
 
 
 
 
 
 
 
 
 
 

 

 
 
     
 
 
 

 

 

 

 

 

   

  If your actions inspire others to dream more, learn more, 

do more and become more, you are a leader. 
                                                                                                                                                              - John Quincy Adams 
 

 
 
 
 

http://www.quotationspage.com/quote/32415.html
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Training and Education 

Training and Education, a department within Human Resources, helps employees at MCG learn in a variety of ways. 
Explore our website (http://www.mcg.edu/hr/training/index.html) to find out more about our services, then give us a call or 
send us an e-mail. We'll work together to figure out a way for you or your department to increase your knowledge and 
skills and acquire new competencies.  
 
The mission of Training and Education is to support employees and faculty members of MCG in learning, as individuals 
and in groups. We work to provide MCG staff and faculty with easy access to quality learning opportunities. 

 

The Training and Education Department also: 

 Receives all yearly performance appraisals (HS-1144). 

 Organizes the annual service recognition ceremony. 

 Processes Tuition Assistance Program applications. 

 Coordinates the campus State Charitable Contributions Program. 
 

Contact Information: 

Debra Arnold, MS  
Director, Employee Relations and Training & Education  
darnold@mcg.edu 
'  (706) 721-6197 
 
Catherine Holmes, MPA, PHR 
Senior Training Specialist 
cholmes@mcg.edu 
'  (706) 721-3196  
 
Wanda OôBrien, MBA    
Training Specialist 
wobrien@mcg.edu 
'  (706) 721-4054 
 
Joel Smith, BS  
Employee Services Coordinator 
jsmith6@mcg.edu 
'  (706) 721-0343 
 
HR Training and Education                                                                                                               
Humanresources_Training@mcg.edu 
 
Please visit the Training and Education website (https://www.oacs.mcg.edu/hr/training/) to view all of the courses 
available. We welcome your ideas! If you have suggestions for training programs, please contact us.  
 

Topic of the Month:  

The Training and Education Department understands that many employees are unable to attend training classes due to 
departmental staffing needs.  In an effort to share the wealth of knowledge with all campus employees, we have created 
the topic of the month training slide show presentation.  Please visit the HR Training website 
(http://www.mcg.edu/hr/training/index.html) to view the monthly training topic. 

 

Registration Guidelines:  

 Class sizes are limited and are filled on a first-come basis.  

 Recommended class size is a minimum of six (6) students and a maximum of twenty four (24) students; 
maximum of sixteen (16) for computer classes. 

 If less than six (6) students enroll in a class, the class will not be held.  Students and instructors will be contacted 
prior to the class start date with appropriate instructions.  

http://www.mcg.edu/hr/training/index.html
mailto:darnold@mcg.edu
mailto:cholmes@mcg.edu
mailto:wobrien@mcg.edu
mailto:jsmith6@mcg.edu
mailto:Humanresources_Training@mcg.edu
https://www.oacs.mcg.edu/hr/training/
http://www.mcg.edu/hr/training/index.html
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 Complete and submit one registration form for each class. 

 Please register at least 1-2 weeks prior to the scheduled training date for all training classes.  

 Registration forms are accessed through the Training and Education course catalog 
https://www.oacs.mcg.edu/hr/training/  

 Registrants whose registration forms are received after a class is filled are automatically put on a waiting list. 
Waiting list registrants are notified of vacancies and moved into the classes as cancellations are received.  

 Employees should discuss educational needs and interests with their supervisor before enrolling in a program.  

 

Course Confirmation: 

 Once the Training Department has received and verified availability of your requested training session, a 
GroupWise appointment will be sent to your e-mail.  

 To accept the registration - press óAcceptô in the upper left-hand corner and your GroupWise calendar will be 
updated for this training session.  

 To decline this appointment and cancel your registration for the session listed, press óDeclineô. This will remove 
you from the roster for the session.  

 If you have not received confirmation within two business days of registering for a session, please contact the 
Training Department at 721-0343. 

 

Cancellation Policy: 

If you are unable to attend a class that you have registered for, please contact Training and Education at ext. 1-0343 at 
least 48 hours prior to the class start date.  

If a participant is unable to attend a paid course, the department may send someone else in their place (written 
confirmation will be necessary). The registration fee is non-refundable, unless the Training and Education department 
cancels the class due to low enrollment. 

 

Late Arrivals to Training: 

Please arrive on time to allow time to check-in. Call Training and Education at 721-0343 as soon as possible if you know 
you will be late for a class. Participants who arrive 15 minutes late must have approval from the Senior Training Specialist 
to enter the class. 
 

Fees: 

There are no course fees for MCG classified employees unless otherwise indicated. There are several computer courses 
that have a fee. These courses are limited to a selected number of participants (please view the course description for 
class size). An employee may register for a class; however, he or she is not confirmed to attend the class until the 
Training and Education office receives payment. If a paid participant is unable to attend, the department may send 
someone else in their place (written confirmation will be necessary). The registration fee is non-refundable, unless 
Training and Education cancels the class due to low enrollment. 

 

Certificates: 

Certificates are prepared for those employees who both complete a session and indicate an interest for a certificate on 
their evaluation.  The certificate, along with a letter of completion, will be sent to the participantôs supervisor, unless 
otherwise indicated. 

 

Continuing Education Credits: 

CEUs will be given for completing many of MCGôs training courses. The number of CEUs granted is noted on each course 
page. The Continuing Education Department maintains records of the CEUs for up to six years. You may receive a copy 
of your transcript by e-mailing, writing, or faxing a written request.  For more information, please visit the Continuing 
Education website at http://www.mcg.edu/ce/. 

http://www.mcg.edu/hr/training/regform.htm
https://www.oacs.mcg.edu/hr/training/
http://www.mcg.edu/ce/
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General Information: 

 For comfort, bring a sweater or jacket to the training class. 

 Bring a pen or pencil. 

 If special needs are required due to a disability, please contact Training and Education at ext. 1-0343.  
 

Customized or Departmental Training: 

The Training and Education office can assist departments in meeting specific training needs for their faculty and staff. We 
will provide resources or coordinate customized training sessions upon request. Training can be conducted in the HR 
training room or at the requestorôs facility. For more information, please e-mail the Senior Training Specialist at 
cholmes@mcg.edu or call ext. 1-3196.    
 

mailto:cholmes@mcg.edu
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New or Revised Courses: 
 

1. Customer Service: Determining Caller Needs 

2. Customer Service: How to Handle the Foreign  

Accent 

3. Customer Service: How to Treat Every Caller as 

a Welcome Guest 

4. Customer Service: Thatôs Just Rude! 

5. Effective Editing 

6. Empowering the Team 

7. Establishing Objectives and Reaching Goals 

8. Everything for the Administrative Assistant 

9. Five Dysfunctions of a Team 

10. HCCU Lunch & Learn Sessions 

11. Introduction to Library Resources 

12. Promoting Organizational Success 

13. The Power of Nice 

14. The Power of Small: Why Little Things Make A  

Difference 

15. Liberty Mutual Lunch & Learn 

16. Merrill Lynch Lunch & Learn 

17. Time Ware 

18. Wellness Wednesdays Lunch & Learn Sessions 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Professional and Personal Development 
 

Administrative Professional Certificate Series                     

Instructor: Training and Education Staff      
 
Administrative professionals are often the command center for departments or divisions.  Such responsibility requires an 
individual who is able to complete multifaceted tasks, communicate with diverse work teams, and maintain organization 
while following the particular policies and procedures of the department and MCG campus.  This series is designed to 

Remember the Training 
and Education 

Department is able to 
customize any training 

course for your 
department! 
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address four major topics, that combined, will assist you in becoming more efficient in your current position as an 
administrative professional. 
 
Course Descriptions: 
 
× Module 1: Becoming a True Professional                                                                              
 
A positive attitude can have a great affect on your interpersonal relations at work and your career in general. Learn the 
five keys to success that will lead you to become a respected true professional within the workplace. 
 
× Module 2: Ethics in the Workplace   

              
Being ethical is essential if organizations want to remain profitable and maintain a positive reputation.  Learn how to 
maintain your integrity in the workplace and earn the respect you deserve.  
 
× Module 3: Business Writing                                                               
 
If you are crafting a three-line message or a 200-page report, how and what you write is a reflection of you.  This course 
will offer you skills on how to effectively write for success. 
 
× Module 4: Getting Organized                                                                                                
 
Need help improving your ability to focus, organize, and prioritize?  This course is for you! Learn effective solutions that 
will address the chaos and disorder in your work life. 
 

 
 
 
 
 
 
 
 
 
 

 

Business Etiquette                                                                 

Instructor: Training and Education Staff   

   
The way you handle yourself in a business and social environment can reveal a lot about you, and your position within an 
organization. From meetings with the boss to meetings with clients and customers, knowing the right things to do and say 
can make a tremendous difference in helping you and your department, reach their goals.  
 
Topics Covered: 

 The benefits and importance of business 
etiquette 

 Greetings 

 Handshakes 

 Office etiquette 

 Gift giving 

 Equipment etiquette 

 Professional appearance and attitude 

 
Intended Audience:  
For all campus employees who want to learn the essentials of business etiquette and how to present themselves in a 
professional manner. 

   

Dates and Times:  Module 1: Thursday, September 10 2:00 ς 4:00 p.m.  
 Module 2: Thursday, September 17 2:00 ς 4:00 p.m.  
 Module 3: Thursday, September 24 2:00 ς 4:00 p.m.  

 Module 4: Thursday, October 1 2:00 ς 4:00 p.m.  
Location:  HR Training Room (HS-1151)  
CEUs:  1.0 for the whole series  
Fee:  None  
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Communicating Assertively                                                     

Instructor: Training and Education Staff 
 
If you know what you want to say, then just say it. Sometimes it is not that simple because doubt begins to enter our 
minds. This course will help you prepare assertive responses and strengthen your assertiveness skills. 
 
Topics Covered: 

 What is assertiveness? 

 Self-assessment to determine your level of 
assertiveness 

 Understanding the four communication styles 

 Five assertiveness techniques 

 Picking and planning your battles 

 Speaking with confidence 

 
Intended Audience:  
For all campus employees who may feel that they are too aggressive when they speak or feel that they need to speak up 
more for themselves. 
 

 

 
 
 
 
 
 
 

 

Communication Skills and Attitude for Success                   

Instructor: Training and Education Staff 

 
One of the biggest mistakes we make each day at work and at home are to underestimate the power of communication. 
We simply take for granted that communication really is a tool, and that it can help "make or break" us. This training 
program shows us how our daily communication skills and attitude can dramatically propel us to new levels of success.  
 
Topics Covered: 

 The importance of a positive attitude                                                                

 Developing and maintaining a positive attitude                                                       

 How a positive attitude can help you get what 
you want                                          

 Putting a twist on a negative attitude                                                                             

 How others perceive your attitude                                                                           

 How to change your attitude  

 Sending a strong message about your credibility    

 Polishing your communications skills          

 
Intended Audience:  
For all campus employees who find themselves having negative thoughts, and wanting to find new ways to act and 
communicate positively.  

   

Dates and Times:  Wednesday, December 2  2:00 ς 4:00 p.m.  
Location:   HR Training Room (HS-1151)    
CEUs:  .2  
Fee:  None  

   

Dates and Times:  Wednesday, November 4  9:00 ς 11:00 a.m. 
     
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  
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Communicating a Positive Professional Image                    

Instructor: Training and Education Staff 

 
Communicate a positive professional image in the way you look, act and present yourself. Discover a professional image 
that feels right to you and looks great to coworkers and superiors. This course will help you assess your image and 
provide specific suggestions for enhancing it.   
 
Topics Covered: 

 The importance of a positive image to your professional success 

 Your self-image and your external image 

 How your image influences your performance 

 The key elements of image 

 Other factors affecting your image                                                                
 

Intended Audience:  
For all campus employees who want to project a positive professional image for every occasion.   
 

 
 
 

 

 
 

 

 

 

Coping with Anger in the Workplace                                     

Instructor:  Training and Education Staff 
 
Anger is a normal and sometimes intense human emotion.  No one person is exempt from feeling angry.  In order to 
manage our anger, we must understand anger and learn how to use it for the enhancement of workplace relationships.  
This course is designed to help you learn how to manage your anger and mobilize anger into positive results. 
 
Topics Covered: 

 Identifying human emotions 

 Identifying the stages of anger 

 Identifying feelings of anger and the behaviors of 
anger 

 Understanding emotions in relation to the 
conflict style 

 How to deal with difficult situations 

 The power of positive self-talk 

 Working toward anger resolution through 
acceptance 

 Anger management and effective 
communication techniques 

 
Intended Audience:  
For all campus employees  

   

Date and Time:  Thursday, November 5  9:00-11:00 a.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  

   

Date and Time:  Wednesday, August 26  2:00 ς 4:30 p.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .25  
Fee:  None  
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Coping with Change: The Change Cycle                                

Instructor: Training and Education Staff 
 
Dealing with organizational change is about getting through the emotion and commotion with minimal damage to your 
blood pressure, career, relationships, and confidence. This course introduces the six predictable and sequential stages of 
change ï loss, doubt, discomfort, discovery, understanding, and integration.  
 
Topics Covered: 

 Identifying change 

 Learning the six stages of the change cycle 

 Know what to expect from yourself and others 
 
Intended Audience:  
For all campus employees who want to improve the way they deal with change.  
 

 
 
 

 

 
 
 
 

 

Dealing with Difficult People                                                   

Instructor: Training and Education Staff 
 
Everybody has at least one difficult person to deal with in everyday life. All of us have our own communication style when 
dealing with others, especially difficult people. This workshop introduces several difficult personality styles and how to 
deal with each of them after understanding your own personal communication style. 
 
Topics Covered: 

 Identifying your communication style 

 Identifying the four types of communication 
styles 

 Reminders for when dealing with a difficult 
person 

 Explaining what each difficult personality needs 

 Describing how to handle these difficult people 

 Identifying the ten action steps for dealing with 
difficult people 

 
Intended Audience:  
For all campus employees who want to improve relationships with their co-workers and better understand how to deal with 
difficult people. 

   

Date and Time:  Thursday, November 19  9:00 ς 11:00 a.m. 
     
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  

   

Date and Time:  Tuesday, September 22 2:00 ς 4:30 p.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .25  
Fee:  None  
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Dynamics of Small Group Communication                                            

Instructor: Training and Education Staff 

 
Anyone who works with others within a department or work unit needs good communication skills in order for the overall 
unit or department to be successful.  Given the importance of effective communication, this course will provide tools and 
techniques to enable participants to learn to work together effectively in small groups. 
 
Topics Covered: 

 Understanding the elements of small group communication 

 Identifying characteristics of an effective team 

 Advantages and disadvantages of working together in groups and teams 

 Discuss different types of groups 

 Identify concepts promoting effective small group communication  

Intended Audience:   
For all campus employees who seek new and innovative methods for improving small group communication within their 
assigned work units and departments.  
  

 

 

 

 

 

 

 

 

 

Effective Listening                                                                    

Instructor: Training and Education Staff 
 
Do you act like youôre listening when you are really not? This course provides you with the skills needed to effectively 
listen by overcoming internal and external listening pitfalls as well as tips for improving communication. 
 
Topics Covered: 

 Hearing vs. listening 

 Communication types 

 Listening pitfalls 

 Levels of listening 

 Tools for effective listening 

 Tips for improving listening and communication 
 
Intended Audience:  
For all campus employees who would like to improve their listening and communication skills. 

   

Date and Time:  Thursday, October 29 9:00 ς 11:30 a.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .25  
Fee:  None  

   

Date and Time:   Thursday, July 16 1:00 ς 4:00 p.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .3  
Fee:  None  



Human Resources Training and Education À 2009 summer and fall course catalog 

12             

 
 
 

 

 
 

 

 

 

 

 

 

Empowering the Team                                                                    

Instructor: Training and Education Staff 
 
A successful organization is dependent upon the productivity and success of the work teams within its individual units or 
departments. It is important for work teams to learn to develop methods for working together and appreciating differences 
in order to be successful.  
 
Topics Covered: 

 Establish strong work teams with communication 

 Learn to value differences of team members 
 

 Identify individual roles of each team member 

 Develop an action plan 

Intended Audience:  
For all campus employees who would like to improve their team communication skills. 
 

 
 

 

 
 

 

 

 

 

 

 

Establishing Objectives and Reaching Goals for Success                                                                    

Instructor: Training and Education Staff 
 
Organizational success depends on the capabilities and innovation of its work teams to be able to assess needs and 
identify objectives for accomplishing goals. The success of any goal depends upon the realization of its value to the 
organization through an understanding of how to establish objectives and attain achievable goals.  

 
Topics Covered: 

 Learn how to assess departmental needs  

 State objectives and set specific time limits  

 Learn how to establish realistic goals 

 Learn how to communicate goals 

 Achieve positive results 

 
Intended Audience:  
For all campus employees who would like to improve their goal setting skills. 
 

 
 

 

 
 
 
 
 

   

Dates and Times:  Tuesday, October 6 2:00 ς 4:00 p.m. 
     
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  

   

Dates and Times:  Thursday, August 20 9:00 a.m. ς 12:00 p.m. 
     
Location:  HR Training Room (HS-1151)  
CEUs:  .3  
Fee:  None  

   

Dates and Times:  Friday, December 4 9:00 a.m. ς 12:00 p.m. 
     
Location:  HR Training Room (HS-1151)  
CEUs:  .3  
Fee:  None  
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Five Dysfunctions of a Team                                                                    

Instructor: Training and Education Staff 
 
The goal of this course is to provide specific, practical guidance for overcoming the five dysfunctions of a team.  

 
Topics Covered: 

 Learn what makes a team  

 Identify what level the team is currently performing at 

 Learn what it takes to make a great team to achieve positive results 
 
Intended Audience:  
For all campus employees  
 

 
 

 

 
 
 
 
 

 

Grant Writing 101                                                     

Instructor: Academic Affairs Staff  
 
Writing your first NIH R01 grant can be a daunting task. Being a ñbrilliant scientistò is no longer enough to secure funding. 
What you have done and what you plan to do must be communicated properly in order for your application to be 
successful.  
 
Topics Covered: 

 Elements required for the RO1 mechanism 

 Common mistakes made in grant applications and how to avoid them 

 Specific examples of text 
 
Intended Audience: 
For all campus employees who would like to prepare a grant.    
 

 
 
 
 
 
 
 
 

 

 

Improve Your Memory                                                     

Instructor: Training and Education Staff  
 
We all forget things sometimes ï our keys, a phone number, the reason we went to the other room ï and our 
forgetfulness only increases with age. This course provides the tips and techniques that will help you improve the ability to 
remember everyday issues as well as improving your memory for years to come.   
 
 
 

   

Dates and Times:  Thursday, December 10 9:00 a.m. ς 12:00 p.m. 
     
Location:  HR Training Room (HS-1151)  
CEUs:  .3  
Fee:  None  

   

Date and Time:  Thursday, October 22 9:00 ς 11:00 a.m. 
   
Location:  CA 2109  
CEUs:  .2  
Fee:  None  
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Topics Covered: 

 What is memory 

 Rate your current memory 

 Subjective versus objective memory loss 

 Learn the three basic memory training skills 
 
Intended Audience: 
For all campus employees who would like to improve their memory.   
 

 
 
 
 
 
 
 
 

 

Interviewing: Hiring the Right Person                                               

Instructor: HR Employment Staff  
 
This course provides the knowledge and techniques that will transform you into an extraordinary interviewer.  This course 
is interactive, giving every participant opportunity to practice and perfect new skills and concepts.  By the end of the 
course, you will have the tools to structure, conduct and evaluate job interviews. 
 
Topics Covered: 

 How to prepare for an interview 

 How to determine who should be on the 
interview panel 

 How to begin an interview 

 Questions to ask during an interview 

 Questions to avoid during an interview 

 Recognize EEO regulations 

 Basic tips while interviewing 

 Procedures to follow once the interview is over 

 
Intended Audience: 
For all campus employees who prepare interviews or conduct interviews at MCG.  
 

 
 

 

 

 

 

 

 

 

 

Interviewing: Tips for Employees                                            

Instructor: Training and Education Staff 
 
Effective interviewing techniques and having a good understanding of the interview process can be beneficial when 
seeking employment.  This course is designed to enable participants to learn interviewing tools and techniques that will 
enable them to better enhance individual interviewing skills when seeking the ideal job. 
 
Topics Covered: 

 Understanding the purpose of the interview    

 Identify the different types of interviews 

 Understanding and improving your interview language (verbal/non-verbal) 

 Improving individual interviewing techniques 

 Interview practice session 

   

Date and Time:  Wednesday, June 24 2:00 ς 4:00 p.m. 
 Thursday, July 23 2:00 ς 4:00 p.m. 
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  

   

Date and Time:  Tuesday, October 6 9:00 ς 11:00 a.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  
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Intended Audience:   
For all campus employees who see the value in enhancing individual interview skills and gaining overall self-confidence. 

 

 

 

 

 

 

 

 

Keys to Improving Your Productivity                                                     

Instructor: Training and Education Staff  
 
This course provides the tips and techniques that will enable you to increase your productivity level within the work 
environment.    
 
Topics Covered: 

 Learn how to define labor productivity 

 Understand how productivity is measured 

 Discuss different factors that affect productivity 

 Identify methods for becoming more efficient and productive  
 
Intended Audience: 
For all campus employees who would like to improve their productivity.   
 

 
 
 
 

 

 

 

 

Meeting Essentials                                                                    

Instructor: Training and Education Staff 
 
This course provides participants with the skills needed to prepare and facilitate effective meetings, regardless of their 
purpose, audience, or degree of formality.  It provides participants with excellent resources and tools to assure your 
meetings are focused to achieve the meetingôs objectives. 
 
Topics Covered: 

 How to facilitate a meeting 

 Preparing an agenda 

 How to encourage participation in a meeting 

 How to keep a meeting on track 

 Handling disruptive behavior 

 Assigning and following up on action items 

 Traits of a meeting leader 

 Meeting roles 
 
Intended Audience: 
For all campus employees who attend or facilitate meetings on a regular basis and would like to improve the efficiency of 
these meetings. 

   

Date and Time:  Wednesday, August 5 1:00 ς 4:00 p.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .3  
Fee:  None  

   

Date and Time:  Tuesday, July 21 1:00 ς 4:00 p.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .3  
Fee:  None  
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Meeting Minutes                                                                        

Instructor: Training and Education Staff 
 
Do you find yourself trying to write down every word spoken during a meeting? If so, this class is for you. Discover new 
ways to capture the main content of what is covered in a meeting without losing ink from your pen. Participants will have 
an opportunity to observe a meeting and take minutes using the techniques taught in the class. 
 
Topics Covered: 

 Designing a template 

 Meeting minutes doôs and donôts 

 When to distribute meeting minutes 

 What to capture in your minutes 

 Meeting minute formats 
 
Intended Audience: 
For all campus employees who attend meetings on a regular basis and would like to improve their efficiency of taking 
minutes.  
 

 
 
 
 
 
 
 
 

 

Presentation Skills                                                                    

Instructor: Training and Education Staff 
 
Do you prepare training sessions for your department? Would you like to feel more comfortable in front of an audience?  
Want to learn how to handle problems created by your audience? This workshop focuses on the fundamentals of effective 
delivery.  
 
Topics Covered: 

 How to effectively prepare a training session 

 How to select appropriate training aids 

 How to handle problem situations 

 Where to stand in the room 

 Proper observing techniques 

 Types of questions to ask the audience 

 Responding to tough questions 

 How to know and relate to your audience 
 
Intended Audience: 
For all campus employees who present or plan to present presentations in a formal or informal setting and would like to 
improve their presentation skills.  

   

Date and Time:  Thursday, August 6 9:00 ς 11:00 a.m. 
     
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  

   

Date and Time:  Tuesday, August 11  2:00 ς 4:00 p.m.  
   
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  
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Presentation Skills: Speak With Confidence                      

Instructor: Training and Education Staff 
 
Communication pays off everywhere you turn. Speaking well is a measurable skill and valuable asset that can help you. 
This course workshop focuses on the fundamentals of effective speaking.  
 
Topics Covered: 

 How to communicate, not just inform 

 How to build a rapport with your audience 

 How to provide a dynamic delivery 

 
 
Intended Audience: 
For all campus employees who present or plan to present presentations in a formal or informal setting and would like to 
speak with confidence.  
 

 
 

 

 
 
 
 
 

 
Preventing Discrimination                                                                     

Instructor: AA/EEO Office Staff 
 
Training provides basic knowledge of affirmative action and equal employment policies that each employee should know 
and follow.  This training session will provide employees with knowledge of their protected rights, how to avoid harassing 
behavior, and when and how to report any violations of discrimination.   
 
Topics Covered: 

 What are your ñprotectedò rights  

 How the Affirmative Action/EEO Office serves 
you 

 How affirmative action affects you 

 How to request religious and disability 
accommodations  

 What is sexual harassment 

 How to prevent sexual harassment 

 When and how to file a discrimination complaint 
Intended Audience: 
All employees of the Medical College of Georgia. 
 

 
 
 
 
 
 
 

   

Date and Time:  Friday, August 14 8:30 ς 11:30 a.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .3  
Fee:  None  

   

Date and Time:  Thursday, October 29 2:00 ς 4:30 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .25  
Fee:  None  

   

Date and Time:  Wednesday, October 7 2:00 ς 4:00 p.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  
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Promoting Organizational Success 

Instructor: Training and Education Staff 
 
It is critical for organizations of today to promote success from the ground up. This encompasses the essence of key 
components such as customer service, motivation, and the ability to be able to work with others in order to be productive.  
 
Topics Covered: 

 Enhance proactive customer service skills  

 Learn how to value diversity 

 Identify methods for motivating others 

 Know your organizationôs products or services 

 Understand the importance of your job duties 
 

 
Intended Audience:  
For all campus employees who would like to improve their success within the organization.  
 

 
 

 

 

 

 

 

 

 

Qualities of a Team Player                                                       

Instructor: Training and Education Staff 
 
Everyone knows that teamwork is a good thing. In fact, it is essential! This training session will assist you to make team 
building simple to grasp, retain, and put into practice.    
 
Topics Covered: 

 Define a team 

 Learn the essential qualities of a team player  
 
Intended Audience:   
For all campus employees who want to learn the essential qualities of a team player.  
 

 

 
 
 
 
 
 
 

 

Reducing Stress                                                                        

Instructor: Training and Education Staff 

 
Stress has become a major concern for many organizations. Lost productivity, frequent sick days, and low morale are 
widely attributed to employees who feel stressed out. This stress management course demonstrates how to recognize 
stressful situations and demonstrates ways to create a positive situation in any environment. 
 
 
 

   

Dates and Times:  Friday,  November 20 9:00 a.m. ς 12:00 p.m. 
     
Location:  HR Training Room (HS-1151)  
CEUs:  .3  
Fee:  None  

   

Date and Time:  Wednesday, October 21 2:00 ς 4:00 p.m.  
   
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  
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Topics Covered: 

 What is stress and anxiety? 

 Assessing your stress and anxiety levels 

 Reducing stress and anxiety 

 Putting stress in perspective 

 Putting anxiety to work 

 Techniques to conquer your stress and anxiety 
 

Intended Audience: 
For all campus employees who are experiencing stress and would like tips on how to reduce and maintain stress in their 
lives. 
 

 
 
 
 
 
 
 
 

 

Resolving Workplace Conflict                                                 

Instructor: Training and Education Staff 
 
In today's fast-paced high intensity workplace, conflict plays a major part in our everyday activities. This workshop looks at 
conflict as a normal part of life and shows how to turn it into a positive experience.  
 
Topics Covered: 

 What is conflict? Why do we have conflict at work? 

 Different types of conflict 

 Six methods for handling conflict 

 Tips to handle conflict at work 

 How to resolve conflicts and maintain working relationships 
 

Intended Audience: 
This class is intended for campus employees who are going through a conflict or anticipate conflict in their work area and 
need different methods to resolve the conflict.  
 

 
  
 
 
 
 
 
 

 

Seven Habits of Highly Effective People                                 

Instructor: Training and Education Staff 
 
This workshop focuses on a step-by-step pathway for living with fairness, integrity, honesty, and dignity ï principles that 
give us the security to adapt to change, and the wisdom and power to take advantage of the opportunities that change 
creates.  
 
Topics Covered: 

 Habits defined 

 Effectiveness defined 

 Opening the gate of change  

 The seven habits  
 
 

   

Date and Time:  Thursday, August 20 2:00 ς 4:00 p.m.  
   
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  

   

Date and Time:  Thursday, August 27 2:00 ς 4:00 p.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  
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Intended Audience:  
For all campus employees who want to become highly effective in their personal and professional lives.   

 

 

 

 

 

 

 

 

 

Sexual Harassment                                                                                 

Instructor: AA/EEO Office Staff 
 
This workshop focuses on the changing roles of men and women in the workplace and how sexual harassment can result 
when attitudes fail to adjust to todayôs new work environments. The workshop defines sexual harassment based on EEOC 
guidelines, identifies the different types of sexual harassment, and addresses what action should be taken if you are 
sexually harassed. MCGôs policy on sexual harassment will also be reviewed. 
 
Topics Covered: 

 What is sexual harassment? 

 Types of sexual harassment 

 Identifying the different types of sexual 
harassment in example scenarios 

 What to do if you have been harassed 

 Who to report sexual harassment conduct to 

 Common questions and answers on sexual 
harassment 

 
Intended Audience:  
For all campus employees who want to become aware of the laws that protect you from sexual harassment and hostile 
work environments.  
 

 
 
 
 
 
 
 

 

 

Team Building with True Colors               

Instructor: HR Training and Education Staff  
   
In businesses today the teamwork concept, rather than the old pyramid-shaped organization-chart-process, is what 
makes organizations successful. Ideas and decisions are generated within teams and not from the top down as in the 
past. Your entire workforce will know how to maintain a cooperative, creative and highly productive team environment. 
The skills learned in this course will lead to greater success for you and your team. 
 
Topics Covered: 

 Define a team 

 Identify the essential traits of a successful work 
team 

 Determine your personality style 

 Define the four different personality styles 

 Identify the strengths and weaknesses for each 
personality style 

 Demonstrate how to communicate with other 
personality styles 

 
Intended Audience: All campus employees.  

   

Date and Time:  Thursday, July 9  9:00 a.m. ς 12:00 p.m. 
 Wednesday, September 30 9:00 a.m. ς 12:00 p.m. 
Location:  HR Training Room (HS-1151)  
CEUs:  .3  
Fee:  None  

   

Date and Time:  Tuesday, September 8 2:00 ς 4:00 p.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  
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The Art of Conversation                                                           

Instructor: Training and Education Staff  
 
This course is for those intimidated by the complexity of personal interaction, or those simply looking to polish their 
speaking skills.  
 
Topics Covered: 

 What conversations are made of 

 Rules of conversation 

 Conversations with all kinds of people 

 Everyday blunders 
 

 
Intended Audience:  
This class is intended for campus employees who are in search of ways to turn a plain conversation into an engaging 
encounter.  
 

 
 
 
 
 
 
 
 

 

The Power of Nice                                                           

Instructor: Training and Education Staff  
 
This course is for those who think being nice means acting wimpy. The goal of this course is to show that companies and 
people with a reputation for cooperation and fair play forge the kind of relationships that lead to bigger and better 
opportunities, both in business and in life.   
 
Topics Covered: 

 Learn the six power of nice principles 

 Develop a plan of action to create a positive impression and turning enemies into allies 
 

 
Intended Audience:  
This class is intended for campus employees.  
 

 
 
 
 
 
 
 
 

 

   

Date and Time:  Friday, September 18  9:00 a.m. ς 12:00 p.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .3  
Fee:  None  

   

Date and Time:  Wednesday, September 23 9:00 ς 11:00 a.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  

   

Date and Time:  Tuesday, December 15 2:00 ς 4:00 p.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  
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The Power of Small: Little Things Make a Difference                                                   

Instructor: Training and Education Staff  
 
This course is for those who think only the big things matter. It is actually the little things that make all the difference, both 
in business and in life.   
 
Topics Covered: 

 Learn the true power of small things 

 Identify little mistakes that can make a big difference 
 
Intended Audience:  
This class is intended for campus employees.  
 

 
 
 
 
 
 
 
 

 

Time Management                                                                 

Instructor: Training and Education Staff  
 
This workshop will teach you to control the vicious circle of time-pressure and stress, allowing you to make the most 
effective use of your time, energy and talents. It will show you how to select the time management system best suited to 
your personality and job; to empower others by using the key principles of time management, and to regain control by 
actively managing interruptions. 
 
Topics Covered: 

 What is time management? 

 Assess how you manage your time 

 How to set priorities 

 Short and long term planning 

 How to plan your day, week, and month 

 Identify your time wasters 

 Key principles to managing your time effectively 

 
Intended Audience:  
This class is intended for campus employees who are in search of ways to better manage their time, get organized and 
prioritize their tasks. 
 

 

 

 
 
 
 
 
 

Professional Writing Series 
 
Business Writing                                                                      

Instructor: Training and Education Staff 
 
Before you write your next business-related document, learn some effective ways to improve your correspondences.  This 
course will provide you with the knowledge needed to master great writing. 
 

   

Date and Time:  Thursday, November 19 2:00 ς 4:00 p.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  

   

Dates and Times:  Friday, August 21 9:00 ς 11:00 a.m. 
     
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  
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Topics Covered: 

 Composition 

 Organization 

 Wording and phrasing 

 Tone and persuasion 

 Punctuation and grammar 

 Abbreviation, capitalization and spelling 

 Formatting 

 
Intended Audience:  
For all campus employees who want to improve their business writing.  
 

 
 
 
 
 
 
 
 

 

Business Writing (Part 2): How to Say It                                              

Instructor: Training and Education Staff 
 
Although an impressive amount of business and social interaction takes place over the telephone or in person today, oral 
communication has not yet begun to replace the written word. The well-written letter remains a staple of business success 
and one of the strongest connecting links between individuals. This course will provide you with the knowledge needed to 
improve your writing. 
 
Topics Covered: 

 Discuss the mechanics of letter writing 

 Review the content of a letter 

 Discuss the different types of letters 

 Construct a letter with appropriate words and 
phrases 

 View sample letters 

 
Intended Audience:  
For all campus employees who want to improve their business writing.  
 

 
 
 
 
 
 
 
 

 

Effective Editing                                                                   

Instructor: Training and Education Staff 
 
Whether you are working on material composed by someone else or you are responsible for all phases of the writing 
process, this course will provide you with the guidelines on editing and proofreading to achieve a higher level of quality in 
the documents you produce.  
 
Topics Covered: 

 Identifying the editing and proofreading process 

 What to look for when proofreading 

 What to look for when editing 
 
Intended Audience:  
For all campus employees who would like to improve their editing and proofreading skills. 

   

Date and Time:  Thursday, September 3  9:00 a.m. ς 12:00 p.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .3  
Fee:  None  

   

Dates and Times:  Thursday, September 24 8:30 ς 11:30 a.m. 
     
Location:  HR Training Room (HS-1151)  
CEUs:  .3  
Fee:  None  
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E-Mail Essentials                                                                       

Instructor: Training and Education Staff 
 
This course will give you the confidence to write an e-mail without second guessing yourself. 
 
Topics Covered: 

 Understand the professional way to send an e-mail 

 Understand the importance of e-mail etiquette in the workplace 

 Understand the proper way to reply to an e-mail 
 
Intended Audience:  
For all campus employees who want to brush up on e-mail etiquette.  
 

 

 
 
 
 
 

 

Punctuation Refresher                                                             

Instructor: Training and Education Staff 
 
Ever wonder if you placed a dash or comma in the right place? This refresher course will give you the confidence to write 
an e-mail or memo without second guessing yourself. 
 
Topics Covered: 

 Where and when to use commas 

 Possessives  

 Proper use of quotations, parentheses, and dashes 

 Determining which article to use 

 Writing complete and correct sentences 

 Answers on commonly misused words 
 
Intended Audience:  
For all campus employees who want to brush up on their punctuation and writing.  
 

 
 
 
 
 
 
 

   

Dates and Times:  Friday, December 18 8:30 ς 11:30 a.m. 
     
Location:  HR Training Room (HS-1151)  
CEUs:  .3  
Fee:  None  

   

Date and Time:  Wednesday, July 22 9:00 a.m. ς 12:00 p.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .3  
Fee:  None  

   

Date and Time:  Thursday, August 27 8:30 ς 11:30 a.m. 
     
Location:  HR Training Room (HS-1151)  
CEUs:  .3  
Fee:  None  
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Resume Writing                                                                     

Instructor: Training and Education Staff 
 
This course will give you the confidence to write an effective resume and cover letter. 
 
 
Topics Covered: 

 When to send a resume 

 What not to say in a resume  

 Tips on resume writing 

 Review the resume format 

 Discuss the importance of a cover letter 

 Review the cover letter format 
 
Intended Audience:  
For all campus employees who want to improve their resume writing.  
 

 
 
 
 
 
 
 
 

 

Customer Service Courses 
 
Customer Service Certificate Series                                       

Instructor: Training and Education Staff  
 
As a state agency, the University System of Georgia is an active participant in this initiative. Chancellor Erroll B. Davis, Jr., 
has said that "we intend to provide a model of service unparalleled in public higher education. Many of our faculty and 
staff already place our customers' needs first, but we need to institutionalize this practice and really own it."  The premise 
of this series is to recognize quality customer service and the foundation upon which an organizationôs success is built. 
This series focuses on achieving quality customer service: sending a positive attitude to others, identifying the needs of 
your customers, providing for the needs of your customers, and making sure your customers are satisfied and return. One 
may enroll for each class individually; however, if you complete all five modules you will receive a certificate indicating that 
you have completed the Customer Service Certificate Series: Quality Matters.  
 
Course Descriptions: 
 
× Module 1: Six Cardinal Rules of Customer Service®          

                                                
Common sense customer service rules for face-to-face and telephone customer service. Employees will learn the six 
cardinal rules of customer service.  
 
× Module 2: Five Forbidden Phrases®                                                                                          

 
Includes telephone and face-to-face examples. Employees will learn recommended solutions to the five most common 
and irritating customer ñturn-offs.ò 
 
× Module 3: Basic, Basic Telephone Skills®                                                                              

 
The basics of customer service and telephone skills. Features ten powerful sections which will benefit most any customer 
contact employee.  
 

   

Date and Time:  Friday, August 28 8:30 ς 11:30 a.m.  
     
Location:  HR Training Room (HS-1151)  
CEUs:  .3  
Fee:  None  
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× Module 4: Seven Keys to a Positive Mental Attitude®                                                                           
 
This program applies to all your team members. It will help viewers gain awareness that a great attitude isn't something 
that magically happens. Rather, it's a choice which people make in advance about how they are going to deal with life's 
events. The seven key points and review quotes after each segment will set the stage for better attitudes around your 
workplace. 
 
× Module 5: Essential Elements of Internal Customer Service®                                                       

 
The value of offering great customer service isn't up for debate. But what about internal customers and our coworkers? 
This program illustrates the six essential elements for improving internal customer service and helps employees realize 
we are customers to each other. 
 
Intended Audience:  
For all campus employees who see the value in customer service and want to enhance their customer service skills.  
 

 
 
 
 
 
 
 
 
 

 

 
 

 

Determining Caller Needs®                                                         

Instructor: Training and Education Staff 
  
As service providers, we often find ourselves playing the role of problem solver for our customers. The most effective 
problem solvers are those who have mastered the art of listening and asking questions. The goal of this course is to 
provide you with the techniques to expand your ability to determine the customerôs needs, thus becoming a better problem 
solver.   
 
Topics Covered: 

 The importance of the relationship between effectively determining the needs of a caller and providing excellent 
service to customers 

 Recall and apply six techniques for improving effectiveness as a listener 

 List and utilize seven questioning techniques for obtaining complete information from callers 
 
Intended Audience:  
For all campus employees who see the value in customer service and want to enhance their customer service skills.  
 

 
 

 
 
 
 
 

 

   

Dates and Times:  Module 1: Tuesday, December 1 9:00 ς 11:00 a.m.  
 Module 2: Wednesday, December 2 9:00 ς 11:00 a.m.  
 Module 3: Thursday, December 3 9:00 ς 11:00 a.m.  

 Module 4: Tuesday, December 8 9:00 ς 11:00 a.m.  
 Module 5: Wednesday, December 9 9:00 ς 11:00 a.m.  
Location: HR Training Room (HS-1151)  
CEUs:  1.0 for the whole series  
Fee:  None  

   

Date and Time:  Thursday, July 9  2:00 ς 4:00 p.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  
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From Curt to Courteous®                                                         

Instructor: Training and Education Staff 
 
The goal of this course is to raise the awareness of the various means of communication and how we use them.  The 
ability to be understood is key whether the mode of communication is synchronous (immediate two-way communication) 
or asynchronous (delayed one-way communication). 
 
Intended Audience:  
For all campus employees who see the value in customer service and want to enhance their customer service skills.  
 

 
 

 
 
 
 
 

 
How to Avoid Emotional Leakage®                                         

Instructor: Training and Education Staff 

 
Any person who transacts business on the telephone for any organization plays a critical role in that organizationôs 
success.  Given the importance of that function, this course has one goal:  to improve the performance of your companyôs 
employees by identifying inappropriate telephone procedures and providing effective alternate techniques.  
 
Intended Audience:  
For all campus employees who see the value in customer service and want to enhance their customer service skills.  
 

 
 
 
 
 

 

 
 

 

How to Handle the Foreign Accent®                                                         

Instructor: Training and Education Staff 
 
The workforce has become increasingly diverse. With the globalization of business, many companies are working with 
customers from all over the world. It is a critical customer service issue to be able to communicate with all customers. The 
goal of this course is provide insight into the challenges of communicating with customers worldwide and to give pointers 
designed to help deal with a foreign accent.   
 
Topics Covered: 

 List the five-step process involved when customers communicate in a second language 

 Identify five common mistakes made by people attempting to communicate with customers who have a foreign 
accent 

 Apply at least one effective alternative technique for avoiding those mistakes 
 
Intended Audience:  
For all campus employees who see the value in customer service and want to enhance their customer service skills.  

   

Date and Time:  Thursday, August 6  2:00 ς 4:00 p.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  

   

Date and Time:  Friday, July 24 9:00 ς 11:00 a.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  
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How to Handle the Irate Caller®                                               

Instructor: Training and Education Staff 

 
Providing service to a customer who has become emotional is a complex issue.  In order to be successful in handling 
these situations, special ñkid-glove handlingò is required.  The purpose of this course is to identify processes by which to 
handle emotional customers while keeping control of your own emotions. 
 
Intended Audience:  
For all campus employees who see the value in customer service and want to enhance their customer service skills.  
 

 

 
 
 
 
 
 
 

 

 
How to Treat Every Caller as a Welcome Guest®                                                         

Instructor: Training and Education Staff 
  
Any person who transacts business on the telephone for any organization plays a critical role in that organizationôs 
success. The goal of this course is to improve the performance of your companyôs employees by identifying inappropriate 
telephone procedures and providing effective alternate techniques.    
 
Topics Covered: 

 Describe the importance of the frontline employee to the organizationôs well being 

 List the three parts of the recommended telephone greeting and state their purpose 

 Describe and apply five techniques which maximize effectiveness in receiving, handling, and routing calls 
 
Intended Audience:  
For all campus employees who see the value in customer service and want to enhance their customer service skills.  
 

 
 

 
 
 
 
 

 

   

Date and Time:  Thursday, October 1 9:00 ς 11:00 a.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  

   

Date and Time:  Monday, November 2 2:00 ς 4:00 p.m.  
   
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  

   

Date and Time:  Thursday, July 30 9:00 ς 11:00 a.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  
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Proactive Customer Service®                                                  

Instructor: Training and Education Staff 

 
Service providers are often encouraged to provide proactive customer service.  The goal of this course is to equip service 
providers with the tips, tools, and techniques necessary to provide proactive service to your organizationôs customers. 
 
Intended Audience:  
For all campus employees who see the value in customer service and want to enhance their customer service skills.  
 

 
 
 
 
 
 
 

 
 

 
Thatôs Just Rude!®                                                         

Instructor: Training and Education Staff 
  
Most managers today often hear conflicting reports of rude behavior. Staff will complain customers are rude and 
customers complain employees are rude. Rudeness is measured in the eyes of the injured party. The goal of this course 
is to establish how rudeness is perceived and how rudeness can be avoided.     
 
Topics Covered: 

 Define the difference between omission and commission rudeness 

 List the four quadrants of rudeness 

 Explain how the perception of rude customer service affects the bottom line of any organization 

 Gain knowledge and insight into the behaviors required to avoid rudeness either by omission or commission 

 Apply the principles and/or behaviors exemplified by each quadrant  
 
Intended Audience:  
For all campus employees who see the value in customer service and want to enhance their customer service skills.  
 

 
 

 
 
 
 
 

 

Management and Leadership Courses 
 

Coaching Employees to Improve Performance                    

Instructor: Training and Education Staff 

 
Coaching employees is an essential part of a progressive managerôs responsibilities.  It benefits the employee, 
management, and the organization.  This course is designed to help participants learn effective coaching techniques that 
will enhance the performance and professional growth of employees. 
 
Topics Covered: 

   

Date and Time:  Friday, July 17 9:00 ς 11:00 a.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  

   

Date and Time:  Tuesday, July 28 2:00 ς 4:00 p.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  
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 What is coaching? 

 Identifying the benefits of coaching 

 Characteristics of a good coach 

 Explore the coaching process 

 Understanding coaching versus counseling 

 Identifying coaching techniques 

 Review the pitfalls of coaching 

 Understanding effective coaching is a win/win 
situation  

 
Intended Audience: 
Managers, supervisors, directors and department chairs.  
 

 
 
 
 
 
 
 
 

 

Customer Service Certificate Series for Supervisors           

Instructor: Training and Education Staff  

 
As a manager and supervisor it is important to lead by example. The premise of this series is to recognize quality 
customer service and the foundation upon which an organizationôs success is built. This series focuses on achieving 
quality customer service: sending a positive attitude to others, identifying the needs of your customers, providing for the 
needs of your customers, and making sure your customers are satisfied and return. 
 
One may enroll for each class individually; however, if you complete both modules you will receive a certificate indicating 
that you have completed the Customer Service Certificate Series for Supervisors. 
 
Course Descriptions: 
 
× Module 1: Four Cs of Coaching Customer Service®                                              
  
Demonstrates ways to improve the coaching skills of managers, supervisors, team leaders and coworkers within your 
organization. Effective for a variety of coaching situations. 
 
× Module 2: Service Mentality®                                                                               

 
A mind-set for serving customers. The importance of learning and practicing proven skills is obvious. Apart from the actual 
skills and techniques, why is it that some people seem like 'naturals' when it comes to providing great service? This 
program identifies and highlights the basic characteristics and traits of people who demonstrate excellent customer 
service.  
 
Intended Audience: 
Managers, supervisors, directors and department chairs.  
 

 

 

 
 
 
 
 
 

 

   

Date and Time:  Thursday, September 3  2:00 ς 4:00 p.m.  
   
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  

   

Dates and Times:  Module 1: Wednesday, November 18 2:00 ς 4:00 p.m.  
 Module 2: Tuesday, November 24 2:00 ς 4:00 p.m.  
Location:  HR Training Room (HS-1151)  
CEUs:  .4 for the whole series  
Fee:  None  
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Effective Delegation                                                               
Instructor: Training and Education Staff 

 
As a manager, do you often feel overwhelmed or exhausted from piles of work on your desk?  Do you often feel you are 
ñspinning your wheelsò?  Are you afraid to give more responsibility to your direct reports because you feel it may not get 
done correctly?  If you answered yes to any of these questions, this course is for you!  This course will cover the six steps 
to effective delegation. 
 

Intended Audience: 
Managers, supervisors, directors and department chairs.  
 

 
 
 
 
 
 
  

 

 
Leadership Skills                                                                      
Instructor: Training and Education Staff 
 

A leader should exemplify one important trait ï knowing how to get along with people.  Leaders should demonstrate 
adaptability, the ability to accommodate themselves to different kinds of people, projects, places or positions.  This course 
is designed to offer you the skills needed to both manage and lead by example and promote diversity of thought, action 
and staff. 
 
Intended Audience: 
Managers, supervisors, directors and department chairs.  
 

 
 
 
 
 
 
 
 

 

Management Training Series                                                  

Instructor: Training and Education Staff 

 

This training is essential for front line managers with less than five years of supervisory experience at MCG. This training 
series is designed to prepare managers with the necessary tools to manage effectively at MCG.  
 
Course Descriptions: 
 
× Module 1: Becoming a Manager at MCG ï Policies and Procedures                                        

 Personnel policies 

 Recruitment and hiring 

 Managing performance and requests for leave 

 Grievances and legal issues  
 
× Module 2: Roles and Responsibilities ï Differences Between Employees and Managers                                              

   

Dates and Times:  Tuesday, November 3  9:00 ς 11:00 a.m. 
     
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  

   

Date and Time:  Wednesday, August 12 2:00 ς 4:00 p.m.  
   
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  
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 Manager assessment 

 Characteristics of an effective manager 

 Management styles 

 Managerôs roles and responsibilities  

 Manager myths 
 

× Module 3: Communication, Decision Making, and Delegating                                         

 Tips to improve communication 

 Identify your communication style 

 Tactics for effective decision-making  

 The decision-making process 

 Delegating 
 
× Module 4: Developing Employees and Creating a Positive Work Environment                                              

 The three step process to developing employees 

 Tips and benefits for developing employees 

 Six step process to developing an effective orientation program 

 Types of training 

 Seven steps to create a positive work environment 

 Techniques to motivate employees 

 Benefits and tips to rewarding employees 
 

× Module 5: Handling Conflict                                             

 Identify the different types of conflict 

 Understand the positive and negative effects of conflicts 

 Tips for resolving conflicts 

 The process for resolving and handling conflicts 
 

Intended Audience: 
Managers, supervisors, directors and department chairs.  
 

 
 
 
 
 

 
 
 
 
 

 

 

Managing Change                                                                     

Instructor: Training and Education Staff 
 
During a period of transition, reorganization, and new leadership, it is critical that all members of the organization view 
themselves as valuable resources. Their support is vital to the success of the change initiative and the organization 
overall. This workshop enables managers to help their people manage change. 
 
Topics covered: 

 The forces that drive change 

 The six-step change process 

 Encouraging commitment to change 

 Overcoming resistance to change 

 Attitudes about change 

 Communicating change 

 Leading your team during a time of change 

 
Intended Audience: 

   

Dates and Times:  Module 1: Tuesday, November 3 2:00 ς 4:30 p.m.  
 Module 2: Thursday, November 5 2:00 ς 4:30 p.m.  
 Module 3: Tuesday, November 10 2:00 ς 4:30 p.m.  

 Module 4: Thursday, November 12 2:00 ς 4:30 p.m.  
 Module 5: Tuesday, November 17 2:00 ς 4:30 p.m.  
Location: HR Training Room (HS-1151)  
CEUs:  1.25 for the whole series  
Fee:  None  
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Managers, supervisors, directors and department chairs.  
 

 
 
 
 
 
 
 
 

 

Succession Planning                                                             

Instructor: Training and Education Staff 

When key employees move on ï whether expectedly or unexpectedly ï organizations need a good succession plan in 
place. This course meets the demand for proven guidelines that help organizations understand the depth of their growing 
talent pool as well as the increasing need to achieve growth and performance through the identification and development 
of top talent.  

Topics covered: 

 What is succession planning 

 Key trends influencing succession planning 

 Developing internal successors 
 
Intended Audience: 
Managers, supervisors, directors and department chairs.  
 

 
 
 
 
 
 
 
 

 

Supervising People                                                                  

Instructor: Training and Education Staff 
 
Trying to achieve goals through others can be challenging to say the least.  You are expected to be a manager, 
psychologist and cheerleader all wrapped in one.  This course will offer you proven strategies for inspiring others to 
perform with pride, delegating effectively and increasing productivity.  You will learn how to empower your team members 
to take ownership of their jobs and work better for one another. 
 
Intended Audience: 
Managers, supervisors, directors and department chairs.  
 

 
 
 
 
 
 
 
 

 

   

Date and Time:  Tuesday, October 13 2:00 ς 4:30 p.m.  
   
Location:  HR Training Room (HS-1151)  
CEUs:  .25  
Fee:  None  

   

Date and Time:  Wednesday, October 28 2:00 ς 4:00 p.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  

   

Date and Time:  Thursday, October 22 2:00 ς 4:00 p.m.  
   
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  
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Train and Orient Your Employees                                      

Instructor: Training and Education Staff 
 
Do you find yourself repeatedly giving instructions? Do your employees know all they need to perform at peak efficiency?  
Do you feel like you are unable to train your employees and do your own job?  Do you properly orient your new 
employees? Do they know your expectations? 
 
Topics Covered: 

 New employee departmental orientation 
checklist 

 Identify basic training requirements 

 The training process 

 Determine the amount of time needed to train 
and orient employees 

 Discuss the role a manager plays while orienting 
and training their employees at MCG 

 
Intended Audience: 
For all campus managers, supervisors, directors and department chairs who want to improve the orientation and 
development of their existing and new employees. 
 

 
 
 
 
 
 
 
 

 

Accounting and Budget Series 
 

Accounting 101  

 

This series is being revised and will be scheduled for spring 2010.  
 

Computer Courses  
 
If you would like to schedule a BLE Group instructor to provide specialized training for your department or division, please 
contact: 
 
Mickey Mason 
Corporate Customer Relations Manager 
Bedford, Louis & Ellicott, LLC ï The B.L.E. Training Grouop 
Email: mmason@theblegroup.com  
Web: www.bedfordlouisellicott.com or www.theblegroup.com  

 

Access 2007 ï Level 1                                                                            

Instructor: BLE Group  
 
Course Description: In this course, you will be introduced to the features available in Microsoft Office Access 2007.  
 
Course Objective: You will create and modify new databases and their various objects. 
 
Target Student: This course is designed for students who wish to learn the basic operations of the Microsoft Access 
database application to perform their day-to-day responsibilities, and to understand the advantages that using a relational 
database application can bring to their business processes. The Level 1 course is for the individual whose job 
responsibilities include designing and creating new databases, tables, and relationships; creating and maintaining 
records; locating records; and producing reports based on the information in the database. 
 
 

   

Date and Time:  Wednesday, August 5  9:00 ς 11:00 a.m.  
   
Location:  HR Training Room (HS-1151)  
CEUs:  .2  
Fee:  None  



Human Resources Training and Education À 2009 summer and fall course catalog 

35             

Course Content: 
Lesson 1: Exploring the Microsoft Office AccessÊ 2007 Environment 
Topic 1A: Examine Database Concepts 
Topic 1B: Explore the User Interface 
Topic 1C: Use an Existing Access Database 
Topic 1D: Customize the Access Environment 
Topic 1E: Obtain Help 
 
Lesson 2: Designing a Database 
Topic 2A: Describe the Relational Database Design Process 
Topic 2B: Define Database Purpose 
Topic 2C: Review Existing Data 
Topic 2D: Determine Fields 
Topic 2E: Group Fields into Tables 
Topic 2F: Normalize Data 
Topic 2G: Designate Primary and Foreign Keys 
Topic 2H: Determine Table Relationships 
 
Lesson 3: Building a Database 
Topic 3A: Create a New Database 
Topic 3B: Create a Table 
Topic 3C: Manage Tables 
Topic 3D: Create a Table Relationship 
Topic 3E: Save a Database as a Previous Version 
 
Lesson 4: Managing Data in a Table 
Topic 4A: Modify Table Data 
Topic 4B: Sort Records 
Topic 4C: Work with Subdatasheets 
 
Lesson 5: Querying a Database 
Topic 5A: Filter Records 
Topic 5B: Create a Query 
Topic 5C: Add Criteria to a Query 
Topic 5D: Add a Calculated Field to a Query 
Topic 5E: Perform Calculations on a Record Grouping 
 
Lesson 6: Designing Forms 
Topic 6A: View Data Using an Access Form 
Topic 6B: Create a Form 
Topic 6C: Modify the Design of a Form 
 
Lesson 7: Generating Reports 
Topic 7A: View an Access Report 
Topic 7B: Create a Report 
Topic 7C: Add a Custom Calculated Field to a Report 
Topic 7D: Format the Controls in a Report 
Topic 7E: Apply an AutoFormat Style to a Report 
Topic 7F: Prepare a Report for Print 
 

 
 
*This includes instruction and course 
material. Please complete and submit your 
IDR to Training and Education (HS-1136). 
Payment is due within a week of the date 
you register.  
 

 

   

Date and Time:  Friday, October 30  9:00 a.m. ς 4:00 p.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  0  
Fee:  $75*  
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Access 2007 ï Level 2                                                                                    

Instructor: BLE Group 

   
Course Description: You have the basic skills needed to work with Microsoft Office AccessÊ 2007 databases, including 
creating and working with Access tables, relationships, queries, forms, and reports. But so far, you have been focusing 
only on essential database user skills. In this course, you will consider how to maintain data consistency, how to 
customize database components, and how to share Access data with other applications.  
 
Course Objective: You will maintain data consistency and integrity; improve queries, forms, and reports; and also 
integrate Microsoft Office AccessÊ 2007 with other applications. 
 
Target Student: Microsoft Office Access 2007: Level 2 is designed for students who would like to learn intermediate-level 
operations of the Microsoft Office Access program. The Level 2 course is for individuals whose job responsibilities include 
maintaining data integrity; handling complex queries, forms, and reports; and sharing data between Access and other 
applications. This course is also a prerequisite to taking more advanced courses in Access 2007. 
 
Prerequisites: To ensure the successful completion of Microsoft Office Access 2007: Level 2, the completion of the 
Microsoft Office Access 2007: Level 1 course, or equivalent knowledge, is recommended. 
 
Course Content: 
Lesson 1: Controlling Data Entry 
Topic 1A: Restrict Data Entry Using Field Properties 
Topic 1B: Establish a Pattern for Entering Field Values 
Topic 1C: Create a List of Values for a Field 
 
Lesson 2: Joining Tables 
Topic 2A: Create Query Joins 
Topic 2B: Join Unrelated Tables 
Topic 2C: Relate Data Within a Table 
 
Lesson 3: Creating Flexible Queries 
Topic 3A: Set Select Query Properties 
Topic 3B: Create Parameter Queries 
Topic 3C: Create Action Queries 
 
Lesson 4: Improving Forms 
Topic 4A: Design a Form Layout 
Topic 4B: Enhance the Appearance of a Form 
Topic 4C: Restrict Data Entry in Forms 
Topic 4D: Add a Command Button to a Form 
Topic 4E: Create a Subform 
 
Lesson 5: Customizing Reports 
Topic 5A: Organize Report Information 
Topic 5B: Format the Report 
Topic 5C: Set Report Control Properties 
Topic 5D: Control Report Pagination 
Topic 5E: Summarize Report Information 
Topic 5F: Add a Subreport to an Existing Report 
Topic 5G: Create a Mailing Label Report 
 
Lesson 6: Sharing Data Across Applications 
Topic 6A: Import Data into Access 
Topic 6B: Export Data 
Topic 6C: Analyze Access Data in Excel 
Topic 6D: Export Data to a Text File 
Topic 6E: Merge Access Data with a Word Document 
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*This includes instruction and course 
material. Please complete and submit your 
IDR to Training and Education (HS-1136). 
Payment is due within a week of the date 
you register.  
 

 

Excel 2007 Level 1                                                                                     

Instructor:  BLE Group  
 
Course Description: You have basic computer skills such as using a mouse, navigating through windows, and surfing 
the Internet. You have also used paper-based systems to store data that you run calculations on. You now want to 
migrate that data to an electronic format. In this course, you will use Microsoft Office Excel 2007 to manage, edit, and print 
data.  
 
Course Objective: You will create and edit basic Microsoft Office Excel 2007 worksheets and workbooks. 
 
Target Student: This course is designed for people who already have knowledge of Microsoft Office, Windows 2000 (or 
above), and who desire to gain the skills necessary to create, edit, format, and print basic Excel 2007 worksheets. 
 
Course Content: 
Lesson 1: Creating a Basic Worksheet 
Topic 1A: Explore the User Interface and the Ribbon 
Topic 1B: Navigate and Select in Excel 
Topic 1C: Obtain Help 
Topic 1D: Enter Data and Save a Workbook 
Topic 1E: Customize the Quick Access Toolbar 
 
Lesson 2: Performing Calculations 
Topic 2A: Create Basic Formulas 
Topic 2B: Calculate with Functions 
Topic 2C: Copy Formulas and Functions 
 
Lesson 3: Modifying a Worksheet 
Topic 3A: Manipulate Data  
Topic 3B: Insert and Delete Cells, Columns, and Rows 
Topic 3C: Search for Data in a Worksheet 
Topic 3D: Spell Check a Worksheet 
 
Lesson 4: Formatting a Worksheet 
Topic 4A: Modify Fonts 
Topic 4B: Add Borders and Color to Cells 
Topic 4C: Change Column Width and Row Height 
Topic 4D: Apply Number Formats 
Topic 4E: Position Cell Contents 
Topic 4F: Apply Cell Styles 
 
Lesson 5: Printing Workbook Contents 
Topic 5A: Print Workbook Contents Using Default Print Options 
Topic 5B: Set Print Options 
Topic 5C: Set Page Breaks 
 
Lesson 6: Managing Large Workbooks 
Topic 6A: Format Worksheet Tabs 
Topic 6B: Manage Worksheets in a Workbook 
Topic 6C: Manage the View of Large Worksheets 

   

Date and Time:  Friday, November 6  9:00 a.m. ς 4:00 p.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  .0  
Fee:  $75*  
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*This includes instruction and course 
material. Please complete and submit your 
IDR to Training and Education at HS-1136.  
Payment is due within a week of the date 
you register.  
 

 

Excel 2007 Level 2                                                                                     

Instructor:  BLE Group  
 
Course Description: In Microsoft Office Excel 2007: Level 1, you created, edited, formatted, and printed basic 
spreadsheets. You now have a need to streamline repetitive tasks and display spreadsheet data in more visually effective 
ways. In this course, you will use Microsoft Office Excel 2007 to streamline and enhance your spreadsheets with 
templates, charts, graphics, and formulas.  
 
Course Objective: You will apply visual elements and advanced formulas to a worksheet to display data in various 
formats. 
 
Target Student: This course is for students who desire to gain the skills necessary to create templates, sort and filter 
data, import and export data, analyze data, and work with Excel on the web. 
 
Course Content: 
Lesson 1: Calculating Data with Advanced Formulas 
Topic 1A: Manage Cell and Range Names 
Topic 1B: Calculate Data Across Worksheets 
Topic 1C: Use Specialized Functions 
Topic 1D: Analyze Data with Logical and Lookup Functions 
 
Lesson 2: Organizing Worksheet and Table Data  
Topic 2A: Create and Modify Tables 
Topic 2B: Format Tables 
Topic 2C: Sort or Filter Worksheet or Table Data  
Topic 2D: Calculate Data in a Table or Worksheet 
 
Lesson 3: Presenting Data Using Charts 
Topic 3A: Create a Chart 
Topic 3B: Modify Charts 
Topic 3C: Format Charts 
 
Lesson 4: Analyzing Data Using PivotTables and PivotCharts 
Topic 4A: Create a PivotTable Report 
Topic 4B: Analyze Data Using PivotCharts 
 
Lesson 5: Inserting Graphic Objects 
Topic 5A: Insert and Modify Pictures and ClipArt 
Topic 5B: Draw and Modify Shapes 
Topic 5C: Illustrate Workflow Using SmartArt Graphics 
Topic 5D: Layer and Group Graphic Objects 
 
Lesson 6: Customizing and Enhancing Workbooks and the Excel Environment  
Topic 6A: Customize the Excel Environment 
Topic 6B: Customize Workbooks 
Topic 6C: Manage Themes 
Topic 6D: Create and Use Templates 

   

Date and Time:  Friday, October 16  9:00 a.m. ς 4:00 p.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  0  
Fee:  $75*  
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*This includes instruction and course 
material. Please complete and submit your 
IDR to Training and Education at HS-1136.  
Payment is due within a week of the date 
you register.  
 

 

GroupWise 7                                                                              

Instructor: Training and Education Staff  
   
GroupWise Level I: 
  
Topics Covered:  

 Getting Started: Client Window, Folders List, Using the Address Selector, Tabbed Item Views, Sending and 
Retrieving Items, and Using the Display List;  

 Categories: Assigning a Category to an Item and Creating a New Category;  

 Folders: Creating a Personal Folder, Creating a Shared Folder, Moving an Item, and Deleting a Folder;  

 Working with Items: Creating a New Item, Attaching a File, Working with Attachments, Changing the Item Type, 
Adding a Subject to an Item, Resending an Item, Retracting an Item, Tracking Items, Printing an Item, Deleting an 
Item, Retrieving a Deleted Item, and Emptying the Trash; 

 Mail: Creating a New Mail Message, Reading a Mail Message, Replying to e-mail, and Forwarding e-mail; 

 Customizing GroupWise: Using Junk Mail Handling, Customizing Toolbars, and Switching Modes. 
 
GroupWise Level II: 
 
Topics Covered: 

 Calendar: Viewing the Calendar and Printing Your Calendar; 

 Reminder Notes: Scheduling a Personal Reminder Note and Scheduling a Reminder Note for Others;  

 Tasks: Creating a Personal Task, Assigning a Task to Others, and Marking a Task as Complete;  

 Appointments: Scheduling a Personal Appointment, Sending an Appointment Request, Rescheduling an 
Appointment, Canceling an Appointment, and Responding to an Appointment Request;  

 Address Book: Using the Contacts Folder and Creating a Contact;  

 Checklist: Working with a Checklist. 
 

GroupWise Course Schedule: 
You must attend both sessions in a series to receive a certificate.  
 

 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

   

Date and Time:  Friday, October 23  9:00 a.m. ς 4:00 p.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  0  
Fee:  $75*  

   

Dates and Times:  Level 1: Wednesday, July 8  2:00 ς 4:00 p.m.  
 Level 2: Wednesday, July 15 2:00 ς 4:00 p.m.  
 Level 1: Friday, September 18 2:00 ς 4:00 p.m.  
 Level 2: Friday, September 25 2:00 ς 4:00 p.m.  
Location:  HR Training Room (HS-1151)  
CEUs:  .4 for both levels  
Fee:  None  
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PowerPoint 2007                                                                       

Instructor: Training and Education Staff 
 
PowerPoint Level I: 

 Presentation Creation: Using the AutoContent Wizard, Creating a Blank Presentation, Selecting a Design 
Template, Opening an Existing Presentation, Saving the Presentation, Saving the Slide Show;  

 Formatting Slides: Using Different Views, Working in the Normal View, Adding Slide Text, Formatting Slide Text, 
Creating Lists, Formatting Slides, and Using the Slide Master. 

 
PowerPoint Level II: 

 Editing and Printing: Adding New Slides, Deleting Slides, Duplicating Slides, Copying Slides from a Different 
Presentation, Moving to a Slide, Checking Spelling, and Printing; 

 Charts and Drawing: Creating Charts, Changing the Chart Type, Creating and Orienting 3-D Charts, Editing 
Charts, Creating Tables; 

 Drawing: Inserting Clip Art and Inserting Hyperlinks; 

 Slide Shows: Viewing Slide Shows, Changing Slide Order, Setting Transitions, Setting Slide Show Timing, Using 
the PowerPoint Viewer, Using the Animation Effects, Short cuts, Navigational Functions, and Getting Help.  

 
 
 
 
 
 
 

 

 
 

 

Word 2007                                                                                  

Instructor: Training and Education Staff 
 

Word Level I: 

 Opening a New Document: Opening an Existing File, Saving a Document, Saving a Document as a Web Page, 
Saving a Formatted Document as a Template, Navigating Documents, and Viewing Documents; 

 Formatting: Using the Formatting Toolbar, Changing Font Properties, Applying Styles, Using the Format Painter, 
Inserting Hyperlinks, Formatting Margins, Inserting Page Numbers and Breaks, Formatting Headers and Footers, 
Setting Tab Stops. 

 
Word Level II: 

 Formatting and Drawing: Creating Numbers and Bulleted Lists, Creating Multilevel Lists, Formatting Numbers 
and Bulleted Lists, Inserting Columns and Tables, Adding Rows and Columns, Drawing, Inserting Images, 
Wrapping Test, and Moving Images;  

 Auto Formatting and Editing: Using AutoCorrect, Using AutoText, Enabling AutoComplete, Searching for 
Words, Using the Thesaurus, Correcting Spelling Mistakes, Correcting Grammatical Mistakes, Hiding Spelling 
and Grammatical Errors, and Editing/Removing Existing Comments;  

 Editing, Output, and Help: Tracking document changes, Setting Layout options, Previewing Printed Output, 
Printing Documents, E-mailing Documents, Faxing Documents, Using the Office Assistant, Navigational 
Functions, and Shortcuts and Customizing.  

   

Dates and Times:  Level 1: Wednesday, June 3  2:00 ς 4:00 p.m.  
 Level 2: Wednesday, June 10 2:00 ς 4:00 p.m. 
Location:  HR Training Room (HS-1151)  
CEUs:  .4 for both levels  
Fee:  None  
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PeopleSoft Financials Training 
 

PeopleSoft Financials Basic Navigation                                             

Instructor: Controllerôs Division 
 
Note: All new users must complete this module to gain access to PeopleSoft Financials. This session is required before 
attending the Requisition Training module and may also be used as a refresher session. This is a high level overview of 
PeopleSoft Financials navigation and resources.  
 
Intended Audience: All new users of the PeopleSoft Financials system. This course may also be used as a refresher 
course.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Requisition Training                                                                  

Instructor: Materials Management Staff 
 
Note: Users must complete Basic Navigation prior to attending this class. This class will include how to create/enter a 
requisition, approve, edit and budget check as well as how to inquire on data. This class can also be used as a refresher 
course.  
 
Intended Audience:  All new users of the PeopleSoft Financials system; this course may also be used as a refresher 
course.  

   

Dates and Times:  Level 1: Tuesday, July 7 2:00 ς 4:00 p.m.  
 Level 2: Tuesday, July 14 2:00 ς 4:00 p.m.  
 Level 1: Friday, September 25 9:00 ς 11:00 a.m. 
 Level 2: Friday, October 2 9:00 ς 11:00 a.m. 
Location:  HR Training Room (HS-1151)  
CEUs:  .4 for both levels  
Fee:  None  

   

Dates and Times:  Wednesday, June 10 8:30 ς 10:30 a.m. 
 Wednesday, July 8 8:30 ς 10:30 a.m. 
 Wednesday, August 19 8:30 ς 10:30 a.m. 

 Wednesday, September 9 8:30 ς 10:30 a.m.  
 Wednesday, October 14 8:30 ς 10:30 a.m. 
 Wednesday, November 18 8:30 ς 10:30 a.m.  
 Wednesday, December 9 8:30 ς 10:30 a.m. 
Location: HR Training Room (HS-1151)  
CEUs:  0  
Fee:  None  
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PeopleSoft Tools for Sponsored Project Management                                      

Instructor: SPA Staff 
 
This course will include a basic overview of PeopleSoft inquiry screens and reports related to the management of 
Sponsored Projects. This is a prerequisite for obtaining access to the "MCG Project Grant" module of PeopleSoft. 
 
Intended Audience:  All PeopleSoft Users involved in externally funded research or special projects.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

** You must complete the Basic Navigation training session in order to request access to PeopleSoft.   In addition, you 
must complete the Requisition training session to receive access to requisition functions (the "Administer Procurement" 
module.  Further, in order to receive access to grant reports and inquiries (the "MCG Project Grant" module), you must 
complete the Sponsored Project Management session.  Once you have attended the appropriate sessions for the 
accesses that you are requesting, please have your supervisor complete the PeopleSoft Access Request Form 
http://www.mcg.edu/peoplesoft/PSSecurityAccessForm.pdf , and fax completed form to Financial Decision Support, 721- 
6290: you will be contacted when access has been granted. 
 

 

Delivered Reports and Inquiries Panels                                      

Instructor: Controllerôs Division Staff 
 
Note: "Basic Navigation Training" is not required if you are a current PeopleSoft user. This class goes over financial 
reports and inquiries delivered by PeopleSoft and BOR. 
 
Intended Audience: Administrative staff, financial managers and individuals who monitor their department's spending.  

   

Dates and Times:  Wednesday, June 10 10:30 ς 11:30 a.m. 
 Wednesday, July 8 10:30 ς 11:30 a.m. 
 Wednesday, August 19 10:30 ς 11:30 a.m. 

 Wednesday, September 9 10:30 ς 11:30 a.m. 
 Wednesday, October 14 10:30 ς 11:30 a.m. 
 Wednesday, November 18 10:30 ς 11:30 a.m. 
 Wednesday, December 9 10:30 ς 11:30 a.m. 
Location: HR Training Room (HS-1151)  
CEUs:  0  
Fee:  None  

   

Dates and Times:  Wednesday, June 10 11:30 a.m. ς 1:00 p.m.  
 Wednesday, July 8 11:30 a.m. ς 1:00 p.m.  
 Wednesday, August 19 11:30 a.m. ς 1:00 p.m.  

 Wednesday, September 9 11:30 a.m. ς 1:00 p.m.  
 Wednesday, October 14 11:30 a.m. ς 1:00 p.m.  
 Wednesday, November 18 11:30 a.m. ς 1:00 p.m.  
 Wednesday, December 9 11:30 a.m. ς 1:00 p.m.  
Location: HR Training Room (HS-1151)  
CEUs:  0  
Fee:  None  
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PeopleSoft Financials Basic Query                                             

Instructor: Controllerôs Division Staff 
 
Note: "Basic Navigation Training" and "Delivered Reports, Queries, and Inquiry Panels" is not required if you are an 
experienced PeopleSoft user. This is a basic class to introduce the user to the PeopleSoft Query tool and how to use it. 
 
Intended Audience: All new users of the PeopleSoft Financials system. This course may also be used as a refresher 
course.  
 

 
 
 
 
 
 
 
 
 

 

Web Publishing at MCG 
 
This class is designed to train campus publishers how to maintain their pages using Adobe Contribute and the MCG page 
system. It includes orientation on campus standards and industry best practices, the role of departmental publishers and 
the Strategic Communications team and how and when to get assistance.  

 
Topics Covered: 

 Orientation 

 Editing existing pages 

 Working with images 

 Creating and updating links 

 Using the form repository 

 Adding and deleting pages 

 Measuring visitor traffic 
 

 
 
 
 
 

 
 
 

   

Dates and Times:  Monday, August 24 2:00 ς 3:30 p.m. 
 Monday, September 21 2:00 ς 3:30 p.m. 
 Monday, October 19 9:00 ς 10:30 a.m.    

 Monday, November 16 9:00 ς 10:30 a.m.    
 Wednesday, December 16 2:00 ς 3:30 p.m. 
Location: HR Training Room (HS-1151)  
CEUs:  0  
Fee:  None  

   

Date and Time:  Wednesday, July 15  9:00 a.m. ς 12:00 p.m. 
 Wednesday, September 16 9:00 a.m. ς 12:00 p.m. 
 Wednesday, November 25 9:00 a.m. ς 12:00 p.m. 
Location:  HR Training Room (HS-1151)  
CEUs:  0  
Fee:  None  

   

Date and Time:  Wednesday, August 12 10:00 a.m. ς 12:00 p.m. 
 Wednesday, October 7 10:00 a.m. ς 12:00 p.m. 
 Wednesday, November 11 10:00 a.m. ς 12:00 p.m. 
Location:  HR Training Room (HS-1151)  
CEUs:  0  
Fee:  None  
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Banner Courses 
 
Banner is MCGôs official system of record for student information.  Crystal is the Bannerôs companion application for 
reporting.  ApplicationXtender stores the scanned images of documents such as transcripts. PULSE is the same database 
as Banner and PULSE is also the access point for faculty and students.  Classes for Banner, AppXtender, and Crystal are 
taught according to the security role of the user.  All Banner/AppXtender/Crystal learners must first request security 
access for a class before coming to a Banner/Crystal class.   
 
Contact:  
Please contact Lisa Stamper via email (lstamper@mcg.edu) or by telephone (1-5476) to get the appropriate security 
access requested and to have role-based classes arranged.  Ms. Stamper will provide dates for courses based on the 
requests received. 
 
CEUs and Fee: None 
 
Intended Audience: 
Banner, AppXtender, and/or Crystal classes are for MCG staff members (or faculty) whose job descriptions require 
access to prospect, student, and/or Accounts Receivable information in Banner, MCGôs official system of record for 
student information and/or Crystal, Bannerôs companion application for reporting.  Any class may be taken as a refresher 
course. 
 
Course Descriptions: 
Banner Basics is an overview of how Banner, AppXtender, PULSE, and Crystal are related.  The user will learn to 
navigate, search, and review demographic data.  A version of this class is required for all Banner users. This hands-on 
class requires approximately two hours. 
 
Banner Recruiting Maintenance and Admissions Record Review with an Intro to Crystal and WebXtender 
demonstrates how to create new records for recruits, how to update recruit records according to MCGôs Banner Data 
Standards, and how to review admissions records in Banner, WebXtender, and/or in Crystal.  The Banner Basics class is 
included in this course.  This hands-on class is for those who will enter and update Banner data. There are competency 
quizzes for this class.  This class including Banner Basics requires approximately six hours.  It is usually taught in three 
hour increments on two separate days. 
 
Banner Student Records Review with an Intro to Crystal and WebXtender demonstrates how to see course and 
student information in Banner, Crystal, and/or WebXtender.  The Banner Basics are included in this course.  This hands-
on class requires approximately three hours. 
 
Student Invoicing in Banner teaches the user how to place a charge in Banner on student accounts according to MCGôs 
Banner Data Standards.  The charges can be seen and paid by the student in PULSE.  The Banner Basics class is 
included in this course.  There is a competency quiz for this class.  This hands-on class requires approximately two hours. 
 
Non-Student Invoicing in Banner teaches the user how to place a charge in Banner on non-student accounts according 
to MCGôs Banner Data Standards.  Non-students are those who purchase services or goods from MCG and do not attend 
classes.  The Banner Basics class is included in this course.  There is a competency quiz for this class.  This hands-on 
class requires approximately two hours. 
 
Grade Entry in Banner with an Intro to Crystal prepares the learner to enter grades in Banner as a backup for faculty 
according to MCGôs Banner Data Standards.  One user per program is designated for this role.  The Banner Basics class 
is included in this course.  There is a competency quiz for this class.  This hands-on class requires approximately two 
hours. 
 
The Review Only of Recruiting, Admissions, and/or Student Information in Banner, Crystal, and/or WebXtender 
class is for users who want to review data, but do not need to update data.  This class can be taught for recruiting and 
admissions only for student information only if desired. The Banner Basics content is included in this course.  This hands-
on class requires approximately three hours. 
 
Learning to Scan and Index is usually taught in conjunction with another Banner class, but it can be taught separately 
and it is available online via the Learning to Scan and Index simulations.  This class is for users who need to know how to 
scan and index documents to the imaging database.  The user will learn how to query and correct an index as well as how 

mailto:lstamper@mcg.edu
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to save a query, extract (save) a document, and print a document.  There are no pre-requisite courses for this class, but 
security must be requested before the class can be arranged or access to the simulations can be set up. There is a 
competency quiz for this class.  This hands-on class requires approximately six hours. 
 
Working with WebXtender can be learned online via the Working with WebXtender simulations or in person. This class 
is a demonstration of how to query for the images of document as well as how to save queries and print documents.  
There are no pre-requisite courses for this class, but security must be requested before the class can be arranged or 
access to the simulations can be set up.  This hands-on class requires approximately an hour. 
 
An Intro to the Crystal Web Desktop is usually taught in conjunction with another Banner class, but it can be taught 
separately.  This class is a demonstration of how to generate reports of Banner data using MCGôs Crystal Web Desktop.  
There are no pre-requisite courses for this class, but security must be requested before the class can be arranged.  This 
hands-on class requires approximately an hour. 
 
PULSE Points for Faculty is an introduction to PULSE for faculty.  This class goes over how to login, navigate, and 
review the info needed.  There are no pre-requisite courses for this class and although a security role is not needed, 
access to PULSE as faculty will need to be assessed when class arrangements are made.  This hands-on class requires 
approximately an hour. 
 
 
 

Information Sessions 
 

Health Center Credit Union (HCCU) Lunch & Learn Sessions 

Instructor: HCCU Staff 
 
The lunch and learn sessions will be sponsored by HCCU. The sessions are free of charge and no soliciting by the vendor 
is allowed. The HCCU will provide a light lunch for each educational seminar listed, however, you are more than welcome 
to bring or purchase your own lunch.  
 
Course Descriptions: 
 
× Session 1: Budgeting in the Real World                                             

 Learn seven steps to help you create and stick to a budget that fits your lifestyle 

 Learn helpful tips for budgeting and saving money 
 
× Session 2: Car Buying                                        

 Determine how much car you can afford 

 Use a car inspection and test-drive checklist 

 Deal with dealers 

 Negotiate the best car price 

 Benefit from buying used 

 Determine the best financing options and warranties 

 Find help if you have problems 
 
× Session 3: Your Credit Score: What It Means and How to Improve It                                              

 Understanding your credit report 

 Determine what your FICO score is and how it affects you 

 Understanding the new credit score system 

 What lenders are looking for in this economy 

 How to improve bad credit and boost your score 

 Tips for maintaining a good credit 
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Liberty Mutual Lunch & Learn 

Instructor: Liberty Mutual Staff 
 
This lunch and learn session will be sponsored by Liberty Mutual. The session is free of charge and no soliciting by the 
vendor is allowed. Liberty Mutual will provide a light lunch for the educational seminar listed, however, you are more than 
welcome to bring or purchase your own lunch.  
 
Topics Covered: 
Å Understanding your uninsured motorist coverage 

 
For more information regarding the education seminars provided by Liberty Mutual, please contact:  
Jenny Coker, Senior Account Relations Associate  
Jennifer.coker@libertymutual.com 

 

 

 

 

 

 

 

 

Merrill Lynch Lunch & Learn 

 
This lunch and learn session will be sponsored by Merrill Lynch. The session is free of charge and no soliciting by the 
vendor is allowed. Merrill Lynch will provide a light lunch for each educational seminar listed, however, you are more than 
welcome to bring or purchase your own lunch.  
 
Topics Covered: 
Å Navigating through market volatility 

 
For more information regarding the education seminars provided by Merrill Lynch, please contact:  
Cheryl M. Cheek, Financial Advisor  
Merrill Lynch Global Private Client 
706-823-4131 (Office direct) 
cheryl_cheek@ml.com  

 

 

 

 

 

 

 

   

Dates and Times:  Session 1: Wednesday, August 5   12:00 ς 1:00 p.m.     
 Session 2: Wednesday, October 14 12:00 ς 1:00 p.m.  
 Session 3: Wednesday, November 4 12:00 ς 1:00 p.m.  
Location: MCG Student Center  
CEUs:  0  
Fee:  None  

   

Dates and Times:  Tuesday, September 15 12:00 ς 1:00 p.m.  
      

Location: HR Training Room (HS-1151)  
CEUs:  0  
Fee:  None  
   

   

Dates and Times:  Tuesday, September 22 12:00 ς 1:00 p.m.  
      

Location: HR Training Room (HS-1151)  
CEUs:  0  
Fee:  None  

mailto:Jennifer.coker@libertymutual.com
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Telework and Flextime  

 
The Medical College of Georgia allows teleworking and flextime, on a voluntary basis, to employees who fill job 
classifications/positions that have been designated by the departments as eligible for telework and/or flextime. The MCG 
Telework and Flextime program is an employer option, not an employee right and is appropriate only when it results in a 
mutual benefit to both the employee and to the institution. 
 
Topics Covered: 
Å Policy review 
Å Review of policy definitions 
Å Discuss different types of workers 
Å Provide tips managing the program/sample work schedules 

 
For more information regarding the telework and flextime training available, please contact the Training & 
Education office at 1-0343.   
 
 

 

 

Tobacco-Free Policy Review                                                                                     

 
MCG is a tobacco-free campus.  The use of tobacco products of any kind is prohibited on all MCG properties, including 
academic, research and clinical buildings, parking lots and green spaces on the main campus and at satellite facilities 
such as our West Augusta practice site and the School of Nursing facilities in Athens. The policy applies to employees, 
students, patients and visitors. Please visit the Tobacco-Free Campus Initiative website at 
http://www.mcg.edu/tobaccofree/index.html to view the resources available.   
 
 

 

Wellness Wednesday Lunch & Learn Sessions 

Instructor: MCG Wellness Center Staff 
 
Bring your lunch and enjoy the wellness sessions presented by the MCG Wellness Center staff. The sessions are free of 
charge and no soliciting by the vendor is allowed.   
 
Course Descriptions: 
 
× Session 1: Seven Unhealthy Habits That Prevent Weight Loss                                        

 Discover the seven unhealthy habits that make losing weight more difficult 

 Learn seven changes you can make in your life to enjoy a healthier lifestyle  
 
× Session 2: Drinking Water for Health and Weight Loss                                              

 Identify why water is essential 

 Learn how much water is the right amount 

 Identify the benefits of drinking water and the dangers of dehydration 
 
× Session 3: Childhood Fitness: Ideas for Parents                                              

 Incorporating fitness into your childôs life 

 Learn why physical activity is vital 

 Make healthy kid-friendly recipes 

http://www.mcg.edu/tobaccofree/index.html
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MCG Procedures Courses 
 

All about Leave and FMLA                                               

Instructor: Human Resources Benefits Staff 
 
This course will help all individuals better understand the leave policies and provide individuals with guidance. This course 
will answer and clarify all of your questions on sick leave, annual leave, educational leave, military leave, and the Family 
Medical Leave Act (FMLA).  This course will also focus on MCG policies and federal laws that pertain to FMLA.  
 
Intended Audience: All campus employees who have questions regarding leave or FMLA.  
 

 

 

 
 
 
 
 
 
 

 

 

Electronic Personnel Action Request (ePAR) Training                   

Instructor: Human Resources Staff 
 
Do you find that you have trouble putting the "Action" in your Personnel Action Requests?  Are there changes in 
procedure that you don't understand?  Is HR requesting documentation that's new to you?  Whether youôre a new 
manager or one that has been at MCG for years, this class is one that you won't want to miss.  This class will assist you 
with understanding these changes and give you the tools necessary to ensure your personnel actions are processed 
without delay. 
 
Topics Covered: 

 Handling appointments, terminations, and changes - faculty & staff 

 Handling student and temporary hires  

 Handling "uncommon" personnel situations 
 

Intended Audience: All campus employees that originate or approve personnel transactions.  

   

Dates and Times:  Session 1: Wednesday, August 12   12:00 ς 1:00 p.m.     
 Session 2: Wednesday, September 16 12:00 ς 1:00 p.m.  
 Session 3: Wednesday, November 11 12:00 ς 1:00 p.m.  
Location: Wellness Center (DA-1121)  
CEUs:  0  
Fee:  None  

   

Date and Time:  Wednesday, August 19  2:00 ς 4:00 p.m. 
     
Location:  HR Training Room (HS-1151)  
CEUs:  0  
Fee:  None  
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Everything for the Administrative Assistant 

Instructor: Sandra Bandy, M.S., AHIP and Kathy Davies, M.L.S. 

 

This how-to course focuses on the medical journal literature to locate article references and full-text documents.     
 
Topics Covered: 

 Learn how to order literature searches of medical databases by Greenblatt librarians 

 Learn to use the MCGILL document delivery service to obtain full-text documents 

 Learn how to set up current awareness alerts of saved literature searches and the tables of contents of journals 

 Learn how to reserve the libraryôs instruction/testing and meeting rooms 
 
 
Intended Audience: All campus employees who have questions regarding locating information available.  

 

 

 

 

 

 

 

 

Human Resources Policies and Procedures Series                    

Instructor: Human Resources Staff                             
      

Knowing an organizationôs policies and procedures can help ensure your success as a manager. This program will include 
an overview of MCGôs personnel policies and will help managers understand how to effectively apply them. There will be 
four modules in this program and you may attend one or all modules. This course is highly recommended for all MCG 
employees with supervisory responsibilities.   
 
Course Descriptions: 
 
× Module 1: Classification, Compensation and Recruitment         
× Module 2: Managing Leave, Work Hours, and Overtime 
× Module 3: Managing Employee Performance 
× Module 4: Counseling Employees, Terminations and the Grievance Process    
 
This course is being revised and will be offered again in the spring of 2010.                       

 

 

   

Dates and Times:  Wednesday, July 22 1:00 ς 4:00 p.m. 
 Wednesday, August 26 8:30 ς 11:30 a.m. 
 Wednesday, September 30 1:00 ς 4:00 p.m. 
 Wednesday, October 28 8:30 ς 11:30 a.m. 
 Wednesday, November 11 1:00 ς 4:00 p.m. 
 Wednesday, December 16 8:30 ς 11:30 a.m. 
Location:  HR Training Room (HS-1151)  
CEUs:  0  
Fee:  None  

   

Date and Time:  Tuesday, August 25 2:00 ς 4:00 p.m. 
     
Location:  HR Training Room (HS-1151)  
CEUs:  0  
Fee:  None  
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Hiring Nonimmigrant Personnel in H-1B and J-1 (or J-2) Status                 

Instructor: L.D. Newman 
 
This course is being revised and will be offered again in the fall of 2010.  
 

 

Introduction to Library Resources                 

Instructor: Sandra Bandy, M.S., AHIP and Kathy Davies, M.L.S. 

 

This course will help all individuals better understand the resources that the Greenblatt Library provides to the campus. 
This hands-on class is designed to familiarize yourself with the Library and the many library resources available to 
employees both onsite and remotely.    
 
Topics Covered: 

 Mobile computing resources 

 Online medical textbooks 

 Evidence-based and scholarly resources 

 Web of Knowledge to track the impact of a research article or author over time 
 
 
Intended Audience: All campus employees who have questions regarding the resources available.  

 

 

 

 

 

 

 

 

Legal Issues: Conflicts of Interests and Open Records Act                  

Instructor: Legal Office Staff 
 
This course will help all individuals better understand the responsibilities in responding to requests for records under 
Georgiaôs Open Records Act, scope of the act, and examples of requests. The Conflicts of Interest portion includes 
limitations on MCG employeesô outside professional acceptance of gifts and gratuities, transacting business with MCG 
and other State agencies.   
 
Intended Audience: All campus employees who have questions regarding conflicts of interests and open records.  

 

 

 

 

 

 

 

 

P-Card Orientation                                                                    

Instructor: Materials Management Staff  
 
The P-Card Program Orientation training details the cardholder, reconciler and approver responsibilities based on the 
state purchasing contract with the card provider, Bank of America, and MCG's basic purchasing guidelines and 
restrictions.  P-Card orientation training is required for all personnel with procurement responsibilities who wish to 

   

Date and Time:  Tuesday, August 4 10:00 a.m. ς 12:00 p.m. 
 Thursday, October 8 2:00 ς 4:00 p.m.  
Location:  HR Training Room (HS-1151)  
CEUs:  0  
Fee:  None  

   

Date and Time:  Wednesday, November 4 2:00 ς 4:00 p.m. 
     
Location:  HR Training Room (HS-1151)  
CEUs:  0  
Fee:  None  
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purchase small-value supply items with the State of Georgia Bank of America VISA purchasing card. P-Cards are only 
distributed to "approved" MCG personnel who have completed the training. 
 
Topics Covered: 

 The Purchasing Card Program purpose and benefits 

 Making a purchase 

 Purchasing resources 

 Shipping and receiving requirements 

 Spending controls 

 The three-tiered reconciliation process 

 Cardholder responsibilities 

 Reconciler responsibilities 

 Approver responsibilities 

 P-Card doôs and don'ts (restrictions) 

 Sponsored accounting restrictions 

 P-Card compliance issues (to include possible disciplinary actions) 
 
Intended Audience: P-Card holders and employees responsible for P-Card reconciliation and approval.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

P-Card ï Works Payment Manager                                          

Instructor: Materials Management Staff   
 
As a cardholder, now that you learned the rules of using a p-card, you need to know how to ñallocateò all those small value 
purchases.  As a manager, you need to know what features are available for use with the p-card to include reporting 
functions.    
 
Works Payment Manager is the web-based application that enables cardholders to purchase supplies, regardless of 
location, exactly when they need them.  Managers can learn how to use an approval workflow to ensure that the 
appropriate purchases are made BEFORE the actual transaction.  
 
You will learn about the reconciliation process that ensures that the appropriate employees review and sign off on all 
payable documents in the application.  This allows those employees to make sure that the Chart Field Combinations 
(CFCs) and Account Codes are correct and that the purchase is adequately described and/or justified.   
 

Topics Covered: 

 Works payment manager process overview 

 Initial login/password setup 

 Navigating Payment Manager 

 Cardholders: Reconciling transactions (without purchasing request) 

 Cardholders: Creating purchase requests and reconciling transactions 

 Cardholders and Managers: Viewing your online statement and handling flagged transactions 

 Managers:  Transaction sign off and approving / rejecting purchase requests 

 

   

Date and Time:  Tuesday, June 9 9:00 ς 10:00 a.m. 
 Tuesday, July 14 9:00 ς 10:00 a.m. 
 Tuesday, August 11 9:00 ς 10:00 a.m. 
 Tuesday, September 8 9:00 ς 10:00 a.m. 
 Tuesday, October 13 9:00 ς 10:00 a.m. 
 Tuesday, November 10 9:00 ς 10:00 a.m. 
 Tuesday, December 8 9:00 ς 10:00 a.m. 
Location:  HR Training Room (HS-1151)  
CEUs:  0  
Fee:  None  
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Intended Audience: P-Card holders and employees responsible for P-Card reconciliation and approval.  

 

 

 

 

 

 
 
 
 
 
 
 
 

 

Performance Appraisals                                                                  

Instructor: Human Resources Staff  
 
Performance appraisals are two words that can spark fear in the hearts of managers and supervisors. To help ease the 
pain and provide a better understanding of the policies and procedures involved with performance appraisals, this class 
will provide tips on preparing for and conducting an effective performance appraisal. All persons responsible for 
conducting performance appraisals should attend one of these training classes.   
 
Topics Covered: 

 What are performance appraisals? 

 Performance appraisal problems 

 How to fill out a performance appraisal  

 The performance management cycle 

 The appropriate atmosphere for an appraisal 

 The performance appraisal discussion 
 

Intended Audience: 
All campus employees responsible for conducting performance appraisals.  
 

 

 

 

 

 

 

 

 

Privacy and Security Risks on Campus                                   

Instructor: Audit and Compliance Staff 
 
This course will help all individuals better recognize and understand the need to reduce electronic risks.  
 
Topics Covered: 

 Heightened public concern about the use/disclosure of óprivateô information 

 Increased use of electronic transmission; computers; emails; thumb drives; CDs/DVDs; internet, intranet; 
FaceBook, etc.  

 Media coverage for high profile breaches 

 Identity theft; medical identity theft; malicious intent; hacking; laptop thefts; lost thumb drives; stolen digital 
cameras; accident disclosures on unrestricted web sites  

   

Dates and Times:  Tuesday, June 16 9:00 ς 10:30 a.m.  
 Tuesday, July 23 9:00 ς 10:30 a.m.  
 Tuesday, August 18 9:00 ς 10:30 a.m.  
 Tuesday, September 15 9:00 ς 10:30 a.m.  
 Tuesday, October 20 9:00 ς 10:30 a.m.  
 Tuesday, November 17 9:00 ς 10:30 a.m.  
 Tuesday, December 22 9:00 ς 10:30 a.m.  
Location:  HR Training Room (HS-1151)  
CEUs:  0  
Fee:  None  

   

Date and Time:  Thursday, December 3 2:00 ς 4:00 p.m. 
   
Location:  HR Training Room (HS-1151)  
CEUs:  0  
Fee:  None  
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 Lack of Intent or Due Diligence Increases Risk: Reputation, Financial, Recruitment, Human Safety, Individual 
Privacy Rights, Intellectual Property/Technology Transfer  

 Privacy, Confidentiality, Security, Authorization, De-Identification Issues as applied healthcare, teaching and 
research  

 Federal and State Regulations: Compliance Manages Risk (Cited 11 Regulations)  

 FERPA and HIPAA Elements; Compliance Steps for Federal Regulations  

 Example: Unauthorized Disclosure for Teaching; First Steps in Due Diligence including workforce accountability  

 Several specific requirements for reducing electronic security and privacy risks in teaching and research  

 Contact phone/email for privacy and security officers 
 
Intended Audience: All campus employees who have questions regarding privacy and security risks.   

 

 

 

 

 

 

 

 

Timeware Basics 

Instructor: Office of the Controller Staff   
 
The purpose of this course is to educate timekeepers about the basic concepts that all timekeepers should know. The 
course will contain visual examples of common situations that most timekeepers will encounter. Basics will include 
procedures for entering and approving time for all non exempt employees.  
 

Topics Covered: 

 Who uses Timeware 

 Timeware requests 

 Timeware access 

 Printing Timeware reports 

 Correction and adjustments 

 Schedules 

 Employee status 

 Comp time 

 Weekly closeout 

 Questions and answers 

 

Intended Audience: Primary and backup timekeepers  

 

 

 

 

 

 

 

 
 

 

   

Date and Time:  Thursday, October 15 9:00 ς 11:00 a.m. 
     
Location:  HR Training Room (HS-1151)  
CEUs:  0  
Fee:  None  

   

Dates and Times:  Thursday, July 16  9:00 a.m. ς 12:00 p.m.  
 Thursday, September 10 9:00 a.m. ς 12:00 p.m.  
 Thursday, November 12 9:00 a.m. ς 12:00 p.m.  
  Friday, December 4 1:00 ς 4:00 p.m.  
Location:  HR Training Room (HS-1151)  
CEUs:  0  
Fee:  None  
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Travel Procedures                                                                             

Instructor: Controllerôs Office Staff 
 
This course is being revised and will be offered again in spring 2010.  
 

 

Tuition Assistance Program (TAP)                                          

Instructor: Training and Education Staff 
 
Tuition Assistance is available to full-time benefits eligible (100% work commitment) employees who have completed six 
continuous months of regular employment. This course will provide you with an overview of the Tuition Assistance 
Program and will answer many of the questions most MCG employees have such as: 
 

 Who is eligible? 

 What schools do I need to attend? 

 Do I need to study a certain major? 

 Are on-line classes eligible? 

 When are the TAP forms due? 

 Where do I submit my TAP form? 
 
Intended Audience: All campus employees 
 

 
 
 
 
 
 
 
 

 

 

Welcome to MCG                                                                                        

Instructors: MCG HR Staff 
 
Welcome to MCG is a course offered by Human Resources to assist new MCG campus employees with their transition to 
MCG. This is an excellent opportunity for new employees to learn and ask questions about MCG key policies, procedures 
and their benefits. This course does not take the place of online orientation or HR Processing. This course provides new 
employees with guidelines and policies that will help them respond appropriately to most workplace situations. It also 
provides employees with accurate information to assist them with their benefits decisions.  
 
Intended Audience: All new campus employees.  

   

Date and Time:  Wednesday, June 17 11:00 a.m. ς 12:00 p.m. 
 Wednesday, October 21 9:00 ς 10:00 a.m.  
Location:  HR Training Room (HS-1151)  
CEUs:  0  
Fee:  None  
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Workerôs Compensation                                                   

Instructor: Human Resources Benefits Staff 

 
This informative workshop is designed for MCG managers and supervisors to obtain a greater understanding of workerôs 
compensation and what it entails.  This course will also cover the reporting procedures as directed by DOAS. 
   
Topics Covered: 

 Responsibilities of the employee, the supervisor, MCG and DOAS when an incident occurs 

 When an injured employee returns to work 

 The type of injuries covered under Worker's Compensation 
 

Intended Audience: All campus managers and supervisors. 
 

 

 
 
 
 
 
 
 
 

 

Grants and Contracts 
 

Cost Transfer                                                       

Instructor: Sponsored Program Administration 
 
The purpose of this course is to better educate staff that prepare and sign cost transfer forms about internal and external 
policies. This informative session will help improve the timeliness of cost transfers and ensure that MCG remains in 
compliance with federal policies.  
 
 

   

Dates and Times:  Monday, June 1 8:30 ς 10:00 a.m. 
 Monday, June 15 8:30 ς 10:00 a.m. 
 Monday, June 29 8:30 ς 10:00 a.m. 
 Monday, July 13 8:30 ς 10:00 a.m. 
 Monday, July 27 8:30 ς 10:00 a.m. 
 Monday, August 10 8:30 ς 10:00 a.m. 
 Monday, August 24 8:30 ς 10:00 a.m. 
 Monday, September 14 8:30 ς 10:00 a.m. 
 Monday, September 28 8:30 ς 10:00 a.m. 
 Monday, October 12 8:30 ς 10:00 a.m. 
 Monday, October 26 8:30 ς 10:00 a.m. 
 Monday, November 9 8:30 ς 10:00 a.m. 
 Monday, November 23 8:30 ς 10:00 a.m. 
 Monday, December 7 8:30 ς 10:00 a.m. 
 Monday, December 21 8:30 ς 10:00 a.m. 
Location:  HR Training Room (HS-1151)  
CEUs:  0  
Fee:  None  

   

Date and Time:  Wednesday, September 16  2:00 ς 4:00 p.m.  
   
Location:  HR Training Room (HS-1151)  
CEUs:  0  
Fee:  None  
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Topics Covered: 

 Internal and external policies 
 
Intended Audience: All campus employees.  

 

 

 

 

 

 

 

 

 

 

Effort Reporting and Cost Sharing                              

Instructor: Sponsored Program Administration 
 
This course will include an overview of MCG's Time and Effort Policy and MCG's Cost Sharing Policy relative to Federal 
A-21 guidelines. Also included will be instructions on how to complete/submit Effort via MCG's Time and Effort System 
and how to complete the Cost Sharing Authorization Form. 
  
Topics Covered: 

 Why MCG has Effort Reporting 

 What is impacted by Effort Reporting 

 Departmental responsibilities  

 How Cost Sharing/Over the Cap is Tracked 
 
Intended Audience: Principal investigators, department administrators, departmental accounting personnel and study 
coordinators.  
 

 
 
 
 
 
 
 
 

 

Introduction to Research Administration                    

Instructor: Sponsored Program Administration  
 
This course will include an overview of the Institution's Direct Cost Policy and how this policy directly supports compliance 
with Federal A-21 Cost Principles for Educational Institutions. 
 
Facilities and Administrative rates, Cost Transfers, Budget Amendments and Authorizations to Budget will be briefly 
discussed in relation to A-21 concepts.  
 
Intended Audience: Principal investigators, department administrators, departmental accounting personnel and study 
coordinators.  

   

Date and Time:  Tuesday, July 7 9:00 ς 10:00 a.m. 
 Tuesday, September 8 11:00 a.m. ς 12:00 p.m. 
 Tuesday, November 10 11:00 a.m. ς 12:00 p.m. 
Location:  HR Training Room (HS-1151)  
CEUs:  0  

   

Date and Time:  Tuesday, August 18 2:00 ς 4:00 p.m. 
 Tuesday, October 20 2:00 ς 4:00 p.m.  
Location:  HR Training Room (HS-1151)  
CEUs:  0  
Fee:  None  
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Additional Courses Offered Upon Request 

Team Training Courses 
 

 9 Traits of Highly Effective Teams (video series) 

 Team Building Skills for Managers (video series) 
 

Customer Service Courses 
 

 Complaints and You 

 Customer Service Training Activities   

 Customer Service: Quality Matters    

 Managing Customer Service 

 Seeing the Customerôs Point of View 

 Taking Responsibility for Customer Satisfaction 

 The Difference is You 

 The Power of the Telephone 

 What do my Customers think of me? 
 
Other: 
 

 Evidence-based Practice Basics: Library Resources 

 EndNote Basics: Bibliographic Reference Tool 

 Evelyn Wood Reading Dynamics (video series) 

 Problem Solving 
 
 

Becoming an Instructor for Training and Education  

We are always looking for subject matter experts who are willing to share their knowledge and expertise with MCG faculty 
and staff. We consider both formal academic education and relevant practical experience. In many cases, instructors work 
for a department that manages or coordinates certain systems or processes, i.e., travel procedures, helping international 
employees, etc. However, in other cases, our trainers have competencies or skills separate from their official job 
responsibilities. 

Volunteers should first obtain approval from their immediate supervisor and department. Then, they should contact Debra 
Arnold (1-6197). We will ask you about your experience. We will discuss whether you have had teaching experience; if 
not, we offer a formal Train-the-Trainer program at least once a year. This program covers adult learning principles, needs 
assessment, program design, presentation skills and evaluation. We will help you develop learner objectives, an outline of 
your course and activities for participants.  

Submitting Class Descriptions 

Class descriptions that instructors submit should clearly communicate the trainingôs purpose, Topics Covered, and 
Intended Audience. A class description should be brief and answer the following questions for the learner: 

 What is the topic of the class?  

   

Date and Time:  Tuesday, July 14  11:00 a.m. ς 12:00 p.m. 
 Thursday, October 8 9:00 ς 10:00 a.m.  
Location:  HR Training Room (HS-1151)  
CEUs:  0  
Fee:  None  




