[image: image1.jpg]Total Learning Solutions

“The Knowiadge TransferCompany





	A
	A
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	Applications
	Applications
	Advanced Training
	Certifications
	Soft-Skills
	Special Programs

	Databases

Access

Approach

FileMaker Pro

Paradox

Email

ACT

Exchange

GroupWise

Notes

Outlook

Web Browsers

Explorer

Netscape

Operating Systems

Intro to PC’s

Windows

Linux

MacOS

Presentations

Freelance

PowerPoint

Project Management

Quicken

QuickBooks

MS Project

Visio

Spreadsheets

Excel

Lotus 1-2-3

Quattro Pro


	Word Processing

Word

Word Pro

WordPerfect Design

AfterEffects

Acrobat

CorelDraw

Freehand

Illustrator

PageMaker

Photoshop

Premiere

Publisher

QuarkXpress

Web Site Design

Dreamweaver

FrontPage

PageMill

Intro to XML

Integrated

ClarisWorks

MS Works

3 levels Available:

Introduction

Intermediate

Advanced 

Classes are based on 6 hours of instruction unless otherwise noted.
	C++ Programming

Cold Fusion

Crystal Reports

Dream-Weaver

FileMaker Pro

FrontPage

HTML

JAVA Script

Linux

Lotus Notes

MS Project

Oracle

Paradox

Photoshop

Publisher

Quattro Pro

Solaris
Unix

Visual Basic

Web Development

Windows 2000

Windows NT

PowerBuilder
	A+

Cisco

CLP

CLS

CNE

HIPAA

iNet+

Linux

MCDBA

MCP+Internet

MCSD

MCSE

MCSE+Internet

Network+

Oracle


	ADR (Conflict Resolution)

Basic Business Skills and Etiquette

Building Customer Loyalty

Building Strong Customer Relationships

Business Writing that Works

Capitalizing on Change

Career Development and Planning

Coaching/Mentoring

Cultural Diversity in the Workplace

Customer Service Excellence
Diversity Management

Effective Interpersonal Communication

Effective Listening Skills

Effective Teamwork

Empowering Employees

Getting and Staying Organized

Giving and Receiving Feedback

Goal Management at Work

Keeping Teams on Target

Leading and Motivating

Managing Change in the Workplace

Managing the Demands of Work and Home
Motivation at Work

Multicultural Customer Service

Negotiating for Business Results

Overcoming Anxiety at Work

Positive Attitudes at Work

Positive Politics at Work

Powerful Presentation Skills

Running a Meeting

Sexual Harassment

Stress Management

Telephone Skills at Work

The New Supervisor:  Skills for Success

Time Management

Violence in the Workplace
	Welfare to Work

Job Enhancement 

Upward Mobility 

Management Supervision

IT Management

Leadership Management

Project Management

Legal Secretarial Program

PC Upgrading and Repair

Help Desk

Customer Service Program

Mentor/Protégé Program

AS/400 End-user

K-12

Integrating Technology into the Classroom

QuickBooks for School Administrators

On-site Technical Support

Human Resources

SAP

PeopleSoft

Build your own program:

Choose titles from columns A, B, C, and/or D to customize Training Programs


