a
website. Students will learn how to use the Workgroups features of Word, how to create

Forms, Master Documents and Macros. Students will need a basic understanding of Word

to complete this class. Students will need a copy of Office. A 30-day ftrial version is

available.
2/9/2011 -3/16/2011

3/9/2011 - 4/13/2011
4/6/2011 -5/11/2011
5/4/2011 - 6/8/2011
6/1/2011-7/6/2011
6/29/2011 - 8/3/2011
7/27/2011 - 8/31/2011
8/24/2011 - 9/28/2011
9/21/2011 - 10/26/2011
10/19/2011 - 11/23/2011
11/16/2011 -12/21/2011

16 hours
16 hours
16 hours
16 hours
16 hours
16 hours
16 hours
16 hours
16 hours
16 hours

16 hours
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Microsoft Word: Desktop Publishing

Instructor Supported Check
Online

Learn to create newsletters and flyers using Microsoft Word. Students will format their page
using column layout. Students will add graphics, tables and embellishments to their
documents. Students use styles to make formatting and updating the newsletter easier.
Students will need a copy of Word. A 30-day trial is available.

2/9/2011 - 3/2/2011 8 hours
3/9/2011 - 3/30/2011 8 hours
4/6/2011 - 4/27/2011 8 hours
5/4/2011 - 5/25/2011 8 hours
6/1/2011 - 6/22/2011 8 hours
6/29/2011 -7/20/2011 8 hours
7/27/2011-8/17/2011 8 hours
8/24/2011 - 9/14/2011 8 hours
9/21/2011-10/12/2011 8 hours
10/19/2011 - 11/9/2011 8 hours
11/16/2011 - 12/7/2011 8 hours

Microsoft Word: Long Document Tools

Instructor Supported Check
Online

Learn to create professional-looking research papers and proposals. Students will add
headers and foofters, set page layout, create title pages, tables of contents and indices.
Student will create outlines and use the outlines for organizing and managing long
documents. Student will create references for automatically generating tables of
illustrations. Student will create a master document for combining multiple files into one.
Students will need a copy of Word. A 30-day trial is available.

2/16/2011 - 3/9/2011 8 hours
3/16/2011 - 4/6/2011 8 hours
4/13/2011 - 5/4/2011 8 hours
5/11/2011 - 6/1/2011 8 hours
6/8/2011 - 6/29/2011 8 hours
7/6/2011 -7/27/2011 8 hours
8/3/2011 - 8/24/2011 8 hours
8/31/2011 -9/21/2011 8 hours
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9/28/2011 -10/19/2011 8 hours
10/26/2011 - 11/16/2011 8 hours
11/23/2011 -12/14/2011 8 hours

Microsoft Word: Proofing Tools

Instructor Supported Check
Online

Learn to edit Microsoft Word documents like a pro! Students will edit their documents with
the spell-checker, thesaurus, and grammar checker. Students will use the proofing tools to
frack changes in a document. Students will cut, copy and paste text using the clipboard,
spike and drag and drop tools. Students will need a copy of Word. A 30-day trial is
available.

2/9/2011 - 3/2/2011 8 hours
3/9/2011 - 3/30/2011 8 hours
4/6/2011 - 4/27/2011 8 hours
5/4/2011 - 5/25/2011 8 hours
6/1/2011 - 6/22/2011 8 hours
6/29/2011 -7/20/2011 8 hours
7/27/2011 -8/17/2011 8 hours
8/24/2011 - 9/14/2011 8 hours
9/21/2011 -10/12/2011 8 hours
10/19/2011 - 11/9/2011 8 hours
11/16/2011 -12/7/2011 8 hours

Office 2007 Access

30 hours 12 month online access mentoring support $395
Microsoft Access is a program that can perform wonders if you know how to work it. With
Microsoft Access 2007 training, you can learn the major functions and features of this partficular
version and how fo gef the most out of your software investment. Access 2007 offers several new
features that make creating a new database and its objects easier, even for people with little
knowledge of database design.

Office 2007 Excel

30 hours 12 month online access mentoring support $395
In the business environment today, sfrong communication skills paired with the ability fo utilize
applications to their full functionality is invaluable to the information worker. A firm understanding
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of the applications you use everyday is essential towards efficiency and success in a dynamic
environment. Obtain the skills necessary to optimize the benefits of Microsoft Excel. Learn to
easily create professional documents that reflect the quality of your work and enhance your
value to your company.

Office 2007 Outlook

30 hours 12 month online access mentoring support $395
Outlook 2007 is the latest full-featured emailing and contact management software from the
Microsoft Office suite. Learn Outlook 2007's components and new features in detail, from the
basics of the main interface to the more advanced elements of the application. Learn the
Quick Access toolbar as well as the ins and outs of reading and writing email. Delve into using
the advanced filtering features to prioritize incoming mail and avoid unwanted spam or files.
See how to infegrate Outlook's Calendar and Notes features for increased productivity.

Office 2007 PowerPoint

10 hours 12 month online access mentoring support $395
PowerPoint 2007 joins its Office counterparts by featuring a brand-new interface, as well as a
selection of new powerful presentation features. Learn how each of its new features in detail,
including an essential overview of the new interface, navigating a presentation, creating and
editing presentations, working with tables and charts, importing and exporting data, and sharing
presentations via various media.

Office 2007 Word

30 hours 12 month online access mentoring support $395
In the business environment today, strong communication skills paired with the ability to utilize
applications to their full functionality is invaluable to the information worker. A firm
understanding of the applications you use every day is essential towards efficiency and success
in a dynamic environment. Obtain the skills necessary to optimize the benefits of Microsoft Word.
Learn to easily create professional documents that reflect the quality of your work and enhance
your value to your company.
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Online Research Using Search Engines and Directories

Instructor Supported
Online

Check

Have a favorite search engine or online directory that you use 99% of the time? Most of us
do. In this class you will learn about directories like DMOLZ, the popular search engines such
as Google, metasearch, specialty search engines and online directories, making it easier to
find much more useful information in less fime. Understanding the search tools available
and mastering some general and advanced search tips can help make your online

research efforts much easier.
2/23/2011 - 3/30/2011

3/23/2011 - 4/27/2011
4/20/2011 - 5/25/2011
5/18/2011 - 6/22/2011
6/15/2011 - 7/20/2011
7/13/2011 -8/17/2011
8/10/2011 -9/14/2011
9/7/2011 - 10/12/2011
10/5/2011 - 11/9/2011
11/2/2011-12/7/2011

OpenOffice for Beginners
Instructor Supported

16 hours
16 hours
16 hours
16 hours
16 hours
16 hours
16 hours
16 hours
16 hours

16 hours

$295

Many years ago the competition for applications like word processors, spreadsheets and
presentation applications was fierce, but today it seems like we have only one choice. NOT
SO! OpenOffice is available for free and can do just about anything that the competition
can do and can create, read and edit documents that can be read and edited by the
other applications. In this course you will learn to use the OpenOffice Writer to create basic
word processing document. You will learn to use the OpenOffice Calc to create
spreadsheets and charts. You will use the OpenOffice Impress to create presentations. You

will use the OpenOffice Base to create databases and mail merges.
2/9/2011 - 3/30/2011

3/9/2011 - 4/27/2011

4/6/2011 - 5/25/2011

5/4/2011 - 6/22/2011

6/1/2011 -7/20/2011

6/29/2011 -8/17/2011

7/27/2011 -9/14/2011

32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
32 hours
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8/24/2011 -10/12/2011
9/21/2011 -11/9/2011
10/19/2011 -12/7/2011

32 hours
32 hours
32 hours
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Education

EDUCATION

CERTIFICATIONS

Paraprofessional (Teachers Aide) Certification Program

208 hours 12 month Instructor Supported

$2,995
The eight course programs will prepare you o assist classroom teachers in instruction of
mathematics, reading and writing. The required courses include topics in feaching
mathematics, reading and writing, an overview of the job of Instructional Paraprofessional and
an infroduction to child development. The elective courses allow students to explore areas
related to instruction including classroom management skills, teaching and learning theories
and instructional methods. The Instructional Paraprofessional Certification Program will help
prepare you to pass the Educational Testing Services ParaPro Exam or other skills assessment
exams and to pass any observation-based certification programs required by your state. Books
Included.

COURSES

Becoming an Extraordinary Problem Solver

8 hours 3 weeks Instructor Supported $165
Identified by many as a career-survival skill for the new millennium, problem solving is increasingly
important at all levels in the organization. We are all problem solvers. Problems arise and we find
ways to avoid them, adapt to them, or solve them. The extraordinary problem solver does much
more by turning problems into opportunities. Learn the skills that take you beyond ordinary
problem solving. Tools and techniques give you step by step guidance for solving your most
challenging problemes.
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Brain Boosters

8 hours 3 weeks Instructor Supported $165
Most workers today, regardless of their position and responsibilities, face an overwhelming need
to use their brains more effectively. Learning and adapting to changing demands are the
critical survival skills for today and the future. This course will help you sharpen your learning,
remembering, and thinking skills through stimulating exercises and practical experiences. During
the course, you'll explore your current strategies for learning and remembering as you map out
techniques for dealing with new information and skills. Hands-on practice with concentration
boosters and learning fechniques can help you increase your effectiveness at work while
decreasing fatigue. Your success in the business environment today and in the future depends
on life-long learning. This course will help you develop personalized strategies for meeting this
critical challenge.

Dealing Positively with Conflict

8 hours 3 weeks Instructor Supported $165
Conflict is an inevitable part of work life. It can block effectiveness or boost results, depending
on how you deal with it. Explore your preferred approaches to conflict resolution and learn new
strategies for resolving workplace conflict in this dynamic on-line course. Apply conflict resolution
skills using practice scenarios and real situations. Prepare for anticipated conflict and lay the
groundwork for positive interactions using the practical tools provided in this course.

Fundamentals of Instructional Design

16 hours 5 weeks Instructor Supported $215
Students will explore ways in which courses can be designed. Students will be infroduced to the
ADDIE design model and other design models that may work in other environments. Students will
write instructional objectives and design a unit of instruction and assessments that support the
instructional objects. Students will plan an evaluation of their instructional materials.

GED Math Review

32 hours 7 weeks Instructor Supported $295
This course will review the skills necessary to pass the Mathematics portion of the GED. Topics that
will be covered include: Whole numbers and Operations, Decimal Numbers and Operations,
Fraction and Operations, Stafistics and Data, Percents, Probability, Algebbra and Geometry.

GED Reading Review

16 hours 5 weeks Instructor Supported $215
This course will review the skills necessary to pass the Reading portion of the GED. Topics that will
be covered include: Interpreting Prose Fiction, Interpreting Poetry, Interpreting Drama and
Interpreting Prose Nonfiction.

GED Review Comprehensive
é64hours 14 weeks Instructor Supported $595
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This course will review the skills necessary to pass the GED. Students will review the basic skill
needed to pass each of the five tests: Reading, Writing, Mathematics, Science and Social
Studies.

GED Science Review

16 hours 5 weeks Instructor Supported $215
This course will review the skills necessary to pass the Science portion of the GED. Topics that will
be covered include: Biology, Earth and Space Science and Physical Science.

GED Social Studies Review

16 hours 5 weeks Instructor Supported $215
This course will review the skills necessary to pass the Social Studies portion of the GED. Topics
that will be covered include: World History, US History, Civics and Government, Economics and
Geography.

GED Writing Review

16 hours 5 weeks Instructor Supported $215
This course will review the skills necessary to pass the Writing portion of the GED. Topics that will
be covered include: Basic English Usage, Sentence Structure, Grammar, and Organization.

Introduction to Genealogy - Building Your Family Tree

16 hours 5 weeks Instructor Supported $215
Who Are Your Ancestors? What were they like?2 How and where did they live? Ever considered
learning more about your family history2 Learn to trace your family's roots and start your own
family tree. This class will help you learn how o begin your hunt, infroducing you to the resources
available for performing genealogical research. Learn how to find online databases, obtain vital
(birth, marriage, and death) records, and discover the resources available at Family History
Library branches across the US.

Learning Styles in the Classroom

16 hours 5 weeks Instructor Supported $215
Does it seem like some of your students get it with very little help from you while others never
seem to even after a lot of one-on-one coaching? If so, it could that you are not speaking their
learning language. Every person brings their own learning style to the classroom, even young
children. By learning about your own learning style and the learning styles of others you will learn
ways to reach all of your students and to help them to learn better.

Moving a course from the classroom to cyberspace
8 hours 3 weeks Instructor Supported $165
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Building an online course is not the same preparing to feach in the classroom. A well-designed
online course requires more preparation. And since learning online is different than learning in
the classroom, you will need to be aware of what works and what doesn't. This course will
infroduce you fo the process of instructional design for online learning and walks you through the
process of building one unit of study for your course. You will learn how to build online
interactions and to make your courses more student-centered.
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Multiple Intelligences in the Classroom

16 hours 5 weeks Instructor Supported $215
Every student in your class is intelligent. The trick is to finding out just how he or she is intelligent
and tapping that to help your student to learn more easily and to allow him or her to add a new
a dimension to your course. Howard Gardners' Multiple Intelligence Theory defines students as
intelligent in one of eight areas. By teaching fo a student's inteligences and by allowing the
student to express themselves using their preferred intelligences the entire classroom can be
enriched. Students will explore the Multiple Intelligences theories and learn fo design lesson plans
that appeal to various intelligences.

Positive Parenting

16 hours 5 weeks Instructor Supported $215
Parents, feachers and other that work children will learn to use Positive Discipline fo encourage
self-respect, self-discipline, cooperation, good behavior and problem-solving skills in their
children. Topics to be covered include how to create natural and logical consequences, how to
effectively encourage children and the four mistaken goals of behavior.

Reaching Out to the Strong-Willed Child

16 hours 5 weeks Instructor Supported $215
Parenting or teaching a strong-willed child can be a challenge on even the best of days. The
way they respond to world and to you is different from that of most other children. And the
techniques you use to reach other children don't work on them or worse, backfire completely.
The way to reach them is not to break their will but to channel it so that it becomes an asset to
them as they grow older. In this course we will explore various approaches to working with these
challenging children that also work great on the less challenging ones.

Teaching Online Successfully

8 hours 3 weeks Instructor Supported $165
The role of the teacher in the online classroom is no less important than it is in the traditional
classroom, it is just different. Get insights in to how to make the move from "stage on the stage"
to "guide on the side" as you move your classroom into cyberspace. This course will infroduce
you to the tools used in the online classroom, the concepts of student-centered learning, give
you ideas on how to encourage student participation. All of this will help you find your place in
the virtual classroom.

Tracing Your Civil War Ancestry

16 hours 5 weeks Instructor Supported $215
Does your genealogy research include Civil War Ancestors? Trace an ancestor who served in the
Civil War through a large variety of sources of material. Civil War records were kept in greater
detail than previous wars. Confederate Soldiers groups kept much better records of the veterans
after the war than the Union groups. In this class you will learn to assemble as much information

about the veteran as you can from County Histories, family records and recollections of the
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older members of the family. Which Company formed in your ancestor's area, and how did they
spent their days?
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Green / Renewable Energy

“GREEN”’/ RENEWABLE ENERGY

ENTRY LEVEL GREEN TRAINING

Intro to Building Energy Efficiency

30 hours 6 month access Self-paced $395

The training aft this level provides prospective weatherization professionals with baseline
knowledge in the essential concepts needed for weatherization work. Installers are managed
by a Crew Chief, and implement the measures defined by an Auditor. Prospective Installers will
be infroduced to best practices in air sealing, insulating, duct sealing and base-load energy
improvements for conventional homes and mobile homes. In addition, Installers will be
intfroduced to the essential concepts in building science in order to help them understand not
just how, but why particular measures need to be taken to improve the energy efficiency,
combustion safety and indoor air quality of buildings.

Green Building Sales Professional

40 hours 6 month access Instructor Supported $395

This program is specifically for individual professionals selling or marketing a certified Green
residential (Real Estate Professionals), commercial or government project. Our goal is to provide
homeowners, developers, builders, investors, realtors and professionals with a resource for clear
understanding the in depth concept of green building and how it applies to your projects,
purchases, marketing and sales within the marketplace. Topics covered: Intro Green Building,
Environmental Quality, Resource Efficiency Advantages, Sustainable Preventative Maintenance
and Sales and Marketing Advantage.

Green Building Technical Professional

40 hours 6 month access Instructor Supported $395
This course provides you the tools needed to determine a Green Project. Discover what the
future may hold for a Green Lifestyle. This track is designed specifically for those individuals who
are involved in the nuts and bolts of green building. Engineers, architects, builders, and those
that would like fo have a more in-depth approach to green building. Topics covered: Intro
Green Building, Environmental Quality, Resource Efficiency Advantages, Sustainable
Preventative Maintenance and Advanced Green Technologies.
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Green Building for Contractors

60 Hours 12 month access Self-paced $725
Ideal for the contractor in the field! Learn Green building practices for experts in the field. Train
your crew to be “Green” savvy! Once an emerging trend, green building has become a
growing part of today’s construction industry. With the down market, it has become even more
important for industry players to capture the opportunity created by the demand for more
sustainable buildings. To become Green Builder certified, each enrolled user must complete the
first seven courses. Each study course in this curriculum addresses the fundamental principles of
green building relating to energy efficiency, building durability, indoor air quality, resource
efficiency, and water efficiency.

Green Building for Contractors Level 2

40 Hours 12 month access Self-paced $725
This six-course Advanced Green Builder certification program, presented in partnership with
EEBA, the Energy and Environmental Building Alliance, features the acclaimed "Houses that
Work" housing science curriculum, and is accredited for continuing education by AlA, AIBD, BPI,
NAHB, RESNET and USGBC. Completion of the course work includes passing the test associated
with each course. Users who pass all tests, and complete a student feedback evaluation, will be
eligible to receive an Advanced Green Builder Certificate. The course presenters are some of
the most knowledgeable building scientists in the business.

Carbon Strategies

10 Hours 6 week course Instructor Supported $399
This course provides an overview of the World Resources Institute (WRI) Greenhouse Gas Protocol
Initiative and describes various components of a climate-related strategy. It will summarize the
critical steps for the firm to develop a successful carbon strategy across its boundaries, which
includes assessing emissions and exposure to climate related risks, evaluating action options,
setting goals and targets, developing financial mechanisms, engaging the organization,
formulating policy strategy, and managing external relationships.

Green Purchasing Fundamentals

10 Hours 6 week course Instructor Supported $349
Organizational purchasing has evolved fremendously over the last decade shifting from an
administrative function to a strategic role. Green Purchasing Fundamentals infroduces
foundational concepfts that align with systems, policies, and procedures that support green
purchasing practices and organization sustainability.

Sustainability 101

10 Hours 6 week course Instructor Supported $299
Sustainability resides within three foundational pillars of society: economic, social, and
environment. Our Sustainability 101 & CSR Essentials course establishes a common framework for
employees atf various levels and roles of the organization, while bringing together a global
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set of lenses to look through. This course is essential for everyone in the organization.
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Fundamentals of Mold Inspection

8 hours 3 month access Instructor Supported $425
The Fundamentals of Mold Inspection is a course for anyone wanting to learn the core skills
needed to evaluate homes and buildings for mold. You will first learn about basic microbiology,
causes of mold growth, different categories of mold and their health effects. The course also
trains students on how to perform a thorough mold inspection using a 5-step process. You will
also learn the when, where, why and how to take mold samples and interpret the results.

CSR / Green Business Practices

4 hours 1 month access Instructor Supported $149
This is offered as a 4 hour module discussing green business concepts such as recycling,
sustainability and a guide for developing a business energy plan. This is a course for those who
own their own business and desire fo understand how o be more aware of the effects of indoor
air quality and energy use in the business environment. This is a level one-course for all business
owners to become green business leaders.

Green Building for Mortgage Professionals

4 hours 1 month access Instructor Supported $149
Designed as a 4 hour module, this course offers an overview of green building systems and
energy financing products to help a homeowner to become more energy efficient. This course
will review the energy rating and certification process and qualify the mortgage professional’s
role as these new inquiries enter the marketplace.

Green Building for Insurance Professionals

4 hours 1 month access Instructor Supported $149
This is a four hour module offering the student a learning experience in text, video and PDF
formats. Our introduction level one module will focus on the insurance industry and is designed
on a level for full participation for agents, underwriters, personnel claims as an introduction to
green building. It will include lessons covering green building risks, commissioning, environmental
accounting, green construction techniques and waste management.

Green Building for Real Estate Professional

4 hours 1 month access Instructor Supported $149
ARELLO approved, this 4 hour module offers real estate professionals will gain insight on what
they will see as clients begin to show interest in these new types of renovations. Energy rafings,
energy mortgage concepts and green certification process are discussed. This course offers an
excellent overview green products and materials and what real estate professionals may see as
clients begin to show interest in these new types of renovations. We review and qualify a real
estate professionals’ role as these new inquiries enter the marketplace - This classroom course
has been approved for CE in 17 states
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Green Certified Home Inspector

4 hours 1 month access Instructor Supported $149
This 4 hour module intfroduces the home inspector to green building, renewable energy and
energy efficiency. Suggestions are offered on what the home inspector can do to assist
homeowners and homebuyers in making informed decisions on future green renovations.

Green Certified Government Leader

4 hours 1 month access Instructor Supported $149
This 4 hour training that will include a step-by-step guide for developing an energy plan and
define a government's commitment to become more socially responsible. An overview of green
fleet management, renewable energy and resources will be defined.

Green Germ Control Specialist

4 hours 1 month access Instructor Supported $149
This is a 4 hour module designed for those in the cleaning and maintenance services industries,
this course addresses control of contagious disease from a cleaning standpoint and green
sanitation profocol. This course is designed for janitorial services or those looking to handle
special cleaning challenges. With issues like MRSA, HINT, and other contagious diseases, it is
good to know how to handle these routine events and how to understand the importance of
germ conftrol in a built environment.

Green Landscaping

4 hours 1 month access Instructor Supported $149
This course is a 4 hour module designed for the professional landscaper or caring homeowner to
teach how to reinvent the way traditional landscaping has been done. Most landscaping
processes are anfi-green, but this course provides tremendous insight into lawn care, weed
control, fertilizer, and irrigation. Special topics of prairie reversion, Green roofs, and phyto-
remediation make this a course offering tremendous insight.

Green Cleaning Technician

6 hours 1 month access Instructor Supported $299
This is a 6 hour module is an enhancement for anyone in the cleaning and maintenance services
industry. This covers the additional issues that are required to provide a fruly Green cleaning
service to homes and offices. This course goes in to detail on what chemicals, products, and
practices are harmful to you and the environment and which ones are not. This course is used
by the top Janitorial and cleaning companies in the nation.

Waste Management Coordinator

6 hours 1 month access Instructor Supported $299
A 6 hour module that will offer the student information on how to develop recycling programs
within a company or government entity to initiate and monitor performance. They will be able to
supervise waste management for private firms. Our Waste Management Coordinator training
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will include lessons to learn how to facilitate efforts of recycling which in turn gives them a better
return on their investment (ROI) from their business practices. Students will learn what waste
management entails, how to design an in house energy plan, how to screen the supply chain of
a company fracking energy usage, waste generation, and reporting to management for these
efforts.

Sustainability Planning Specialist

6 hours 1 month access Instructor Supported $299
This is a six hour module offering the student a learning experience in text, video and pdf
formats. As a Sustainability Planning Specialist in a company of any size, this responsibility should
not be taken lightly. The student will be trained to hold a position to facilitate efforts fo extend
the life of an employer’s product or service, which in tfurn gives them a better return on their
investment (ROI) from their business practices. They will learn how to plan the actually “footprint”
of a company by authoring and implementing policy monitoring and tracking energy usage,
waste generation, and recycling efforts.

Green Building for Health Care Professionals

8 hours 1 month access Instructor Supported $399
This course is an 8 hour module and offers an excellent fast frack overview of green building
standards, waste management guidelines and what health care professionals need to know fo
implement sustainability intfo their administrative procedures. Health Care Providers and their
staff will gain an understanding on greening health care environments for the ROI, Return on
Investment, green janitorial procedures and administrative strategies for sustainability principles
that can be implemented quickly. We infroduce the students to actual case studies, federal and
local resources to energy saving policy and how to provide a safer environment for patients.

LEED CERTIFICATIONS

LEED Green Associate

8 Hours 2 month access Self-paced $225
For professionals who want to demonstrate green building expertise in non-technical fields of
practice, GBCI has created the LEED Green Associate credential, which denotes basic
knowledge of green design, construction, and operations. The Green Associate credential also
serves as the first step for professionals pursuing a LEED AP specialization. New Tier | credential
that attests to demonstrated knowledge and skill in understanding and supporting green design,
construction, and operations. Exam simulation prep included.

LEED AP Operations + Maintenance (O+M)
5 Hours 2 month access Self-paced $225
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Replacing the LEED AP for Existing Buildings exam track, this specialty provides a standard for
professionals participating in the operation and maintenance of existing buildings that
implement sustainable practices and reduce the environmental impact of a building over its
functional life cycle. Exam simulation prep included.

LEED Building Design and Construction (BD+C)

8 Hours 2 month access Self-paced $225
Replacing the LEED AP for New Construction exam track, this specialty provides a standard for
professionals participating in the design and construction phases of high-performance, healthful,
durable, affordable, and environmentally sound commercial, institutional, and high-rise
residential buildings. . Exam simulation prep included .

LEED AP Interior Design + Construction

8 Hours 2 month access Self-paced $225
For professionals participating in the design and construction of environmentally responsible,
high-performance commercial spaces and tenant improvements that provide healthful,
productive places to work and are less costly to operate and maintain, the LEED AP Interior
Design + Construction exam is designed to measure your knowledge and skill in understanding
the LEED Rating System and ability to facilitate the project certification process. Exam simulation
prep included.

Energy Efficient Design for Architects

57 Hours 12 month access Self-paced $875
This course is a US Green Building Council Approved Education Provider Program and provides a
firm foundation for LEED™. Standard 90.1 for Architects is a concise online course to help
architects understand, apply and comply with the standard. It provides the information essential
to architects, with a brief overview of engineering that avoids the complex details.
ANSI/ASHRAE/IESNA Standard 90.1-2004 is the minimum energy efficiency standard for all non-
residential buildings, and all residential buildings greater than three stories in height in the USA.

INDOOR AIR QUALITY

Certified Indoor Environmentalist (CIE)

32 hours 3 month access Instructor Supported $1000
The Certified Indoor Environmentalist Course Online is an in depth program teaching you the
core skills needed to perform indoor environmental assessments of all building types. The course
not only provides the fundamentals of indoor air quality, it teaches more advanced topics that
will educate even seasoned veterans in the field.
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Certified Microbial Investigator (CMI)

28 hours 3 month access Instructor Supported $800
Take your HVAC or mold inspection services to a new level by learning the latest advances in
the industry and while you're at it, getting the industry's most recognized microbial certifications,
Council-certified Microbial Investigator (CMI) and Council-certified Microbial Consultant (CMC).
We'll teach you the core skills needed to perform impressive assessments that will set you apart
from the competition.
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Certified Indoor Air Quality Manager (CIAQM)

28 hours 3 month access Instructor Supported $800
Are you a facility manager, building engineer or property owner that is interested in how indoor
air guality (IAQ) affects the occupants of your space? The Certified Indoor Air Quality Manager
(CIAQM) course is designed to help you diagnose indoor environmental problems in your
building, correct those problems, and prevent them from ever happening again. The course
gives you practical steps to establish an IAQ Management Plan for your facility that will help you
collect, log and resolve air quality complaints. The course also prepares you for the only
accredited certification specifically designed for those that manage indoor air quality problems,
sponsored by the American IAQ Council. The certification requires certain experience, fees and
passing an examination offered at computerized testing centers throughout the US.

Indoor Air Quality - Fundamentals of ASHRAE Standard 62.1

35 Hours 12 month access Self-paced $395
Properly designed ventilation systems are essential for the well-being of building occupants, to
minimize adverse health effects and improve productivity of workers and students. Standard
62.1, Ventilation and Acceptable Indoor Air Quality, is the industry standard for the design and
operation of ventilation systems to provide acceptable indoor air quality.

ENERGY AUDITING

Weatherization Energy Auditor BPI

60 hours Instructor Supported $850
This course is tailored specifically for Department of Energy’s (DOE) Weatherization Program and
similar utility-funded programs. This course is based on the “Core Competencies for the
Weatherization Assistance Program” developed by the Weatherization Trainers Consortium. The
curriculum elements are specifically designed to train technicians involved in the field of building
performance and energy efficiency by offering distance learning courses that are suited for
confinuing education, test preparation, and career enhancement. The course is also compliant
with the BPI Energy Analyst Standards. Series of DVDs and Books Included (Not an online
program)

Home Energy Analyst (HERS)

60 hours Instructor Supported $850
The Building Analyst and HERS Rater course is based upon a broad building science curriculum. It
presents a solid scientific foundation upon which inspectors and auditors can build an accurate
understanding of modern buildings. Each topic includes an overview of the technology,
examples of typical installations and their defects, procedures for performing audits, and
guidelines for analyzing potential retrofits. A balanced approach to building performance is
presented here that addresses energy efficiency, building durability, and human health. The
information presented here covers the topic areas included in the BPI Building Certification
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Model, the RESNET Home Energy Rating Standards, and the WAP Core Competencies. Students
who complete the course will possess the skills needed to sit for the BPI and RESNET exams.
Series of DVDs and Books Included. (Not an online program).

Weatherization Installer (WAP) Shell Technician

60 hours Instructor Supported $625
Instruction on performing the basic and more simplistic forms of energy-efficiency measures,
including: caulking, CFL installations, weather-stripping of windows and doors, minor home
repairs, Health and Safety Environmental Awareness, customer service, constructions basics
review, building sciences overview, crew chief functions and much more. Learn weatherization
building practices for experts in the field. Series of DVDs and Books Included.

Home Energy Consultant

25 Hours Instructor Supported
$595

This program consists of training, certification, and business start-up kit. You will receive
everything you need to be able to go out and start conducting home/residential energy audits.
You will learn to identify the common energy wasting areas of a residence. You will also learn
more in-depth energy conservation techniques to enable you to provide your clients with the
maximum in energy savings insight. Each course is easy to follow and understand, yet detailed
and descriptive to educate you thoroughly. Once you have successfully completed the Home
Energy Training Program and passed the NEASI Home Energy Certification exam, you are fully
prepared to start your very own home energy business. The best way to jump-start your energy
business is with our Home Energy Business Kit.

Commercial Energy Consultant

25 Hours Instructor Supported $545
This program consists of training, certification, and business start-up kit. You will receive
everything you need to be able to go out and start conducting retail energy audits. The
Commercial Energy Consultant Training Program is a comprehensive training program designed
to teach you the basics of energy auditing, the economics of energy and how tfo turn that
knowledge into a functioning, profitable business for yourself. Once you have successfully
completed the Commercial Energy Training Program and passed the NEASI Commercial Energy
Certfification exam, you are fully prepared to start your very own energy business. The best way
to jump-start your Energy Business is with our Commercial Energy Business Kit.

Energy Auditing Software Training Brochure

50 Hours Instructor Supported $695
Students learn to calculate and complete a heat load; and Audit short-cuts for quick load
calculations; and techniques for using the software as a sales tool. Students, working with an
instructor, will have the opportunity to take building specifications and complete a load
calculation on several rooms using the software. This will help students not only how to complete
a heat load, but also the information they need to prepare an accurate load. Software, manual
and instructor support included.
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Code Training/New Construction Inspection
60 hour/DVD and Manual Instructor supported $625

If you are interested in working as a building inspector doing IRC® (International Residential
Code) Inspections, use our materials to pass the International Code Council's (ICC®)

IRC® Examination. Learn code provisions from actual real-life scenes and defects. That way,
when you get out on site, you are familiar with what you are inspecting. Also, use our extensive,
specially designed and field tested IRC Index to increase your chances of passing the

ICC® certification exam. Our IRC® Index goes well beyond the index in the IRC® book.

RENEWABLE ENERGY TRAINING

Fundamentals of Solar Hot Water Heating

60 hours 11 week course Instructor Supported $695
This online course concentrates on the basics of installing code compliant solar hot water
systems. This course will be useful for people who currently work in or plan to be employed in the
solar hot water industry. Student technicians will learn practical design criteria, installation
guidelines, safety issues, maintenance, and legal considerations of solar hot water heating
systems. Books Included.

Photovoltaic System Design & Installation

85 hours 16 week access Instructor Supported $795
This online course will provide the student technician with the fundamental knowledge of
photovoltaic system design and installation. This course will be suitable for a supervised, entry-
level position with a dealer/installer or other photovoltaic industry company. Student technicians
will learn the practical design criteria, installation guidelines, safety issues, maintenance, and
legal considerations of photovoltaic systems. Books Included.

NABCEP Photovoltaic Entry Level Certification

100 hours 4 months access Instructor Supported $995
This program will cover all the topics and solar safety topics along with basic electric, math skills
that are required to know to sit for the NABCEP Photovoltaic Entry Level Certificate of
Knowledge Exam. This course teaches students electric and safety basics for Solar as well as the
fundamental knowledge of photovoltaic system design and installation. This course will be
suitable for a supervised, entry-level position with a dealer/installer or other photovoltaic industry
company. Student technicians will learn the practical design criteria, installation guidelines,
safety issues, maintenance, and legal considerations of photovoltaic systems. Books Included.
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wind Energy Technology

400 Hours 12 month access Instructor Supported
$2,150

This online program is designed for people who seek entry level job in a wind-based electric
power generation facilities. Currently there are thousands of wind-based electric generators
operating in the United States. Due to environmental reasons as well as a desire fo limit reliance
on foreign all, it is expected that wind-based energy is going fo be developed at a rapid pace
over the next decade. It should also be noted that during the last decade, wind-based energy
has dramatically improved its economical competitive position. Some believe that this type of
energy is already competitive enough to replace large segments of conventional energy
sources. Wide expansion of this energy sector in the United States has already begun. There are
very few institutions in the country that provide training for entry-level workers for wind-based
electric power plants. Wind-based electric plants (farms) are operated by small groups of highly
trained individuals.
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Alternative Energy Operation

108 Hours 12 month access Self-paced $455
Topics include: Power Generation, Turbine System and Control, Combustion Turbine
Fundamentals, Combustion Air and Flue Gas System, Boiler Fuel Systems, Efficiency, Reliability
and Environmentally Sensitive Operations, Hydroelectric Power Plant Operations. Courses are
developed by subject matter experts with field and educational experience within each
discipline. All lessons are designed using learning outcome based instructional design methods.
These online courses incorporate varying types of media, including photographs, graphics,
video, animations, and three dimensional representations. Interactive remediation and
simulation is also developed for each lesson fo maximize the learning experience.

SUSTAINABILITY TRAINING

Certified Sustainability Professional

50 Hours 6 month access Instructor Supported

$1,299
Our CSP certification program is designed to give our graduates a great balance of core
sustainability topics to enable them to stand out individually or to step into a sustainability
leadership role with confidence.

5 Courses Included in this Program: « Green Purchasing Fundamentals eSustainability 101:
Corporate Social Responsibility Essentials e Carbon Strategies *Sustainability Leader: Your First
180-days to Success *Environmental Management System (EMS) & ISO 14001

Green Supply Chain Professional

50 Hours 6 month access Instructor Supported

$1,499
Our GSCP certification program is designed to give our graduates a comprehensive knowledge
of the sustainability areas confronting supply chain and operations professionals. This program
will provide the graduate with very unique credentials and experience.

5 Courses Included in this Program: « Green Purchasing Fundamentals «Sustainability 101:
Corporate Social Responsibility Essentials e Green Transportation: 12 Best Practices ¢ Carbon
Strategies ¢ Green Supply Chain Management

Senior Certified Sustainability Professional

100 Hours 12 month access Instructor Supported

$2,499
Our SCSP certification program is designed to give our graduates a comprehensive knowledge
of sustainability across multiple functional areas along with a balance of internal and external
knowledge of sustainability leadership and consultancy.
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10 Courses Included in this Program: « Green Purchasing Fundamentals Sustainability 101:
Corporate Social Responsibility Essentials e Carbon Strategies *Sustainability Leader: Your First
180-days to Success *Green Transportation: 12 Best Practices «Green Marketing & Sales Force
Essentials «Green Packaging ¢The Sustainability Consultant « Advanced Green Purchasing
*Environmental Accounting 101

Certified Green Specialist™

50 Hours 12 month access Instructor Supported $1095
This certification is for those wanting a change and to make a difference. You may be in the real
estate, building, HVAC, engineer, janitorial field, or even as broad as a nursing career. No
background is needed to start learning. We teach you all the basics to wear the label of
“Certified Green Specialist”, the proprietary U.S. trademarked fitle for the serious green
professional. You will have a year-long support commitment from the National Association of
Green Specialists. You will be equipped with a full business start up kit, including a three page
web site femplate. The entire business tfemplates you need, including but not limited to business
cards, stationery and a press release.

Certified Green Designer™

100 Hours 12 month access Instructor Supported $1695
The Green Designer Certification is a specialized and tailored educational program developed
to bring comprehensive and reliable information to you, the Design Professional. You'll learn how
to apply sustainable design principles and practices to any design project. This program gives
you the background and resources you need to evaluate green products and finishes with the
entire home's or business’ “environment” in mind, allowing the design professional to make
careful selection of healthy and environmentally responsible materials and products.

Fundamentals of Sustainable Buildings and High Performance
Systems Design

35 Hours 12 month access Self-paced $745
A thorough infroduction to green design practices, benefits, new green building ideas, and an
overview of the architectural decisions and their impact on sustainable and green project goals.
Designed for: Recent engineering graduates working in HYACR, Technicians, Architects

Certified Sustainability Officer - NEW

35 Hours 6 months access Instructor supported $1595
This thirty five hour module offers the student a professional development level course. This
fraining teaches students methods in assessing, developing and executing a company's
strategy for energy use, recycling, waste elimination and transportation to ensure compliance
with environmental or governmental regulations. The student will learn how to monitor and
evaluate effectiveness of sustainability programs. Upon completion of the final exam, students
will earn the trademark certification as a Certified Sustainability Officer™.
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ENVIRONMENTAL TRAINING

Solid Waste Operations Certificate

132 hours 12 month access Self-paced $800
This four-course program is important training for homeland security as it relates to solid waste
management. This infroductory course includes instruction in Landfill operations, Composting
operations, Household Hazardous Waste and Wastewater Operations (solids). These classes will
meet or exceed most state requirements for the educational components of certification and/or
licensing required for solid waste professionals.

Wastewater Treatment Operations Certificate

Standard Program: 320 hours 12 month access Self-study
$1000

Complete Program (all books): 369 hours 12 month access Self-study
$1495

Clean water is essential for everyday life. Water treatment plant and system operators freat
water so that it is safe to drink. Most State drinking water and water pollution control agencies
require courses to improve operators’ skills and knowledge.

5 course program includes: WASTEWATER TREATMENT I; WASTEWATER TREATMENT Il, WASTEWATER
TREATMENT - INDUSTRIAL; WASTEWATER COLLECTION SYSTEMS and WASTEWATER ANALYSIS. These
courses meet or exceed most State licensure requirements. ----- Courses are developed to the
standards of the Office of Water Programs at the California State University, Sacramento.

Water Treatment Operations Certificate

Standard Program: 240 hours 12 month access Self-study
$800

Complete Program (all books):288 hours 12 month access Self-study
$1395

Clean water is essential for everyday life. Water treatment plant and system operators treat
water so that it is safe to drink. Most State drinking water and water pollution control agencies
require courses to improve operators’ skills and knowledge.

4 course program includes: WATER TREATMENT |; WATER TREATMENT I, WATER DISTRIBUTION
SYSTEMS; WATER ANALYSIS and Pumps, Maintenance and Safety. These courses meet or exceed
most State licensure requirements. ----- Courses are developed to the standards of the Office of
Water Programs at the California State University, Sacramento.
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Certified Environmental Specialist

24 hours 6 month access Self-paced $559
The Certified Environmental Specialist course has been established to give an intensive overview
on EPA regulations to professionals who are working within the safety and environmental fields.
Working on projects that can pose a potential danger to the public or environment-
environmental compliance knowledge and implementation is a must in the workplace. This
course covers the Clean Air Act (CAA), Clean Water Act (CWA), SPCC, RCBA, EPCRA, TSCA,
CERCLA and environmental compliance planning and expectations.
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Healthcare

HEALTHCARE/ALLIED HEALTH [ 4

CERTIFICATION PROGRAMS

Activities Professional Part 1 & 2 (MEPAP)

180 hours 12 month access Instructor Supported

$2,195
The Activities Profession is a new one and is meeting a need in the healthcare field. It is fruly a
unique profession in health care because it is more interested in "what is RIGHT with the person
rather than what is wrong." It puts you in a position to really make a difference in the lives of
those you serve. The sky is the limit on what you can accomplish and your creativity will have a
wide opportunity for use. It is a profession that allows for great flexibility in defining your work and
in utilizing your skills and talents. The Activity Professional Training Program trains students to
provide a well rounded activity program for the aged residents in long term care, adult day
programs, retirements homes, and senior centfers. Books Included Part 1 & 2.

Certified Electronic Health Record Specialist (CEHRS)

130 hours 12 months access Instructor Supported
$1,195

EHR Specialist's duties will vary with size and specialty of the facility in which they may work.
Many can specialize in varying areas or one aspect of the EHR such as entry level coders,
encoding within a hospital setting, abstractors and or coding specialist, HIPAA Compliance
Officers or HIM (Health Information Managers) and be over entire departments within larger
healthcare facilities. The duties an electronic health record specialist may perform include but
not necessarily be limited to: Assemble patient's health information to ensure information is
complete and accurate; Enter data, such as demographic characteristics, history and extent of
disease, diagnostic procedures and treatment into computer; Statistical and Data Analysis for
Quality Improvement Measures; Manage data backup, retention of records, Work National
Database Registries. Books Included.

Certified Electronic Health Records w/Medical Billing

750 hours 12 months access Instructor Supported
$3,695

2011 © EduSerc, Inc. All Rights Reserved. 1/19/2011
Page xcviii



This comprehensive program will prepare individuals for a career in medical office
administration, medical records, health information technician and medical office support. The
program develops skills in medical office procedures, anatomy, medical terminology, health
insurance processing, billing, electronic health records management, as well as customer
service. Courses include: Medical Office Procedures, Medical Anatomy and Terminology
Basic/Advanced, Infroduction to Electronic Health Records, Working with Electronic Health
Records, Computerized Medical Billing, Health Insurance Processing. Books Included.

Comprehensive Medical Transcription

380 hours 12 month access Self-paced $1895
According to the current edition of the Occupational Outlook Handbook, Medical Transcription
is among the ten fastest growing occupations in the U.S. More and more MTs now work at
home. Medical record keeping requires massive amounts of records, and the quality care issues
continue to drive the record volume and the professional management requirements. This self-
paced comprehensive and highly interactive franscription program is in full color, enhancing the
anatomical illustrations presented and making learning fun and easy. The book and practice
software create a simulation approach, giving learners a working knowledge of the medical
reports most commonly used in hospital and ambulatory care settings. Learners transcribe a
variety of reports from inpatient case studies taken from actual medical reports. Organized by
body system, reports tfranscribed include history and physical examination, operative,
pathology, radiology, and discharge summary.

Medical Transcription Certificate w/ Internship

450 hours 12 month access Instructor supported $2195
Our comprehensive program has successfully helped hundreds of students start a careerin
medical franscription. It is the ONLY program which provides internship placements for up to 6
months to help launch your career. All students who score above 90% on the final exam are
eligible to be placed in an internship. We emphasize that practical experience is the best
teacher, and 20 hours of dictation by men, women, foreign doctors, all styles and difficulties, is
just about everything you will encounter in the work place. The answer keys are used to
compare your work against the actual tfranscripts, one report at a time. MT Training: The course
offers you the most effective way to become a medical franscriptionist. Add the Jumpstart
Program (internship) for the experience factor and when complete, get hired.

Medical Billing Certification

300 hours 12 month access Instructor supported $1295
Medical Biling is listed as one of the fastest growing professions in allied health. The medical
industry is experiencing a fremendous demand for individuals with knowledge of medical office
operations, which includes diagnostic and procedural insurance forms processing. Our Medical
Biling course will give you the skills you need to be competitive in the healthcare market place,
as well as the credentials through certification to prove your qualifications.

In this course, students will learn about managed health care, legal and regulatory issues,
coding systems, reimbursement methods, coding for medical necessity, and common health
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insurance plans. Upon successful completion of our Medical Billing course, students will be
prepared for an entry-level position doing medical biling in a medical office setting and will be
prepared to sit for the NHA national certification exam to become a Certified Billing and Coding
Specialist.
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Medical Coding Certification

300 hours 12 month access Instructor supported $1395
Our Medical Coding course is a practical and relevant guide for the modern health care
environment. It provides an overview of CPT and ICD-9-CM coding, and addresses coding issues
within specific coding content areas. This course takes you through all steps necessary to code a
claim correctly, link the correct codes for reimbursement for insurance carriers and government
entities, and explains adjustments and how and when to bill patients. It even provides
information on what to do if there is a denial or rejection. Medical Coding is listed as one of the
fastest growing professions in allied health. The medical industry is experiencing a tremendous
demand for individuals with knowledge of medical office operations, which includes diagnostic
and procedural coding. Upon successful completion of our Medical Coding course, students
will be prepared for an entry-level position doing medical coding in a medical office setting and
will be prepared to sit for the AHIMA national certification exam to become a Certified Coding
Associate (CCA).

Combined Medical Billing and Coding

600 hours 24 month access Instructor supported $2495
You get everything described in the 2 programs above along with an excellent discount. Books
Included

Medical Office Assistant

240 hours 12 month access Instructor Supported
$1,395

The job of a medical office assistant can be multifaceted depending on the size and location of
the practice. In a small practice, the assistant may handle all administrative duties whereas in a
larger practice, there may be more specialized administrative positions. Some of the duties of a
medical office assistant include answering telephones; greeting patients; scheduling
appointments, surgeries, and laboratory services; preparing new patient files, ordering office
supplies; preparing purchase orders; handling billing and bookkeeping; preparing and filing
medical insurance claims; and arranging for hospital admissions. This online program provides
the medical office assistant-related knowledge you will need to gain an entry-level position in
the medical field. Throughout the program, you will learn medical terminology and how to
perform the duties and job responsibilities of a medical office assistant. The end of the program
will prepare you for a successful job search in your new career.

Medical Office Assistant w/Medical Terminology

240 hours 12 month access Instructor Supported

$2,295
The job of a medical office assistant can be multifaceted depending on the size and location of
the practice. In a small practice, the assistant may handle all administrative duties whereas in a
larger practice, there may be more specialized administrative positions. Some of the duties of a
medical office assistant include answering telephones; greeting patients; scheduling
appointments, surgeries, and laboratory services; preparing new patient files, ordering office
supplies; preparing purchase orders; handling billing and bookkeeping; preparing and filing
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medical insurance claims; and arranging for hospital admissions. This online program provides
the medical office assistant-related knowledge you will need to gain an entry-level position in
the medical field. Throughout the program, you will learn medical terminology and how to
perform the duties and job responsibilities of a medical office assistant. The end of the program
will prepare you for a successful job search in your new career. Includes 80 hour medical
terminology course.
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Medical Office Manager Certificate

700 hours 12 month access Instructor Supported
$3.295

Would you like to manage a medical office? Medical office managers are in high demand.
According to the Government’s Occupational Outlook Handbook, this career choice is
expected to grow 18% through 2018! However, this career field does require a lot of specialized
training in front end office work, medical coding and billing, and health insurance. Additionally,
specialized fraining in medical office management is needed. Your training starts off with
medical ferminology, then medical coding, medical billing, and health insurance. This provides
the foundational knowledge needed to master the coding and billing process that you will be
managing in your role. Students then complete our detailed course on Managing the Medical
Office which covers a health care overview, leadership training, medical office organization,
financial management, policies, procedures and compliance planning, managed care
confracts, marketing, human resources, and government-required documentation!

Pharmacy Technician

240 hours 12 month access Instructor Supported
$1,195

A pharmacy technician most often performs a number of administrative duties such as
answering phones, stocking shelves, or using the cash register, but can also assist with a number
of other pharmacy technician jobs. This course prepares you for the certification exam. Our
comprehensive career training materials touch upon many key subjects that could help you
work toward your pharmacy technician certification, including Topics: Medical terminology,
Basic Science, Pharmacology, The mathematics of dosage, Drug legislation and standards,
Pharmaceutical preparations, Geriatric medication.

Pharmacy Technician with Pharmacology

450 hours 12 month access Instructor Supported
$2295

Pharmacology - Basic and practical, this essential course provides an extensive framework of
drug information in a concise format for allied health learners. Discover key drug information by
classifications, such as their purpose, side effects, cautions, and interactions, or utilize the
resource to refresh your knowledge of drugs. Use the accompanying CD-ROM and master
pharmacology through quizzes, games, and case studies.

Pharmacy Technician - A pharmacy technician most often performs a number of administrative
duties such as answering phones, stocking shelves, or using the cash register, but can also assist
with a number of other pharmacy technician jobs. This course prepares you for the certification
exam. Our comprehensive career training materials touch upon many key subjects that could
help you work foward your pharmacy technician certification, including Topics: Medical
terminology, Basic Science, Pharmacology, The mathematics of dosage, Drug legislation and
standards, Pharmaceutical preparations, Geriatric medication. Pharmacology - Basic and
practical, this essential course provides an extensive framework of drug information in a concise
format for allied health learners. Discover key drug information by classifications, such as their
purpose, side effects, cautions, and interactions, or utilize the resource to refresh your knowledge
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of drugs. Use the accompanying CD-ROM and master pharmacology through quizzes, games,
and case studies.
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Certified Coach for Parents

520 hours 12 month access Instructor Supported
$2,395

Two level program.

Level | - Since the turn of the century, coaching parents has become a new self-employment
industry, which allows person-oriented professionals and seasoned parents to become frained in
skills to help parents and families achieve better communication and connection. A parent
coach is a trained, professional who is the ultimate go-to resource to help parents discover their
own answers and provide mentoring that results in positive changes for the entire family. This
course assists you in understanding the role of a coach for parents and also helps you attain the
knowledge and skills necessary to become a successful coach for parents.

Level Il - A Coach for Parents learns to coach parents through their issues with their children by
providing practical strategies for communication as well as connection and behavior. However
the backbone of developing a successful home-based business is the marketing within your
community and acquiring an Infernet presence. This course assists you to move from the
marketing mindset to developing a marketing plan for your target market. In addition,
understanding how to establish an Internet presence and web site rich in content moves into
social media and how to use it to proper in your new role as a Coach for Parents.

CERTIFICATES

Administrative Veterinary Assistant

220 hours 12 month access Instructor Supported
$1,195

Veterinary assistant fraining can help you make a difference in the lives of animals with fraining.
Our veterinary assistant classes can prepare you for a rewarding career working as a veterinary
assistant in a veterinary hospital, animal shelter, zoo, university or other environment that requires
a background in animal sciences. Developed by veterinary professionals, our veterinary
assistant training will feach you the procedures and skills necessary to bring health and comfort
to animals and their owners. You can train at home, in your spare time, without disrupting your
current job or family responsibilities. There are no classes to attend — ever! Through our veterinary
assistant training program, you'll learn how to channel your love of animals into a rewarding
career supporting the activities of the veterinarians and technicians.

Anatomy & Physiology Certificate

220 hours 12 month access Instructor Supported

$1,195
Anatomy & Physiology is designed for learners in the allied health field with little or no prior
biology or anatomy and physiology knowledge. The course is organized according to body
systems, and focuses on the body working fogether to promote homeostasis. The CD-ROM that
accompanies this course engaged the learner through interactive activities, quizzes and
animations.
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Aromatherapy Certificate

168 hours 12 month access Instructor Supported $775
"Aromatherapy is the fragrant art of using specially selected aromatic oils for therapeutic
purposes. It is one of the fastest growing complementary therapies in the world." All essential oils
are antiseptic and have different effects - some regulate metabolic function, some stimulate,
whilst some others will soothe irritations and anxieties. Massage is used with the oils to enhance
their effectiveness. Essential oils can be used safely at home for many ailments. This
Aromatherapy Course will take you through from the extraction to the application of the oils for
therapeutic purposes, as well as cover aromatherapy massage techniques.

Coaching for Parents Level 1

260 hours 12 month access Instructor Supported

$1,195
Since the turn of the century, coaching parents has become a new self-employment industry,
which allows person-oriented professionals and seasoned parents to become trained in skills to
help parents and families achieve better communication and connection. A parent coachis a
trained, professional who is the ultimate go-to resource to help parents discover their own
answers and provide mentoring that results in positive changes for the entire family. This course
assists you in understanding the role of a coach for parents and also helps you attain the
knowledge and skills necessary to become a successful coach for parents.

Coaching for Parents Level 2

260 hours 12 month access Instructor Supported
$1,395

A Coach for Parents learns to coach parents through their issues with their children by providing
practical strategies for communication as well as connection and behavior. However the
backbone of developing a successful home-based business is the marketing within your
community and acquiring an Infernet presence. This course assists you to move from the
marketing mindset fo developing a marketing plan for your target market. In addition,
understanding how to establish an Internet presence and web site rich in content moves into
social media and how to use it to proper in your new role as a Coach for Parents.

Dental Assistant Certificate

240 hours 12 month access Instructor Supported $1395
The job of the dental office assistant encompasses all of the business aspects related to running
a dental practice. Some of the duties of the dental office assistant may include scheduling and
confirming appointments, greeting patients, managing patient files, sending bills, receiving
payments, and ordering office supplies and dental materials. With on-the-job fraining, the
dental office assistant may also assist in chairside duties such as preparing patients for freatment,
obtaining dental records, sterilizing instruments, and preparing trays of instruments for dental
procedures. Program provides the dental office assistant-related knowledge you will need to
gain an entry-level position in the dental field. You will learn the key concepts of running a
successful dental office administration. You will gain hands-on practice in completing routine
office duties and the end of the program will prepare you for a successful job search in your new
career. Books Included
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Dental Office Assistant

150 hours 12 month access Instructor Supported $1395
The Dental Office Assistant course reflects the latest information on operating a dental office. It's
logically organized to cover all of the various tasks an administrative dental assistant encounters.
It includes CDT-5 Dental Codes, HIPAA (Health Insurance Portability and Accountability Act) and
OSHA (Occupational Safety and Health Administration) guidelines, plus examples of key
equipment, forms, and computer technology. A companion CD-ROM simulates dental practice
management, offering opportunities fo enter and update patient data, post payment and
freatment procedures using dental codes, submit e-claims for payment, evaluate reports, and

schedule appointments.
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Drug and Alcohol Counseling - Level 1

140 hours 12 month access Instructor Supported
$1,195

Addiction counseling professionals treat individuals who are in need of substance abuse
counseling as well as offer peace of mind to the families of persons who are in need of drug
addiction counseling. This drug and alcohol distance learning course will effectively teach you
basic drug and alcohol abuse counseling fechniques. Our distance learning methods are
proven and can provide you with a thorough infroduction to the many facets of addiction
counseling. You can learn drug and alcohol abuse counseling fechniques that could teach you
how to help people identify and manage their addictions. If you are looking for a meaningful
career in substance abuse counseling, this course can help you get started.

Drug and Alcohol Counseling - Level 2

260 hours 12 month access Instructor Supported
$1,195

This program examines the use and abuse of alcohol, tobacco, barbiturates, amphetamines,
cocaine, opiates, and hallucinogens, as well as chemicals -- such as aerosols, steroids, and over-
the-counter analgesics. Additionally, the course investigates solid strategies for working with
clients, the differences between abusers and addicts; drug effects on children, feenagers, and
pregnant and nursing women; and children of alcoholics. Addiction counseling professionals
freat individuals who are in need of substance abuse counseling as well as offer peace of mind
to the families of persons who are in need of drug addiction counseling. This class is the second
in a series and continues to prepare you to meet the qualifications as a substance abuse
counselor.

Drug and Alcohol Counseling - Level 1 & 2 Combined

400 hours 12 month access Instructor Supported
$2,150

This two-level program examines the use and abuse of alcohol, fobacco, barbiturates,
amphetamines, cocaine, opiates, and hallucinogens, as well as chemicals -- such as aerosols,
steroids, and over-the-counter analgesics. Additionally, the course investigates solid strategies
for working with clients, the differences between abusers and addicts; drug effects on children,
teenagers, and pregnant and nursing women; and children of alcoholics. Addiction counseling
professionals treat individuals who are in need of substance abuse counseling as well as offer
peace of mind to the families of persons who are in need of drug addiction counseling.

Feng Shui Certificate

120 hours 12 month access Instructor Supported $595
"In China, many people believe that to remain healthy and create wealth and happiness it is
necessary to maintain a healthy environment in which to live and work." Many businesses both
large and small rely on ancient Chinese rules to dictate how their buildings and offices are laid
out; even the work desk should conform to these basic rules in order to encourage business. A
room that does not conform can create confusion and loss of wealth and more important to
many, health. Feng Shui is the Ancient Chinese system of balancing and creating harmony in
your immediate environment. Most of us are familiar with the concept of yin and yang and the

2011 © EduSerc, Inc. All Rights Reserved. 1/19/2011
Page cviii



balance of Chi energy that flows through our bodies. Some very simple alterations to your
immediate environment can bring harmony into your life. This course will enable you to
beneficially alter your life and give you the skills to help others.
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Fitness and Nutrition

240 hours 12 month access Instructor Supported
$1,395

Proper nutrition and physical fitness go hand-in-hand when working to maintain a healthy
lifestyle. This distance learning course offers a well balanced combination of nutrition and
physical fitness training to help you take the first step toward a new career in nutrition and fitness.
Proper health management is important fo a growing number of consumers who are interested
in enhancing their lives through increased physical fitness and better nutrition practices. People
often rely on persons who have received fitness and nutrition training who can help them furn
their lives around. Our fitness and nutrition course offers a comprehensive introduction on a
number of key fitness and nutrition topics.

Holistic Beauty Therapist

310 hours 12 month access Instructor Supported $895
This innovative course has been specifically designed for the therapist who wishes to have the
complete training in Beauty tfreatments that include, massage, aromatherapy, diet and nutrition
and reflexology. The main benefits of this course is the vast and the diverse range of therapies
covered which students will be able to offer their clients, after all, fraining and expertise are
essential for your business and clients. It will prepare and motivate and on completion of this
course the student will be proficient in all these subjects. It will inspire confidence, create
knowledge, instil expert techniques and set a standard of success that is unique.

Home Health Aide Certificate

140 hours 12 month access Instructor Supported
$1,195

A Home Health Aide (HHA) may also be known as a Home Caregiver or Residential Assistant
(RA). An HHA provides basic, personal care and health-related services to a variety of individuals
(patients) who require more assistance than family and/or friends are able to provide. HHAs are
part of a category of occupations that is commonly referred to as "direct care workers." The
services/care that a Home Health Aide provides depends upon their specialty area. If you've
ever thought about becoming a home health aide, our in-depth curriculum could help you
learn important fundamental, practical skills involved in a career as a home health aide. For
each patient, an HHA is responsible for recording services performed, as well as the patient's
condition and progress. They also record and report any changes in a patient's condition to the
case manager or supervisor and also discuss observations with them.

Home Health Aide w/ Medical Terminology

220 hours 12 month access Instructor Supported
$2,195

A Home Health Aide (HHA) may also be known as a Home Caregiver or Residential Assistant
(RA). An HHA provides basic, personal care and health-related services to a variety of individuals
(patients) who require more assistance than family and/or friends are able to provide. HHAs are
part of a category of occupations that is commonly referred to as "direct care workers." The
services/care that a Home Health Aide provides depends upon their specialty area. If you've
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ever thought about becoming a home health aide, our in-depth curriculum could help you
learn important fundamental, practical skills involved in a career as a home health aide. For
each patient, an HHA is responsible for recording services performed, as well as the patient's
condifion and progress. They also record and report any changes in a patient's condition to the
case manager or supervisor and also discuss observations with them. Includes 80 hr Medical
Terminology course.
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Hydrotherapy Certificate

100 hours 12 month access Instructor Supported $995
Hydrotherapy is now used in modern healing spas, medical spas, and wellness centers to help
clients improve their daily wellness, fitness and appearance. Hydrotherapy is also used in the
prevention of major medical problems plus the healing and rehabilitation of injuries. This course
guides the student through the history, scientific foundations, and practical applications of spa
bodywork, and includes sections on what you should expect to encounter when working in a
spa sefting. Hydrotherapy, exfoliations, pelotherapy, and thalassotherapy are each covered.
Each hydrotherapy protocol featured includes: Ratfionale, Indications, Contraindications,
Equipment and Supplies, Preparation, Procedure, After the Treatment and Hygiene.

Japanese Holistic Healing Practitioner

540 hours 12 month access Instructor Supported $1095
Japanese Healing Methods date back thousands of years but have developed over the
centuries to assimilate many other methods from many other cultures. The result is a rich and
highly flexible set of holistic healing methods with a strong foundation in the concept of energy
balance, and resulting use of life coaching, physical therapies, spiritual healing, exercise and
nutrition. In this course we study a wide range of aspects from Shiatsu and Japanese Herbalism,
to how Life Coaching, CBT and relaxation therapy can all play a part in Japanese therapy.
Other topics like hydrotherapy, Japanese Massage, Colour therapy, Crystal Healing, Chakra
therapy, Martial Arts in therapy, Moxa freatments and many more are also covered.

Medical Terminology

80 hours 12 month access Instructor Supported
$1,095

Common medical terminology is a crifical part of the language used by health care
practitioners. It is essentially a vocabulary that requires a uniform pronunciation, definition, and
spelling of terms used by professionals. Individuals with medical terminology fraining are capable
of analyzing and interpreting medical reports related to specific body systems. This program is
appropriate for adults looking to learn new job skills, refresh or refine existing healthcare
knowledge, or improve occupational performance by possessing a better understanding of
medical terms.

Mental Health Technician

280 hours 12 month access Instructor Supported
$1,395

The Mental Health Technician certificate is a unique, intensive, and comprehensive online
program of training. It is designed to enhance the provision of care for the mental health
consumer by educating case managers, cottage staff, psychiatric technicians, day tfreatment
staff, and other mental health direct care providers. Direct care personnel without advanced
professional degrees comprise nearly 40% of care staff in mental health organizations, and more
than 60% of client care staff in state and county psychiatric hospitals. Mental Health Technicians
are known by many names, including direct care service worker, direct care support worker,
direct care support professional, or paraprofessional, to name just a few. Join this new and
expanding career field in the mental health industry.
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Nail Technician
120 hours 12 month access Instructor Supported $850

Do you want to start your own business as a Nail Technician? What about working in a nail bar,
department store or beauty salon? The employment opportunities for qualified nail technicians
are on the increase, and this is the perfect course to turn your dreams into reality. As a nail
technician your job description will be extensive. You will need to be able to apply and
decorate false nails and nail extensions, whilst consulting on the general health and well being
of the client's hands and feet. You will need to know the necessary procedures to carry out a
manicure or pedicure for the client and you may even want to use basic massage techniques
to relax the client's hands and feet.

Natural Health Consultant

140 hours 12 month access Instructor Supported $995
Do you have an inferest in natural health? Many people have an interest in the natural health
field, but aren't sure where to start to learn more about a career in natural health. Let us help
you take that first step in learning more about homeopathic remedies, herbal medicine, natural
health remedies, and other natural health topics. Whether you are interested in learning more
about a career in natural health or want to learn how homeopathic remedies could be a part of
your family's life, this natural health distance learning course is for you! Book Included.

Neuro Linguistic Programming Practitioners

119 hours 12 month access Instructor Supported $795
NLP (Neuro Linguistic Programming) Practitioners help people come up with solutions in their lives
to a wide range of complex problems and situations. NLP is often used in therapeutic work,
personal change work, moftivational work and sales or presentational cases. This can mean
working with a diverse range of clients with all sorts of personal and professional problems. You
will gain the knowledge required to work with a range of different people, with varying issues,
from different backgrounds. NLP tools can enable you to assist them in formulating new answers
and strategies in life. This professional practitioner-training course is designed to provide
competence in the use of NLP to a recognized level. This Qualification is appropriate for
students wishing to work in a professional context as a stand-alone professional practitioner.

Nursing Assistant

300 hours 12 month access Instructor Supported
$1,395

If you've ever thought about becoming a nursing assistant, this in-depth curriculum could help
you learn important fundamental, practical skills involved in a career as a nursing assistant.
Unlike other online nursing classes, our program lets you study at home at a fime and place that
is most comfortable to you. Nursing assistants, also known as nurse’s aides, orderlies or patient
care technicians work under the supervision of a nurse to provide assistance to patients with
daily living tasks. Working closely with patients, nursing assistants are responsible for basic care
services such as bathing, grooming and feeding patients, assisting nurses with medical
equipment, and checking patient vital signs. Nursing assistants give patients important social
and emotional support and also provide vital information on patient conditions to nurses.
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Nursing Assistant w/ Medical Terminology

380 hours 12 month access Instructor Supported
$2,195

If you've ever thought about becoming a nursing assistant, this in-depth curriculum could help
you learn important fundamental, practical skills involved in a career as a nursing assistant.
Unlike other online nursing classes, our program letfs you study at home at a fime and place that
is most comfortable to you. Nursing assistants, also known as nurse’s aides, orderlies or patient
care technicians work under the supervision of a nurse to provide assistance to patients with
daily living tasks. Working closely with patients, nursing assistants are responsible for basic care
services such as bathing, grooming and feeding patients, assisting nurses with medical
equipment, and checking patient vital signs. Nursing assistants give patients important social
and emotional support and also provide vital information on patient conditions to nurses.
Includes 80 hour medical terminology course.

Nutritional Consultant Certificate

140 hours 12 month access Instructor Supported
$1,395

Nutrition Consultant fraining provides students with an understanding of how food nutrition
contributes to the prevention of illiness and the promotion of optimal health. Students learn to
conduct in-depth diet and lifestyle evaluations and to advise individuals on food plans
customized to each individual's taste, temperament, and health goals. The fundamentals of
whole food nutrition, digestive physiology, metabolism, nutritional biochemistry, and current
research are presented. The nutritional terrain covered includes macronutrients, micronutrients,
and phytonutrients, based upon current global research and application. Students are trained
to work in the community in a wide variety of institutional, school, business, and private practice
settings.

Nutritional Fitness Consultant

380 hours 12 month access Instructor Supported
$2,195

Combined Courses: Nutritional Consultant + Fithess & Nutrition.

Nutritional Consultant fraining provides students with an understanding of how food nutrition
contributes to the prevention of illness and the promotion of optimal health. Students learn to
conduct in-depth diet and lifestyle evaluations and to advise individuals on food plans
customized to each individual’s taste, temperament, and health goals. The fundamentals of
whole food nutrition, digestive physiology, metabolism, nutritional biochemistry, and current
research are presented. The nutritional terrain covered includes macronutrients, micronutrients,
and phytonutrients, based upon current global research and application.

Fitness & Nutrition This distance learning course offers a well balanced combination of nutrition
and physical fitness training to help you take the first step tfoward a new career in nutrition and
fitness. Proper health management is important to a growing number of consumers who are
intferested in enhancing their lives through increased physical fitness and better nutrition
practices. People often rely on persons who have received fitness and nutrition training who can
help them turn their lives around.
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Physical Therapy Aide

120 hours 12 month access Instructor Supported
$1,195

Thousands of people attend physical therapy schools every day to become a part of this hot
career field. In fact, according to the U.S. Department of Labor, employment of physical
therapy aides is expected to grow by 29% over the next decade, which is much faster than the
average job. A physical therapy aide most offen works under the direction of a physical
therapist and/or physical therapy assistant. Physical therapy aide jobs often include keeping the
freatment area clean and well organized, as well as to help escort patients in wheelchairs,
perform clerical duties, order supplies and more. A physical therapy aide generally needs to be
well organized, have patience, and enjoy working with others.

Physical Therapy Aide w/ Medical Terminology

200 hours 12 month access Instructor Supported
$2,150

Thousands of people attend physical therapy schools every day to become a part of this hot
career field. In fact, according to the U.S. Department of Labor, employment of physical
therapy aides is expected to grow by 29% over the next decade, which is much faster than the
average job. A physical therapy aide most often works under the direction of a physical
therapist and/or physical therapy assistant. Physical therapy aide jobs often include keeping the
tfreatment area clean and well organized, as well as to help escort patients in wheelchairs,
perform clerical duties, order supplies and more. A physical therapy aide generally needs to be
well organized, have patience, and enjoy working with others. Includes 80 hour medical
terminology course.

Reflexology

240 hours 12 month access Instructor Supported $795
Reflexology is one of the fastest growing holistic therapies now gaining worldwide acceptance.
It is based on the scientific principle that every organ in the body is reflected in certain reflexes in
the feet. The feet are a microcosm of the human body. By manipulating the reflex areas on the
feet, energy congestion in the body is released. Correct stimulation of the feet reflexes, while the
client is relaxed, improves the energy flow and the blood supply. This results in an overall feeling
of well-being and this enables the body to function efficiently. Reflexology is a completely safe,
natural aid to restoring the body's healthy balance.

Relaxation Therapist

200 hours 12 month access Instructor Supported $995

This relaxation therapy course can provide an in-depth infroduction on a number of relaxation
technigques such as meditation, stretching, hydrotherapy and more! Every day, more and more
people are realizing the ongoing benefits of relaxation therapy. Whether people suffer from work
related stress, or need to cope with the rigors of a busy lifestyle, our relaxation therapy course
can teach you how to help people find tfranquility in their day through a number of coping
techniques. Learning more about relaxation therapy with us could be the first step toward a
career as a relaxation therapist. You can also apply the relaxation techniques you learn in this
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relaxation therapy course in your own life, or among family and friends. Note: This section does
NOT qualify you to be a massage therapist. Please check with your state and/or country to learn
the requirements for a massage therapy license. Book Included.

Courses

Basic Animal Care

126 hours 12 month access Instructor Supported
$575

The course is designed to assist the student in understanding the basic needs of animals, from
the information provided obtain a better understanding of the animal profile and then be able
to identify problems. Students will then be able to comfortably understand animal breeds and at
an early stage pass on any problems or information to vets or owners. The course is not
designed as a veterinary assistants course, but rather as a possible infroduction to the field of
animal care and hopefully in the future encourage you to consider a career in animal
management.

Gel Nail Art and Design

60 hours 12 month access Instructor Supported
$650

Gel nail art and design is the latest frend in the world of nail art and nails enhancements. In
principle gel art and design is an achievable procedure. Any design once placed onfo an
uncured gel color coating will be able to be dragged using a gel art striper brush into the most
infricate of patterns. This program is an in-depth step-by-step course that is designed to tfeach
the student how to carry out gel art and design procedures.

Manicure and Pedicure Basics

112 hours 12 month access Instructor Supported
$575

Realizing the value of a well-groomed exterior in enhancing self-confidence, this avenue of
beauty therapy is becoming of great importance to both females and males. The primary aim of
this course is to prepare students for good employment prospects in the beauty industry. The
course is delivered as a home study program with constant futor support to assist you to
complete your course assignments successfully.

Massage Basics

100 hours 12 month access Instructor Supported

$725
"Massage is a gentle and effective way of helping the body to heal itself." Massage has both
physical and psychological benefits. This course has been designed to teach the student the
more refined techniques of massage that are easy to learn.
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Industrial & Skilled Trades

INDUSTRIAL & SKILLED TRADES -

CERTIFICATIONS

ASE Automotive Master Program

600 hours 24 month access $2995
EduSerc’s Modern Automotive Service Technician online class teaches the construction,
operation, service, and repair of automobiles, and prepares students for the ASE cerfification
exams. Combining the benefits of classroom training and the convenience of computer-based
learning, our comprehensive and easy to understand course details foundational principles and
progresses gradually to complex diagnostic and service procedures. This sophisticated course
blends proven training methodologies and educational tools not found in books or static classes,
to ensure knowledge retention.

Code Training/New Construction Inspection

60 hour/DVD and Manual Instructor supported $625
If you are interested in working as a building inspector doing IRC® (International Residential
Code) Inspections, use our materials to pass the International Code Council's (ICC®)

IRC® Examination. Learn code provisions from actual real-life scenes and defects. That way,
when you get out on site, you are familiar with what you are inspecting. Also, use our extensive,
specially designed and field tested IRC Index to increase your chances of passing the

ICC® certification exam. Our IRC® Index goes well beyond the index in the IRC® book.

Complete Home/Building Inspectors Training Program

240 hours/DVDs and Manual Instructor supported $1949
Do you want to learn all aspects of inspection and be prepared for whatever type of building
your client wants inspected? Includes: Residential Inspection Home Study (12-Set Residential
Inspection DVD Series and manual)/ New Construction Inspection Home Study (11-Set New
Construction DVD Series and manual) / Commercial Inspection Home Study (12 DVDs covering
technical aspects of performing commercial inspections and manual) / Manufactured Housing
Home Study (7-Volume DVD Series and manual)
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HazWoper 24-Hour Moderate Risk

24 hours 12 month access $350
This self-paced HazZWoper education course on the Internet meets the OSHA/EPA training
requirements for workers performing hazardous waste site functions in accord with the provisions
of 29 CFR 1910.120. The regulation stipulates that employers at hazardous waste sites, and at
many other "sites" as further defined by the regulation, shall ensure that all workers with the
potential of chemical exposure will receive a minimum of 24 hours of waste site health and
safety fraining. Content for the course will be provided through text, manuals, web sites,
assignments and exercises.

Home Inspection Certificate

200 hours 12 month access Instructor Supported

$1,145
The comprehensive home inspection course is broken down in an easy and understandable
format. You study at your own pace. The course is comprised of course books, audio and visual
tutorials, exercises and practice quizzes, photos of numerous inspection scenarios, exams and
valuable industry updates all delivered to you online. The total system contains 9 study modules.
Topics: Structure, Exteriors, Roofs, Electrical, Plumbing, Heating & Cooling, Interiors, Insulation &
Ventilation, Business & Marketing. Books Included

HVAC Technician Certificate

355 hours 12 month access Self-paced
$2495

Combined Technician Fundamentals, HYAC Systems and Boilers.

Part 1: Learn the basics of HYAC Electrical, Air Conditioning and Refrigeration with this entry
level fraining. Developed by leading HVACR experts that truly develops your core technical skills
and advances your industry knowledge. Topics include Safety, Electrical fundamentals, Air
Conditioning fundamentals and Refrigerant Usage.

Part 2: This 150 hour program is developed by American Society of Heating, Refrigerating and
Air-Conditioning Engineers (ASHRAE). Topics include: Fundamentals of HVAC Systems, HVAC
Control Systems, DDC Confrols, Refrigeration, Energy Efficient Design and Indoor Air Quality. All
courses are NATE recognized (www.natex.org). Book included.

OSHA - 30 Hour Construction Industry Training w/ Study Guide

30 hours 6 month access Self-paced

$425
The OSHA 30 Hour Construction Industry Outreach Training course is a comprehensive safety
program designed for anyone involved in the construction industry. Specifically devised for
safety directors, foremen, and field supervisors; the program provides complete information on
OSHA compliance issues. OSHA recommends Outreach Training Programs as an orientation to
occupational safety and health for workers covered by OSHA 29 CFR 1926. Construction workers
must receive additional training, when required by OSHA standards, on specific hazards of the
job.
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OSHA - 30 Hour General Industry Training w/ Study Guide

30 hours 6 month access Self-paced
$425

The OSHA 30 Hour General Industry Outreach Training course is a comprehensive safety program
designed for anyone involved in general industry. Specifically devised for safety directors,
foremen, and field supervisors; the program provides complete information on OSHA
compliance issues. OSHA recommends Outreach Training Programs as an orientation to
occupational safety and health for workers covered by OSHA 29 CFR 1910. General industry
workers must receive additional training, when required by OSHA standards, on specific hazards
of the job.
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CERTIFICATES

Certified Fiber Optic Technician — Newly Updated

80 hours Home Study Mentor Supported $800
Fiber Optic Installation and Testing Program is for those who want to become qualified Fiber
Optic Technicians. This program will provide the knowledge to install or extend fiber optics
signals for such systems as Commercial and Industrial Communications and Networking,
Ethernet, Structured Cabling Systems, CCTV in the Industrial or Commercial Business, Colleges
and Universities, Plant Floor, and Intelligent Building (Building Automation), just to name a few.
There are many career fields open for those who know how to install fiber optics. In the industrial
arena, cars and frucks are made by robotics operated by fiber optics. Career opportunities also
exist for installers of medical equipment such as X-Ray machines.

Chemical Plant Operations Certificate

240 hours 12 month access Mentor Supported $2150
This course is designed for people who seek entry-level operator's job in a Chemical Plant. There
are thousands of chemical plants in the United States. There are very few institutions in the
country that provide training for entry-level workers chemical plants. Chemical plants are
operated by highly skilled process operators. In a chemical plant, there are usually three or four
operational levels. This course is designed to prepare a person to apply for an entry-level job.
Once a person is employed, he/she moves up the ladder by acquiring experience. Once a
person is employed, he/she moves up the ladder by acquiring experience. It is an interactive
course. Many modules contain graphical simulations and animations fo enhance the learning
process. The 240-hour program delivers some fairly complex concepts in an easy to learn format.

Emergency Response to Bio-Terrorism

74 hours 12 month access Self-paced $750
This eight-course program includes:

INTRODUCTION TO MASS FATALITIES: This course is designed to provide the student with an
overview of key issues to be addressed when developing mass fatalities response plans.

EMERGENCY RESPONSE TO TERRORISM: This course is designed to provide workers with the
knowledge and information on how best to respond to such an attack.

WORKER SAFETY FOR DISASTER RESPONSE: This course is designed to provide workers with the
knowledge, information, and basic skills to work safely at a disaster site, a natural event or man-
caused incident.

Five courses that address threat and response to: ANTHRAX, SMALLPOX, TULAREMIA, FOOD-
BORNE AGENTS, and AGRICULTURAL AGENTS.
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Environmental Health and Safety Compliance Training

125 hours 12 month access Self-paced $1450
The risk of not complying with federal regulations is a high price to pay for foday’s enterprises.
Whether your organization operates in an office, the field or production environment, violations
fines, and plant shutdowns can have a significant impact on business and the bottom line.
Today's organizations strive to maintain a culture where employees feel motivated and
productive. A safe and healthy work environment also helps to reduce costly turnover. Our ES&H
solution offers hundreds of hours of approved courseware, in addition to a robust and flexible
infrastructure and a proven methodology and implementation process. Over 95 courses topics
include; OSHA, EPA and DOT hazardous materials. Self study. For a complete course list Click
Here

Gardening & Landscaping Certificate

170 hours 12 month access Instructor Supported $995
This gardening/landscaping course offers quality at-home career training filled with a number of
professional landscaping ideas and gardening fips. The course even includes information on
how to start a landscaping business. Whether you are interested in starting a new career, want
to learn more about gardening, or just want to spruce up your yard, our gardening/landscaping
course is for you! We can help you combine your creativity and love of the outdoors into a
rewarding new career — all in the comfort of your own home. With us, all of your gardening and
landscaping distance learning materials are delivered directly to your door. Books Included

Homeland Security/Terrorist Agent Control Technology

135 hours 12 month access $1000
This 5-course program includes:

Biological Agents of Terrorism - identify the biological agents of primary concern to the Center
for Disease Confrol and the US Department of Agriculture. The potential for release, expected
epidemiology/etiology, detection, and response protocols are explores through narrated
presentations and virtual laboratory exercises.

Perspectives On Terrorism — gain general knowledge of the many aspects of terrorism. The units
will cover terrorism from its historical origins, to modern needs of preparedness and response and
the psychological implications.

Chemical Agents of Terrorism - Industrial chemicals as well as military agents that pose a threat
to our security are detailed as the student examines the effects of these potential agents of
terrorism.

Facility Security and Deterrents to Terrorism - A terrorist attack can be internal or external; from
these two extremes, students identify how to safeguard their infrastructure, minimize the
likelihood of attack, and how best to recover after an incident.

Terrorist Agent Monitoring and Detection - From continuous monitoring to sampling for and
detection of a suspected agent, students explore worlds of PID, IR, and GC Mass Spectroscopy,
Immunofluorescence, and PCR Technology.
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HVAC Technician Fundamentals

80 hours 12 months access Self-study $745
Learn the basics of HVAC Electrical, Air Conditioning and Refrigeration with this entry level
training. Developed by leading HVACR experts that truly develops your core technical skills and
advances your industry knowledge. Topics include Safety, Electrical fundamentals, Air
Conditioning fundamentals and Refrigerant Usage. All courses are NATE recognized
(www.natex.org)

HVAC Systems and Controls Fundamentals

150 hours 12 months access Self-study $875
Take the basics of Heating and Air Conditioning one step further. This 150 hour program is
developed by American Society of Heating, Refrigerating and Air-Conditioning Engineers
(ASHRAE). Topics include: Fundamentals of HVAC Systems, HVAC Control Systems, DDC
Controls, Refrigeration, Energy Efficient Design and Indoor Air Quality. All courses are NATE
recognized (www.natex.org)

Industrial Maintenance Technology Certificate

300 hours 12 months access Self Study $995
Industrial Technologies Curriculum is a dynamic, comprehensive training solution designed as a
progression or cross-discipline education and training solution. Industrial Technologies
Curriculum has been developed by subject matter experts with field and educational
experience within each discipline. All lessons are designed using learning outcome based
instructional design methods. These online courses incorporate varying types of media, including
photographs, graphics, video, animations, and three dimensional representations. Inferactive
remediation and simulation is also developed for each lesson to maximize the learning
experience. Topics include: Safety, Industrial Maintenance, Industrial Electricity, Power
Generation & Alternative Energy Options, Industrial Insfrumentation, Machine Shop.

Paper Mill Operations Certificate

240 hours 12 month access Instructor Supported $2150
This course is designed for people who seek entry-level operator's job in a paper mill. There are
hundreds of paper mills in the United States. There are very few institutions in the country that
provide training for entry-level workers. Paper mills are operated by highly skilled process
operators. In a paper mill, usually there are three or four operational levels. This course is
designed to prepare a person to apply for an entry-level job. Once a person is employed,
he/she moves up the ladder by acquiring experience. It is an interactive course. Many modules
contain graphical simulations and animations to enhance the learning process. The 240-hour
program delivers some fairly complex concepfts in an easy to learn format.

Power Plant Operations Certificate

240 hours 12 month access Instructor Supported $2150
This course is designed for people who seek entry-level operator's job in a power plant. There are
thousands of power plants in the United States. There are very few institutions in the country that
provide fraining for entry-level workers for power plants. Power plants are operated by highly
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skilled process operators. In a power plant, usually there are three or four operational levels. This
course is designed to prepare a person to apply for an entry-level job. Once a person is
employed, he/she moves up the ladder by acquiring experience. It is an interactive course.
Many modules contain graphical simulations and animations to enhance the learning process.
The 240-hour program delivers some fairly complex concepts in an easy to learn format.
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Refinery Operations Certificate

240 hours 12 month access Instructor Supported $2150
This program is designed for people who seek entry-level operator's job in a refinery or other
petrochemical plants. There are thousands of petrochemical plants in the United States. There
are very few institutions in the country that provide training for entry-level workers for the
petrochemical plants. Petrochemical facilities are operated by highly skilled process operators.
In such facilities, usually there are three or four operational levels. This course is designed to
prepare a person to apply for an entry-level job. Once a person is employed, he/she moves up
the ladder by acquiring experience. It is an interactive course. Many modules contain graphical
simulations and animations to enhance the learning process. The 240-hour program delivers
some fairly complex concepts in an easy to learn format.

NEW COMMUNICATION SYSTEMS TECHNOLOGY PROGRAM

Building Automation Network Installation

150 hours Home Study Instructor Supported
$1,500

Building Automation Network Installation Program is the only one of its kind that addresses the
low voltage systems that can be part of the Building Automation System (BAS). This program
starts with the Intfroduction of BAS, known as the distributed control system and sometimes
referred to as an intelligent building system (IBS). It then continues with infroduction into BACnet
communications protocol, an overview of LonTalk, types of cables that permit full building
control over an Enterprise Riser, structured and sub Cabling systems, distribution of cabling
(which will address the entire infrastructure.) Ethernet and Ethernet/IP information will be
provided to describe how the signal is fransported to and from the BAS Device on each floor fo
the computer. An introduction will be given to relays, control signaling, DCC Input and Outputs
that are of value to the smart building. The program continues with the presentation of access-
security control, CCTV, card access, public address systems, and a fiber optics system. There is
also information regarding a Riser Cabling System that can be operated by the building owner
or by an independent company offering services to buildings and potential tfenants. Such
services include voice service, video, internet, data, T1 and several other features, including a
maintenance plan from a single point of contact.

Burglar Alarm Installation Technician

120 hours Home Study Instructor Supported $900
Burglar Alarm Installation and Testing Program is for those who want to become qualified alarm
technicians. This manual is about the hardware and cabling needed to produce a signal of
infrusion. Designed for the beginner, this manual starts with the basics of alarms and intrusion
detection for the home, office, or commercial and industrial businesses. It also identifies the
three types of systems — hard-wired, wireless and X-10. Program 6 also illustrates the control
panel, keyboard, contacts, and types of cables used for confract wiring, motion and infrared
detection. Also included are step-by-step procedures and practices for placement of foil,
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protecting the point of entry, glass protection, shock sensors, reed/magnetic and micro
switches, the diode, resistor, sirens, bells and strobe signaling, speaker horns, speaker sirens,
installation of housing and enclosures, where to put boxes, housing and enclosures, and using a
ladder and scaffolding. The program confinues with lessons on how to make telephone
connections, RJ31X and RJ21 jacks, DSL or modem configurations, and DSL splitter combinations
of communications. We go outside the building for perimeter security; buried and infrared
sensors. Gates and fencing protection, above and below ground using copper, fiber and
coaxial cable are also covered. Additionally, card reader and personal identification systems
will be presented. This program then concludes with testing.

CCTV Installation Technician

180 hours Home Study Instructor Supported
$1,500

This Home Study Program is for those aspiring to become qualified CCTV technicians and coaxial
cable installers, and want to deliver video over structured cable systems. It is for voice and data
crafts people, supervisors, engineers, estimators, contractors, and ITS-end users doing in-house
installation and maintenance. This program describes how fo use structured ftelephone wire
instead of coax cable, how to lie out a CCTV signal distribution system, how to understand
digital cameras, how to install Ethernet video systems, and IP-based video networks. It also
focuses on standard, industry-approved CCTV installation practices, which include fishing walls
and ceilings; running cables to locate and place cameras; installing mounts, housings and
hardware; and then festing the entire system.

Industrial Data Network Installation Technician

150 hours Home Study Instructor Supported
$1,400

Industrial Data Network Installation Technicians Program will provide technical information,
methods, practices and practical installation of cable and hardware from the Office to the
Shop Floor. It will provide an overview of how industrial networks operate by transmitting and
receiving data communications from a PC to a Programmable Logic Confroller (PLC) and
PLC/IP via Ethernet Industrial Networking. Installation practices will be described in detailed
drawings. Also included are: how to run and ferminate cables; types of cables; connectors that
are used on the plant floor; extending cables, both fiber and copper from one building to
anotfher; and grounding and protection. Types of enclosures, DIN Rail, terminal blocks, relays,
surge protection and power supplies will be discussed. Information on how the devices that
make up an Industrial Network are connected in order to share information will be covered,
detailing PLC confrollers, input/output Devices, interface and HMI/SCADA computer and
elements, with protocols and communications. This program is designed for beginners who
want to get info the area of low voltage, providing the cabling and hardware from the office to
the plant. It is also for the experienced person who is already involved in plant installation either
as a contractor or technician. It will be useful to in-house technicians wishing to advance their
knowledge of the Industrial Networking aspect of Plant Communications.

Outside Cable Plant Installation

90 hours Home Study Instructor Supported $800
Customer-owned outside Cable Plant Installation Program is for those who want to know how to
install cables aboveground, underground, as well as between buildings on a customer-owned
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facility. Although outside-plant (OSP) work is not new, it may be foreign territory to some cabling
contractors. After the breakup of the nationwide telephone company, suddenly cabling
infrastructure on an outside cabling plant became the customer’s responsibility. Today, this
niche is an important subspecialty for cabling installations on military facilities, industrial
complexes, business parks, shopping malls, health-care facilities, prisons, schools, colleges and
universities.

Retail In-Store (POS) Communications Installation

180 hours Home Study Instructor Supported
$1,500

In-Store Communications Installation Program is the only one of its kind to have developed a
special training program for one of the most sought- after technicians in the low voltage industry.
Look at your web browser and call up “help wanted POS technicians” and see the job postings
for entry level to supervisor's jobs all over the country. What is Retail Communicationsg Retail
Communications can be an individual system like a CCTV system running on Unshielded Twisted
Pair cable to a Point of Sale System (checkout counter) in a store. Stores that we see every day,
whether small or large, can have a multitude of low voltage systems. The larger stores often
include the following systems: Point of Sale system, CCTV, Ethernet, Local Area Network,
Structured Cable both copper and fiber optics, Interfacing Network Devices, Digital Signage,
Telephone System, Paging, Kiosk and Wireless.

RFP Design-Develop-Engineering

90 hours Home Study Instructor Supported $800
RFP Design-Develop-Engineering Program is for the person wanting to design structured cabling
systems for inside the building and the outside customer-owned cable plant. It starts with a plan
for the development of a Comprehensive Request for Proposal to either replace an existing
system or install a new system. Items included are, Needs Assessment, Performance of a Cable
Survey, Engineer Technical Specification, Design the RFP, Issue an RFP, Review and Evaluate
Vendors' technical and financial responses. This program has been designed for the beginner
who works for the in-house IT Department, Consultants, Engineers, Cable Managers, IT people,
Financial Officers, Project Managers, Cable Technicians and Contractors.

Structured Cabling Systems Estimating & Bid

90 hours Home Study Instructor Supported $200
Estimating Design and Bid for Structured Cabling Systems Program was designed to assist
contractors in increasing their “Design and Bid"” work by helping their customers understand
“Design and Bid"” benefits. The contractor, estimator, technician or low-voltage technician will
be provided with information on various concepts of bidding and presentation; sound logic
used in developing Design and Bid proposal documentation; conducting site surveys, estimating
labor, material and implementation of a Voice and Data cabling project for Commercial,
Industrial or Building Automation. The program defines materials and labor and provides distinct
technical information and methods for creating a proposal that will go a long way in winning
customers and keeping them. You have a great partner in the Groups and Standards
Committees that are advocating that projects work from a Structured Cabling System. Already
in place or on the drawing board are Structured Cabling systems that support Building
Automation using BACnet or LONWORKS, Hospital integration Structured Cabling to serve IT,
Telephony and Building Management, Industrial Plant Floor, and Retail In-store communications,
just to name a few.
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Systems Installation Technician

340 hours Home Study Instructor Supported
$3.400

Systems Installation Technician Program is the only one of its kind to have developed a special
training program that involves several disciplines. The program provides the training and
leadership necessary to estimate, design, bid, plan, install, maintain, frouble shoot, and manage
projects. To become a leader, you must know how to install a range of systems such as
Structured Data Cabling, Local Area Network Ethernet, CCTV, Fiber Optic Retail-In Store POS
Communications, Voice Telephone, Business Intfrusion and Detection, Wireless Building
Automation, Paging, and Digital Signage. There is also information that teaches Estimating,
Design and Bid, Owning the Riser Cable, Supervision and System Testing. After completing each
of the above programs, a certificate of completion will be awarded and after completing all
the programs, you will be awarded a Systems Installation Technician Certificate.
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Telecommunication Network Installation Technician

160 hours Home Study Instructor Supported
$1,500

This Home Study Telecommunication Network Installation Technician Program is for those who
want to start a career or increase knowledge of Structured Cabling, Telecommunications and
Local Area Network. Wouldn't it be great to walk onto a customer’s property and be able to do
it all: install necessary cabling, key systems and Local Area Network? Would you like to be able
fo determine how many cables you need at each outlet, determine type of blocks, set cross
connection, plug and play at the IDF, determine ufilization of placement for providing 10Gigabit
with Ethernet connectivity devices and provide a key or PBX Telephone system? Sound simple?
We make it that way because our information starts from the ground floor. This course has been
designed for individuals just beginning in this industry and is a must for technicians, contractors,
supervisors, IT Technicians and low voltage techs who want to keep up with industry techniques,
standards and practices. The program comes with a Training Kit that supports the hands-on
functionality of the information and is designed to take you step-by-step through terminations.

Voice and Data Cabling Installation Technician

150 hours Home Study Instructor Supported
$1,300

Voice and Data Cabling Installation Technicians Program is for those who want to become
qualified technicians capable of providing Voice and Data Structured Cabling Systems for the
commercial and industrial building industries.  This course was designed for individuals just
beginning a career in this industry and is a must for experienced cable technicians, contractors,
electricians, and supervisors, IT cabling managers, technicians, and low voltage technicians
wanting to keep abreast of all the latest industry techniques, standards and practices.

COURSES

Composting Operations

25 hours 12 months access Self-study $190
Composting is the conftrolled process of organic degradation or waste decomposition. This web-
based course will provide those taking the class with knowledge in the process of waste
decomposition, an array of microorganisms and invertebrates consume the organics and
convert them to humus. In the truest sense, solid waste composting is actually microbe farming,
and like any type of farming, success has a lot to do with the farmer knowing how to make what
he is raising thrive and grow. This class will meet or exceed most state requirements for the
educational components of certification and/or licensing required for solid waste professionals.

Electrical and Electronic Fundamentals

30 hours 3 months access Self-study $495
The Electrical and Electronic Fundamentals course focuses on the basic concepts and skills that
students will require when they work with electrical equipment in a residential location. The
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course discusses the fundamental principles of electricity and electronics and the function of
various devices such as resistors, capacitors, amplifiers, and oscillators. Different types of circuits
and their applications are also discussed. Students will use electrical test equipment and
diagnostic tools. They will also learn about safety measures, codes, and rules and regulations
that must be followed for preventing mishaps.

Garden Design

120 hours 12 month access Instructor Supported $595
Professional garden design is something that is inspirational and is essentially solving the various
logistical problems associated with what you have to work with, where to position such items as
pathways, swimming pools, fennis courts, water features, flower beds and which plants would be
most suited. Good garden design adds these ingredients to create a style in keeping with the
site, the house and your client's requirements.

Garden Maintenance

120 hours 12 month access Instructor Supported $575
This subject aims to provide you with a firm basis for maintaining a garden in a healthy and
presentable state. Garden Maintenance is a diverse area of study, sometimes thought of as
being the mundane side of horticulture, though in fact it is today quite technical and a very
critical area of concern.

Horticulture Foundations

126 hours 12 month access Instructor Supported $595
The growing of plants and understanding of the make-up of the soil and the best way to ensure
you maximize the ground around you is a skill a lot of us want to know. The course provides the

skills and knowledge needed to better understand this complex subject.

Household Hazardous Waste

18 hours 12 months access Self-study $190
This Internet-assisted class is an 18-hour Moderate Risk awareness course for those in the solid
waste field at landfills, recycling centers, and household hazardous waste facilities. Eighteen
hours of the course are delivered over the Internet and can be taken anytime anywhere. The
course includes online text, interactive exercises, web links, self-grading quizzes, final exam, and
job specific hands-on training.

Introduction to Construction Management

100 hours 12 month access Instructor Supported $575
The present frend is for construction firms to grow and their activities are becoming more
complex. The ratio of manager to workers has increased, and there are more specialists, and
many more rules and procedures. The roles are more fightly defined, and external controls have
increased. Managers require more skills and more information to be able to cope with these
changes. In large organizations, the days of an individual manager running all the affairs of the
concern are finished. The efficient organization of big business now requires a co-ordinated
team effort. Learning the basic skills and knowledge of construction is vital to anyone wishing to
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enter the construction industry or wanting to ensure that a project they are about to start or are
planning to oversee will benefit from this course.

Landfill Operations

25 hours 12 months access Self-study $190
Using the Internet those taking this course will gain a vast array of knowledge concerning the
many aspects of landfill operations. This course provides eight foundation blocks for the operator
with units on waste decomposition, geology & hydrology, engineering, surveying, landfill design,
landfill construction, landfill operations, and regulations. This class will meet or exceed most state
requirements for the educational components of certification and/or licensing required for solid
waste professionals.

Landscaping Basics

96 hours 12 month access Instructor Supported $545
The course aims fo develop a solid understanding of the principles and procedures underlying
the design and development of garden areas. The subject is relevant to both public and private
landscaping and equally of value in developing home gardens or public parks. Though
consideration is given to both design and construction, the emphasis throughout the course is
landscape design itself.

Fundamentals of Structured Wiring

20 hours 3 month access Self-paced course $325
A comprehensive review of residential structured wiring designed for new and inexperienced
home technology installers. This course is also appropriate for builders, subcontractors, home
technology manufacturers, and anyone with a serious interest in residential low voltage wiring.
Books Included.

Home Entertainment Systems

30 hours 3 month access Self-paced course $395
Course includes complete instruction on the possibilities, benefits, technology, design, and
installation of whole house music systems for residential installers/integrators, builders, developers,
confractors, and real estate professionals. Book Included.

Home Network Design/Configuration

20 hours 3 month access Self-paced course $395
This course begins by explaining the capabilities and benefits of home networks as a means of
sharing computers and Internet access, and also as the backbone for connectivity between
other residential technologies. Books Included.

Home System Automation and Integration

30 hours 3 month access Self-paced course $395
The Home System Automation and Integration course discusses how to bring all the home
subsystems together and create a fully infegrated home. The course describes the process of
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setting up and programming automation controllers for complete home automation. Students
learn to tfroubleshoot and identify technical problems with system user interfaces or control
processors. Books Included.

Home Technology Tools, Products, and Services

30 hours 3 month access Self-paced course $395
This course presents the major commercial participants, common practices, and prevalent
consumer perception of HTI benefits. The course discusses the concept of an Infegrated Home
Network (IHN) and the tools, equipment, and expertise required to build it. Books Included.

Home Theater Design and Installation

20 hours 3 month access Self-paced course $395
Home theaters are becoming a "must have" in homes these days, and this course feaches what
students need to know to understand, design and install a home theater. Low-, mid-, and high-
end home theater possibilities are reviewed, as well as important safety considerations,
standards, and codes that must be followed during installation. Books Included.

Introduction to Residential Technologies

15 hours 3 month access Self-paced course $225
An engaging and thorough review of the capabilities, benefits, and technical infrastructure of
today’s residential technologies. Designed for anyone new to the residential technology
industry, including aspiring installers, builders, developers, contractors, real estate professionals,
and interested homeowners, this course is the ideal orientation to the current state of the
industry, market, and technology. Books Included.

Lighting, Water, and Temperature Control Systems

30 hours 3 month access Self-paced course $395
The Lighting, Temperature, and Water Control Systems course discusses effective management
of three energy and utility-based systems — lighting, heating, ventilation, and air-conditioning
(HVAC), and water — through implementation of home technology. Books Included.

Security, Surveillance, and Access Control Systems

30 hours 3 month access Self-paced course $395
The Security, Surveillance, and Access Control Systems course discusses the working principles,
design, and installation of home security and access control systems. It describes wired and
wireless security systems and explains gadgets, such as sensors, security panels, zone
commanders, and CCTVs that are a part of security systems. Books Included.

Telecommunications Systems

30 hours 3 month access Self-paced course $395
The Telecommunication Systems course infroduces students to the fundamentals of the
telecommunication system. Students are instructed on the design, installation, and configuration

2011 © EduSerc, Inc. All Rights Reserved. 1/19/2011
Page cxxxii



of home telecommunication systems, including advanced wired and wireless systems. Books
Included.

Technical Mathematics

30 hours 3 months access Self-study $395
The Technical Mathematics course provides students with mathematical skills they will require in
their day-to-day functions as home technology professionals. The course includes topics on
number systems, algebra, analytic geometry, and fundamental frigonometry. The course uses
examples and problems that students will encounter and will be expected to solve on the job.

2011 © EduSerc, Inc. All Rights Reserved. 1/19/2011
Page cxxxiii



IT Certifications

I'T CERTIFICATIONS

CISCO CERTIFICATION PROGRAMS

CCDA (Cisco Certified Design Associate)

40 hours 12 month access Instructor Supported $1325
The CCDA certification (Cisco Certfified Design Associate) indicates a foundation or apprentice
knowledge of network design for the Cisco Internetwork Infrastructure. CCDA certified
professionals can design routed and switched network infrastructures involving LAN, WAN, and
dial access services for businesses and organizations. Recommended prerequisites CCDA is the
first certification in Cisco's Network Design certification track. To become a CCDA you only have
to pass one Cisco exam: DESGN.

CCDP (Cisco Certified Design Professional)

120 hours 12 month access Instructor Supported $2385
The Cisco Certified Design Professional (CCDP) certification provides an in-depth knowledge of
network design. With CCDP certification, a network professional can design routed and
switched networks involving LAN, WAN and dial access services, apply modular design practices
and ensure solutions respond optimally to the business and tfechnical needs of an organization.
Employers worldwide search for Cisco certified network experts who can effectively utilize Cisco
products. The CCDP gives you all the fraining you need fo become one of these sought-after IT
professionals. Recommended prerequisites: CCDP candidates must already have obtained
Cisco Certified Design Associate (CCDA) and Cisco Certified Network Associate (CCNA)
certification.

CCNA (Cisco Certified Network Associate)

70 hours 12 month access Instructor Supported $1415
CCNA provides a comprehensive introduction to deploying Cisco routers in computer networks.
Cisco routers are the industry standard devices that are used to connect computers in local
area networks and the internet. Students will learn to identify the major components of a
computer system, to define basic computer and networking tferminology, and to describe the
benefits and functions of the OSI reference model. Students will gain the fundamental
knowledge and skills needed to install, configure and troubleshoot Cisco routers. CCNA certified
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professionals are in great demand in the computer industry today. This course is designed for:
Individuals who are new to networking concepts and terminology; individuals preparing to take
the Interconnecting Cisco Network Devices (ICND) learning path; anyone preparing for the
Intfroduction to Cisco Networking Technologies Cisco CCENT (Cisco Certified Entry Networking
Technician) exam, the Interconnecting Cisco Network Devices (ICND) exam, or the Cisco
Certified Network Associate (CCNA) exam Recommended prerequisites: A basic understanding
of personal computing hardware configurations and of networking business drivers.

CCNA Security

100 hours 12 month access Instructor Supported $2295
Cisco Certfified Network Associate Security (CCNAT™ Security) authenticates the associate-level
knowledge and skills that are required to troubleshoot, monitor and secure Cisco networks.
Those IT professionals with CCNA™ Security certifications can demonstrate the skills required to
recognize threats and develop a security infrastructure. CCNA™ Security certified IT personnel
can also maintain integrity and confidentiality as well as availability of data and services in the
technologies Cisco utilizes in its security structure. Learn how a static packet filter allows or
blocks data packets as they pass through a network interface. Become familiar with the
different types and features of firewalls, including inspection, transparent and Cisco 10S firewalls
function. Study cryptology, algorithms, ciphers and hashes and become an expert on what to
do and exactly when. Defend against endpoint attacks and prevent hacking on VolP networks.
You'll master topics like router, switch, endpoint, SAN and VolP security, ACLs, Cisco IOS IPS,
cryptography, digital signatures and IPsec VPNs. CCNA is a prerequisite to Implementing Cisco
IOS Network Security curriculum. Includes exam prep for the following exams 640-816, 640-822,
640-553.

CCNA Wireless

100 hours 12 month access Instructor Supported $2295
The Cisco Certified Network Associate Wireless certification (CCNA Wireless) is a specialized
upgrade from the Cisco CCNA certification that provides an entry-way into a wireless
networking career. With the Cisco CCNA Wireless certification, you'll be skilled at supporting a
basic wireless network on a Cisco WLAN in a SMB to enterprise network as well as configuring,
monitoring and troubleshooting the basic tasks of a Cisco WLAN. CCNA is a prerequisite to
Implement Cisco Unified Wireless Networking Essentials (IUWNE) curriculum. Include exam prep
for the following exams 640-816, 640-822, 640-721.

CCNP (Cisco Certified Network Professional)

100 hours 12 month access Instructor Supported $2295
CCNP certification validates a network professional's ability to install, configure and troubleshoot
converged local and wide area networks with 100 to 500 or more nodes. Network Professionals
who achieve the CCNP have demonstrated the knowledge and skills required to manage the
routers and switches that form the network core, as well as edge applications that integrate
voice, wireless, and security into the network. Recommended prerequisites: Skills in installing,
configuring, and operating basic network infrastructures. Cisco Certified Network Associate
(CCNA) knowledge is required.
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COMPTIA CERTIFICATION PROGRAMS

CompTIA A+ 2009

50 hours 12 month access Instructor Supported $885
CompTIA A+ certification (2009 Edition) validates the latest skills needed by today's computer
support professionals. It is an intfernational, vendor-neutral cerfification recognized by major
hardware and software vendors, distributors and resellers. CompTIA A+ certification (2009
Edition) confirms a technician's ability to perform tasks such as installation, configuration,
diagnosing, preventive maintenance and basic networking. The exams also cover domains such
as security, safety and environmental issues and communication and professionalism. CompTIA
A+ certification (2009 Edition) ensures the right people have the right skills. While many of the
essential skills are universal, there are additional skills required to support the needs of businesses.
By offering certification options for specific job scenarios, CompTIA A+ gives individuals the
ability fo grow their careers in a certain area, and employers the flexibility to choose the exam
combination that best fits their needs. 2009 version includes prep for exams 220-701, 220-702.

CompTIA A+ 2006  (Retired)

80 hours 12 month access Instructor Supported $1989
A+ is designed for computer service technicians at enfry level or with up to 6 months on-the-job
experience will be exposed to a broad range of basic computer hardware and software topics.
Itis a valuable industry credential that validates the fundamental level skills and knowledge of
computer professionals. Industry and government employers accept A+ as the standard in
foundation-level, vendor-neutral computer certification. The curriculum, which covers a broad
range of hardware and software technologies across many platforms, is excellent for anyone
wanting to become a hardware support technician. Include A+ Essentials, A+ IT Technician, A+
Remote Support Technician, A+ Depot Technician w/CertBlaster which map to exams 220-601,
220-602, 220-603, 220-604.

CompTIA Linux+

70 hours 12 months access Self-study $1265
This nationally recognized Linux+ online fraining certification course was developed by CompTIA.
The course measures vendor-neutral Linux knowledge and skills for an individual with at least six
months practical experience (Network+ or A+ background). This online Linux+ Certification
Training Preparation course will prepare students to fake the CompTIA Linux+ exam. Students
taking this program will learn the fundamentals of the Linux operating system including how to
configure Linux system services, how to manage a Linux system in a networked environment,
and finally, how to manage the servers a Linux system provides.

A new benefit (Oct 2010) for CompTIA Linux+ Powered by LPI candidates is that they may
choose, at the time they take the exams, fo have their exam record forwarded to the Linux
Professional Institute. Certification in CompTIA Linux+ Powered by LPI enables candidates to
become certified in LPIC-1 as well, enabling further participation in the LPI program if the
candidate chooses. Please note that CompTIA maintains candidate-confidential records for all
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exam takers, for their own access and use for employment or educational purposes. Any choice
to forward an exam record to LPl is made only by the candidate.
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CompTIA Network+

50 hours 12 month access Instructor Supported $885

Network+ is one of the five highly demanded computer industry certifications offered in the
Information Technology Foundation Course series. This program is ideal for anyone wanting to
start a career or advance their career in the IT industry. Network+ is a vendor neutral course that
covers a broad range of infroductory and more advanced topics across many crucial areas of
computer networking that employers require in today's computer industry. This course is
designed for: individuals preparing for a career in the administration and support of computer
networks across all platforms. Network+ topics include: Network Troubleshooting, TCP/IP, Network
Operating Systems, Network Installation and Upgrading, Managing User Accounts and
Passwords, Remote Access and Administration, and Fault Tolerance and Disaster Recovery.
Includes exam prep for Exam N10-004.

CompTIA RFID+

50 hours 12 month access Instructor Supported $1499
Frequency Identification Online (RFID ONLINE) is the first to market with a CompTIA Authorized
curriculum. This cost-effective and flexible training tool makes RFID now available to individuals
and corporations around the world. RFID on the Web™ offers you comprehensive; flash
animated information, detailed resources as well as interactive practice assessments which will
prepare you for a successful implementation project and CompTIA RFID+™ Certification. “The
CompTIA RFID+ certification promises to be one of the most sought after certifications in our
portfolio”, said John Venator, president and chief executive officer of CompTIA.

CompTIA Security+

60 hours 12 month access Instructor Supported $825
Security+ validates knowledge of communication security, infrastructure security, cryptography,
operational security, and general security concepts. The curriculum covers prevention of
information technology theft and security of intellectual property as well as theory of security
implementation and management. Industry and government employers have a growing need
for skilled computer security professionals to combat hackers, decrease financial losses and
secure valuable data. This course is designed for: Network administrators, firewall administrators,
system administrators, application developers, and IT security officers. Recommended
prerequisites: Knowledge and skills equivalent of those tested for in the CompTIA A+ and
Network+ cerfification exams.

CompTIA Server+

40 hours 12 month access Instructor Supported $885
Complete training for the CompTIA Server+ exam. Provides and skills and knowledge needed to
plan, install, configure and maintain a variety of servers on any platform according fo Industry
Standard Server Architecture (ISSA). The Server Hardware Specialist focuses on complex
activities and solving complex problems to ensure servers are functional and applications are
available. This specialist is expected to have an in-depth understanding of the planning,
installing, configuring, and maintaining servers, including knowledge of server-level hardware
implementations, data storage subsystems, data recovery, and I/O subsystems. This specialist
should know the interrelationships of all parts of the server system and understand the
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ramifications of their actions. This specialist performs independently 80% to ?0% of the time,
solves complex problems, and may seek assistance from systems support for particularly
challenging issues.
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Electronic Systems Technician (EST) formerly DHTI+

280 hours 12 month access Instructor Supported
$2,150

The Home Electronics curriculum is designed to fulfill the growing requirement of trained
professionals in the area of Home Technology Automation. The Home Technology Integration
self-paced curriculum is designed to fulfill the growing requirement for frained professionals in the
area of Home Technology. The program will address the core competencies required to install,
infegrate, and froubleshoot inferconnected home subsystems, including entertainment,
telecommunication, lighting, HVAC, water management, security, and access control systems.
The curriculum explores the design approach, working principles, processes, and standards that
apply to the Home Technology industry.

A+/Net+/Security+ (Tri-NET+)

160 hours 12 month access Instructor Supported

$2,195
CompTIA A+ 2009 CompTIA A+ certification (2009 Edition) validates the latest skills needed by
tfoday's computer support professionals. I is an international, vendor-neutral certification
recognized by major hardware and software vendors, distributors and resellers. CompTIA A+
certification (2009 Edition) confirms a technician's ability to perform tasks such as installation,
configuration, diagnosing, preventive maintenance and basic networking. The exams also cover
domains such as security, safety and environmental issues and communication and
professionalism. CompTIA Network+ Network+ is one of the five highly demanded computer
industry certifications offered in the Information Technology Foundation Course series. This
program is ideal for anyone wanting to start a career or advance their career in the IT industry.
Network+ is a vendor neutral course that covers a broad range of infroductory and more
advanced ftopics across many crucial areas of computer networking that employers require in
today's computer industry. CompTIA Security+ validates knowledge of communication security,
infrastructure security, cryptography, operational security, and general security concepts. The
curriculum covers prevention of information fechnology theft and security of intellectual
property as well as theory of security implementation and management. Industry and
government employers have a growing need for skilled computer security professionals to
combat hackers, decrease financial losses and secure valuable data.

CompTIA Strata

70 hours 6 month access Instructor Supported $995
CompTIA's Strata program offers fundamental to advanced certificates that validate a wide
range of subjects in information technology (IT). Students and professionals holding a Strata
certificate demonstrate that they have the knowledge required to enter and excel in IT and
technology-related fields. Strata exams validate knowledge in several IT subjects, including
Green IT, Technical Sales and PC concepts. CompTIA's Strata Green IT certificate is designed to
enhance an IT professional's experience, knowledge, and existing IT credentials to incorporate
emerging technologies shaping the global green IT industry foday. IT professionals that pass the
Green IT exam validate that they have the apfitude needed to effectively implement and
measure green IT programs and investments.
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CompTIA PDI+

50 hours 6 month access Instructor Supported $895
The CompTIA PDI+ Training Course includes expert instructor-led training modules with
customized presentations, practice exam simulators and learning supplements for an all-inclusive
training program that provides all the benefits of classroom training at your own pace.
CompTIA's PDI+ (Printing and Document Imaging) Certification is a vendor-neutral certification
that validates the knowledge of technicians for computer peripherals. CompTIA PDI+
certification fraining course confirms a technician's ability to install, connect, maintain, repair
and support a variety of devices in printing and document imaging technologies, including
printers, copiers, scanners and fax machines. The CompTIA PDI+ Certification Training Course is
delivered by one of the industry’s top instructors in document imaging diagnostics, repair,
assembly and maintenance. Students will learn the skills necessary to excel in document
imaging industry.

CompTIA CDIA+

50 hours 6 month access Instructor Supported $895
The CompTIA CDIA+ Training Course includes expert instructor-led training modules with
customized presentations, practice exam simulators and learning supplements for an all-inclusive
training program that provides all the benefits of classroom training at your own pace.
CompTIA's CDIA+ (Certified Document Imaging Architect) is a vendor-neutral certification that
validates the knowledge of professionals who deliver document imaging solutions. The CDIA+
Cerfification confirms a technician's expertise in the technologies and best practices used to
plan, design, and specify a document imaging and management system. The CompTIA CDIA+
Certification Training Course is delivered by some of the industry’s top instructors in computer
diagnostics, repair, assembly and maintenance. Students will learn the skills necessary to excel in
the knowledge management and document imaging industry.

CompTIA Project+

50 hours 6 month access Instructor Supported $895
CompTIA's Project+ is a globally recognized project management certification that provides
validation of fundamental project management skills. The Project+ Certification confirms a
project manager's knowledge of the entire project life cycle, from initiation and planning
through execution, acceptance, support and closure. The CompTIA Project+ Course from
measures the necessary competencies for all project managers, particularly in the IT industry.
Students will learn the knowledge and skills necessary to complete projects on fime and within
budget, and learn a common project management terminology used throughout the industry.
This course also includes curriculum for the PMP Certification.
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MICROSOFT CERTIFICATION PROGRAMS

MCSA 2003

160 hours 12 month access Instructor Supported $2350
Microsoft Certified Systems Administrator 2003 (MCSA 2003) cerfificate program is designed to
provide the students the skills needed to acquire entry-level employment in the field of network
administration. The emphasis is on hands-on network administration and is supported by relevant
theory. The students focus on communication, study, and self-learning skills in addition to the
technical skills that make up the core of the program. Students receive instruction that provides
preparation foundation for the MCSA series of exams. Graduates of the program can seek
successful employment as computer technicians; systems support specialists, or network
administrators.

MCSE for Windows 2003

280 hours 12 month access Instructor Supported $2605
The Microsoft Certified Systems Engineer (MCSE) credential is the premier certification for
professionals who analyze the business requirements and design and implement the
infrastructure for business solutions based on the Microsoft Windows® operating system and
Microsoft Servers software. Learn to design, implement, maintain and support information
systems in a wide range of computing environments using Microsoft’'s new Windows 2003 and
other Server products. This course is designed for: Managers, IT consultants, analysts, network
administrators, and support professionals tasked with managing a Windows 2003 network
infrastructure; students preparing for certification in Microsoft Certified Systems Administrator
(MCSA) and Microsoft Certified Systems Engineer (MCSE) programs. Recommended
prerequisites: CompTIA A+ certification or equivalent knowledge and skills; Network+
certification or equivalent knowledge and skills; a good working knowledge of TCP/IP, Internet
technologies, infernetworking, computer hardware components, and networking concepfs.

MCSE 2003 Security Certification

280 hours 12 month access Instructor Supported $2595
The Microsoft Certified Systems Engineer (MCSE) credential is the premier certification for
professionals who analyze the business requirements and design and implement the
infrastructure for business solufions based on the Microsoft Windows® operating system and
Microsoft Servers software. Learn how to prevent Internet attacks and maintain a secure
computing environment while you earn the Microsoft Certified System Engineer: Security for
Microsoft Windows 2003 certification title. To achieve MCSE 2003 Security Certification, you must
pass five core exams and three security specialization exams. Plus, you'll earn the MCP
(Microsoft Certified Professional) and MCSE (Microsoft Certified Systems Engineer) titles as you
advance your way to MCSE 2003 Certification. Recommended prerequisites: CompTIA A+
certification or equivalent knowledge and skills; Network+ certification or equivalent knowledge
and skills; a good working knowledge of TCP/IP, Internet technologies, infernetworking,
computer hardware components, and networking concepfs.
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MCDST (Microsoft Desktop Support Technician)

50 hours 12 month access Instructor Supported $1665
The Microsoft Certified Desktop Support Technician credential is the premier certification for IT
professionals who support end users and troubleshoot desktop environments running on the
Microsoft Windows operating system. This online certification preparation program will prepare
students to sit for the national certification exam to become a Microsoft Certified Desktop
Support Technician. MCDSTs are employed as Help Desk Technicians, Customer Support
Representatives, PC Support Specialists, Technical Support Representative, Technical Support
Specialist, among others! MCDSTs are not expected to possess network administration skills.

MCDBA 2003 /w SOQL 2000 Retired: Replace by MCITP

150 hours 12 month access Instructor Supported $2385
The Microsoft Certified Database Administrator (MCDBA) 2003 on Microsoft SQL 2000 credential
is the premier certification for professionals who implement and administer Microsoft SQL
Server™ databases. This program will train and prepare students to sit for the official Microsoft
MCDBA certification. The certification is appropriate for individuals who derive physical
database designs, develop logical data models, create physical databases, create data
services by using Transact-SQL, manage and maintain databases, configure and manage
security, monitor and optimize databases, and install and configure SQL Server. The MCDBA 2003
on SQL 2000 Certification is appropriate for database administrators, datalbase analysts or
database developers. By earning the premier MCDBA 2003 on SQL 2000 credential, individuals
are demonstrating that they have the skills necessary to lead organizations in the successful
design, implementation, and administration of SQL Server databases.

MCAD for .NET (Microsoft Certified Application Developer) Retired

340 hours 12 month access Instructor Supported $1945
The Microsoft Certified Application Developer (MCAD) credential provides industry recognition
for professional developers who build powerful applications using Microsoft Visual Studio .NET
and Web services on the Microsoft .NET Framework 1.0 and Microsoft .NET Framework 1.1. This
mid-level developer certification provides the essential foundation needed to acquire
Microsoft’s premier MCSD certification. MCAD's are fully qualified to effectively develop and
maintain department-level applications, components, and desktop clients.

MCSD for .NET (Microsoft Certified Solutions Developer) Retired
300 hours 12 month access Instructor Supported $2505

Microsoft Certified Solution Developer (MCSD) for Microsoft .NET candidates are required to pass
four core exams and one elective exam. The core exams provide a valid and reliable measure
of technical proficiency and expertise in developing and maintaining enterprise applications
that are based on Microsoft development tools, technologies, and platforms on the Microsoft
.NET Framework 1.0 and Microsoft .NET Framework 1.1. The elective exam provides proof of
expertise on a specific Microsoft server product. Recommended prerequisites: An MCSD for
Microsoft .NET candidate should have two years of experience developing and maintaining
solutions and applications.
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MCITP Enterprise Administrator

150 hours 12 month access Instructor Supported $2495
(MCITP) Certification is the leading credential for Windows Server 2008. It provides a widely
recognized validation of the ability to perform critical and current IT job roles by using Microsoft
technologies to their best advantage. Enterprise administrators are recognized as leaders in
Windows infrastructure design. Earning the MCITP Enterprise Administrator certification,
distinguishes you as an IT professional committed to excellence in working with Windows Server
2008. Preparation for the following exams: #70-620, #70-640, #70-642, #70-643, #70-680, #70-646.

MCITP Server Administrator

100 hours 12 month access Instructor Supported $2045
The Microsoft Certified IT Professional (MCITP) Certification is the leading credential for Windows
Server 2008. It provides a widely recognized validation of the ability to perform critical and
current IT job roles by using Microsoft technologies to their best advantage. Server Administrators
are recognized as leaders in Windows infrastructure design. Earning the MCITP Server
Administrator certification, distinguishes you as an IT professional committed to excellence in
working with Windows Server 2008. To earn this certification, you must pass three exams: two
Microsoft Certified Technology Specialist (MCTS) prerequisite exams and one Professional Series
exam. Exam 70-640, 70-642, 70-646.

MCITP Database Administrator

110 hours 12 month access Instructor Supported $2045
Take your skills to the next level as a Microsoft Certified IT Professional (MCITP) Database
Administrator. This 3 course-fraining program will effectively prepare you to implement and
administer Microsoft SQL Server 2005 databases. Microsoft Certified IT Professional: Database
Administrator (MCITP: Database Administrator) is the premier certification for database server
administrators. This certification demonstrates that you can keep up with your enterprise business
solutions 24 hours a day, 7 days a week. Database administrators install or configure Microsoft
SQL Server and manage or maintain databases or multidimensional databases, user accounts,
database availability, recovery, and reporting. They also design or implement security or server
automation and monitor and troubleshoot SQL Server activity. Database administrators are
typically employed by mid-size to large organizations. Microsoft Skills Assessments for Microsoft
SQL Server 2005 help database administrators focus their exam preparation training and find
learning resources. Preparation for the following exams: #70-431, #70-443, #70-444.

MCITP Database Developer

110 hours 12 month access Instructor Supported $2045
Take your skills to the next level as a Microsoft Certified IT Professional (MCITP) Database
Developer. This 3 course-tfraining program will effectively prepare you to implement and develop
Microsoft SQL Server 2005 databases. Database developers design and implement relational
database models (logical and physical) and database storage objects. They also program
servers by using user-defined functions, triggers, stored procedures, Transact-SQL, or the CLR.
They retrieve or modify data by using SQL queries or fune and optimize queries. Preparation for
the following exams: #70-431, #70-441, #70-442.
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MCITP: Enterprise Desktop Administrator 7

80 hours 12 month access Instructor Supported $2045
The MCITP: Enterprise Desktop Administrator 7 validates an IT Professional’s ability to deploy
desktop applications and operating systems and manage the client life cycle. MCITP Enterprise
Desktop Administrator 7 builds on the technical proficiency needed to become certified as an
MCTS (Microsoft Certified Technology Specialist). IT Professionals will therefore earn one or more
MCTS certifications as they earn an MCITP certification. . Preparation for the following exams:
#70-680, #70-686.

MCTS Technology Specialist: .NET Framework 2.0

170 hours 12 month access Instructor Supported $2495
Developers who hold the Microsoft Certified Technology Specialist: .NET Framework 2.0 Windows
Applications certifications have demonstrated breadth and depth of skills and knowledge of
Windows Forms technology, in addition to expertise in data access in Microsoft Windows
applications. Preparation for the following exams: #70-536, #70-528, #70-526 and #70-529 for
VB.NET or C.NET.

MCTS Technology Specialist .NET Framework 3.5

200 hours 12 month access Instructor Supported $2495
Developers who hold the Microsoft Certified Technology Specialist: .NET Framework 3.5 Windows
Applications certification enable professionals to target specific technologies and to distinguish
themselves by demonstrating in-depth knowledge and expertise in the various Microsoft
specialized technologies. Preparation for the following exams: #70-503, #70-505, #70-504, #70-
536, #70-562 VB.NET

MCTS (Microsoft Certified Technology Specialist 2007)

140 hours 12 month access Instructor Supported $2495
The Microsoft Certified Technology Specialist (MCTS) certifications enable professionals to target
specific technologies and to distinguish themselves by demonstrating in-depth knowledge and
expertise in their specialized technologies. Microsoft Certified Technology Specialists are
consistently capable of implementing, building, froubleshooting, and debugging a particular
Microsoft technology. This course series includes training Configuring Microsoft Exchange Server
2007, Microsoft Window Vista Clients, Microsoft SharePoint Portal Server 2007, Windows
SharePoint Services 3.0, Microsoft Office Project 2007. Preparation for the following exams: #70-
236, #70-620, #70-630, #70-631, #70-632.

Microsoft MCTS Certification for SQL 2008

100 hours 12 month access Instructor Supported $2495
Microsoft Certified Technology Specialist (MCTS): SQL Server 2008 implement and maintain
databases using specific instructions and specifications. They have thorough knowledge of the
product, understand how to use the tools and Transact-SQL language, and know how to explore
the user interface. Technology Specialists typically pursue careers as database administrators,
database developers, or business intelligence developers. They may also be developers and
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systems administrators who do not work with SQL Server daily but who want to show their
breadth of technology experience. 3 courses Preparation for the following exams: #70-432, #70-
433, #70-448.
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SECURITY CERTIFICATION PROGRAMS

ISSEP — (ISC)2

20 hours 12 month access Instructor Supported $745
Developed and maintained under a joint agreement between the International Information
Systems Security Certification Consortium (ISC)2 and the U. S. National Security Agency,
Information Assurance Directorate (NSA/IAD), ISSEP is a master-level, vendor-neutral certification
that recognizes mastery of an international standard for information security and understanding
of a Common Body of Knowledge (CBK). After studying the course for ISSEP certification, you'll
have the ability to manage, operate, develop and plan an effective network security
infrastructure. Recommended prerequisites: Candidates must be a CISSP in good standing* to
sit for one or more of the concenfration examinations.

CISSP and SSCP - (ISC)2

80 hours 12 month access Instructor Supported $1615
Developed and maintained by the International Information Systems Security Certification
Consortium (ISC)2, CISSP is a premium, vendor-neutral certification that recognizes mastery of an
international standard for information security and understanding of a Common Body of
Knowledge (CBK). The CISSP course provides you with the knowledge and skills to pass the CISSP
certification, after which you'll have the ability to manage, operate, develop and plan an
effective network security infrastructure. Developed by the International Information Systems
Security Certification Consortium (ISC)2, the Systems Security Certified Practitioner (SSCP)
credential offers information security tacticians, with implementation orientations, the
opportunity to demonstrate their level of competence with the seven domains of the
compendium of best practices for information security.

EC-Council Security5 - Computer Security Basics

20 hours 6 month access Instructor Supported $745
EC-Council's Security5 certification training course is the entry-level certification for professionals
interested in learning computer security basics and networking. Security5 stands for the five
components of IT Security: Firewalls, Anti-Virus, IDS, Networking and Web Security. With this
course, students will learn the basic networking and security skills and to begin high-end IT
programs. SecurityS fraining course teaches today's knowledge workers the ‘Alphabet Soup of
Security' so that students can distinguish between the legitimate and malevolent and guard
their information assets. Identity theft, credit card fraud, online banking Phishing scams, virus and
backdoors, email hoaxes, sex offenders lurking online, loss of confidential information and
hackers are some of the threats you will face on a daily basis. Security5 training will prepare you
to face them and defend yourself.

EC-Council Certified Ethical Hacker v6

70 hours 6 month access Instructor Supported
$2,495
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EC Council's CEH: Certified Ethical Hacker certification training course enables the system
administrator with critical information to identify, counter and stop or defend hackers from
penetrating the corporate network. With this certification, you will begin to understand how a
hacker thinks and what tactics they use to penetrate corporate networks. This allows system
administrators to deploy proactive countermeasures and stay ahead of information security
developments and exploited vulnerabilities. CEH certification training course will immerse the
student info an interactive environment where they will be shown how to scan, test, hack and
secure their own systems. Certified Ethical Hacker or CEH is a vendor-neutral certification that
explores the existence and the use of hacking tools and security systems across 22 topical
domains. Within each domain, students are presented with several tools that a hacker can use,
and which countermeasures are most effective.

Certified Ethical Hacker Certification CEH

40 hours 12 month access Self-study $745
The Certified Ethical Hacker course will teach you the fundamentals of ethical hacking, such as
footprinting, scanning, system hacking, social engineering and sniffing. You'll learn the
difference between handling internet-based and database-based attacks, wireless attacks and
countermeasures as well as session hacking and deterring electronic intrusions. Exam ECO-350
(312-50%).

EC-Council Computer Hacking Forensics Investigator (CHFI)

70 hours 6 month access Instructor Supported

$2,495
EC Council's CHFI: Computer Hacking Forensics Investigator certification training course provides
students with the necessary training to identify a hacker or intruder’s footprints and to properly
gather the necessary evidence to prosecute in the court of law. Computer Hacking Forensic
Investigation is the process of detecting hacking attacks and properly extracting evidence to
report the crime and conduct audits to prevent future attacks. With the CHFI certification, you
will begin to understand the application of computer investigation and analysis fechniques in
the interests of determining potential legal evidence. CHFI training course willimmerse the
student info an interactive environment where they will trace the tracks of a hacker through a
client’s systems, trace the originator of defamatory emails, and recover signs of fraud. Students
will learn CHFI investigation methods for discovering data that resides in a computer system and
recovering deleted, encrypted, or damaged file information. CHFl is a vendor-neutral
certification that validates knowledge in securing and analyzing electronic evidence.

EC-Council Certified Security Analyst (ECSA)

70 hours 6 month access Instructor Supported

$2,495
ECSA/LPT: EC-Council Certified Security Analyst/Licensed Penetration Tester training course
teaches security professionals the advanced uses of the available methodologies, tools and
techniques required to perform comprehensive information security tests. The ECSA/LPT
certification validates an IT security professional's skills and ability to perform the intensive
assessments required to effectively identify and mitigate risks to the security of your infrastructure.
ECSA/LPT training course explores the analytical phase of ethical hacking, and teaches students
Licensed Penetration Testing (LPT) methodology and ground-breaking techniques for security
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and penetration testing. EC-Council Certified Security Analyst/Licensed Penetration Tester or
ECSA/LPT is a vendor-neutral certification that provides real-world hands-on experience by
covering advanced hacking and penetration testing methods in all modern infrastructures,
operating systems and application environments.

Certified Information Systems Auditor (CISA)

70 hours 6 month access Instructor Supported $995
The Certified Information Systems Auditor (CISA) Certification training course provides students
with knowledge and skills IT Security professionals and auditors need to prepare for the CISA
certification exam, including: the Information Systems Audit Process, Information Technology
Governance, Systems and Infrastructure Life Cycle Management, IT Service Delivery and
Support, Protection of Information Assets and Business Continuity and Disaster Recovery. The
Certified Information Systems Auditor (CISA) program, sponsored by ISACA®, has been the
globally accepted standard of achievement among information systems (IS) audit, control and
security professionals since 1978. As a Certified Information Systems Auditor (CISA), you'll perform
a business-critical function: assessing your organization's IT and business systems to ensure they
are monitored, controlled, and protected.

Certified Wireless Network Administrator (CWNA)

90 hours 12 month access Self-paced $995
The CWNA® (Certified Wireless Network Administrator) certification is a foundation level wireless
LAN certification for the CWNP Program. Your CWNA certification will get you started in your
wireless career by ensuring you have the skills to successfully administer enterprise-class wireless
LANs. The CWNA was developed by Planet3, makers of the CWNA certification program. Our
course is recognized as Planet3 Official Academic Curriculum. According to CertMag's 2007
Salary Survey, CWNAs earn an average of $78,000 (U.S.).

Check Point NG/NGX

60 hours 12month access Instructor Supported

$1,730
Learn online to become a Check Point Certified Security Administrator NG (CCSA NG) or NGX
with Application Intelligence certification. CHECK POINT NG: Passing Exam #156-210.4 earns
you the Check Point Certified Security Administrator NG (CCSA NG) with Application Intelligence
certification. CCSA NG with Application Inteligence-Management | is a foundation course for
Check Points flagship product, VPN-1/FireWall-1. This course covers configuring VPN-1/FireWall-1
and provides hands-on training managing a VPN-1/FireWall-1 installation. CHECK POINT
CERTIFIED SECURITY ADMINISTRATOR (CCSA) NGX: Systems administrators, Security Managers,
Network Engineers, people who want to obtain the Check Point Certified Security Administrator
NGX certification and want to will learn to recognize the components and operation of the
Check Point NGX three-tiered architecture, and to recognize how it is used to secure a network,
and to perform stand-alone and distributed installations. Recommended prerequisites: A good
understanding of networking technologies, such as IP addressing and network fopologies, a
working knowledge of Microsoft Windows and/or Unix Ability to identify threats to a network and
the services they use.
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Computer Forensics Certification

150 hours 12 month access Instructor Supported
$3.195

This is not a "watered down" training course. We have a great training course, great material,
experienced instructors and we truly want you to learn the material and to become good
forensic examiners. We want you to compare and decide what is best for you. The Level | online
program is designed for people interested in becoming Computer Forensics experts. This online
program is designed for people interested in becoming Computer Forensics experts. Students
move at their own pace through all 3 levels (7 modules) and learn how to forensically Exam(s)ine
and recover data from operating systems. Students learn core forensic procedures for any
operating or file system, and how to conduct forensically sound Examinations to preserve
evidence for admission and use in legal proceedings. Each module requires an Exam(s) and
completion of practical exercises before you can move to the next module. Additionally, this
course will help prepare you for the upcoming Certified Computer Examiner (CCE) Examination.

VMware vSphere 4.0 (Cloud Computing)

50 hours 12 month access Instructor Supported $895
Learning and Exploring VMware vSphere 4.0 training course goes beyond what is normally
taught to give you the first VMware training course that teaches you how to truly master the
vSphere 4.0 materials. We include more demonstrations, information and additional fopics to
help students truly succeed. Learning and Exploring VMware vSphere 4.0 Training Course
teaches students Installation, Planning, Configuration, Deployment, Security, Storage, Access
Controls, High Availability, and Automation all in one complete training course. VMware
vSphere 4.0 training is intended for Network or Server Administrators who wish to learn and
master VMware VSphere for project planning and daily management and is for educational
purposes. If you are a beginner to VMware or have worked with previous versions of the
software and are looking to learn and master the new vSphere version, this is the course for you.

Linux LPI Level 1

70 hours 12 month access Self-study $965
The Linux LPI (Junior Level Administration) course is designed for students wishing to acquire the
basic skills required as a Linux system administrator and provides you with the knowledge and
skills to effectively do Basic System Administration on Linux LPI. Students must understand the OS
terminology and be able to interact with the shell and commands via the command line
interface.

Linux LPI Level 2 (LPIC-2)

40 hours 12 month access Self-study $1205
The Linux LPIC 2 course provides you with the knowledge and skills o do more complex
intermediate skills required as a Linux system administrator. Recommended prerequisites:
General knowledge of computers and computer operating systems ideally encompassing UNIX
knowledge because of the similarity to Linux is recommended to begin the Linux LPI course.
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Linux LPI Level 1 and Level 2

110 hours 12 month access Self-study
$2,095

The Linux LPI (Junior Level Administration) course is designed for students wishing to acquire the
basic skills required as a Linux system administrator and provides you with the knowledge and
skills to effectively do Basic System Administration on Linux LPI. Students must understand the OS
terminology and be able to interact with the shell and commands via the command line
interface. The Linux LPIC 2 course provides you with the knowledge and skills fo do more
complex intermediate skills required as a Linux system administrator. Recommended
prerequisites: General knowledge of computers and computer operating systems ideally
encompassing UNIX knowledge because of the similarity to Linux is recommended to begin the
Linux LPI course.

Oracle 9i Certified Database Associate (OCA/OCP)

140 hours 12 month access Instructor Supported $1515
Oracle certifications are tangible, industry-recognized credentials that can help you succeed in
your IT career and provide measurable benefits to your employer. Oracle cerfifications are a
reliable validation of training and experience that can accelerate your professional
development, improve your productivity, and enhance your credibility. Oracle DBAs manage
the industry's most advanced information systems and command some of the highest salaries.
Obtaining this credential is your first step towards success as an Oracle professional. The Oracle
9i OCA has a firm foundation in the basic skills Oracle database administration. Preparation for
the following exams 1Z0-007, 1Z0-031,1Z0-032, 1Z0-033.

Oracle 10g OCA/OCP

90 hours 12 month access Instructor Supported $2235
Oracle certifications are tangible, industry-recognized credentials that can help you succeed in
your IT career and provide measurable benefits to your employer. Oracle certifications are a
reliable validation of fraining and experience that can accelerate your professional
development, improve your productivity, and enhance your credibility. The Oracle 10g Training
Cerfification course provides you with the knowledge and skills to effectively design and
manage an Oracle10g database management system. Preparation for the following exams
120-042, 120-043.
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Oracle 11g Administrator Professional (OCP)

80 hours 12 month access Instructor Supported $2235
Oracle certifications are a credible validation of training and experience that can accelerate
your professional career, improve your productivity, and enhance your resume. An Oracle
Professional Certification demonstrates that you have a solid understanding of a job role and the
Oracle products used in that role. Being an Oracle Certified Professional can help raise your
visibility and increase your access to the industry's most challenging opportunities. Oracle
certifications are tangible, industry-recognized credentials that can help you succeed in your IT
career and provide measurable benefits to your employer. Industry Analysts and Experts agree,
Oracle Certifications are among the most sought after badges of credibility for expertise in the
Information Technology marketplace. IT professionals can differentiate themselves from their
peers or competition and gain valuable job security by earning an Oracle Professional
Cerfification. Preparation for the following exams 1Z0-051, 1Z0-052, 1Z0-053.

Oracle DBA Training OCA & OCP (9i & 10g) Certificate

330 hours 12 month access Instructor Supported $2995
This certificate combines 9i & 10g at a great discount. The Oracle 9i OCA has a firm foundation
in the basic skills Oracle database administration. Preparation for the following exams 120-007,
120-031, 120-032, 1Z0-033 The Oracle 10g Training Certification course provides you with the
knowledge and skills to effectively design and manage an Oracle10g database management
system. Preparation for the following exams 120-042, 120-043.

SANS GIAC Security Essentials Certification (GSEC)

90 hours 12 month access Instructor Supported $1485
Security Professionals that want to fill the gaps in their understanding of technical information
security and demonstrate they are qualified for hands on roles with IT systems with respect to
security tasks. This is also appropriate for hands on, technically oriented managers that want to
understand information security beyond simple terminology and concepts; anyone new to
information security with some background in information systems and networking. GIAC
Security Essentials Certification graduates have been taught the knowledge, skills and abilities
required to incorporate good information security practice in any organization. The GSEC tests
the essential knowledge and skills required of any individual with security responsibilities within an
organization.

Sun Microsystems Solaris 9: Basic System Admin | &

80 hours 12 month access Instructor Supported $1765
Solaris 9 Exam | course provides information about the essential tasks of standalone installation,
file system management, backup procedures, process control, user administration, and device
management. Learners enrolled in this course will gain the necessary knowledge and skills to
perform these essential system administration tasks in the Solaris ¢ Operating Environment. Solaris
9 Exam Il course provides students with the skills necessary to administer Sun systems running
Solaris 9 in a network environment. Learners will gain the knowledge necessary to maintain Sun
systems, configure and troubleshoot the Network File System (NFS), and configure the Network
Information Service (NIS) environment.
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SharePoint Certificate

60 hours 12 month access Instructor Supported $2045
Included two courses: Exam 70-630: TS: Configuring Microsoft Office SharePoint Server 2007

This course provides students with the knowledge to implement Microsoft Office SharePoint
Server 2007, configure the content management, configure the business forms, configure the
business intelligence and the managing of Microsoft Office SharePoint Server 2007
Administration. You will also learn how to upgrade to Microsoft Office SharePoint Server 2007.
Exam 70-631: TS: Configuring Windows SharePoint Services 3.0

This course provides students with the knowledge to deploy, configure network infrastructure,
configure security, administer, monitor and do advanced customization in Windows SharePoint
Services 3.0.
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CERTIFICATION BUNDLES

A+ 2009, Network+
100 hours 12 month access Instructor Supported $1695

A+, Network+, CCNA
170 hours 12 month access Instructor Supported $2699

A+, Network+, MCSE
380 hours 12 month access Instructor Supported $3295

A+, Network+, Security+, MCSE
440 hours 12 month access Instructor Supported $3995

Network+, CCNA
120 hours 12 month access Instructor Supported $1995

Network+, Security+, CCNA

180 hours 12 month access Instructor Supported $2895
MCSA, MCDBA
330 hours 12 month access Instructor Supported $2995

2 Cert: MCAD, MCSD (Retired)
940 hours 12 month access Instructor Supported $2995

4 Cert: Network+, Security+, MCSE, CCNA - 2 years
460 hours 12 month access Instructor Supported $4395

5 Cert: A+, Net+, CCNA, Security+ & MCDST or MCSE
510 hours 12 month access Instructor Supported $4695
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COURSES

Computer Forensics Level 1

50 hours 12 month access Instructor Supported $1200
This is not a "watered down" training course. We have a great training course, great material,
experienced instructors and we truly want you to learn the material and to become good
forensic examiners. We want you to compare and decide what is best for you. The Level | online
program is designed for people interested in becoming Computer Forensics experts. This online
program is designed for people interested in becoming Computer Forensics experts. Students
move at their own pace through all 3 levels (7 modules) and learn how to forensically
Exam(s)ine and recover data from operating systems. Students learn core forensic procedures
for any operating or file system, and how to conduct forensically sound Examinations to preserve
evidence for admission and use in legal proceedings. Each module requires an Exam(s) and
completion of practical exercises before you can move to the next module. Additionally, this
course will help prepare you for the upcoming Certified Computer Examiner (CCE) Examination.

Computer Forensics Level 2

50 hours 12 month access Instructor Supported $1000
The Level Il online program is designed for people interested in becoming Computer Forensics
experts and have successfully completed Level | fraining.

Computer Forensics Level 3

50 hours 12 month access Instructor Supported $1000
The Level lll online program is designed for people interested in becoming Computer Forensics
experts and have successfully completed Level | and Il training.

Linux Introduction

32 hours 7 weeks Instructor Supported $295
Linux used to be the operating system of choice for true computer geeks, but in the last few
years Linux has matured into an operating system that can compete the more popular
operating systems. This course will start with installing Linux on a machine and introduce you to
the graphic user interface (GUI) and the tools available there. Students will work with the
command line inferface and learn to manage files, write and compile programs and write shell
scripts. The course will also cover some basic administratfive fools like the Apache web server.
Students will need a machine on which they can install Linux or a machine that is running Linux.

Linux: Installation and Overview

8 hours 3 weeks Instructor Supported $165
This course is for students who want to get started using Linux. Students will install RedHat Linux
Fedora Core on their computers. Once the installation is complete students will learn the basics
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of the command prompt and the graphical user environment. Students will be infroduced to
some basic system administration.

Overview of Linux Shells

32 hours 7/ weeks Instructor Supported $295
The Linux shells provide the user a direct way to access files and processes on their computer.
Each shell offers a slightly different set of tools and scripting capabilities. This course will infroduce
the new Linux user to the various shells, a comparison of the features of the shells and an
infroduction to the scripting language available for each. Students will need access to a
computer running Linux.

Setting Up LAMP (Linux, Apache, MySQL, PHP)

32 hours 7 weeks Instructor Supported $295

LAMP (Linux, Apache, MySQL, PHP) provides a set of tools that web developers can use to
design, develop, test and deliver web-based applications. This course will walk the new user
through the process of installing and configuring the Linux operating system, the Apache web
server, the MySQL database application and the PHP server scripting language. The course also
covers how to maintain and trouble-shoot the system. Students will also get a quick infroduction
to using PHP to create data-driven web applications. Students will need a computer on which
they can install the LAMP applications.
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Law / Legal

LAwW/LEGAL

CERTIFICATIONS

Paralegal/Legal Assistant (Basic)

150 hours 12 month access Instructor Supported
$1,395

The definition of a paralegal (often called a legal assistant) is an individual who is not an
attorney, but performs tasks requiring knowledge of the law. Paralegals are commonly
employed by law offices and work for lawyers. They may also work independently in private
practice as freelance paralegals, for the government, or in corporations. Paralegals often
handle the legal paperwork involved with many areas of the law as it is less expensive to allow a
paralegal to handle this than an attorney. This online, generalist, entry-level program gives a
comprehensive overview of paralegal roles and responsibilities. The program is recommended
for people with a minimum of a high school diploma/GED or those in the legal profession seeking
advancement or career change. Books Included.

Advanced Paralegal

450 hours 12 month access Instructor Supported
$1,395

This advanced program builds on the foundation created in Paralegal Basic program. It focuses
on law specialties, complete with samples of pleadings, formats, and citations. It is designed to
teach the functions and processes of institutions in the U.S. legal system, roles and issues in the
field, and selected specialties of law. The law specialties covered in detail include Bankruptcy
Law, Business Law, Law of Contracts, Family Law, Torts and Tortfeasors, Litigation, Criminal Law,
and Real Estate Law. As law firms get pressed by their clients to cut back on their billing, there will
be more demand for paralegals as a less costly way to get basic work done instead of having
expensive attorneys billing clients.

Complete Paralegal Assistant Program

900 hours 12 month access Instructor Supported
$2,995
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This Program provides the most effective way to start the process of becoming a paralegal (also
known as “legal assistant”). It includes the full range of courses needed to pass the CLA
certification exam and has the required minimum 900 hour duration. Please check your state
requirements as some states require a Bachelor's degree or may have additional guidelines. As
law firms get pressed by their clients to cut back on their billing, there will be more demand for
paralegals as a less costly way to get basic work done instead of having expensive attorneys
billing clients. According fo the US Bureau of Labor Statistics, paralegal openings will grow much
faster than average and job opportunities are expected to be very good in the coming years.
The Paralegal Program is online, interactive, and fun! The program meets the clock hour
requirements from NALA (National Association of Legal Assistants) for the CLA (Certified Legal
Assistant) examination. Our program is comprehensive in nature, but we also fast-track you
through the training so you can start working as quickly as possible.

Legal Transcription Certificate

300 hours 12 month access Instructor Supported

$1,795
Our Online Legal Transcription Training Program provides the most effective way to become a
legal secretary-transcriptionist. Legal franscripfionists prepare legal documents from both written
and dictated information. In this course, you will learn the basics of the law as a profession, the
history behind the practice of the law, and the composition of the court systems. You will also
gain an overview of different law specialfies. This program is self-paced and 100% online. It
includes information on the profession, how a law office works, fundamentals of law, court
systems and litigation, specialty law, and finally, several hours of actual legal dictation to
develop franscription mastery. Transcription requires a foot pedal, which is included with your
enrolliment.

CERTIFICATES

Criminal Justice w/ Abnormal Psychology

260 hours 12 month access Instructor Supported
$1,795

Have you been searching for information about criminal justice jobs? Are you interested in
careers in criminal justice? This course can help you get started! Our criminal justice distance
learning course can provide in-depth training about careers in criminal justice and could be a
stepping stone toward getting one of many exciting criminal justice jobs. Our innovative course
offers comprehensive training that can lead to an exciting career in criminal justice and covers
a number of key concepts involved in criminal justice jobs. Abnormal Psychology course
Included Books included.

Criminal Justice

120 hours 12 month access Instructor Supported $995
Have you been searching for information about criminal justice jobs? Are you interested in
careers in criminal justice? This course can help you get started! Our criminal justice distance
learning course can provide training about careers in criminal justice and could be a stepping
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stone toward getting one of many exciting criminal justice jobs. We recognize there is an
increasing need to fill a variety of jobs in criminal justice fields. We also recognize the importance
of gaining quality training that can help you be even more prepared for a career in criminal
justice. That is why our distance learning course provides a thorough infroduction about careers
in criminal justice. New Brighton's convenient and affordable criminal justice course can help
you get the training you need to learn more about the exciting world of criminal justice jobs.
Books included.

Legal Court Interpreter - Spanish (Basic)

70 hours 8 Weeks access Instructor Supported $750
The Basic (3-unit) English - Spanish Course for Court Interpreters prepares aspiring bilinguals to
approach the career of legal interpretation equipped with fundamental skills and knowledge.
Students are expected to be fully bilingual in both languages. The Basic course has been
designed for those aspiring interpreters who are preparing to start their carrier in the field of legal
interpretation. To achieve a necessary level of qualification to practice the profession, further
training is highly recommended. The large portion of the Basic course is dedicated to stages of
criminal procedures to emulate the approach of the Consortium and the Federal Interpreter
Program. Course available for other language combinations: Albanian, Arabic, French, etc.

Legal Court Interpreter - Spanish (Advanced)

160 hours 16 Weeks access Instructor Supported

$2,495
Court interpreters, in particular, are much needed to provide accurate interpretation and
franslation for witnesses and parties in courtrooms and other legal proceedings where legal
terminology is used and knowledge of legal procedures and processes is essential. The
Advanced (8-unit) English - Spanish Course for Court Interpreters provides in-depth training to
legal interpreters. Students are expected to be fully bilingual in both languages. This course offers
a comprehensive approach to theoretical and practical training for aspiring and working legall
interpreters. It consists of six major components distributed among eight units. A large portion of
the course is dedicated to stages of criminal procedures to emulate the approach of the
Consortium and the Federal Interpreter Program. Course available for other language
combinations: Albanian, Arabic, French, etc.

COURSES

Introduction to Business Law

30 hours 3 month access Instructor Supported $595
This course is an infroduction to contracts and transactions involving starfing and selling
businesses. The course will infroduce students to basic concepts involved in real estate,
commercial law, and banking.

Civil Litigation
30 hours 3 month access Instructor Supported $595
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The course is designed to follow the procedures of a civil lawsuit from the first client contact
through discovery, settlement negotiations or trial, and appeal. Course work will focus on the
role and responsibilities of the paralegal in preparing court documents, investigation, client and
witness contact, discovery, and tfrial assistantship.

Criminal Law

30 hours 3 month access Instructor Supported $595
This course covers the Common Law and Model Penal Code elements for General Infent and
Specific Intent crimes. Actus Reus and Mens Rea are examined in the context of the elements of
various crimes including, Assault, Battery, Larceny, Robbery and Burglary. In addifion, Homicide
and its various categories are explored along with defenses and party liability, such as Principal
and Accessory. The video lectures combined with the text and quizzes presents an excellent
learning environment for law school and Bar exam purposes

Personal Injury and Torts

30 hours 3 month access Instructor Supported $595
This course presents the essential elements of the various intentional torts, including assault,
battery, false imprisonment and intentional infliction of emotional distress. Torts against property,
such as trespass to land, trespass to chattel and conversion are also covered. The course
emphasizes the important rules of law associated with the elements of a cause of action for
negligence: duty, breach, causation and damages. The defenses to negligence and several
miscellaneous torts, such as defamation and nuisance are also covered from a first-semester,
first-year perspective. The video lectures combined with the text and quizzes presents an
excellent learning environment for law school and Bar exam purposes.

Bankruptcy Law

30 hours 3 month access Instructor Supported $595
Students in this course will become familiar with the basic requirements of Chapter 7, 11, and 13
Bankruptcies. Students will also have the opportunity to become familiar with some of the more
general Court rules and preparation of documents for filing.

Real Estate Law

30 hours 3 month access Instructor Supported $595
This is a survey course in which students learn about various real estate documents and the
practice of real estate law. This includes deeds, mortgage instruments, foreclosure notices,
mechanic’s liens, leases, and listing confracts.

Wills, Trusts and Estate Planning

30 hours 3 month access Instructor Supported $595
In this course students will learn the effects of various types of ownership upon passage of
property at owner death, with or without a will; administration, tfaxation of estates and
inheritance; basic requirements for trusts, wills, and guardianships. The course will also cover the
basics of the administration of a decedent’s estate.
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Portable Careers

PORTABLE CAREERS

2011 MYCAA CATALOG

Business

B101  Administrative Office Specialist Certification with Exam

B102 Help Desk/Customer Service Certification with Exam

B103 Human Resources (HRCI/PHR) Certification with Exam

B104 Paralegal Assistant Complete Certification with Exam

B105 PMP Certfification with Leadership and Goals Attainment with Exam
B106 Sales and Consulting Professional Certificate

B107 Certified Associate in Project Management (CAPM) with Exam
B108 Life Skills Harmony and Balance Coaching Certificate

B109
B110
B111

Business Management and Leadership Certificate
Six Sigma (Green/Black/Lean) Certification with Exam
Administrative Assistant / Secretary Certificate

Medical/Allied Heath

M101
M102
M103
M104
M105
M106
M107
M108
M109
M110
M1T1
M112
M113
M114
M115
M116
M117
M118
M119
M120

Activities Professional — Aging in Society (MEPAP)

Medical Biling & Terminology Certification with Exam

Medical Coding & Terminology Certification with Exam

Medical Coding/Billing Certification w/Terminology One Exam
Dental Assistant Certificate

Dental Office Assistant Certificate

Medical Transcription with Terminology Certification with Exam
Medical Office Assistant with Terminology Certification with Exam

Certified Health Records Specialist Professional Certification with Two Exams
Certified Electronic Health Records Specialist (EHRS) Certification with Exam
Pharmacy Technician + Infroduction to Pharmacology Certification with Exam

Nursing Assistant + Medical Terminology Certificate

Nursing Assistant Certificate

Physical Therapy Aide + Medical Terminology Certificate

Home Health Aide + Medical Terminology Certificate

Drug & Alcohol Counseling — Level 1 & 2 Certification with Exam
Veterinary Assistant Certificate

Mental Health Technician Certificate

Nuftritional Fitness Consultant Certificate

Child Day Care Management w/ Child Health, Nutrition & Safety Certfification with Exam
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M121  Coaching for Parents-Level 1 & 2 Certification with Exam
M122 Medical Office Manager Certification with Exam

Green/Trade

G101 Sustainability Professional Certification with Exam

G102 Renewable Energy Certification (NABCEP Entry Level Certification) with Exam
G103 Weatherization Energy Auditing (BPI) Certification with LEED Exam

G104 Water and Wastewater Operations Complete Certificate

T101  Automotive ASE Certification with one Exam

T102 Digital Home Technology Integration (DHTI+) Cerfificate

T103 Home Inspections Certificate

T104 HVAC Certification with Exam

Education
E101  Paraprofessional Teacher's Aide Certfification with Exam

Finance

F101  Banking Management Operations Certificate

F102 Bookkeeping/Financial Services Certificate

F103 Certified Tax Professional Certification

F104  Financial Planning and Wealth Management Certificate
F105 Retail Banking Certificate

F106 QuickBooks and Financial Services Cerfification

F107  Professional Bookkeeper with QuickBooks Certification

Hospitality

H101 Hotel Sales and Catering Manager Management Certificate

Security

S101  Emergency Response to BioTerroism Certificate
S102  Homeland Security/Terrorist Agent Control Technology Certificate

Career

C101 Start your own Business Certificate

C102 Start your own business with Child Day Care Management with Exam
C103 Start your own business with Cooking & Catering Certificate

C104 Start your own business with Fitness & Nutrition Certificate

C105 Start your own business with Florist/Floral Design Certificate

C106 Start your own business with Gardening/Landscaping Certificate
C107 Start your own business with Interior Decorating/Design Certificate
C108 Start your own business with Natural Health Consultant Certificate
C109 Start your own business with Nutritional Consultant Certificate

C110 Start your own business with Photography Certificate
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CI11
C112
C113
Cl14
C115

Start your own business with Private Investigator Certificate
Start your own business with Travel & Tourism with exam

Start your own business with Wedding Consultant Certificate
Start your own business with Relaxation Therapist Certificate
Start your own business with Security/Police Sciences Certificate

Information Technology

IT101

IT102
IT103
IT104
IT105
IT106
T107
IT108
IT109
IT110
T

112
m113
114

A+ and Desktop Service Technician Certification with Exam
CCNA Certification with Exam
Cisco CCNA and CCNP Certification with Exam
Computer Forensics Certification with Exam
IT Foundations: Networking Specialist Certification with Exam
MCSE 2003 Security Certification with Exam
CIW Foundations/Site Designer/Developer Certification with Exam
MCITP Enterprise Administrator and CompTIA Security+ Certfification with Exam
Basic Web Design & Development Certificate with Exam
ORACLE 9i, 10G, 11i, 11g Certification with One Exam
CCNA Security Certification with Exam
CCNA Wireless Certification with Exam
Digital Art Certificate with Exam
MCITP Database Administrator Certification with Exam
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Programming / Web Design

PROGRAMMING/WEB DESIGN

CERTIFICATIONS

CIW Foundations

90 hours 12 month access Self-study $1095
The CIW Web Foundations series of courses is the most popular vendor-neutral Web education
program in the world. Individuals who have completed all three Foundations courses have
mastered more than mere digital literacy skills: They have a unique understanding of Internet
business, data networking and Web site design. Certified CIW Web Foundations Associates
have validated their understanding of important tfechnologies that affect virtually every business.
This certification is ideal for all professionals who use the Internet on the job. Included exam prep
for Associate Foundations v5 Exam 1D0-510.

CIW Web Design Specialist

200 hours 12 month access Instructor Supported
$2,105

The Web Design Specialist course (formerly titled Design Methodology and Technology) feaches
you how to design and publish Web sites. General topics include Web Site Development
Essentials (such as the site development process, customer expectations, and ethical and legal
issues in Web development), Web Design Elements (such as aesthetics, the site user's
experience, navigation, usability and accessibility), Basic Web Technologies (such as basic
Hypertext Markup Language [HTML], Extensible HTML [XHTML] and extended technologies,
image files, GUI site development applications, site publishing and maintenance) and
Advanced Web Technologies. Includes Practice Exam for- CIW Web Design Specialist Exam ID:
1D0-520.

CIW Web Development Professional

96 hours 6 month access Instructor Supported $1495
The CIW Web Development Professional certification program is an ambitious journey for the
individual who wants to excel in a career in Web and IT technologies. The essential combination
of a front-end scripting language, a back-end programming language and the skills fo integrate
them with a database is what makes a Web Development Professional. Because of this diversity,
this individual will become a valuable corporate IT tfeam member. To earn the CIW Web
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Development Professional certification, you must take and pass three certification exams: CIW
JavaScript Specialist, CIW Perl Specialist, CIW Database Design Specialist.
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Solid Works CSWA/CSWP Certification Prep

120 hours 12 months access Self-study $1395
SolidWorks is a 3D mechanical CAD (computer-aided design) program. SolidWorks provides
engineers, designers and other creative professionals with the tools they need to design the
world’s greatest products. SolidWorks offers the best tools for designing products of all kinds—
from robots to solar-powered vehicles. This is the ultimate SolidWorks training solution, SolidWorks
Premium fraining bundle contains courses and assessments from the SolidWorks software.
Includes: 3d Skills, Core Concepts, Drawings, Advanced Parts, Advanced Assemblies, Sheet
Metal, Routing, Simulation and CSWA/CSWP exam Prep Course

Sun Certified Java Programmer

100 hours 12 month access Instructor Supported $2385
Sun's certification program in Java technology is an industry recognized, worldwide program
that focuses on critical job roles in software application development and enterprise
architecture. Sun's philosophy is that certification is central to the learning process as it provides
validation of skill sets for specific job roles. Sun certification also offers a natural progression to
support your career goals. Being a Sun Certified Associate verifies that you have the knowledge
to enter into a career in application development or software project management using Java
technology. The training builds a foundation set of skills, which can then be validated by
becoming a Sun Certified Programmer. Includes exam prep for SE 5.0 CX-310-055 and SE 6.0 CX-
310-065

CERTIFICATES

Adobe Photoshop Certificate

64 hours 4 month access Instructor Supported $625
Looking for a solid foundation in the industry standard graphics and image editor, Photoshop?
Learn the basics and much more in this online program. If you are a graphic/web designer,
digital artist or a photographer, with little or no working knowledge of Photoshop, or even if you
are already familiar with Photoshop, this is the course for you! Take the plunge and sign up today
to learn how to master the world's number one image editing software! A 30-day frial is
available for download.

Web Design and Development Certificate - Advanced

160 hours 6 month access Instructor Supported
$1,275

Learn advanced web design skills in this five course program. As a student, you'll master the
software programs that every web designer needs to know: C++, Flash ActionScript, JavaScript
and ColdFusion. You'll learn how to create digital images and animations, and build standards-
compliant Web sites or Web edifing programs. Books included. A 30-day frial is available for
download.
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Web Design and Development Certificate - Basic

160 hours 6 month access Instructor Supported
$1,275

This five-course program will provide you with the skills to get an entry-level job developing and
designing web sites. Courses: HTML/XHTML Introduction, Adobe Acrobat, Dreamweaver
Infroduction, Flash Infroduction, Dreamweaver Advanced. Books included. A 30-day ftrial is
available for download.

AutoCAD Certificate

256 hours 12 month access Instructor Supported $1795
This CAD Certificate program provides training in all aspects of Computer Aided Drafting and
Design with the latest versions of AutoCAD. It is invaluable for architects, engineers, interior
designers and all others involved in the production of technical drawings. Upon successful
completion of this complete AutoCAD fraining program you will have the knowledge to set up
and produce detailed technical drawings in either a two-dimensional or three-dimensional
environment. This complete AutoCAD training program including basic and advanced 2D
technical drawings, 3D modeling, rendering and customization. A discount package with 12
months access.

ColdFusion Foundations Certificate

64 hours 4 month access Instructor Supported $650
ColdFusion is a powerful server-side scripting language that allows users to interact with
databases to produce dynamic pages. ColdFusion is a tag-based language and very easy to
learn to use but also a powerful programming environment. At the end of this class, students will
be able to create pages that display a requested set of records from the database. Students will
be able to create forms that allow users to add, edit or delete records from the database,
create data-driven applications using application, client and session variables, improve the
processing of their data-driven web sites by creating user-defined functions and reusable
components and include dynamic graphs from their database in their web applications. Book
included. A 30-day trialis available for download.

Digital Art Certificate

128 hours 12 month access Instructor Supported $1295
Using lllustrator, Adobe Photoshop, Adobe Flash and InDesign software train for a new career in
digital art. Designers may produce promotional displays and marketing brochures for products
and services, design distinctive logos for products and businesses, and develop signs and
signage systems for businesses or government. In addition a growing number of graphic
designers are developing material for web pages, computer interfaces, and multimedia
projects. Designers who are skilled in using digital art fo create interactive websites, computer
games and educational resources will find their talents in demand in coming years. Instructor-
led program with fraditional start and end dates. Books included. A 30-day frial is available for
download.
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Dreamweaver Foundations Certificate

64 hours 4 month access Instructor Supported $650
Students will be able to create and manage web sites using Macromedia Dreamweaver, insert
pictures, Flash text and buttons info web pages, use Cascading Style Sheets to format web
pages, ill use frames, layers and tables for designing layout for pages, manage sites using
Dreamweaver's site management tools, build data-driven websites using Dreamweaver. The
course starts with a review of building static welbsites using HTML, CSS, and templates. Students
will configure their Dreamweaver sites to be ready to build a dynamic web site, use PHP, ASP or
ColdFusion to build their dynamic sites. Using the Dreamweaver tools, students will build dynamic
sites that include emailing form content, connecting to a database and displaying records from
the database, and updating database information using forms. Book included. A 30-day trial is
available for download.
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Flash ActionScript Certificate

64 hours 4 month access Instructor Supported $995
ActionScript is the programming language that enables you to use Macromedia’s popular Flash
to create highly interactive multimedia-based Web sites, product demos, teaching materials,
and more. If you're familiar with the logic of other programming languages, ActionScript will
seen quite familiar. After you've learned the logic behind how scripting works, as well as the
many things it allows you to create and do, chances are you'll wish you had started sooner.
Creativity isn't reserved for artist and designers, after all; scripting is another form of creativity,
and equally as rewarding. With a thorough knowledge of ActionScript, you can express yourself
in many ways may never have imagined. Insfructor-led program with fraditional start and end
dates. Bookincluded. A 30-day ftrial is available for download.

Java Enterprise Development with the J2EE

100 hours 12 month access Instructor Supported $1995
Java developers and architects face many challenges when designing an effective and flexible
Java enterprise system. Developing robust Java enterprise applications is a complex process
that requires extensive infrastructure code. By incorporating J2EE design patterns and choosing
the right framework, programmers can streamline and simplify the Java enterprise development
process. 50 to 100 hours depending on knowledge and skill level.

Java Foundations Certificate

Students will receive a thorough infroduction to the basic syntax and structure of the Java
programming language. Students will create text-based Java applications that define variables
and arrays and that use if statements, switch/case statements, for loops and while loops.
Students will define classes and use those classes to create applications. Students will learn to
create new classes based on existing classes using inheritance. Students will create graphical
applications and applets. A background in programming or a familiarity with C++ is helpful but
not necessary for this class. Instructor-led program with traditional start and end dates. Book
included. A 30-day trial is available for download. Book Included.

64 hours 3 month access Instructor Supported $650

Java Programming Certificate Advanced

96 hours 92 month access Instructor Supported $1225
3 courses Advanced Java program includes the following: Java Server Pages (JSP) - Students
who are familiar with programming in Java will expand their skills to include the development of
web applications using Java Server Pages. Students will create Java Servlets and JavaBeans.
Students will write JSP applications that use Session variables and that access a database. Java
Web Services - Students who are familiar with Java will create Java Web Services. The course
will start with a short infroduction fo XML and then cover the XML technologies that support web
services, include WSDL and SOAP. Students will write Java code to process the XML messages
and create the WSDL and SOAP messages for the web service.. JavaScript Introduction - This
class will give students a thorough infroduction to the JavaScript language. At the end of this
class, students will be able to create JavaScript functions that define variables and arrays and
that use if statements, switch/case statements, for loops and while loops. Books included.
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Macromedia MX Suite - Online

135 hours 12 month access Instructor Supported $2615
This suite of courses includes all of the Macromedia courses including Flash 8, MX Designer and
Developer, ColdFusion MX Developer, Dreamweaver 8 and MX Developer. These eight courses
are design to prepare you to pass Macromedia exams #501, #502, #701 and #801.

Professional Technical Writing

64 hours 3 month access Instructor Supported $895
Professional Technical Writing is a 12-week online technical writing course. It teaches you how to
write technical documents and how to write using XML. It's like learning two skills for the price of
one! And both skills are in high demand. In this course, you'll learn a systematic writing process.
You'll learn how to write and revise technical reports and manuals (two key technical writing
formats). And you'll get the chance to practice by completing four hands-on assignments. In the
first assignment, you'll learn how to write clearly and concisely. You'll practice these techniques
by writing a resume and a letter. In assignments two and three, you'll create your first tfechnical
document, develop and conduct a document usability test, and revise your document based
on the test results. In these two projects, we try to simulate a typical development environment
by having you work in project teams. In the last assignment, you'll get the chance to write a
formal technical report. The course takes you through the entire writing process, step-by-step!

Search Engine Marketing Certificate - Online

150 hours 8 month access Instructor Supported $1345
If you are looking for a genuine solution to poor visibility within the major search engines . . . then
a perfect solution awaits you. Learn search engine marketing skills from SEO training experts who
have taught search engine optimization throughout the past eight years and who issued the
very first certification in SEO training to the industry. Study with the benefit of our certified
instructors with years of experience in the field as well as years of training. Our courses are self
paced and start as soon as you enroll. We've brought the very best information fogether on
Google, Yahoo, MSN and all of the major search engines.

Video 3D Animation (3D Studio Max) Certificate

100 hours 12 month access Instructor Supported
$1,195

Achieve stunning results in less fime with Autodesk 3ds Max software. Accelerate your creative
workflow and increase your pipeline efficiency with enhanced animation and rendering tools.
3ds Max takes advantage of the latest technology advancements, such as é4-bit workstations,
to help you work with ever-increasing amounts of data and more-complex scenes. Autodesk
3ds Max provides dramatic improvements in display performance and complexity management
required by next-generation production pipelines. It also includes significant rendering
enhancements for architectural professionals. From the greatly expanded boundaries of the first-
ever 64-bit release of 3ds Max to the newly integrated hair-styling interface, 3ds Max artists have
more options, better performance, and greater flexibility than ever before. Books Included.
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Video Game Development Foundations

200 hours 12 month access Instructor Supported $500
This four-course pack includes everything you need to get started as a 3D game engine
developer. It includes thorough training in C++ programming, core mathematics, and
foundation level 3D graphics engine development. This is the best enrollment bundle choice for
the maijority of incoming students. Includes 30+ Hours Presentation (Recorded), 30 Weeks of Live
Instruction.
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Advanced Video Game Design

300 hours 12 month access Instructor Supported $200
This five-course pack includes a variety of advanced courses that cover high-level game
mathematics theory; 3D graphics engine technologies, real-time physics programming, and
core Al techniques for games. This is our largest fraining package and is a solid choice for
advanced students who want to expand their horizons beyond their core training and begin
branching out into other areas. Includes 50 Hours Presentation (Recorded), and 44 Weeks of
Live Instruction. Prerequisites: Video Game Development Foundations.

Video Game Design and Development — Foundation/Advanced

500 hours 12 month access Instructor Supported $1400
This 9-course pack includes everything you need to get started as a 3D game engine developer.
It includes thorough tfraining in C++ programming, core mathematics, and foundation level 3D
graphics engine development. This is the best enrollment bundle choice for the majority of
incoming students. Includes 30+ Hours Presentation (Recorded), 30 Weeks of Live Instruction.
Advanced courses cover high-level game mathematics theory; 3D graphics engine
technologies, real-time physics programming, and core Al techniques for games. This is our
largest training package and is a solid choice for advanced students who want to expand their
horizons beyond their core fraining and begin branching out into other areas. Includes 50 Hours
Presentation (Recorded), and 44 Weeks of Live Instruction.

XML Foundations Certificate

64 hours 4 month access Instructor Supported $650
This class will give students an infroduction an overview to creating XML documents and the
tools that are available for working with XML documents. Students will be able to create well-
formed and valid XML documents. This class does not require a background in programming or
web design, but both would be helpful. Students will need to download and install some free
applications to complete some exercises. Book included. A 30-day trial is available for
download.

IT Infrastructure Library (ITIL) from ISEB

32 hours 12 month access Instructor Supported $1505
The course is a detailed modular intfroduction to the concepts, terms objectives, definitions,
benefits and relationships within core IT service management processes and functions,
according to ITIL. It prepares participants for the examination leading to the Foundation
Cerfificate in IT Service Management.
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Courses

Adobe Acrobat - Online

32 hours 2 month access Instructor Supported $295
Adobe Acrobat allows users to convert documents you create in Word, Excel, PowerPoint or any
other application into Portable Document Files (PDF). A PDF can be viewed and printed by any
with a copy of Adobe's free Acrobat Reader. In this course students will learn to create and
manage PDF files. Students will add navigation aids to their PDF files. Students will prepare
documents for review and adding security features to their documents. Students will also learn
to complete PDF forms electronically. Students must have a copy of Adobe Acrobat Standard.
A 30-day trial of Adobe Acrobat is available for download. Book included.

Adobe Acrobat Forms - Online

8 hours 3 weeks access Instructor Supported $165
Students will learn the basics of building forms using Adobe Acrobat. Students will add form fields
like text boxes, check boxes, radio button and drop down lists. Students will learn how to send
forms to be filled out and collect data from users. Students should have a basic familiarity with
Adobe Acrobat. A copy of Adobe Acrobat is required. A 30-day trial version is available.

Adobe Fireworks

32 hours 2 month access Instructor Supported $295
This course will instruct the learner how to create images for web pages. Students will learn how
to work with Bitmap images, how to effectively use Vector drawing tools, how to create buttons,
and how to optimize images for your web page. Students will need a copy of Fireworks. A 30-
day trial is available. Book Included.

Adobe Flex

32 hours 2 month access Instructor Supported $295
Adobe Flex allows you to create inferactive internet applications. In this course you will learn o
design, develop and deploy Flex applications. You will learn o develop custom components
using MXML and ActionScript. You will need a copy of Adobe Flex. A frial version is available.
Book Included

Adobe Go-Live - No longer offering in 2011 — See Dreamweaver as
and alternative.

32 hours 2 month access Instructor Supported $295
Students will learn the basics of web design using Adobe Golive. Students will add text and
graphics to their web pages and create page layouts using tables and frames. Students will add
interactivity using links, smart objects, and actions. Students will add formatting using cascading
style sheets. Students will design forms and manage their websites using Golive. A copy of
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Golive is required. A free 30-day trial is available. Book Included.
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Adobe lllustrator

32 hours 2 month access Instructor Supported $295
Adobe lllustrator allows you to create artwork that you can use for web pages or any print or
electronic media. This course will give students a good overview of the tools and features of
lllustrator. Students will create artwork using the various tools including the pencil and pen tools.
Students will learn the various ways to apply color to their artwork. Students will work with layers,
the 3D effects, and symbols. Students will need to have a copy of lllustrator. A 30-day trial is
available for download. Book Included.

Adobe InDesign

32 hours 2 month access Instructor Supported $295
Adobe InDesign allows you to design and produce stunning documents on your desktop printer
or using a professional printer. Or convert your documents to PDF format or publish them on a
website. This class will walk you through setting up the InDesign workspace, adding text and
graphics to your document, creating layouts with frames and applying formatting with styles.
Students will need a copy of InDesign. A trial version is available. A 30-day trial is available for
download.

Adobe LiveCycle Designer

16 hours 5 weeks access Instructor Supported $215
One of the advantages of PDF documents is the ability to distribute forms to your end user for
them to fill out and return. LiveCycle Designer is the tool that comes with Acrobat that allows you
to create interactive forms. In this class you will explore the LiveCycle Designer interface and
build a basic form. The course content includes design and usability fips on how to build
effective forms. You will create forms, add interaction and manage form data. Students will
need a copy of LiveCycle Designer. A trial version is available. Book Included.

Adobe Premiere

32 hours 2 month access Instructor Supported $295
Adobe Premiere gives you powerful video and audio editing tools. Students will add fransitions,
special effects, graphics, titles, and music to their Premiere projects. Students will adjust the
image quality of the video and edit and mix the sound frack. Students will build picture-in-
picture effects, create animated fitles, record voice-overs, add motion effects, and publish the
results to a variety of formats. Students will create streaming video for playback on a web site.
Students must have a copy of Adobe Premiere. A 30-day trial is available. Book included. A 30-
day trial is available for download. Book Included.

Ajax Introduction

32 hours 2 month access Instructor Supported $295
If you are already familiar with HTML, CSS, JavaScript and PHP and you want to move your web
application development to the next level, and then Ajax is where you need o be. Ajax allows
you to create dynamic and responsive web applications. Using Ajax you send information to the
server and update the page without sending the page to the server. The course covers the very
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basics of CSS, JavaScript and PHP as they relate to Ajax but a knowledge of those before you
start the course will be helpful. You will need a web browser and a tool for creating website.
Many are available for free. Book included.
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ASP.Net using C#

32 hours 2 month access Instructor Supported $295
Students will learn to create dynamic sites using ASP.NET with C#. During this class students will
work examples to collect information from a form and to process it, and read and write records
to a database. Students will learn to track user state, using session, and server variables and will
learn how to create a secure web application. Students will learn to work server controls,
validation controls and will learn to create their own user controls. A background in both C#
programming and web design is helpful. Students will need a copy of Visual Studio.NET and
access to a web server that supports ASP.NET. Book Included.

ASP.Net Using Visual Basic.Net

32 hours 2 month access Instructor Supported $295
Students will learn to create dynamic sites using ASP.NET with VB.NET. During this class students
will work examples to collect information from a form and to process it, and read and write
records to a database. Students will learn to track user state, using session, and server variables
and will learn how to create a secure web application. Students will learn to work server controls,
validation controls and will learn to create their own user controls. A background in both
programming and web design is helpful. Students will need a copy of Visual Studio .NET

and access to a web server that supports ASP.NET. Book Included.

AutoCAD 1 - Introductory 2D

64 hours 3 month access Instructor Supported $650
In this introductory, online CAD training course, students will learn the basic features of AutoCAD.
New concepfts include setting up a drawing, navigating a drawing, basic construction and
editing commands, layering techniques, dimensioning and annotation techniques, tiled and
floating viewports and an infroduction to layouts and basic plotting procedures. Students will use
these concepts and procedures in the creation of a variety of two-dimensional technical
drawings.

AutoCAD 2 - Advanced 2D

64 hours 3 month access Instructor Supported $650
In this online CAD fraining course, students will learn the advanced two-dimensional capabilities
of AutoCAD. New concepts include: advanced dimensioning techniques such as lateral
tolerances and alternate units, advanced viewport creation and paperspace detailing,
annotation scaling techniques, multi-layout paperspace plotting, hatching and presentation
techniques, tables and fields, layer and selection filters, blocks and symbol libraries, attributes,
Dynamic Blocks, externally referenced drawings, raster images, sheet sets, and publishing.

AutoCAD 3 - 3D Modeling

64 hours 3 month access Instructor Supported $650
In this online CAD fraining course you will master the powerful 3D modeling capabilities of the
latest versions of AutoCAD. New concepfts include 3D workspaces, 3D user coordinate systems,
creating and modifying 3D primitives, working with visual styles, 3D navigation tools, Booleans
and composite solid modeling, Extrude and Revolve operations, Region modeling, Helix, Sweep
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and Loft modeling techniques, editing and manipulating models at both the object and sub
object levels, 2D drawing extraction procedures, meshes and surface modeling, sections and
live sections, assembly modeling, and an introduction to Rendering.

AutoCAD 4 - Rendering and Customization

64 hours 3 month access Instructor Supported $650
In this online CAD fraining course you will master the powerful Rendering capabilities of the latest
versions of AutoCAD. New concepts include: Render Settings and Procedures with Mental Ray,
Camera views and Custom Backgrounds, Materials, Textures and Finishes, Sunlight Systems and
Shadows, User Lights and Attenuation, Faking Indirect lllumination, Advanced Mapping
techniques, Landscape and Entourage, Global lllumination and Photon Mapping, Final
Gathering, Reflections and Raytracing with Metals, Glass and Liquid Materials, Motion Path
Animations, Customizing the User Interface, Custom Toolbars, Custorn Commands and Macros.

AutoCAD Architecture | - Residential Buildings

64 hours 3 month access Instructor Supported $650
This infroductory course will lead the user through the basic procedures of designing an
integrated building model. New topics include project creation, navigation and display
concepts, designing with components, working with levels, creating and editing walls, adding
doors and windows, creating floor and roof objects, working with view properties, object styles,
loading and modifying family components, adding dimensions and annotations, adding and
modifying drawing sheets and plotting procedures.

AutoCAD Revit Architecture 1 - Residential Buildings

64 hours 3 month access Instructor Supported $650
In this online CAD fraining course you will learn the powerful, parametric building modeling
capabilities of the latest versions of AutoCAD Architecture. This infroductory course covers the
creation of integrated building models as the basis for extracted construction drawings. Topics
include display configurations, styles and style management, basics of plan view creation with
wall, window, door, and roof objects, stairs and railings, basic annotation, and sheet layout as
well as symbol management for furniture, appliances, and fixtures. Students will generate floor,
roof, and reflected ceiling plans, as well as basic elevations and 3D views of a two-story, 3000
square foot, residential building model.

Blogging with WordPress

16 hours 5 weeks access Instructor Supported $215
Blogging is a great way to get the word out about your product, expertise or anything that's on
your mind. WordPress is one of the most popular blogging applications, readily available on a lot
of web hosts. In this course you will configure WordPress options and customize its appearance.
We explore options for blog topics and getting the word out about your blog. You will write blog
entries, publish them and then set up accounts for allowing access to your blog. Book Included.
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Building Accessible Web Sites

8 hours 3 weeks access Instructor Supported $165
Create pages that are section 508 compliant. Students will learn about page layout, HTML
options, tag attributes and other requirements that will help to make their pages accessible to all
users. Students will need to download a trial version of a screen reader so they can experience

how their pages are "viewed" by the visually impaired.
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Building Interactive Web Sites with CSS, DHTML and Ajax

32 hours 2 months access Instructor Supported $295
Even with high-speed internet connections becoming more the norm, the demand is sfill for
faster, more responsive web pages. Ajax allows you send information to the server and refresh
the content on the page without having to resubmit the entire page. In combination with CSS
and JavaScript, Ajax allows you to create interactive web pages that look great and respond to
the user quickly. This course will cover the basics of CSS, DHTML with JavaScript and Ajax. A
knowledge of HTML is a must. You will need a tool for creating web pages. Many are available
for free. Book Included.

C Programming Introduction

32 hours 2 months access Instructor Supported $295
Students will receive a thorough infroduction to the basic syntax and structure of the C
programming language. Students will create C applications that define variables and arrays
and that use if statements, switch/case statements, for loops and while loops. Students will
create functions. Students will build applications made up of several files. This course is a good
infroduction for those that have never programmed before. Students will need a C compiler.
There are compilers that are available for free. Book Included.

C# Advanced - Online

32 hours 2 months access Instructor Supported $295
This course is a continuation of the C# Introduction course. Students will learn to define classes
and how to build new classes by inheriting from existing classes. Students will create C#
applications that read from and write to a database. Students will create C# to read and write
binary files and to work XML data. Students will need a C# compiler. One is available for
download for free. Book Included.

C# Introduction

32 hours 2 months access Instructor Supported $295
Students will be intfroduced to the concepts of Object-oriented programming using C#. Students
will learn the fundamentals of .NET programming as they create C# applications. Students will
create applications that use variables, conditional statements, looping statements, arrays and
function. No programming background is required for this course. Students will need a C#
compiler. One is available for free download. Book included.

C++ Advanced

32 hours 2 months access Instructor Supported $295
Students will receive a thorough infroduction to object-oriented programming in C++. Students
will define classes and use those classes for building applications. The classes will include
overloaded operators, friend functions, constructors and destructors. Students will create new
classes from existing classes using inheritance and polymorphism. In addifion students will learn
to read and write data to files. This class is a confinuation of the Introduction to C++ class.
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Students will need access to a C++ compiler. There are compilers available for download. Book
Included.
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C++ for Game Developers

100 hours 12 month access Instructor Supported $300
This two-course pack is an excellent choice if you are looking to learn the C++ programming
language and how to apply it in the Windows environment. Great for beginners or even
experienced programmers who wish to brush up. After completing these courses, you will be
able to write very advanced C++ applications and you will be prepared to take on our 3D
programming courses. Includes 15 Hours Presentation (Recorded), 20 Weeks of Live Instruction.

C++ Introduction

32 hours 2 months access Instructor Supported $295
Students will receive a thorough infroduction to the basic syntax and structure of the C++
programming language. Students will create C++ applications that define variables and arrays
and that use if statements, switch/case statements, for loops and while loops. Students will
create functions and pass information into functions by value and by reference using pointers.
Students will build applications made up of several files. This course is a good introduction for
those that have never programmed before. Students will need access to a C++ compiler. There
are compilers available for download. Book Included.

ColdFusion Introduction

32 hours 2 months access Instructor Supported $295
ColdFusion is a powerful server-side scripting language that allows users to interact with
databases to produce dynamic pages. ColdFusion is a tag-based language and very easy to
learn to use but also a powerful programming environment. At the end of this class, students will
be able to create pages that display a requested set of records from the database. Students will
be able to create forms that allow users to add, edit or delete records from the database.
Students will be able to create data-driven applications using application, client and session
variables. A good understanding of web page creation is useful but not necessary for this class.
Students will need access to ColdFusion Server. A free evaluation version is available. Book
Included.

ColdFusion Advanced

32 hours 2 months access Instructor Supported $295
This class is a continuation of the Infroduction to ColdFusion class. At the end of this class,
students will be able to improve the processing of their data-driven web sites by creating user-
defined functions and reusable components. Students will be able to include dynamic graphs
from their database in their web applications. Students will be able to send email from their
ColdFusion applications. Students will be able to create applications that gracefully recover
from errors and will be able to package their data as XML for sending to other applications.
Students will need access to ColdFusion Server. A free evaluation version is available. Book
Included.

Cool Web Pages with CSS and Layers
8 hours 3 weeks access Instructor Supported $165
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Learn the latest tricks in web page design. Students will use Cascading Style Sheets (CSS) and
the layer tags to create page layouts. Students will position objects on the page and combine
text and graphics for stylish layouts. Students should have a basic understanding of HTML. No
software is required. Book Included.

CorelDraw Introduction

32 hours 2 months access Instructor Supported $295
Students will learn the fundamentals of using Corel Draw to create and edit vector images as
well as photographs. Book Included.

Designing Web Sites with CSS

16 hours 5 weeks access Instructor Supported $215
Using Cascading Style Sheets (CSS) to design the format and structure of your web pages can
make your life as a web designer and web design maintainer much easier! CSS allows you to
conftrol the appearance of text, graphics and page layout for a single page or the entire site. If
you decide later that you want to make a change to the design of the site you can change a
few lines of CSS formatting and have the changes made without having to change the structure
of the page. In this course you will learn to build web pages to best take advantage of using CSS
to design the look of the site. You will learn to apply color, font and spacing attributes to pages
for both web and print layout. Students will need a text editor or web site design tool. There are
free tools available. Book Included.

Dreamweaver Introduction

32 hours 2 months access Instructor Supported $295
At the end of this class students will be able to create and manage web sites using Adobe
Dreamweaver. Students will insert pictures and media objects intfo web pages. Students will use
Cascading Style Sheets to format web pages. Students will use layers and tables for designing
layout for pages. Students will manage sites using Dreamweaver's site management tools.
Students will need a copy of Dreamweaver. A 30-day evaluation version is available. Book
Included.

Dreamweaver Advanced

32 hours 2 months access Instructor Supported $295
During this course students will learn to build data-driven websites using Dreamweaver. The
course starts with a review of building static welbsites using HTML, CSS, and templates. Students
will configure their Dreamweaver sites to be ready to build a dynamic web site. Students can
use PHP, ASP or ColdFusion to build their dynamic sites. Using the Dreamweaver tools, students
will build dynamic sites that include emailing form content, connecting to a database and
displaying records from the database, and updating database information using forms. Students
should be familiar with creating web pages with Dreamweaver. Students will need a copy of
Dreamweaver and a webserver that supports the server technology they choose to work with.
Book Included.
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Flash ActionScripting

32 hours 2 months access Instructor Supported $295
This course will give the student an overview of the workings of Flash ActionScripting. Students will
learn how to use ActionScripting to create content, create and manipulate components, to
load movies, and to animate colors and filters. Students will need a copy of Flash. A 30-day trial is
available. Book included.
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Flash Introduction

32 hours 2 months access Instructor Supported $295
Students will create vector graphics using Flash's drawing tools. Students will create basic
animations using motion and shape tweening. Students will create interactive Flash projects
using ActionScript. Students will create a web-based application that reads from files and links to
other pages. Students will create accessible content using Flash. Students will import sound and
video into their Flash animations. Students will need a copy of Flash. A 30-day trial is available.
Book Included.

Flash: Creating Cool Buttons

8 hours 3 weeks access Instructor Supported $165
Create cool buttons for your web pages. Students will create movie clips, and buttons and
combine them to create animated buttons. Students will use basic ActionScript commands to
create menus. Students will need a copy of Flash. A 30-day trial is available.

Freehand - No Longer offering in 2011 — See lllustrator

32 hours 2 months access Instructor Supported $295
This course infroduces the learner to Macromedia FreeHand. Students will learn how to use
Freehand's tools to design a logo. Students will use the logo to create a document that will serve
as a corporate identity. Students will organize and manage complex illustrations, and even
create an animation that will then be used in a Flash animation. Students will need a copy of
Freehand. A 30-day ftrial is available.

Game Programming with Flash

32 hours 2 months access Instructor Supported $295
Students who are comfortable designing in Flash and are familiar with ActionScript will learn the
basics of designing games using Flash. Students will start with creating a basic game and
progress through adding scripts, sound, and the physics of games. Students will save data and
create 3D interactive games. Students will need a copy of Flash. A 30-day evaluation is
available for free. Book Included.

Get Started with Podcasting

16 hours 5 weeks access Instructor Supported $215
Got a computere a microphone? a topic you can talk about? Then you are ready to get started
with podcasting! Podcasting allows you to publish audio or video content that you can share
with the world. Your listeners can download your message and listen to it on their mobile audio
devices. This course will infroduce you to the skills you will need to create, edit and publish your
audio or video podcast. We will explore tools that are available for creating podcasts, publishing
them and how you could make money. Book Included.

Getting Started with Blogging
8 hours 3 weeks access Instructor Supported $165
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If you have thought about starting your own blog, then this is the course for you. In this course
you will launch your blog and learn to write for your audience. Topics to be discussed include
writing and editing your blog, getting others to contribute, getting the word out about your blog,
generating tfraffic fo your blog, and ways you can make money from your blog. Book Included.

HTML Jumpstart

8 hours 3 weeks access Instructor Supported $165
Students will learn the basics of creating HTML documents by hand coding HTML. Students will
create web pages that contain text and formatting. Students will learn to add graphic images
to their web pages, as well as adding images as backgrounds. Students will learn the basics of
using tables for page layout. No software or book is required for this course.

HTML/XHTML Introduction

32 hours 2 months access Instructor Supported $295
Whether you are planning to build a basic web page with pictures of the kids for Grandma to
see, or planning to build the next e-commerce portal, you will be using HTML to build your
pages. HTML is the language of the web and what gives us all the ability fo access the
information regardless of the type of computer or types of applications we run. HTML is in the
process of becoming XHTML, Extensible HyperText Markup Language. This new generation of
markup language focuses on the description of what the text is. Formatting is removed from the
markup language and left to the Cascading StyleSheets (CSS). HTML will always be with us, but
the move to XHTML will make your web pages better structured and more accessible to the
world. Book Included.

Java Introduction

32 hours 2 months access Instructor Supported $295
Students will receive a thorough infroduction to the basic syntax and structure of the Java
programming language. Students will create text-based Java applications that define variables
and arrays and that use if statements, switch/case statements, for loops and while loops.
Students will define classes and use those classes to create applications. Students will learn to
create new classes based on existing classes using inheritance. Students will create graphical
applications and applets. A background in programming or a familiarity with C++ is helpful but
not necessary for this class. Students will need a Java compiler. Compilers are available for
download. Book Included.

Java Advanced

32 hours 2 months access Instructor Supported $295
This class is a continuation of the Infroduction to Java class. At the end of this class, students will
be able to create graphical applications and applications that read and write to files and
databases, and use threads.&nbsp;Students will need a Java compiler. Compilers are available
for download. Book Included. Book Included.
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Java Server Pages

32 hours 2 months access Instructor Supported $295
Students who are familiar with programming in Java will expand their skills to include the
development of web applications using Java Server Pages. Students will create Java Servlets
and JavaBeans. Students will write JSP applications that use Session variables and that access a
database. Book Included.
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Java Web Services

32 hours 2 months access Instructor Supported $295
(Java Enterprise Edition) Students who are familiar with Java will create Java Web Services. The
course will start with a short infroduction to XML and then cover the XML technologies that
support web services, include WSDL and SOAP. Students will write Java code to process the XML
messages and create the WSDL and SOAP messages for the web service. Students will need a
Java compiler and web server for developing the applications. There are free versions available
for download.

JavaScript Introduction

32 hours 2 months access Instructor Supported $295
This class will give students a thorough infroduction to the JavaScript language. At the end of this
class, students will be able to create JavaScript functions that define variables and arrays and
that use if statements, switch/case statements, for loops and while loops. Students will be able to
work with the Document Object Model (DOM) for manipulating web pages and testing user
input in forms. Students will be able to write scripts that create and read cookies and respond to
user interaction through mouseovers and clicks. An understanding of HTML/XHTML and
programming is useful but not necessary for this course. No software is needed. Book Included.

MySQL Introduction

32 hours 2 months access Instructor Supported $295
This course will give students the skills they need to set up and manage a MySQL database.
Students will learn the basics of designing a relational database and learn to use SQL statements
to create databases, tables and manage data in the data tables. Students will create a MySQL
database and will identify the types of data that can be stored in data tables. Students will use
the PHPMyAdmin tool to view and manage their MySQL databases. Students will learn to write
applications which use MySQL databases. Book Included.

Object-Oriented Design Fundamentals

16 hours 5 weeks access Instructor Supported $215
If you are making the move from procedural programming to object-oriented programming, are
getting started with object-oriented programming or will be managing and object-oriented
design project you will find that object-oriented design is a different way of thinking about
solving problems than you are accustomed to. This course will infroduce you fo the terminology
of object-oriented programming and how to design classes, objects and interfaces for reuse.
You will build objects through inheritance, composition, aggregation and association. You will
identify the differences between interfaces and implementation. Book Included.

PERL Scripting for the Web

32 hours 2 months access Instructor Supported $295
PERL is the scripting language most used in developing web-based applications. Students will
learn the syntax and structure of PERL and how to read from and write to files. Students will learn
to create functions and classes in PERL. Students will learn to read and write to a database and
how to generate output. Students will learn to collect data users submit on a web-based form
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and to use it fo generate custom web pages. Students will need access to a web-server that
uses PERL. Book Included.
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Photoshop Intermediate

32 hours 2 months access Instructor Supported $295
During this course you will learn more about how Photoshop can be used to retouch and restore
digital images. You will learn how to correct, change and improve the color of an image, get rid
of stains and scratches on scanned images, combine images, add special effects and filters to
images and to create images using Photoshop's artistic tools. It is recommended that you take
the Photoshop Introduction or have worked with Photoshop before taking this class. Students will
need a copy of Photoshop. A 30-day trial version is available. Book Included.

Photoshop Introduction

32 hours 2 months access Instructor Supported $295
This class will infroduce the new user to the basics of working with Photoshop for retouching
images and drawing. Students will be able to use various techniques for selecting in order to edit
and retouch images. Students will be able to prepare images for including in a web site or for
including in prinfed documents. Students will be able to edit images using the painting tools,
clone stamp and drawing tools. Students will be able to create new images using the pen tool
and the drawing and painting tools. Students will be able to create and edit images using layers.
Students will need a copy of Photoshop. A 30-day trial version is available. Book Included.

Photoshop Jumpstart

8 hours 3 weeks access Instructor Supported $165
Students will learn the basics of image correction in Photoshop. Students will learn to correct the
overall appearance of the image by improving contrast, color and composition. Students will
learn to save theirimages to be used on web pages. Students will need a copy of Photoshop. A
30-day trial version is available. No book is required for this course.

Photoshop: Digital Scrapbooking

8 hours 3 weeks access Instructor Supported $165
Create scrapbook pages using your digital photos! Students will use Photoshop to fouch up their
images and to create scrapbook pages. Students will learn to create patfterned backgrounds,
add ftext and embellishments to their pages. Students will need a copy of Photoshop. A 30-day
frial is available.

Photoshop: Text Effects

8 hours 3 weeks access Instructor Supported $165
Create cool text for your web pages or other projects. Students will create and edit text objects
in Photoshop. Students will work with layer effects and filters to create text that looks like it is
made of wood, metal, plastic or marble. Students will need a copy of Photoshop. A 30-day trial
is available. Book Included.

PHP Web Programming
32 hours 2 months access Instructor Supported $295
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PHP is used to create dynamic web sites. Students will learn to syntax and structure of PHP.
Students will learn to collect data from a web-based form and use it to create dynamic web
pages for their users. Students will need access to a web server that supports PHP. Book
Included.

PHP Advanced

32 hours 2 months access Instructor Supported $295
If you are familiar with the basics of programming and want to move to the next level, this class
is for you! In this course we will explore the object-oriented side of PHP. You will design and use
objects in your PHP applications. We will cover security, networking, PEAR, XML and Ajax. We will
cover working with databases and techniques for developing web-based applications. Students
will need access to a webserver that supports PHP and a database. Book Included.

Programming Introduction

32 hours 2 months access Instructor Supported $295
This course will infroduce students to the basics of computer programming. Students will learn
about the concepts of looping, functions, conditional statements and program design. This
course prepares students to enter introductory level courses in any programming language. No
prior knowledge of computer programming is needed for this course. Book Included.

QuarkXpress Introduction

32 hours 2 months access Instructor Supported $295
Students will use QuarkXPress to create documents for publication. In this course students will
add text and format text to their documents, add table data, and include pictures. Students will
create Master Pages, manage color and work with long documents and the collaboration
features. Book Included.

RSS Basics

8 hours 3 weeks access Instructor Supported $165
RDF Site Summary (RSS) is a tool that allows web site developers to share information about their
sites with other sites or include information from other sites in their own. It can be used to show
weblogs or newsfeeds on a website. Students will explore the XML code behind RSS and how to
create and use syndicated text in their own web site.

Ruby for Rails

32 hours 2 months access Instructor Supported $295
If you are already using Rails, get under the hood of Rails and learn Ruby. Rails is a web
applications development framework based on the Model-View-Controller (MVC) architecture
which uses Ruby as its programming language. With this course you will learn Ruby itself so you
can make your Rails applications even more powerful. In this course you will learn how Ruby and
Rails work and learn the building blocks of Ruby: objects, variables, classes, modules and
programs. You will learn to use the built-in classes and modules to build an application. You will
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need a webserver running Ruby, Rails and a database application. These are available for free
and the course includes instructions for installing them. Book Included.
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SQL Programming

32 hours 2 months access Instructor Supported $295
Structured Query Language (SQL) is the language use to work with databases and the
information stored within them. In this course students will learn to query a database to SELECT
the data with which they want to work. Students will use SQL to create, edit and delete data
tables. Students will learn to create views, functions, and stored procedures. Students will need
access to a database that uses SQL commands. The book for the course includes a trial edition
of Microsoft's SQL Server 2000. Book Included.

UML Fundamentals

16 hours 5 weeks access Instructor Supported $215
Whether you are designing object-oriented applications or planning a project deployment, UML
can help you better visualize the process and communicate design requirements to those
involved in the project. In this course you will create UML Use Case Diagrams, Activity Diagrams,
and Sequence Diagrams. You will create UML Class, Object and Package diagrams and use
them show composite structures and component diagrams. You will also create State Machine
and Deployment diagrams. Book Included.

Understanding Search Engines and Online Directories

16 hours 5 weeks access Instructor Supported $215
Ever felt overwhelmed when using the Internet? The Internet is a terrific resource with millions of
websites dedicated to almost any topic. With so many websites, it is easy to get lost. Search
engines gather web pages for their indexes automatically. Directories have human editors who
look at page content and decide how and where, or even if, pages should be listed. Learn
more about how to find the websites you are searching for in less fime by learning more about
these valuable sources of online information.

User-Friendly Web Design

16 hours 5 weeks access Instructor Supported $215

Have you found the perfect link, then it doesn't work or you get a 'Page Not Found' errore When
creating or updating your web site, it is important fo make sure it is user friendly. Visitors should be
able to find what they need quickly and easily. Learn to create easy to follow, user friendly
navigation links, check your site regularly and how to develop a quality site map which can help
users quickly find any page in your web site. Make your website visitors experience a good one
and they will be sure to come back for more, as well as referring others and possibly linking to
you.

VBA Programming

32 hours 2 months access Instructor Supported $295
This course will infroduce students who are familiar with Word, Excel or Access the basics of
writing and debugging VBA code. VBA is Microsoft's Visual Basic for Application and is the tool
used to create custom macros and user-interfaces in the Office applications. Students will learn
to define variables, create loops and branching statements, define functions, get user input and
interface with the application of their choice. Students will need a copy of Microsoft Word, Excel

2011 © EduSerc, Inc. All Rights Reserved. 1/19/2011
Page cxcv



or Access. A 30-day trial is available. Book Included.
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Video Game Console Design

70 hours 3 month access Instructor Supported $475
In the 70’s and 80’s a “game developer” not only designed the game itself, wrote the code, and
made the art, but he or she often designed the hardware as welll This lost art is what this course
is all about: learning how to design, build, and modify your own game consoles from scratch.
This course will rapidly build your knowledge in the fields of electronics and game development
by combining a heavy dose of theoretical discussion with practical hands-on experience,
delivered every week in a series of fun and engaging experiments for you to work on.

Video Gaming 3D Graphics Development

150 hours 12 month access Instructor Supported $475
This two-course pack offers an incredible inside look at the foundations of 3D graphics engine
development for games and related simulations. It is our most highly recommended package if
you are already an experienced C++ programmer and wish to get started making games. You
will cover infermediate and advanced programming fechniques and develop reusable tools
and classes fo serve as the backbone of your own game engine. Includes 30 Hours Presentation
(Recorded), and 24 Weeks of Live Instruction.

Video Gaming: Introduction to Robotic

30 hours 2 month access Instructor Supported $249
You will learn the electrical theory and concepts necessary to construct basic electronic circuits.
You will learn programming using the PBASIC language and software. These programs are
loaded intfo a BASIC Stamp microcontroller and control various circuits. After you learn the
foundation of electronics and programming, you will build your very own robot using the
hardware components that are included with the course. You will also experiment with a variety
of robot configurations and write programs o allow the robot to navigate intelligently and
autonomously.

Visual Basic .NET Advanced

32 hours 2 months access Instructor Supported $295
This class is a continuation of the Infroduction to Visual Basic class. At the end of this class
students will be able to create classes and objects and use them to create new classes and
objects using inheritance and polymorphism. Students will be able to create graphics, read and
write data to files and work with databases. Students will be infroduced o using Visual Basic for
building web-based applications. Students will need a copy of Visual Studio. A 30-day trial
version is available. Book Included.

Visual Basic .NET Introduction

32 hours 2 months access Instructor Supported $295
This class will give the students a thorough intfroduction to the basics of programming with Visual
Basic. At the end of this class, students will be able to create Visual Basic programs that define
variables and arrays and that use if statements, select case statements, for loops and while
loops. Students will be able to define subroutines and functions. Students will be able to interact
with objects on Visual Basic forms. This is class is good for students that have no experience with
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programming. Students will need a copy of Visual Studio. A 30-day trial version is available. Book
Included.
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Visual C++ 6.0

32 hours 2 months access Instructor Supported $295
Students will use Visual Studio to develop graphical applications using the Visual C++
programming language. Book Included.

Web Graphics

8 hours 3 weeks access Instructor Supported $165
What are your options for including graphics in your web pages? Students will learn about the
various image formats that can be used on web page and the advantages of each. Students
will add images, background images, bullets and graphics to their pages. Students should have
a basic understanding of building web pages. No software is required.

X/Motif

32 hours 2 months access Instructor Supported $295
In this course we will cover the fundamentals of writing programs in Motif for the X Windows
environment. You will create programs using widgets and learn to create your own widgets. Your
Motif applications will include menus, dialog boxes and you will be able to display and format
text and graphics. Book Included.

XML Advanced

32 hours 2 months access Instructor Supported $295
Students who are familiar with XML will explore more advanced topics related to working with
XML and tools that can be used with XML. Students will build XML document schemas using
Relax NG and parse XML using the DOM and SAX models and how XML is programmed using
various programming environments. Students will use XSL-FO for creating documents using XML.
Students will work with XQuery and look at how XML works with database applications. Students
will explore XML services and applications that use XML. Book Included.

XML Introduction

32 hours 2 months access Instructor Supported $295
This class will give students an introduction an overview to creafing XML documents. Students will
be able to create well-formed and valid XML documents. Students will be able to create
Document Type Definitions (DTD) and Schemas for validating their XML documents. Students will
be able to create style sheets using Cascading Style Sheets (CSS) and the Extensible Style sheet
Language with Transforms (XLST). This class does not require a background in programming or
web design, but both would be helpful. Book Included.

Setting Up LAMP (Linux, Apache, MySQL, PHP)

32 hours 2 months access Instructor Supported $295
LAMP (Linux, Apache, MySQL, PHP) provides a set of tools that web developers can use to
design, develop, test and deliver web-based applications. This course will walk the new user
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through the process of installing and configuring the Linux operating system, the Apache web
server, the MySQL database application and the PHP server scripting language. The course also
covers how to maintain and trouble-shoot the system. Students will also get a quick infroduction
to using PHP fo create data-driven web applications. Students will need a computer on which
they can install the LAMP applications.

Using SSH - the Secure Shell

8 hours 3 weeks access Instructor Supported $165
The secure shell (SSH) provides an encrypted connection allowing users to attach remotely to
Linux computers. This course will infroduce the new Linux user to the SSH. Students will learn to
configure SSH on their Linux computers and how to connect through SSH and use the SSH
commands to control their Linux computers. Students will need access to a computer running
Linux and the SSH.

Using the BASH Shell

16 hours 5 weeks access Instructor Supported $215
The BASH Shell is one of the most popular shells on the Linux operating system. Although the GUI
provides an easy way to access most information, a good familiarity with using the shell
command prompt will make some tasks on Linux easier and faster. This course will infroduce the
Linux user to the commands that are available in the BASH shell. Student will learn to do file
maintenance, system administration and to create shell scripts. Students will need access to a
computer running Linux.

Using the Emacs Editor

16 hours 5 weeks access Instructor Supported $215
The Emacs editor is one of the most popular editors in the Linux environment. Emacs can be used
to create or edit configuration files and can be used to create scripts or programs. Students will
learn to navigate in documents, edit text in a file and to customize the environment. Students will
need access to Linux with a copy of Emacs installed. Book Included.

Using the Vi Editor

16 hours 5 weeks access Instructor Supported $215
The Vi editor is one of the most popular editors in the Linux environment. Vi can be used to
create or edit configuration files and can be used to create scripts or programs. Students will
learn to navigate in documents, edit text in a file and to customize the environment. Students will
need access to Linux with a copy of Viinstalled. Book Included.
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EduSerc Express Courses

Access 2007 8 Advanced Course Cost: $500

This course advances your skills with basic forms, form controls, automation, security and
developing reports in Access 2007

EduSerc Express Certification Note: At the end of this course, a 1 hour test will be given to test
your skills in what you've learned.

Course Curriculum

Advancing Your Skills Basic Forms
Form Confrols
Form design
Special Forms
Reports
Controlling Display and Data Entry
Access automation
Custom Automation
Working with the File
Security
Sharing Information

Access 2007 d Basic Course Cost:  $500.00

This course covers the basics of Access 2007. Topics covered involve
understanding data entry and database design, field properties, lookup fields
and relationship theory.

Course
Curriculum

Learning Access  Understanding Access
Getting Started
Using the Navigation Pane Effectively
Data Entry
Database Design
Creating Databases and Tables
Working with Tables
Field Properties
Lookup Fields
Relationship Theory
Creating Relationships
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Access 2007 0 Intermediate

Course Cost: $500.00

This course enhances your skills in Access 2007 by learning how to analyze and
filter data, perform intermediate queries, develop special queries, and use mail
merge.

Course Curriculum

Enhancing Your Skills Analyzing design

Subdatasheets and Filters
Query Basics
Infermediate Queries
Calculations in Queries
Special Queries

Action Queries
Importing/Exporting Data
Using Mail Merge

Computing Fundamental

(Hardware, Software, and Operating Systems) Course

Cost: $300.00

This is a comprehensive course that ensures registrants learn all about PC
components, performance factors of your computer, various type of software
applications, basic networking and understanding Microsoft / Mac based

Course
Curriculum

Computing
Today

PC
Components

environments.

Infroduction
Types of Computers
Macintosh vs. IBM

Input/Processing Performance
Processing Cycle Factors
Storage/Output

Computer Systems
Motherboard

Ports and I/O
Devices
Memory

CPU

Storage Systems

CPU and RAM
Storage and VRAM
Component
Problems

Purchasing Decisions
Software/Warranties
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Computer
Software

Basic
Networking

Microsoft
Windows

Computer
Maintenance

Software Type

How Software Works

Operating Systems

Windows OS Work
Application Software Environment

Graphics Programs
Utilities Programs
Software Selection

Fundamentals

Risks

Benefits

Usage

Network Navigation

Desktop
Mouse
Windows Elements

Start Button/Menus
Systems Properties
Folders/lcons
Shortcuts
Shutdown/Restart

Control Panel
Date/Time
Display Settings
Add Programs
Verify Installation

Excel 2007 8 Advanced Course Cost: $500.00

This course advances your skills with financial formulas, graphics in spreadsheets,

pivot tables, filtering and charts.

Course Curriculum

Advancing Your Skills Financial Formulas

Text Formulas

Introduction to Charts

Formatting Charts

Conditional Formatting

Adding Graphics to Spreadsheets
Outlining, Sorting, and Filtering
PivotTables

Protecting Data

Collaboration
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This course covers the fundamentals of Excel 2007. Topics covered
include creating and manipulating data, managing worksheets, prinfing

Excel 2007 6 Basic  Course Cost: $500.00

and modifying row and column content.

Course
Curriculum
Learning Excel Introduction
Creating and Manipulating Data
Managing Worksheets
Data Integrity
Modify Cell Content
Changing Views
Formatting Data
Modifying Rows and Columns
Saving a Workbook
Printing
Excel 2007 6 Basic  Course Cost: $500.00
This course covers the fundamentals of Excel 2007. Topics covered
include creating and manipulating data, managing worksheets, printing
and modifying row and column content.
Course
Curriculum
Learning Intfroduction
Excel Creating and Manipulating Data

Managing Worksheets

Data Integrity

Modify Cell Content
Changing Views

Formatting Data

Modifying Rows and Columns
Saving a Workbook

Printing
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Excel 2007 & Intermediate  Course Cost: $500.00

This course enhances your skills in Excel 2007 by learning how to format numbers,
understand and build formulas, perform references and conditional logic and

do lookups of data in columns and cells.

Course Curriculum

Enhancing Your Skills Formatting Numbers

Formatting Text and Tables
Understanding Formulas
Referencing Formulas
Ranges and Dates
Subtotals

Lookups

Conditional Logic

More Conditional Logic

Key Software Applications (Software) Course Cost:

$300.00

This course is designed to enhance your skills in using software on computers in
general. Topics covered involved using basic software applications, working in
Microsoft Word, formatting data in Excel, printing and manipulating data,
developing charts and making presentations. This is an all-around course in

Course
Curriculum

Software
Applications

Working in
Word

computing applications.

Apply Font Formats
Apply Text Effects
Bulleted List

Page Breaks

Page Number

Overview
Work Practices
Launch MS Word

Create Word Formatting Add Graphics
Document Tools Using Styles
Navigation/Views Add
Insertion Borders/Shading
Copy/Paste AutoText
Help Tab

_ Modify Tab
Multiple Documents Auto Format
Select/Copy/Paste Indents
Apply Line Spacing
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Tables and
Printing

Working in
Excel

Manipulate
Data

Living Online (Internet)

Create Table

Add Data

Modify Table
Manipulate Tables
Add Object
Finalize Document
Printing

Excel Worksheets
Create New
Workbook

Adjust Column/Row
Fill Cells

Adjust Worksheet
Customize
Worksheet

Overview

Enter Formulas
Absolute vs.
Relative
AutoSum

Sorting

Insert Worksheet
Formatting
Create Styles

Charts and
Printing

Making
Presentations

Using Data
Create a Chart
Modifying Charts
Saving

Print Setup

Page Breaks
Print Area

Design Principles
Add Slides

Add Pictures

Add Tables

Apply Design
Elements

Finalize Presentation

Course Cost: $300.00

This course is ideal to understand using the internet. Registrants will learn about
working with files and folders, using the World Wide Web, using email with the
internet, and how networks work with the internet (ie. WANs, LANs and Firewalls).

Course
Curriculum

Working with
Files and
Folders

Windows Explorer
Folder/File Structure
View Options
Manipulating Files
Copy/Rename

Manipulating Folders

Search for a File
Save File/backup

World Wide
Web

Working with

Access to the
Internet

Internet Explorer
Addresses
Domains
Favorites

Home Page
Links

View Offline

Information Services
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the Intfernet

E-mail

Consumer Services
Search Engines
Refine Engines
Save Elements
Boolean Searches
Search arguments
Website Content

Outlook Express
View/Open E-mail
Reply/CC

Aftachments
Create E-mail

Organize

Unsolicited Maill
Access Methods

Networks and How Data is Moved

the Internet Network

Components
WANSs/LANs/Firewalls
Connections
Transmitting Data
Risks

Benefits

Network Access

Office 2007 6 Advanced Course Cost: $300.00

This course covers the advanced aspects of Office 2007 where registrants learn
auto-format and auto-correction techniques, web-based features, hyperlinks,
bookmarks, publishing content, collaboration tools and customizing themes

Course Curriculum

AutoCorrect/AutoFormat

Web Features

within Office 2007.

AutoCorrect
Fractions/Ordinals
Symbols

Arrows/Lines

Add Dividing Lines
Smart Tags

Hyperlinks

AutoCorrect Options
Add AutoCorrect Entries

Insert Hyperlink
Email Address

2011 © EduSerc, Inc. All Rights Reserved. 1/19/2011

Page ccvii



Backgrounds and Graphics

Collaboration Tools

Finish Commands

Office 2007 o Basic

Web Page
Bookmarks

Screen Tips

Save as Web Page
Web Layout View
Publishing/Close
Update Software

Backgrounds
Themes

Fill Effects
Pictures
Picture Styles
Word Art

Freeze Panes
Split/Arrange Windows
Review

Accept/Reject Changes
Compare/Merge

Save vs. Save As
Printing

Prepare

Send
Publishing/Close
Update Software

Course Cost: $300.00

This course covers the fundamentals of Office 2007 and serves as a
great infroduction. Registrants will learn what is new from Office
2003, how to use the Office 2007 suite, format text, use tabs and

manipulate data in your applications.

Course

Curriculum

What's New Changing
Expectations
Office 2007
Requirements and
Versions
Office 2007

Command Tab

Contextual Tools
Dialog Launchers
Gallery

Live Previews

File Menus

Quick Access
Toolbar

Status Bar

Task Panes
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Formatting Text  Selecting Text Paste Drag-and-Drop

Character Paste
Highlighter Undo Changes
Font Dialog Box Clipboard
Paragraph Copy Multiple
Formaftting ltfems
Paragraph Paste Special
Alignment

Line Spacing
Paragraph Indents

Bulleted/Number Creating Lists

ed Lists Indenting/Outdent
ing
Modifying Bullets
Numbered Lists

Tabs Overview
Entering Text
Viewing the Ruler
Setting Tabs
Tabs Dialog Box
Leaders

Cut, Copy, and Cut and Paste
Outlook 2007 6 Advanced Course Cost: $300.00

This course advances your skills in Outlook 2007 with email extras, hyperlinks,
securing your email, defining rules & alerts and customizing folders.

Course Curriculum

Advancing Your Skills E-Mail Extras
Hyperlinks and Quick Parts
Setting E-mail Defaults
Securing E-mail
Working Offline
Customizing Folders
Managing Data Files
Rules and Alerts

Outlook 2007 6 Basic Course Cost: $300.00
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This course covers the fundamentals of Outlook 2007. Topics covered are the
following: configuring email accounts and creating email, changing views,
managing junk mail, proofing and formatting your outlook experience.

Course Spelling Settings
Curriculum Grammar Settings
. . Run Spell Check
Learning Learning to be Inline Errors
Outlook Efficient Find and Replace
Outlook Interface Replace with
Outlook Today Formatting
Configuring E-mail
Accountfs
Creating E-mail
Receiving E-mail
Changing Views
Organizing
Information
Managing Junk mail
Proofing Overview

Research Pane

Research Options

Thesaurus

PowerPoint 2007 8 Advance Course Cost: $300.00

This course advances your skills by incorporating multimedia, animations,
proofing, and even web viewing your presentations.

Course Curriculum

Advancing Your Skills

Multimedia

Animations

Customizing Slide Shows
Save for web Viewing
Delivery Formats

Proofing and Reviewing
Prepare and Protect
Prepare for the Presentation

PowerPoint 2007 6 Basic

Course Cost: $300.00
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This course covers the fundamentals of PowerPoint 2007. Topics cover creating
presentations, charts, tables, and creating content for effective presentations.

Course Curriculum

Learning PowerPoint

Effective Presentations
Creating Presentations
Creating Initial Content
Working with Text
Working with Lists
Charts

Tables

PowerPoint 2007 & Intermediate  Course Cost: $300.00

This course covers the fundamentals of PowerPoint 2007. Topics cover creating
presentations, charts, tables, and creating content for effective presentations.

Course Pictures and
Curriculum Photo Albums
Background and

Enhancing Skills ~ Themes

with PowerPoint  Customizing Slide
Masters
Using Existing
Content
Shape Properties
Drawing tools
SmartArt
Diagrams

Watermarks
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Word 2007 6 Advanced

Course Cost:

$300.00

This course advances to understanding references (ie. index entries, table of
contents, bibliographies), visual content, reviewing & tfracking changes and
personalizing office w/ various options.

Course Curriculum

References

Bookmarks
Captions
Footnhotes
Citations
Reference Styles
Research Pane
Index Entries
Creating Indexes
Bibliographies
Table of Figures
Table of Contents

Visual Content

Character Spacing
Inserting Shapes
Inserting Pictures
Picture Options

Word Art

Pull Quotes

Text Boxes

Sorting Text

Smart Art Graphics

Reviewing Documents

Document Window
Views

Split Screen View
Tracking Changes
E-mail Collaboration
Tracking Options
Combining
Documents
Accepting Changes
Comments

Reading View

Protecting and
Sharing Documents

Previous Word Versions
Compatibility Checker
Document Inspector
Digital Signatures
Restricting Permission
Document Properties
Word Options
Finalizing Documents
Personalizing Office
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Word 2007 5 Basic  Course Cost: $300.00

This course covers the fundamentals of Word 2007 and how to navigate through
the new menus, preparing documents, formatting, core essentials and other

initial aspects of using Word 2007.

Course Curriculum

Getting Familiar

What's New
Interface Tour
Getting Help

Document Navigation Tips

Navigating Within Documents
Navigating With the Keyboard
Browsing By Object

Selecting Text

Manipulating Text

Setting Up a Document
Cut, Copy, Paste, Move
Using The Clipboard
Find and Replace

Preparing Documents for Printing

Inline Spelling Errors

Proofing Indicator

Spelling and Grammar Dialog
Proofing Options

Saving Documents

Naming Files

Print Preview

Print Options

More Print Options

Formatting Characters

Changing Fonts
Formatting Text
Formatting Tools

Formatting Paragraphs
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Indentation
Using Styles
Customizing Styles

Word 2007 o Intermediate  Course Cost: $300.00

This course covers the fundamentals of Word 2007 and how to navigate through
the new menus, preparing documents, formatting, core essentials and other
initial aspects of using Word 2007.

Course Curriculum Headers
Themes and Templates Footers

Using Themes Mail Merge
Inserting Pages Inserting Symbols
Quick Parts Mail Merge Wizard

Choosing Recipients
Instant Merge Fields
Inserting Dates
Previewing Letters
Envelopes

Labels

Overview

Modifying Building Blocks
Inserting Fields

Inserting Symbols
Inserting Logos

Organizing Content

Creating Lists

Creating tables
Formatting Tables

Table Styles

Converting Text to Tables
Modifying Tables

Tabs, Columns, and Charts

Setting Tabs

Charts

Columns

Previewing Documents

Links, Headers, and Footers

Hyperlinks
E-mail Links
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Frequently Asked Questions

FAQ - Instructor Led Courses

: What do | need to take a classe

: How much time will | need to complete the course?

;1 have signed up for a course. Now what?

: How is the course graded?

: Dol have to have the book to pass the course?

: What if | will be on vacation or a business trip during part of the class?

: Are all supplies and fees included in the cost of the classe

. Is this a self-paced course?

: How often do the classes starte

:I've got a 56k dial-up modem. Do | need a fast connection to participate in the class?
: Does the class meet on specific days and at specific times?

: How does a student interact with the instructor?

: How are questions requesting clarification of material asked and answered?

(3NN NNNINININININININS)

Q: How do | register for a class?

A: Visit hitp://www.eduserc.org/fraining and select the course you want to register.

Q: What do | need to take a class?

A: The course is web-based. To access the course, you will need a computer with access to the intfernet, a
relatively current version of your favorite browser, an email account that allows you to send and receive files. For
each class you will need a copy of the book for that class. You can find out which book you need by viewing the
syllabus for your class.

If the class is a computer programming class you will need a compiler for the language you are studying. If the
class is an applications class, you will need the software that you are learning for that class. Some courses will
have books that come with frial versions of the software or you may be able to download the software from the
internet. For frial versions of the software there may be a time limit of 30 days that the software will work. Be
aware of that so you can complete the class materials before your frial expires. Some frial versions of the software
will not allow you to save files. If you will need to turn in files to your instructor, this may be a problem.

Q: How much time will | need to complete the course?

A: Most of our on-line classes are 32, 16 or 8 hour courses. This represents the amount of time you will probably
spend working on the course. Some people may be able to complete the course in less, others may require
more. The course will be divided info 10 lessons for a 32-hour course, 6 lessons for a 16-hour course and 4 lessons
for an 8-hour course. You will spend an average of 2- 3 hours per lesson reading the assignment in the book,
reading notes or examples that the instructor has posted in the course, and completing the assignment. Since
there are no set hours for a class, you can complete the assignments at a time that is convenient for you.

Lessons will post typically on Mondays and Wednesdays. There is usually two weeks after the last lessons posts until
the end of the class. Assignments can be tfurned in any time after they are posted and up to the last day of class.
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Q: I have signed up for a course. Now what?

A: You will appear on our course rosters after you have registered and paid for your course. As soon as you
create your account and your course is created on the system you will be automatically enrolled as long as your
email address for your classroom account matches the email address you used when you registered. If not, your
instructor will be contacting you by email to confirm your enroliment.

You should be able to sign on to the course any time after you receive the email. Your instructor will post an
announcement giving you instructions on where to find the information you will need to get started. Spend some
time familiarizing yourself with the layout of the class interface. Typically the instructor will have you post an
infroduction fo the discussion board. The instructor may also have you complete some ofther tasks that will ensure
that you have the necessary skills and equipment to participate in the course. You will find a course syllabus and
other information about the course or tools that are available to you.

On the first day of the course the instructor will post the first assignment. Each assignment will consist of a reading
assignment in your book, some notes or examples on the class site, a discussion question and a practice for you
to complete and turn in and an assigment that allows you to apply what you have learned on your own..
Exercises for all lessons will be accepted until the last day of class, but it is a good idea to stay current with the
posted exercises so you can complete the course on time.

You can ask questions about the course material or the assignment to the instructor through the discussion board.
By posting on the discussion board any other students will similar questions will be able to view your question and
answer. Before posting you may want to check the discussion boards to see if another student has already asked
the question. Other students may respond to your questions from their own experiences. The instructor typically
checks the on-line course several times a day, but you should have a response to a question no more than 24
hours after you post it during the week. and 48 hours on the weekend.

If you are having problems completing an assignment, don't hesitate to ask for help. If you post what you have
completed so far, the instructor can make comments and suggestions to help you along. If you are having
problems understanding something, explain what you do understand or ask specific questions about what you
don't understand. Just saying that you don't understand leaves the instructor with little to go on to begin helping
you. If you are having problems, give the instructor as much information as possible. Copy error messages and
document procedures you are following step by step. The more information you give your instructor the better he
or she will be able to respond. If he or she has to ask for more information from you to begin solving your
problems, the longer it will take. Responses are not as immediate as if you were in the classroom with the
instructor, but you should be able to get the help you need if you work with your instructor.

Q: How is the course graded?

A: Our continuing education courses have no grades. You will receive mastery of the course if you show that you
understand at least 70% of the course information and participate regularly in the course. Mastery will be
determined by your complete assignments. Partficipation will be based on your contribution to the discussions for
each lesson.

For each lesson there will be a reading assignment from the book, lecture notes on-line, a quiz, a discussion
question and an exercise for you to complete. The quizzes are there for you to ftest your knowledge and
understanding of the materials. Most instructors will allow you to take the quiz multiple fimes.

Assigned exercises will be the primary means the instructor has for testing your knowledge. You must complete
the exercise to the instructor's satisfaction. Once you have posted an assignment, the instructor will respond with
suggestions to correct or improve what you have done. If the course is a programming class, the program must
compile and run as described. You may be asked to provide sample output from your program or a compiled
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executable. If is a soffware application class, the instructor will ask for a completed assignment. All completed
assignments must be your own original work. Examples copied from other sources will not be accepted.

Q: Do | have to have the book to pass the course?

A: Many of the courses confain notes for each lesson that summarize the materials for the lesson. Other may
include samples of work or links to sites where you can get different explanations of basic concepfts. In either
case, most of the information that will be necessary to completing the assignments will come from the book.

Q: What if I will be on vacation or a business trip during part of the class?

A: Part of the consideration in determining whether or not you have mastered a class is your participation in the
course. Participation will come from two sources: your participation in the discussion boards and your review of
classmates' work. You will need to either post a message to the discussion forum or post a review of your
classmates' at least three days for at least five weeks of the seven weeks of the course. If you do not participate
to that level you will not master the class.

Since this is an on-line class, it is up to you to manage your time in order to complete the course. We understand
that there will be periods when work or personal business will interfere with your ability to stay up with the course.
This is why we allow some extra time after all the lessons have posted in order for you to complete the
assignments. If you stay current in the class up to the time of your vacation and get right back to it when you get
back, you should have no problems. Discuss this with your instructor so he or she will be aware of your situation. If
you maintain good communication with your instructor he or she will be able work with you.

Q: Are all supplies and fees included in the cost of the class?

A: No, you will need to purchase the book for the class if one is needed. If your course is a programming course
or a computer applications course you will need to have a copy of the software. Many of the applications have
free or frial versions you can use. If you will be using a trial version be aware that you will only be able to use the
software for 30 days and you will need to complete the course within that timeframe.

Q: Is this a self-paced course?

A: Yes, but there is a limit fo the time you will be able to work on the class. Lessons will post each Monday and
Wednesday. The syllabus is available if you want to work ahead. As long as all coursework is completed by the
end of class you may work at your own pace during the course.

Q: How often do the classes start?

A: All of our courses start every 4 weeks starfing the second Wednesday in January. We typically do not schedule
classes to run during the December holiday season.

Q: I've got a 56k dial-up modem. Do | need a fast connection to participate in the
class?

A: No, most of our classes are designed to work well with slower connections.
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A: The class is asynchronous, meaning that you can work when it is convenient to you and your instructor and
classmates will all work at a fime that is convenient for them.

Q: How does a student interact with the instructor?

A: You will typically post questions that you have to the discussion board within the class and the instructors will
provide feedback to all projects that you turn in. Instructors typically access the course at least once a day
during the week and af least once on the weekend. Some instructors may schedule chat times where you can
converse with the instructor live. Others may provide other forms of contact with the students.

Q: How are questions requesting clarification of material asked and answered?

A: Since email can be unreliable, we suggest you post any questions you have to the Questions and Comment
board in your classroom. If you are having problems with an assignment, post what you have done with specific
questions about what you need help with.
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