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Dear NC State University Faculty and Staff, 

Welcome to Training & Organizational Developmentõs eLearning Training 

Catalog.  This catalog serves as a central listing of all training courses currently 

offered through Human  Resources, Environmental Health & Public Safety, Office 

for Equal Opportunity Contracts and Grants, Research & Graduate Studies and 

Financial Services.  In addition to course listings, this catalog is designed as a 

professional development guide to provid e you with information and resources 

to meet your professional development goals and to plan for your staff and 

departmental needs while working here at NC State.  

 

In this catalog you will find information regarding:  

 Participating Units and Who To Contact 

 Certificate Programs 

 Courses and Sessions  

 eLearning Help Guides 

 Glossary of Terms 

 Calendar view of course offerings 

 Custom Services 

 Surveys 

 

and much, much more.  

 

Our staff is committed to identifying and addressing university, departmental, 

work team, and individual development opportunities for NC State faculty and 

staff. As you will find in this catalog, we offer courses and certificate programs on 

Professional Development, Policy & Procedure, and HR Systems that are open to 

all faculty and staff at NC State University. Our services are designed to enhance 

job skills, leadership abilities, and knowledge of University business practices, 

policies and procedures thereby strengthening the services and operations of 

the entire University. T&OD and our partnered units are committed to providing 

you with development solutions that meet you r and your departmental needs. 

 

T&OD meets the unique needs of faculty and staff by offering customized 

services to departments that include team specific training, coaching, and survey 

services to enhance individual and work team performance. 

 

If you have any questions or need additional information please contact us at 

919-515-7844 or email us at hr_tod@ncsu.edu.  Our staff invites you to explore 

opportunities with us and we look forward to partnering with you to ensure 

career success at NC State University. 

 

Yours Sincerely,  

Kevin Rice, Ph.D.,   Director         

Human Resources Training &  Organizational  Development          
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Course Code / Department Course Title 

EH&PS Environmental Health & Public Safety 

EHS101 Asbestos Awareness 

EHS102 Back Injury Prevention 

EHS103 Fall Protection 

EHS104 Hazard Communication Classroom 

EHS105 Slips Trips Falls 

EHS106 15 Passenger Van online 

EHS107 Confined Space Air Monitor TMX 

EHS108 Confined Space Training 

EHS109 Construction/Maintenance Safety 

EHS151 Hazard Communication Online 

EHS152 Hearing Conservation online 

EHS201 Principles of Radiation Safety 

EHS202 Principles of Analytical X-Ray 

EHS203 Diagnostic X-Ray Safety 

EHS204 Diagnostic X-Ray (Specialty) 

EHS205 CVM Specialty Radiation Safety 

EHS207 Laboratory / Radiation Safety 

EHS220 Laser Safety Training 

EHS251 Moisture Density Gauge-online 

EHS252 Principles Radiation Safety online 

EHS253 Principles of Analytical X-Ray 

EHS254 CVM Specialty Radiation Safety 

EHS301 Pesticide Safety 

EHS351 Formaldehyde 

EHS401 Blood-borne Pathogens 

EHS501 Shipping of Hazardous Material 

EHS551 Biological Materials Shipping 

EHS651 Laboratory Waste Training online 

EHS801 Fire and Life Safety Training 

EHS802 Fire Sprinkler Maintenance License 

EHS803 First Aid Certification 

EHS804 CPR Certification 

EHS901 Trenching/ Excavation 

EHS902 Respirator Fit Training 

EHS903 Material Handling Equipment 

EHS904 Machine Guarding 

EHS905 Lock Out / Tag Out 

EHS906 Lead Awareness 

EHS907 Ladder Safety 

EHS908 High/Low Voltage 

EHS909 Heat Stress 

EHS910 Ground-Fault Circuit Interrupt 
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Course Code / Department Course Title 

EHS911 Forklift-Classroom 

EHS912 Electrical Safety -'Qualified' 

EHS913 Electrical License Renewal Training 

EHS914 Arc Flash Prevention 

EHS915 Air and Compressed Gas 

EHS916 Aerial Lift (includes JLG) 

EHS917 Workplace Violence Prevention 

EHS918 Mental Health EDU 

FSA Financial Services - Accounting 

FSAAC1 University Accounting Cert-Session 1 

FSAAC2 University Accounting Cert-Session 2 

FSAAC3 University Accounting Cert-Session 3 

FSAAC4 University Accounting Cert-Session 4 

FSAAC5 University Accounting Cert-Session 5 

FSACA1 Capital Asset Mgmt - Classroom 

FSACA2 Capital Asset Mgmt - Online 

FSAIDT Interdepartmental Transactions 

FSAJNL Online Journal Vouchers 

FSASPV Small Purchase Vouchers 

FSATC   Travel Coordinator 

FSATVL Travel-Policy, Rules, Regulation and Reimbursement 

FSRF/FSIS 
Financial Services ς Red Flag & Information Security  

(computer-based-training modules) 

FSRF01 Red Flag-General Training 

FSRF02 Red Flag-Dining/AllCampus Card 

FSRF03 Red Flag-Credit Agency Reports 

FSRF04 Red Flag-Student Accounts/Loans 

FSIS01 Information Security Program 

FSP Financial Services ς Materials Management 

FSPMP MarketPlace 

FSPPC Purchase Card - User 

FSPPC2 Purchase Card - Reconciler 

FSPPRA Purchase Requisition - Apprvrs 

FSPPRE Purchase Requisition-Pres Ovrw 

FSPPUR Purchasing Best Practices 

FSPREQ Requisition & Purchase Orders 

FSPRTG Financial System Reporting 

FSPSHG Shipping 
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HR 
Human Resources ς Training and Organizational Development 

(open enrollment) 

HR0001 Coaching for Success 

HR0002 Behavioral Based Interviewing 

HR0003 Achieving Excellence in Custom Service 

HR0004 Effective Business Writing 

HR0005 Interpersonal Communication 

HR0006 Negotiation 

HR0007 Introduction to MBTI 

HR0008 Conflict Resolution 

HR0009 Team Decision Making & Problem Solving 

HR0011 Business Ethics 

HR0012 Giving and Receiving Feedback 

HR0013 Intro to Project Management 

HR0014 Team Fundamentals 

HR0015 Influencing Skills 

HR0016 Time Management 

HR0017 Generations At Work 

HRA 
Human Resources  ς  HR Academy 

(managed enrollment) 

HRA00 Introduction to HR Academy 

HRA01 Benefits Basics 

HRA02 Classification & Compensation 

HRA03 Effective Recruitment & Select 

HRA04 Employment verification w / I-9 

HRA05 Equal Employment Opportunity /Affirmative Action 

HRA06 HR & Law: What You Need to Know 

HRA08 Managing SPA Employee 

HRA09 Managing/Navigating FMLA Comp & Leave 

HRA10 Payroll Services 

HRA11 Wage & Hour Basics 

HRA14 Employee Recognition Programs 

HRA15 Employment of Foreign National 

HRA16 Introduction to Supervision 

HRA17 Key Practice for Injury, Incident 

HRA18 PeopleSoft Query 

HRA19 Personnel Practices for EPA 

HRA22 Taxation of Foreign Nationals 

HRA23 Understanding Retirement Program 

HRA25 Web Leave Application 

HRA28 HR Systems Basics/Temp Actions 

HRA29 Processing SPA & EPA Appointments 

HRA30 Processing Bi-Weekly Actions 
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HRPL 
Human Resources ς Performance Leadership Certification 

(managed enrollment) 

HRPL00 Performance Leadership Orientation 

HRPL01 Introduction to Myers-Briggs 

HRPL02 Interpersonal & Team Communication 

HRPL03 Behavioral Base Interviewing I 

HRPL06 Giving and Receiving Feedback 

HRPL08 Team Decision Making & Problem Solving 

HRPL09 Managing Conflict (Day 1) 

HRPL10 Managing Conflict (Day 2) 

HRPL11 Negotiation 

HRPL12 Leading Change in Organization 

HRPL13 Coaching for Success 

HRPL14 Managing Business Ethics 

HRPL18 Creating High Performing Teams 

HRPL19 Leadership vs. Management 

HRPW 
Human Resources ς Pathways Certification 

(managed enrollment) 

HRPW00 Pathways Orientation 

HRPW02 Myers Briggs Type Indicator 

HRPW05 Inspiring a Shared Vision 

HRPW10 Giving and Receiving Feedback 

HRPW12 Interpersonal Communications 

HRPW13 Conflict Resolution 

HRPW14 Generations at Work 

HRPW15 Business Ethics 

HRPW17 Pathways Celebration Graduation 

HRPW19 Introduction to Project Mgmt 

HRPW20 Negotiation 

HRPW21 Team Fundamentals 

HRPW22 Influencing Skills 

HRPW23 Team Decision Making & Problem Solving 

HRPW24 Time Management 

HRPW25 Presentation Skills & Prep 

HRPW26 Achievements & Team Presentation 

HRPW27 Program Evaluation 

HRQS 
Human Resources ς QuickStart Certification 

(managed enrollment) 

HRQS01 QuickStart: Module 1 

HRQS02 QuickStart: Module 2 

HRQS03 QuickStart: Module 3 

HRQS04 QuickStart: Module 4 

HRT Bell Tower Tour 

HRT001 Bell Tower Tour: The Beginning 
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NEO 
New Employee Orientation 

(managed enrollment) 

NEOEPA New Employee Orientation - EPA 

NEOSPA New Employee Orientation - SPA 

DHPR / EOI / EOO / OEO 
Office for Institutional Diversity and Equity 

(managed enrollment) 

DHPR01 Discrimination and Harassment Prevention and Response 

DHPR02 Discrimination and Harassment Prevention Response for Supervisors 

EOI EOI Orientation 

EOO001 Online Search Committee Training 

EOO002 Online Americans with Disabilities Act (ADA) Training 

EOO003 Online Discrimination Harassment Prevention Response 

OEO001 The Protected Class of Sex 

OEO003 LDS: Working with Diverse Populations 

OEO004 LDS: Leadership Tools for Women 

OEO005 The Protected Class of Disability 

OEO006 Equal Employment Opportunity/Affirmative Action 

OEO007 LDS: Project Safe 

OEO008 The Protected Classes of Religion and Creed 

OEO009 The Protected Class of National Origin 

OEO010 LDS:NCBI Strengthening Leadership for Diverse Communities Part I 

OEO011 LDS:NCBI Strengthening Leadership for Diverse Communities Part 2 

OEO012 NCBI: Strengthening Leadership for Diverse Communities Parts 1 & 2 

OEO013 Diversity, Discrimination and Affirmative Action 

OEO014 LDS: Leadership and Social Justice 

OEO015 Americans with Disabilities Act (ADA) 

OEO016 Legacies + Layers = Lenses 

OEO017 LDS: Leading Diverse Groups through Conflict 

OEO018 Affirmative Action in Action 

OEO019 Valuing Diff through Diversity 

OEO020 Equal Opportunity Jeopardy 

OEO021 Title IX 

OEO022 LDS: Cross Cultural Communication 

OEO023 The Protected Class of Age 

OEO024 The Equal Employment Opportunity Commission (EEOC) 

OEO025 The Protected Classes of Race and Color 

OEO026 The Protected Class of Veteran Status 

OEO027 Exploring Oppression 

OEO028 Equal Employment Opportunity Institute Part 1 

OEO28D Equal Employment Opportunity Institute 

OEO030 EOI: Special Topics for Managers & Supervisors 

OEO031 NCBI: Leading Diverse Groups through Conflict 

OEO032 Affirmative Action in Employment 

  

  



Course Listing by Course ID  

Page | 10 
 

RES / SRA* Research and Graduate Studies ς Sponsored Programs 

RES111 Managing Financial Rewards 

RES112 Critical Issues for Dept Admin 

RES113 Non-Finance Research Compliance 

RES114 International Collaboration, Negotiation/Compliance 

RMP101 RAMP ς Level I 

RMP201 RAMP ς Level II 

* SRA Webinars * Various Webinars (course code prefix: SRA)  
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Course/Session Listing  ɀ by Course ID and Date   
 

Course ID Course Title 
Course Begin 

Date 
Course End 

Date 
Begin Time End Time Room Building 

DHPR01 Disc Hrssmt Prvntn and Rspnse 2/9/2012 2/9/2012 10:00:00 AM 12:00:00 PM 101 ADMINISTRATIVE SERVICES II 

FSAAC1 Univ Accounting Cert-Session 1 2/21/2012 2/21/2012 1:00:00 PM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

FSAAC2 Univ Accounting Cert-Session 2 3/2/ 2012 3/2/2012 1:00:00 PM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

FSAAC3 Univ Accounting Cert-Session 3 3/20/2012 3/20/2012 1:00:00 PM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

FSAAC4 Univ Accounting Cert-Session 4 4/10/2012 4/10/2012 1:00:00 PM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

FSAAC5 Univ Accounting Cert-Session 5 4/24/2012 4/24/2012 1:00:00 PM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

FSASPV Small Purchase Vouchers 2/15/2012 2/15/2012 8:30:00 AM 12:00:00 PM 101 ADMINISTRATIVE SERVICES II 

FSASPV Small Purchase Vouchers 5/9/2012 5/9/2012 8:30:00 AM 12:00:00 PM 101 ADMINISTRATIVE SERVICES II 

FSASPV Small Purchase Vouchers 4/18/2012 4/18/2012 8:30:00 AM 12:00:00 PM 101 ADMINISTRATIVE SERVICES II 

FSASPV Small Purchase Vouchers 3/21/2012 3/21/2012 8:30:00 AM 12:00:00 PM 101 ADMINISTRATIVE SERVICES II 

FSATVL Travel-PRR, Authorize, Reimbur 3/13/2012 3/13/2012 8:30:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

FSATVL Travel-PRR, Authorize, Reimbur 5/1/2012 5/1/2012 8:30:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

FSATVL Travel-PRR, Authorize, Reimbur 4/11/2012 4/11/2012 8:30:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

FSATVL Travel-PRR, Authorize, Reimbur 2/7/2012 2/7/2012 8:30:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

HR0001 Coaching for Success 4/4/2012 4/4/2012 9:00:00 AM 4:30:00 PM 101 ADMINISTRATIVE SERVICES II 

HR0002 Behavioral Based Interviewing 2/28/2012 2/28/2012 9:00:00 AM 4:30:00 PM 101 ADMINISTRATIVE SERVICES II 

HR0003 Achieving Excell in Custom Srv 2/24/2012 2/24/2012 9:00:00 AM 12:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HR0004 Effective Business Writing 3/13/2012 3/13/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HR0005 Interpersonal Communication 2/7/2012 2/7/2012 9:00:00 AM 4:30:00 PM 212 ADMINISTRATIVE SERVICES II 

HR0006 Negotiation 6/6/2012 6/6/2012 9:00:00 AM 4:30:00 PM 101 ADMINISTRATIVE SERVICES II 

HR0007 Introduction to MBTI 2/2/2012 2/2/2012 9:00:00 AM 4:30:00 PM 212 ADMINISTRATIVE SERVICES II 

HR0008 Conflict Resolution 5/11/2012 5/11/2012 9:00:00 AM 4:30:00 PM 212 ADMINISTRATIVE SERVICES II 

HR0009 Team Decision Mkg & Prob Solv 5/1/2012 5/1/2012 9:00:00 AM 12:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HR0011 Business Ethics 5/1/2012 5/1/2012 1:30:00 PM 4:30:00 PM 212 ADMINISTRATIVE SERVICES II 

HR0012 Giving and Receiving Feedback 3/27/2012 3/27/2012 1:30:00 PM 4:30:00 PM 212 ADMINISTRATIVE SERVICES II 

HR0013 Intro to Project Management 4/4/2012 4/4/2012 9:00:00 AM 12:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HR0014 Team Fundamentals 4/19/2012 4/19/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HR0015 Influencing Skills 3/7/2012 3/7/2012 1:30:00 PM 4:30:00 PM 212 ADMINISTRATIVE SERVICES II 

HR0016 Time Management 2/14/2012 2/14/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES II 
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Course ID Course Title 
Course Begin 

Date 
Course End 

Date 
Begin Time End Time Room Building 

HR0017 Generations At Work 3/15/2012 3/15/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HRA04 Employment verfication w / I-9 3/5/2012 3/5/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HRA06 HR & Law: What You Need to Kno 4/9/2012 4/9/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HRA08 Managing SPA Employee 4/3/2012 4/3/2012 9:00:00 AM 3:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HRA09 Mng/Nav FMLA Comp & Leave 3/20/2012 3/20/2012 9:00:00 AM 12:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HRA10 Payroll Services 4/10/2012 4/10/2012 9:00:00 AM 12:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HRA11 Wage & Hour Basics 2/6/2012 2/6/2012 1:00:00 PM 3:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HRA14 Employee Recognition Programs 5/7/2012 5/7/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HRA15 Employment of Foreign National 6/5/2012 6/5/2012 8:30:00 AM 11:30:00 AM 212 ADMINISTRATIVE SERVICES II 

HRA16 Introduction to Supervision 2/28/2012 2/28/2012 9:00:00 AM 12:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HRA17 Key Pract for Injury, Incident 4/17/2012 4/17/2012 8:30:00 AM 11:30:00 AM 212 ADMINISTRATIVE SERVICES II 

HRA18 PeopleSoft Query 3/12/2012 3/12/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HRA18 PeopleSoft Query 3/12/2012 3/12/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HRA22 Taxation of Foreign Nationals 6/6/2012 6/6/2012 8:30:00 AM 11:30:00 AM 212 ADMINISTRATIVE SERVICES II 

HRA23 Understanding Retirement Prog 5/8/2012 5/8/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HRA28 HR Systems Basics/Temp Actions 3/27/2012 3/27/2012 8:30:00 AM 11:30:00 AM 212 ADMINISTRATIVE SERVICES II 

HRA29 Processing SPA & EPA Appts. 3/13/2012 3/13/2012 8:30:00 AM 11:30:00 AM 212 ADMINISTRATIVE SERVICES II 

HRA30 Processing Bi-Weekly Actions 3/15/2012 3/15/2012 8:30:00 AM 11:30:00 AM 212 ADMINISTRATIVE SERVICES II 

HRQS03 QS: Module 3 2/9/2012 2/9/2012 9:00:00 AM 4:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HRQS04 QS: Module 4 2/23/2012 2/23/2012 9:00:00 AM 4:30:00 PM 212 ADMINISTRATIVE SERVICES II 

NEOEPA New Employee Orientation - EPA 2/2/2012 2/2/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOEPA New Employee Orientation - EPA 2/17/2012 2/17/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOEPA New Employee Orientation - EPA 3/15/2012 3/15/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOEPA New Employee Orientation - EPA 3/30/2012 3/30/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOEPA New Employee Orientation - EPA 4/13/2012 4/13/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOEPA New Employee Orientation - EPA 4/26/2012 4/26/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOEPA New Employee Orientation - EPA 5/4/2012 5/4/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOEPA New Employee Orientation - EPA 5/31/2012 5/31/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOEPA New Employee Orientation - EPA 6/8/2012 6/8/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOEPA New Employee Orientation - EPA 6/14/2012 6/14/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOEPA New Employee Orientation - EPA 5/10/2012 5/10/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 
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Course ID Course Title 
Course Begin 

Date 
Course End 

Date 
Begin Time End Time Room Building 

NEOEPA New Employee Orientation - EPA 6/28/2012 6/28/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOSPA New Employee Orientation - SPA 2/6/2012 2/6/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOSPA New Employee Orientation - SPA 2/27/2012 2/27/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOSPA New Employee Orientation - SPA 3/12/2012 3/12/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOSPA New Employee Orientation - SPA 3/26/2012 3/26/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOSPA New Employee Orientation - SPA 4/2/2012 4/2/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOSPA New Employee Orientation - SPA 4/16/2012 4/16/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOSPA New Employee Orientation - SPA 4/30/2012 4/30/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOSPA New Employee Orientation - SPA 5/14/2012 5/14/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOSPA New Employee Orientation - SPA 5/16/2012 5/16/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOSPA New Employee Orientation - SPA 6/4/2012 6/4/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOSPA New Employee Orientation - SPA 6/18/2012 6/18/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

OEO003 LDS: Working with Diverse Pop 2/9/2012 2/9/2012 6:30:00 PM 8:30:00 PM 3118 TALLEY STUDENT CENTER 

OEO004 LDS: Ldrshp Tools for Women 2/28/2012 2/28/2012 6:30:00 PM 8:30:00 PM 3118 TALLEY STUDENT CENTER 

OEO005 Protected Class of Disability 2/9/2012 2/9/2012 1:00:00 PM 3:00:00 PM 101 ADMINISTRATIVE SERVICES II 

OEO006 Equal Emply Opprt/Affrm Action 2/22/2012 2/22/2012 10:00:00 AM 12:00:00 PM 101 ADMINISTRATIVE SERVICES II 

OEO007 LDS: Project Safe 2/7/2012 2/7/2012 6:30:00 PM 8:30:00 PM 3118 TALLEY STUDENT CENTER 

OEO008 Protected Class of Rlgn Creed 2/15/2012 2/15/2012 1:00:00 PM 3:00:00 PM 101 ADMINISTRATIVE SERVICES II 

OEO009 Protected Class of Natl Origin 2/15/2012 2/15/2012 10:00:00 AM 12:00:00 PM 1117 ADMINISTRATIVE SERVICES I 

OEO010 LDS:NCBI Strgth Ldshp Dv Com I 3/13/2012 3/13/2012 6:30:00 PM 8:30:00 PM 3118 TALLEY STUDENT CENTER 

OEO012 Strgth Ldshp Div Com 3/30/2012 3/30/2012 9:00:00 AM 4:00:00 PM 129 1911 BLDG 

OEO014 LDS: Ldrshp and Social Justice 3/27/2012 3/27/2012 6:30:00 PM 8:30:00 PM 3118 TALLEY STUDENT CENTER 

OEO015 Americans wth Disabilities Act 3/2/2012 3/2/2012 10:00:00 AM 12:00:00 PM 101 ADMINISTRATIVE SERVICES II 

OEO016 Legacies + Layers = Lenses 3/20/2012 3/20/2012 1:00:00 PM 3:00:00 PM 212 ADMINISTRATIVE SERVICES II 

OEO017 LDS: Ldng Div Grps thr Cnflict 3/22/2012 3/22/2012 6:30:00 PM 8:30:00 PM 3118 TALLEY STUDENT CENTER 

OEO020 Equal Opportunity Jeopardy 4/12/2012 4/12/2012 1:00:00 AM 3:00:00 AM 212 ADMINISTRATIVE SERVICES II 

OEO021 Title IX 2/21/2012 2/21/2012 10:00:00 AM 12:00:00 PM 101 ADMINISTRATIVE SERVICES II 

OEO023 Protected Class of Age 3/1/2012 3/1/2012 1:00:00 PM 3:00:00 PM 212 ADMINISTRATIVE SERVICES II 

OEO030 EOI:Spec Topics for Mgr & Supv 4/4/2012 4/4/2012 10:00:00 AM 12:00:00 PM 1117 ADMINISTRATIVE SERVICES I 

OEO032 Affirmative Action in Emplymnt 3/28/2012 3/28/2012 10:00:00 AM 12:00:00 PM 1117 ADMINISTRATIVE SERVICES I 

RMP101 RAMP - Level I 7/20/2012 7/20/2012 8:30:00 AM 12:30:00 PM 124A ADMINISTRATIVE SERVICES III 
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Course ID Course Title 
Course Begin 

Date 
Course End 

Date 
Begin Time End Time Room Building 

RMP101 RAMP - Level I 4/13/2012 4/13/2012 8:30:00 AM 12:30:00 PM 124A ADMINISTRATIVE SERVICES III 

RMP201 RAMP - Level II 4/27/2012 4/27/2012 8:30:00 AM 12:30:00 PM 124A ADMINISTRATIVE SERVICES III 

RMP201 RAMP - Level II 2/10/2012 2/10/2012 8:30:00 AM 12:30:00 PM 124A ADMINISTRATIVE SERVICES III 

RMP201 RAMP - Level II 8/3/2012 8/3/2012 8:30:00 AM 12:30:00 PM 124A ADMINISTRATIVE SERVICES III 
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Contracts and Grants  - Research Administration  

The Office of Contracts and Grants offers several formal workshops relating to post award aspects of sponsored 

research. For more information, refer to the Contracts and Grants website: 

http://www7.acs.ncsu.edu/cng/workshops_training/ 

 

Comments, questions or concerns about C&G courses should be addressed to the C&G eLearning Training 

Coordinator: 

 Debbie Hunt, Special Projects Advisor - SPARCS  

 debbie_hunt@ncsu.edu  

919.515.7512 

 Debbie Vogel    

Office of Contracts and Grants, Training Specialist 

debbie_vogel@ncsu.edu 

919.513.8140 
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2011-2012  NCURA  ONLINE  WORKSHOP  SERIES 
 

 

  

4ÈÅ !"#ȭÓ ÏÆ ÔÈÅ &ÅÄÅÒÁÌ #ÏÓÔ 0ÒÉÎÃÉÐÌÅÓ 
Course Code:   RES111  

Participants will develop a better understanding of, and a 

resource toolkit for addressing, the following aspects of 

contract negotiation: 

* Understand what answers can be found within OMB Circulars 

A-21 and A-122, and the cost principles applicable to hospitals 

(OASC3);  

* Review key principles related to allocating costs as direct or 

facilities and administrative costs;  

* Review costs examples provided in Section J of A-21;  

* Identify agency specific cost principles implementation;  

* Connect the theory with application to budgeting and 

spending. 

 

 

International Collaboration Negotiation/Compliance 
Course Code:   RES112 

Participants will develop a better understanding of, and a 
resource toolkit for addressing, the following aspects of 
contract negotiation: 
 
* Understanding of university/industry collaborations as they 
relate to grant proposals and intellectual property;  

* Knowledge of institutional policies and procedures needed to 
identify and mitigate challenges that arise during these 
collaborations;  

* Knowledge of federal regulations and guidelines related to 

university-industry collaborations. 

Fiscal Aspects of Human Subjects 
Course Code:   RES113  

Participants will develop a better understanding of, and a 
resource toolkit for addressing, the following aspects of 
contract negotiation: 
 
* An understanding of the laws related to billing, as well as 
familiarity with recent examples of non-compliance and 
resulting settlements; 

* An understanding of institutional policies and procedures that 
should be in place to ensure compliance; 

* An understanding of the critical role of budget development 
and fiscal compliance; and 

* An understanding of agreement language related to billing 
compliance. 

 

International Collaboration Negotiation/Compliance 
Course Code:   RES114 

International Collaboration Negotiation/Compliance 
 

Participants will develop a better understanding of, and a 
resource toolkit for addressing, the following aspects of 
contract negotiation: 
  
* Obtain a fundamental understanding of negotiating with 
foreign entities;  
 
* Obtain a basic understanding of the impact of export control 
laws on research;  
 
* Understand how your negotiations and federal laws 
concerning international research affect your faculty's research. 
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RESEARCH  ADMINISTRATOR   MANAGEMENT  PROGRAM  &  SRA Webinars 

Through a partnership between the offices of Sponsored Programs & Regulatory Compliance Services (SPARCS) and 
Contracts and Grants (C&G), the research administration enterprise of NC State University is pleased to offer the 
following online sessions and webinars pertaining to Research Administration: Pre-Award, Post-Award, and 
Compliance. 

**  If you have questions, please contact:  Debbie Hunt,  SPARCS -  Office of Research & Innovation 
         debbie_hunt@ncsu.edu 

 

The offices of Contracts and Grants and Sponsored Programs 
are currently a two-part series:  RAMP  (I & II)  (Research 
Administrator Management Program) - the "cradle-to-ÇÒÁÖÅȱ 
training for research administrators at NCSU.   

This new online series of RAMP I & RAMP II concludes with a 
one-day classroom session (course code: RAMPC) for in depth 
discussion of pre and post award.  The online portion will 
contain much of the curriculum from the former classroom-
version of the course.  

Subjects covered include: 
. Pre Award Section:  Funding development; proposal 
development and budget creation; award management; and pre 
award e-systems information. 
. Post Award Section:  Compliance and cost accounting 
standards; subcontracts, PARS; program Income; cost sharing 
and TEARS; service centers, project reconciliation / closeout, 
and post-award e-systems.  

. Regulatory Compliance and IP:   Human subjects; animal care; 
COI/NOI; responsible conduct of research; export controls; 
research safety; and intellectual property.   

 
RAMP I  ɀ Research Administration, Level I 

Course Code: RMP101 

This one day classroom session delves more deeply into Pre and 
Post award questions, problematic areas, etc.  Attendees will 
have the opportunity to save/bring questions from the RAMP 
online course series**  to class.  Experts in Pre and Post Award 
will be facilitating the classroom session.  The classroom session 
will be available to enroll via eLearning once the schedule is set. 

 

RAMP II  ɀ  Research Administration, Level II 
Course Code: RMP201 

This one day classroom session delves more deeply into Pre and 
Post award questions, problematic areas, etc.  Attendees will 
have the opportunity to save/bring questions from the RAMP 
online course series**  to class.  Experts in Pre and Post Award 
will be facilitating the classroom session.  The classroom session 
will be available to enroll via eLearning once the schedule is set. 

RAMPC  ɀ One-day Session 
Course Code: RAMPC 

This one day classroom session delves more deeply into Pre and 
Post award questions, problematic areas, etc.  Attendees will 
have the opportunity to save/bring questions from the RAMP 
online course series**  to class.  Experts in Pre and Post Award 
will be facilitating the classroom session.  The classroom session 
will be available to enroll via eLearning once the schedule is set. 

** Prerequisite:  Completion of RAMP 4-course online series. 

 

SRA Webinars: 
 

Capacity Building ɀ WB2 
Course Code: SRA202 

 

  

 

Hazardous Materials & Restricted Research - WB2 
Course Code: SRA402 

 

  

 

Human Subjects ɀ WB3 
Course Code: SRA403 

 

  

 

Animal Use & Care ɀ WB4 
Course Code: SRA404 

 

  

mailto:debbie_hunt@ncsu.edu
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Research Administration  sessions - Spring -Summer 2012 
  (* please check  Enterprise  Learning  for any additional  sessions that may be scheduled ) 

Course ID Course Title 
Course Begin 

Date 
Course End 

Date 
Begin Time End Time Room Building 

RMP101 RAMP - Level  I 7/20/2012 7/20/2012 8:30:00 AM 12:30:00 PM 124A ADMINISTRATIVE SERVICES III 

RMP101 RAMP - Level  I 7/20/2012 7/20/2012 8:30:00 AM 12:30:00 PM 124A ADMINISTRATIVE SERVICES III 

RMP101 RAMP - Level  I 7/20/2012 7/20/2012 8:30:00 AM 12:30:00 PM 124A ADMINISTRATIVE SERVICES III 

RMP101 RAMP - Level  I 4/13/2012 4/13/2012 8:30:00 AM 12:30:00 PM 124A ADMINISTRATIVE SERVICES III 

RMP201 RAMP - Level  II 4/27/2012 4/27/2012 8:30:00 AM 12:30:00 PM 124A ADMINISTRATIVE SERVICES III 

RMP201 RAMP - Level  II 2/10/2012 2/10/2012 8:30:00 AM 12:30:00 PM 124A ADMINISTRATIVE SERVICES III 

RMP201 RAMP - Level  II 8/3/2012 8/3/2012 8:30:00 AM 12:30:00 PM 124A ADMINISTRATIVE SERVICES III 
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Environme ntal Health & Public Safety  

The Office of Environmental Health & Safety offers several courses in Safety Training. For more information, 

refer to the Environmental Health & Safety website: http://www.ncsu.edu/ehs/training.htm 

  

Comments, questions or concerns about EH&S courses should be addressed to the EH&S eLearning Training 

Coordinators: 

 Amy Orders, EH&S Assistant Director/Radiation Safety Officer   

amy_orders@ncsu.edu 

919.515.5208  

 Tony C. Armisto, EH&S Center Web Development Specialist 

tony_armisto@ncsu.edu 

919.515.5211 

Detail course session descriptions, dates and locations are listed below. For the most recent up to date session 

details, refer to the eLearning Training and Tracking System.  

http://www.ncsu.edu/ehs/training.htm
mailto:amy_orders@ncsu.edu
mailto:tony_armisto@ncsu.edu
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 ENVIRONMENTAL HEALTH  &  PUBLIC SAFETY 

Asbestos Awareness 
Course Code:  EHS101 

This course discusses how to work around asbestos safely, 

Information about asbestos and common asbestos containing 

building materials, Health effects associated with exposure to 

asbestos,  Relationship between smoking and exposure to 

asbestos, Procedures for avoiding disturbing asbestos 

containing materials, How to recognize damaged asbestos 

containing material and what to do if it is found, OSHA Limits 

for Asbestos Exposure 

 

Back Injury Prevention 
Course Code:  EHS102 

An introduction to back injury prevention. The course covers 

how to handle materials manually, apply engineering and 

administrative controls and reduce lower back strain. 

 

Fall Protection 
Course Code: EHS103 

An overview of the OSHA fall protection standard, including 

Safety Standards for Fall Protection; Duty to Have Fall 

Protection; Fall Protection Systems Criteria and Practices 

Training Requirements. 
 

Hazard Communication Classroom 
Course Code:  EHS104 

The Occupational Safety and Health Administration (OSHA) 

created the Hazard Communication Standard to establish 

uniform requirements for the evaluation of chemical hazards 

by the manufacturer. The standard requires employees receive 

this information. The standard is commonly referred to as the 

"Worker Right To Know" regulation and helps guarantee all 

employees receive consistent and accurate information about 

the hazardous substances in their work areas. It also 

establishes a formal framework by which health and safety 

information is communicated. 

 

Slips Trips Falls 
Course Code:  EHS105 

Slips Trips Falls 
 

15 Passenger Van online 
Course Code:  EHS106 

This online course offers an overview to safe driving of 15 
passenger vans. 
 
 

Confined Space Air Monitor TMX 
Course Code:  EHS107 

Confined Space Air Monitor (TMX 412). 
 

Confined Space Training 
Course Code:  EHS108 

Confined Space Training 
 

Construction / Maintenance Safety 
Course Code:  EHS109 

Construction/Maintenance Safety 
 

Hazard Communication Online 
Course Code: EHS151 

The Occupational Safety and Health Administration (OSHA) 
created the Hazard Communication Standard to establish 
uniform requirements for the evaluation of chemical hazards by 
the manufacturer. The standard requires employees receive this 
information. The standard is commonly referred to as the 
"Worker Right To Know" regulation and helps guarantee all 
employees receive consistent and accurate information about 
the hazardous substances in their work areas.  
 

Construction / Maintenance Safety 
Course Code:  EHS152 

This course is to reduce or prevent hearing damage.  This course 

satisfies the annual hearing conversation requirement for 

OSHA.   
 

Principles of Radiation Safety 
Course Code:  EHS201 

This course is approximately four hours in length, with a brief 
examination at the conclusion.   The Principles course is 
intended for new users who will be working with radioactive 
materials in the laboratory. Topics covered include: 
Fundamentals of Radiation, Units, Biological Effects, ALARA, 
Dosimetry, Dose Limits, Waste Procedures, Forms, Required 
Postings and Emergency Procedures.  A certificate of 
completion will be issued to each student. 
 

Principles of Radiation Safety 
Course Code:  EHS201 

This course is intended for radiation workers handling x-ray 
producing devices, excluding diagnostic x-ray. Topics covered 
include: Fundamentals of Radiation, Units, Biological Effects, 
ALARA, Dosemetry, Dose Limits, Waste Procedures, Forms, 
Required Postings and Emergency Procedures. This course is 
approximately two hours and is required for all users of x-ray 
producing devices. A certificate of completion is awarded. 
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  ENVIRONMENTAL HEALTH   &  PUBLIC SAFETY  

 

 

 

Principles of Analytical X-Ray 
Course Code:  EHS202 

This course is intended for radiation workers handling x-ray 

producing devices, excluding diagnostic x-ray. Topics covered 

include: Fundamentals of Radiation, Units, Biological Effects, 

ALARA, Dosimetry, Dose Limits, Waste Procedures, Forms, 

Required Postings and Emergency Procedures. This course is 

approximately two hours in length and is required for all users 

of x-ray producing devices. A certificate of completion will be 

issued to each student. 

 

Diagnostic X-Ray Safety 
Course Code:  EHS203 

Diagnostic X-Ray Safety. 

 

Diagnostic X-Ray (Specialty) Safety 
Course Code:  EHS204 

Diagnostic X-Ray (Specialty) Safety 

 

CVM Specialty Radiation Safety 
Course Code:  EHS205 

This course covers radiation safety training on topics including 

Linear Accelerators, Brachytherapy, PET imaging, and Nuclear 

Medicine. 

 

Laboratory / Radiation Safety 
Course Code:  EHS207 

This course is an overview course for non-laboratory 

personnel. 

 

Laser Safety Training 
Course Code:  EHS220 

Laser Safety training is required for all employees who use 
Class 3b or Class 4 lasers. 
 

Moisture Density Gauge - online 
Course Code:  EHS251 

This online course delivers safety information on the use of 
MDG devices, regulatory requirements for source materials 
and meets the intent of 15A NCAC 11.1600  
 

 

Principles Radiation Safety Online 
Course Code:  EHS252 

Radiation Safety Refresher training is intended for radiation 
workers who have successfully completed the Principles of 
Radiation Safety or have equivalent training from an outside 
institution.   The course topics are intended to refresh 
fundamental concepts and review policies and procedures 
specific to radiation use at NC State University. This course is 
required every four years and is offered electronically. A 
certificate of completion will be issued to each student. 
 

Principles of Analytical X-Ray 
Course Code:  EHS253 

Analytical X-RAY Safety Refresher training is intended for 
radiation workers who have successfully completed the 
Principles of Analytical X-RAY Safety or have equivalent training 
from an outside institution. The course topics are intended to 
refresh fundamental concepts and review policies and 
procedures specific to X-ray use at NC State University 
 

CVM Specialty Radiation Safety 
Course Code:  EHS254 

This online course covers radiation safety training on topics 
including Linear Accelerators, Brachytherapy, PET imaging, and 
Nuclear Medicine. 
 

Pesticide Safety 
Course Code:  EHS301 

This course complies with the EPA Worker Protection Standard 
(WPS) 40 CFR Part 170. 
  

Formaldehyde 
Course Code:  EHS351 

This course is designed to meet the training requirements for 
the OSHA Laboratory Standard, 1910.1450 and provide safety 
and health information associated with the use of 
formaldehyde.  
  

Blood-borne Pathogens 
Course Code:  EHS401 

The course will review various modes of transmission and ways 
to protect personnel from exposure. An emphasis is placed on 
Hepatitis and HIV prevention. 
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ENVIRONMENTAL HEALTH  &  PUBLIC SAFETY  
 

Shipping of Hazardous Material 
Course Code:  EHS501 

Training on safe shipping of hazardous materials, including 

Definition of Hazard Classes Recognition of Hazardous 

Substances, Hazard Communication in Transportation, 

Function Specific - Ag. Chemicals, Exclusions, 

Packaging/Handling, Special Concerns of Function Specific - 

Receiving and Warehouse Operations, Marking and Labeling, 

Shipping Papers, Packaging, Emergency Response/First 

Responder, Awareness Level 

 

Biological Materials Shipping 
Course Code:  EHS551 

This course (certification) is required for shipping any 

biological agents from NC State. 

 

Laboratory Waste Training online 
Course Code:  EHS651 

The purpose of this training is to raise employee awareness of 

common hazardous waste management issues and current 

University procedures for the accumulation and removal of 

hazardous wastes from laboratory and shop areas.  Applicable 

regulations and waste management practices will be briefly 

discussed in this program. The discussion covers chemical, 

radiological, and biological waste management procedures 

 

Fire and Life Safety Training 
Course Code:  EHS801 

These courses include Campus fire safety (students), Portable 

Fire Extinguishers, Home Fire Safety, Fire Safety in the 

Construction Industry, General Safety Awareness. 

 

Fire Sprinkler Maintenance License 
Course Code:  EHS802 

Fire Sprinkler Maintenance License Renewal 

 

First Aid Certification  
Course Code:  EHS803 

First Aid Certification. 
 

CPR Certification 
Course Code:  EHS804 

CPR Certification 
 

 

Trenching / Excavation 
Course Code:  EHS901 

Trenching/ Excavation 
 

Respirator Fit Training 
Course Code:  EHS902 

These classes are for tight fitting half and full faced-air-purifying 
respirators only.  Verification of medical clearance in order to be 
trained and fit tested must be brought to class. 
 

Material Handling Equipment 
Course Code:  EHS903 

Material Handling Equipment. 
 

Machine Guarding 
Course Code:  EHS904 

This course offers information on machine guarding, to protect 
the operator and other employees in a work area from hazards 
created by ongoing nip points, rotating parts, flying chips and 
sparks. 
 
Lock Out / Tag Out 
Course Code:  EHS905 

This course delivers information on protecting employees from 
potential hazardous efforts of hazardous energy and meets the 
intent of OSHA Title 29 CFR 1920.147.  
  

Lead Awareness 
Course Code:  EHS906 

Lead Awareness. 
 

Ladder Safety 
Course Code:  EHS907 

This is an overview course on basic ladder safety 

 

High/Low Voltage 
Course Code:  EHS908 

High/Low Voltage 

 

Heat Stress 
Course Code:  EHS909 

Heat Stress 
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ENVIRONMENTAL  HEALTH   &   PUBLIC  SAFETY  

 

Ground-Fault Circuit Interrupters  
Course Code:  EHS910 

Ground-Fault Circuit Interrupters (GFCI) 

 

Forklift -Classroom 
Course Code:  EHS911 

Forklift-Classroom. 

 

Electrical Safety ɀȬ1ÕÁÌÉÆÉÅÄȭ 
Course Code:  EHS912 

Electrical Safety -'Qualified' Worker 

 

Electrical License Renewal Training 
Course Code:  EHS913 

Electrical License Renewal Training. 

 

Arc Flash Prevention 
Course Code:  EHS914 

Arc Flash Prevention 
 

Air and Compressed Gas 
Course Code:  EHS915 

Air and Compressed Gas. 
 

Aerial Lift (includes JLG) 
Course Code:  EHS916 

Aerial Lift (includes JLG 

 

Workplace Violence Prevention 
Course Code:  EHS917 

 Attendees will learn what constitutes workplace violence 
and receive information concerning their roles in providing 
a safe work environment by preventing, recognizing, and 
reporting violent acts, as required by the University 
Workplace Violence Policy. 
 
Objectives: 
 * To educate attendees on what kinds of concerning 
behaviors to be aware of. 
 * To train attendees on how to prepare for and respond to 
violent situations such as active shooters. 
 
ALL 2012 SESSIONS ARE HELD IN the  PUBLIC HEALTH 
& SAFETY BLDG . 
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ENVIRONMENTAL  HEALTH  &  PUBLIC SAFETY 

Mental Health Education 
Course Code:  EHS918 

Mental Health Education 

 

To the North Carolina State University Community, 
 
Consistent with our institutional mission, North Carolina 
State University is committed to creating a safe and healthy 
environment for all students, faculty and staff. A key aspect 
of exercising that commitment is attending to the mental 
health needs of our students. 
 
Our entire community must work together to ensure that 
every student feels cared for and supported and receives 
any professional assistance needed. By attending to the 
emotional well-being of our students, we can help them 
excel both academically and socially. 
 
This brief online program will provide you with the basic 
tools and information you need to assist students in 
distress, and protect yourself and the campus community. 
While it is a program being used nationwide, it has been 
customized with NC State guidelines and resources. 
 
I thank you for your participation. 
 
 
Sincerely, 
W. Randolph Woodson 
 
Chancellor 
 
 

Computer-Based Training:  (CBT) 
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Financial Services - Accounting  

The University Accounting office offers several courses in Financial Services Training. The offerings include 

courses voucher processing, reporting and an accounting certification series. 

 For more information, refer to the University Accounting ς Financial Services Training website: 

http://www.fis.ncsu.edu/FinTraining/FocusGroup/account/  

  

Comments, questions or concerns about Financial Services ς Accounting courses should be addressed to the 

Financial Services ς Accounting eLearning Training Coordinator: 

 Andrew Coats, University Controller Training System Manager 

andrew_coats@ncsu.edu 

919.515.7495 

Detail course session descriptions, dates and locations are listed below. For the most recent up to date session 

details, refer to the eLearning Training and Tracking System.  

http://www.fis.ncsu.edu/FinTraining/FocusGroup/account/
mailto:andrew_coats@ncsu.edu
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 UNIVERSITY ACCOUNTING  CERTIFICATION   

 

 

University Accounting Certification Series 
The  University Accounting Certification training is offered by the University Controller's Office and provided in a five-part 
series.  It is designed to provide answers, suggestions and knowledge related to NC State University accounting policies and 
procedures.  The course is directed at persons that are involved with either directing operations or ensuring compliance with 
policies and procedures.  New initiatives offered by the Controller's Office will be presented, as well as emerging initiatives. 

University Accounting Certification ɀ Session 1 
Course Code:   FSAAC1 

The University's Accounting System and Chart of Accounts, 
Internal Controls, and Account Reconciliations  
 
Objectives: 
Á Overview of University Controller's Office - 

Who/What/Where are we? 
Á Basic Accounting Fund (Project) Accounting 
Á PeopleSoft Financials Components, Production vs. 

Reporting, Periods 
Á Monitoring Tools, Chart Fields (Project, Fund, Account, 

Object, etc.) 
Á Journal Entries Defined, IDT's, Online Journals, SUB's, 

Rules. 

  
 
University Accounting Certification ɀ Session 2 
Course Code:   FSAAC2 

Trust Fund Policies and Procedures, Account Reconciliations 
and Internal Controls 
 
Objectives: 
Á Trust Funds: Understanding, Accounting, Policy & 

Procedures, Types, Establishment, Legislative 
Background, Authority Requirements, Helpful Resources 

Á Internal Controls:  What are Internal Controls, Importance, 
Types, Departmental Controls, Fraud 

Á Account Reconciliations Defined, Procedures, NCSU 
Requirements, Checklists, Types of Errors, Transaction 
Reviews. 

Date:  10/4/11  Time:   1:00pm ɀ 5:00pm 

Location:   Administrative Services II Bldg, Room 101 

 
 

 

University Accounting Certification ɀ Session 3 
Course Code:   FSAAC3 

Tax Issues, Receipt Centers, and Non-Student Accounts 
Receivable  
 
Objectives: 
Á Tax Issues - Sales and Use Taxes, Employer Paid Moving 

Expenses, Employee Awards, 4% Withholding on Non-
Resident Personal Services, Employee vs. Independent 
Contractor, Unrelated Business Income Tax, 1099 
Reporting, Payments to Foreign Nationals, Misc. Tax Issues 

Á Receipt Centers Authorization, Authority, Operations & 
Use, Controls  

Á Non-Student Accounts Receivable Deposits, Billings, 
Collections, SODCA/SEDCA. 
 

  

 

University Accounting Certification ɀ Session 4 
Course Code:   FSAAC4 

Accounts Payable, Vendor Information, Invoice Processing and 
Monitoring and Travel Reimbursement Processing 
 
Objectives: 
Á Organizational Structure 
Á Departmental Internal Procedures 
Á Purchasing 
Á Expenditure Resources/Projects/Accounts 
Á Vendor Processing 
Á Voucher Processing in the Financial System 
Á Payment Processing 
Á Voucher Monitoring 
Á Voucher Status, Accounting Entries and Journals 
Á Year End Closing 
Á Travel Overview: Policies and Procedures, Advances, 

Reimbursements, Web Travel System. 
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ACCOUNTING  OPERATIONS 

 
  

 
University Accounting Certification ɀ Session 5 
Course Code:   FSAAC5 

General Ledger Accounting, Cash Management, Impress 
Accounts, Merchant Services, Capital Asset Management 
System, and Interdepartmental Transactions 
 
Objectives: 
Á General Ledger  - Overview of PeopleSoft, Monitoring 

Tools, WOLF Reports, Report2Web 
Á Cash Management: Wires, Banking, SODCA/SEDCA, 

Escheats 
Á Impress Accounts: Authority, Establishing, 

Requirements, Petty Cash vs. Change Fund 
Á Credit Card Merchant Services: Services Available, 

Establishing/Opening Account, Reconciling Variances  
Á CAMS:  Defined, Tagging, Transfers, Location, 

Inventory, Lost/Stolen Assets, Surplus Property 
Á IDTs:  Types, OUC Security, Journal Guidelines. 

  

 

Capital Asset Management - Classroom 
Course Code:   FSACA1 

 This course is directed towards university staff & employees 
whose job responsibility includes Capital Asset Tracking and 
Inventory for a given department.  Class instruction is lead 
by the Capital Asset Management Team within the 
University Controller's Office.   Participants attend a 3.5-
hour course and receive materials, resources, and guidance 
enabling them to understand their roles and responsibilities 
in accordance with university rules and expectations.  
Participants learn through interactive lecture, combined 
with real life examples of processes and situational 
experiences. 
 

Capital Asset Management - Online 

Course Code:   FSACA2 

This course is directed towards university staff & employees 

whose job responsibility includes Capital Asset Tracking and 

Inventory for a given department.  Class instruction is lead by 

the Capital Asset Management Team within the University 

Controller's Office.  Class is conducted via Elluminate Online.  

Participants attend a 3.5-hour course and receive materials, 

resources, & guidance enabling them to understand their roles 

and responsibilities in accordance with university rules and 

expectations.  Participants learn through interactive lecture, 

combined with real life examples of processes and situational 

experiences. 

 

Interdepartmental Transactions (IDT) 
Course Code:   FSAIDT 

 This course is directed at university staff and employees whose 

job responsibility includes the accounting functions for either 

preparation or college-approval of IDT's.  Class instruction is 

lead by University Controller's Office.  Participants attend 3 hour 

class and receive materials, resources and guidance enabling 

them to understand their roles and responsibilities in 

accordance with university rules and expectations.  Participants 

learn through hands-on computer instruction using real-life 

examples in an easy to understand environment. 
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ACCOUNTING  OPERATIONS 

  

Online Journal Vouchers 

Course Code:   FSAJNL 

This course is directed at university staff and employees whose 

job responsibility includes the accounting functions for either 

preparation or college-approval of journal vouchers.  Class 

instruction is lead by University Controller's Office.  Participants 

attend a 1 hour class and receive materials, resources and 

guidance enabling them to understand their roles and 

responsibilities in accordance with university rules and 

expectations.  Participants learn through hands-on computer 

instruction using real-life examples in an easy to understand 

environment. 

Course objectives:  
 * Journal Vouchers -Entering a Journal Voucher 
 * Editing, Approving, and Recycling a Journal Voucher  
 * Deleting a Journal Voucher - Explanations on when to use 
 * Inquiring on a Journal Voucher -  Searching for existing journal 
vouchers. 
 
A certificate is provided upon successful completion of this 
course. 
 

Date:  10/19/11     Time:  1:00pm ɀ 2:00pm    

Location: Administrative Bldg II, Room 101 

Date:  1/18/12       Time:  1:00pm ɀ 2:00pm    

Location: Administrative Bldg II, Room 101 

 

Small Purchase Vouchers 
Course Code:   FSASPV 

This course is directed at university staff and employees whose 

job responsibility includes the accounting functions for either 

preparation or college-approval of small purchase vouchers.  

Small purchase vouchers are defined as a non-purchase order 

transaction which is limited to $5,000.00 per transaction 

(Purchase Requisitions/Orders taught separately).  Class 

instruction is lead by University Controller's Office.  Participants 

attend 3 hour class and receive materials, resources and 

guidance enabling them to understand their roles and 

responsibilities in accordance with university rules and 

expectations.  Participants learn through hands-on computer 

instruction using real-life examples in an easy to understand 

environment. 

 

 

Travel ɀ Travel Coordinator 
Course Code:   FSATC 

Course is designed specifically for university accounting staff 

who have been assigned by the Department Head as a "Travel 

Coordinator" (a pre-requisite for attending this course).  The 

Travel Coordinator is a department employee who has 

responsibility for assisting and training other department 

employee(s) in understanding the university's travel rules and 

regulations.  This person may also assist in making travel 

arrangements, filing travel documents, completing the travel 

system applications for department travelers, and working with 

College Approvers and the University Controller's Office to 

process the traveler's reimbursement requests. 

 

Travel ɀ Policy, Rules, Regulations, Reimbursement 
Course Code:    FSATVL 

Class is designed for all university accounting 

staff/supervisors/managers who are either processing or college 

approving Travel (Reimbursements/Prepaid) through the NCSU 

Web Travel, or Small Purchase Voucher systems.  This training is 

delivered in classroom setting and lead by University 

Controller's Office staff.  Participants receive resources and 

practical knowledge which can be taken back to their job 

setting. Class is delivered in a single day in two phases: First 

phase covers Policy, Rules, and Regulations (NCSU & other 

relevant governing bodies) with time for questions.  Second 

phase provides a computer hands-on approach whereby 

participants learn and practice Travel Reimbursement process.  

Additionally, practical real-life case studies are covered.  
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ACCOUNTING  OPERATIONS 

 

 

Accounting / Operations sessions - Spring -Summer 2012 
  (* please check  Enterprise  Learning  for any addition al  sessions that may be scheduled ) 

 

Course 
ID 

Course Title 
Course 
Begin 
Date 

Course 
End Date 

Begin Time End Time Room Building 

FSAAC1 Univ Accounting Cert-Session 1 2/21/2012 2/21/2012 1:00:00 PM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

FSAAC2 Univ Accounting Cert-Session 2 3/2/2012 3/2/2012 1:00:00 PM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

FSAAC3 Univ Accounting Cert-Session 3 3/20/2012 3/20/2012 1:00:00 PM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

FSAAC4 Univ Accounting Cert-Session 4 4/10/2012 4/10/2012 1:00:00 PM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

FSAAC5 Univ Accounting Cert-Session 5 4/24/2012 4/24/2012 1:00:00 PM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

FSASPV Small Purchase Vouchers 2/15/2012 2/15/2012 8:30:00 AM 12:00:00 PM 101 ADMINISTRATIVE SERVICES II 

FSASPV Small Purchase Vouchers 5/9/2012 5/9/2012 8:30:00 AM 12:00:00 PM 101 ADMINISTRATIVE SERVICES II 

FSASPV Small Purchase Vouchers 4/18/2012 4/18/2012 8:30:00 AM 12:00:00 PM 101 ADMINISTRATIVE SERVICES II 

FSASPV Small Purchase Vouchers 3/21/2012 3/21/2012 8:30:00 AM 12:00:00 PM 101 ADMINISTRATIVE SERVICES II 

FSATVL Travel-PRR, Authorize, Reimbur 3/13/2012 3/13/2012 8:30:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

FSATVL Travel-PRR, Authorize, Reimbur 5/1/2012 5/1/2012 8:30:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

FSATVL Travel-PRR, Authorize, Reimbur 4/11/2012 4/11/2012 8:30:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

FSATVL Travel-PRR, Authorize, Reimbur 2/7/2012 2/7/2012 8:30:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

  

Small Purchase Vouchers 
Course Code:   FSASPV 

This course is directed at university staff and employees whose 

job responsibility includes the accounting functions for either 

preparation or college-approval of small purchase vouchers.  

Small purchase vouchers are defined as a non-purchase order 

transaction which is limited to $5,000.00 per transaction 

(Purchase Requisitions/Orders taught separately).  Class 

instruction is lead by University Controller's Office.  Participants 

attend 3 hour class and receive materials, resources and 

guidance enabling them to understand their roles and 

responsibilities in accordance with university rules and 

expectations.  Participants learn through hands-on computer 

instruction using real-life examples in an easy to understand 

environment. 
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Financial Services ɀ Purchasing  

The Financial Services ς Purchasing (FSP) office offers several courses in Financial Services Training related to processes / 

procedures relevant to purchasing and materials management.  Course topics include financial reporting, purchase 

cards, purchase requisitions, etc.  

 For more information, refer to the Financial Services - Purchasing website: 

http://www7.acs.ncsu.edu/FinTraining/FocusGroup/ 

 

  
Comments, questions or concerns about Financial Services ςPurchases courses should be addressed to the 

Financial Services - Purchasing eLearning Training Coordinator: 
 

 Dorothy Jacobs, Purchasing Department Technology Support Analyst 

dorothy_jacobs@ncsu.edu 

919.513.4207 

Detail course session descriptions, dates and locations are listed below. For the most recent up to date session details, 

refer to the eLearning Training and Tracking System. 

  

http://www7.acs.ncsu.edu/FinTraining/FocusGroup/
mailto:dorothy_jacobs@ncsu.edu


Course  Descriptions  

Page | 32 
 

PURCHASING 
MarketPlace 
Course Code:   FSPMP 

Overview session with demos of "Create Orders", "Approve 

Orders", "Manage Orders" and "Receive Orders". 

 

  

Purchase Card - User 
Course Code:   FSPPC 

This class prepares cardholders for appropriate uses of the 

PCard.  Topics discussed include an overview of the PCard 

program, responsibilities of the new Procurement card holder, 

spending limits, card restrictions, policies & procedures of the 

PCard program. 

 

  

Purchase Card - Reconciler 
Course Code:   FSPPC2 

This class covers the PCard User training in addition to 

demonstrating the PCard reconciliation procedures in the 

Financial System.  Topics covered include cardholder summary, 

allocation of PCard charges, printing and completing the 

monthly account statement and reporting tools available for the 

PCard. 

  

  
Requisition and Purchase Orders 
Course Code:   FSPREQ 

The end user will gain skills and knowledge needed to enter a 

purchase requisition, search for a vendor, add a vendor, search 

for a location, route a requisition for approval, print a purchase 

requisition, copy a purchase requisition, receive on an order, and 

maintain a purchase order. 

 

Objectives: 

Á Use the Financial System to perform standard procurement 

procedures 

Á Obtain a purchase requisition number 

Á Enter invoice information on a receiving report 

Á Route a requisition for approval 

Á Approve and/or recycle a requisition 

Á Inquire on your requisitions and purchase orders 

Á Monitor purchase orders 

Á  Enter a new vendor 

Á Up vendor information 

 
Purchasing Best Practices 
Course Code:   FSPPUR 

  This class covers the policies and procedures when making a 

purchase at NCSU. The class is designed as an introduction to 

the world of procurement at NCSU or as a refresher for all 

campus personnel responsible for making purchases. Some of 

the topics discussed will be Spending Guidelines, Purchasing 

Method Dollar Thresholds, State Term Contracts and 

Commodity Specific Purchasing Guidelines. 

  

Financial System Reporting 
Course Code:   FSPRTG 

Financial System Reporting - Basic Query and WRS. The end 

user will be able to: 

Á Understand basic General Ledger Terminology 

Á Use Wolfpack Reporting System to run reports to view daily 

account status, transaction information, and save as Excel 

files 

Á Understand basic query operations 

Á Understand the relational database structure 

Á Understand Private verses Public queries  run queries with 

results to the Financial System or to Excel 

Á Change fields and criteria in an existing query and save it as 

a Private query.  

  

 
Shipping 
Course Code:   FSPSHG 

Overview session with demos of "Create Shipments", "Schedule 

pickups", "Rate Comparisons" and "Tracking Notifications" 
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Purchasing / Operations sessions - Spring -Summer 2012 
  (* check  Enterprise  Learning  for any additional  sessions that are scheduled ) 
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HR Training & Organiza tional Development  

The Human Resources Training & Organizational Development office offers courses and training programs in the 

areas of  Professional Development, Policy & Procedure, and HR Systems . These courses are open to all faculty 

and staff at NC State University.  

 For more information, refer to the Human Resources Training & Organizational Development website: 

http://www.fis.ncsu.edu/hr/tod/

 

Comments, questions or concerns about Training & Organizational Development courses should be addressed to 

the Training & Organizational Development Enterprise Learning Training Coordinators: 

Valerie Wilson 

 HR Training Technology Coordinator 
valerie_wilson@ncsu.edu 
919.513.2628 

Carina Lockley 

HR Training Account Program Coordinator 

Carina_lockley@ncsu.edu 

919.515.4280 

Detail course session descriptions, dates and locations are listed below. For the most recent up-to-date session 

details, refer to the eLearning Training and Tracking System. 

http://www.ncsu.edu/human_resources/tod/registration/courselist.php?id=1
http://www.ncsu.edu/human_resources/tod/registration/courselist.php?id=2
http://www.ncsu.edu/human_resources/tod/registration/courselist.php?id=3
mailto:valerie_wilson@ncsu.edu
mailto:Carina_lockley@ncsu.edu
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T&OD ɀ OPEN ENROLLMENT 
 
Achieving Excellence in Customer Service 
Course Code:   HR003 

Providing good customer service is critical to every business 
operation within the University. Managing customer service 
directly impacts the University's financial bottom line. 
Therefore, avoiding costly mistakes becomes increasingly 
important. This is an introductory course in customer service. 
Participants will be given a customer service model which can 
be applied to any customer service interface. Participants will 
also discuss customer service best practices as well as review 
effective communication techniques to apply with customer 
interactions. 
 
 Behavioral Based Interviewing 
Course Code:   HR002 

Behavioral Based Interviewing (BBI) is the best way to predict 
how a candidate will perform on the job and "fit" into an 
organization. Using BBI techniques to interview candidates can 
reveal behavior patterns that indicate with high predictability 
whether the candidate can perform the job as required. BBI 
helps you to develop a systematic approach to interview and 
evaluate candidates as well as make good hiring decisions 
based on the knowledge, skills, and abilities required for a 
particular job. 
 
Bell Tower Tour:  The Beginning 
Course Code:   HRT001 

Join us for a walking tour of the NC States Bell Tower ,which 
begins on the steps of Holladay Hall and walks you through the 
history of NC State including the rich history of the Bell Tower. 
Learn about the rich history of our great institution including 
landmarks, buildings, and even a visit to the ChancellorȭÓ  Board 
Room.   
Become a part of this fine tradition of the University and 
discover why NC State University is proud of its history. 
Since its completion in 1937, the Memorial Tower has stood as a 
symbol of identity for North Carolina State University, a 
timekeeper for tradition and a perpetual memorial to NC State 
students who gave their lives in defense of their country.  As 
well as a memorial, the tower is a rallying point for students, 
faculty, staff, alumni, and members of the university 
community. 
 
Business Ethics 
Course Code:   HR0011 

When employees go to work, they do not leave their personal 
character at home. What can you do to establish the 
foundation for ethical practices at work? How do you respond 
to ethical dilemmas in the workplace and the choices and 
decisions made while at work? This course will introduce and 
explain basic ethical decision-making concepts and a four step 
process to assist you in making the right choice.  

 

Coaching for Success 
Course Code:   HR0001 

The purpose of coaching is to develop the strengths and natural 
abilities of individuals, teams, and organizations. The role of a 
coach is to build others' capacity for leadership and creativity in 
problem solving, to learn and implement new behaviors, and to 
ÉÎÃÒÅÁÓÅ ÏÔÈÅÒÓȭ ÁÂÉÌÉÔÙ ÔÏ ÄÅÁÌ ×ÉÔÈ ÔÒÁÎÓÉÔÉÏÎ ÁÎÄ ÃÈÁÎÇÅȢ 
Simply said, people develop and learn more quickly and easily 
with coaching. This course will give supervisors and managers 
tools and skills needed to "coach for performance." 
 
Conflict Resolution 
Course Code:   HR008 

No two people agree about everything. Whenever we interact 
with another person, co-workers, supervisors, or peers, the 
possibility of conflict exists. However, without the skill to 
collaboratively resolve conflicts, conflicts can go unresolved and 
impact work relationships and the work environment. By 
managing our own reactions, perceptions, and behaviors we can 
begin to resolve workplace conflicts.. 
  
Effective Business Writing 
Course Code:   HR0004 

Your writing is a reflection of you and of your business. One of 
the primary measures others use to gauge your competence is 
the effectiveness of your writing. This course is designed to help 
you craft various communications such as letters, memos, 
reports, and e-mail so your messages are clear and concise. 
 
Ethics and Procurement 
Course Code:   HR0018 

As part of our commitment to excellence following an 
investigation by Internal Audit, Facilities Operations host a 
number of Ethics and Contracting classes for staff involved in 
sourcing decisions for the University. These will cover both 
purchasing policies and ethics training in one condensed class.  
These classes are offered in conjunction with University 
Purchasing and Human Resources. 
 
Generations at Work 
Course Code:   HR0017 

The purpose of this training is to introduce you to the four 
generations in the workplace and how to engage them to reach 
their highest performance. This course will introduce you to the 
impact of having four generations working together and explore 
room for growth and areas of concern regarding that diversity. 
Learn about The Traditionalist, Baby Boomers, Generation X 
and Millennials, and how they share, interact and communicate 
with each other. 
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Giving and Receiving Feedback 
Course Code:   HR0012 

Giving objective, honest, and relevant feedback to others is a 
critical skill for any profession. Developing feedback skills 
require practice before becoming a routine behavior. However, 
people sometimes delay giving feedback to others for two 
common reasons 1. Fear of being misunderstood, damaging a 
professional relationship, or eliciting an emotional response 2. 
They think others already know when their behavior or 
decisions are successful. Delaying or withholding feedback 
negatively impacts managers, employees, and organizations. 
This course will teach skills which will enable you to give, and 
receive, constructive feedback. 
 
Influencing Skills 
Course Code:   HR0015 

Understanding what drives people is the key to influencing 
them. Looking for their cues as to what is meaningful or 
stressful will help you steer them to your desired course of 
action. During this session, participants will explore models 
including: Motivational Value System (MVS) and Influence 
Assessment (IA), so they can best apply their influence style at 
work. Participants will review their Portrait of Personal 
Strengths (PPS) which will allow them to explore their influence 
style and learn how to effectively utilize it various work 
settings. 
 
Interpersonal Communications 
Course Code:   HR0005 

Communication is basic to all human interaction. However, 
communication is a very dynamic process and communicating 
clearly and effectively is a challenging task. When 
miscommunications occur, the impact can be very costly both 
financially and non-financially. This course will explore verbal 
and written communication skills that are necessary to clearly 
and effectively communicate with others face-to-face and in 
small and large group interactions. 
 
Introduction to MBTI 
Course Code:   HR007 

The Myers-Briggs Type Indicator (MBTI) is the most widely 
used personality inventory in the world. Understanding 
characteristics unique to each person provides insight into 
personal preferences. These preferences include 
communication, decision-making, information gathering, social 
interaction, and work style. MBTI results identify valuable 
differences between people, which allow individuals to better 
understand themselves and their colleagues. * This course can 
be customized for intact teams. 
 
 

 
Introduction to Project Management 
Course Code:   HR0013 

Being called on to manage a project or program within your 
organization is an exciting opportunity. The success of 
managing a project depends upon the effort and skill you apply 
to planning. Effective planning includes implementing some 
basic methodologies, such as developing a project plan, 
identifying project objectives and goals, determining what 
resources are needed, and creating a timeline for completion. 
Participants will apply various project management tools to a 
mock project. They must bring a current project on which they 
are working to apply the methodologies taught within the 
course. Participants will receive templates and resources they 
can use back at work. 
 
Negotiation  
Course Code:   HR006 

Negotiating is a fact of business life. Every day we are involved 
in negotiations of varying intensity with vendors, customers, co-
workers, and supervisors. Whether we are managing a project or 
scheduling a meeting, we rely upon negotiation skills. Using the 
four basic elements of negotiation, participants will be able to 
identify interests, build consensus on important agreements, 
and maintain fair standards when conducting business with 
others.  
 
 
Team Decision Making and Problem Solving 
Course Code:   HR0009 

Team Decision Making and Problem Solving reviews a process 
of how to deal with team problems and make decisions based 
on findings. Participants will make decisions bases on agreed 
upon courses of action. Learn a process for building consensus in 
an objective and productive fashion. Review assessments of how 
to identify needs and manage issues through systematic 
process. 
 
Team Fundamentals 
Course Code:   HR0014 

The challenges organizations face today are often too complex 
for single individuals to manage or resolve. To develop new 
products, new processes, improve customer service, or achieve 
an increase in performance; organizations need the diversity of 
talents that teams provide. However, for teamwork to be 
successful, teams and individual team members must have 
clear, shared goals; a sense of commitment; the ability to work 
together and the ability to resolve interpersonal issues. 
  



Course  Descriptions  

Page | 37 
 

T&OD ɀ OPEN ENROLLMENT 

  
 

T&OD Open Enrollment  sessions - Spring -Summer 2012 
  (* check  Enterprise  Learning  for any additional  sessions that are scheduled ) 
Course 

ID 
Course Title 

Course 
Begin Date 

Course 
End Date 

Begin Time End Time Room Building 

        HR0001 Coaching for Success 4/4/2012 4/4/2012 9:00:00 AM 4:30:00 PM 101 ADMINISTRATIVE SERVICES II 

HR0002 Behavioral Based Interviewing 2/28/2012 2/28/2012 9:00:00 AM 4:30:00 PM 101 ADMINISTRATIVE SERVICES II 

HR0003 Achieving Excell in Custom Srv 2/24/2012 2/24/2012 9:00:00 AM 12:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HR0004 Effective Business Writing 3/13/2012 3/13/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HR0005 Interpersonal Communication 2/7/2012 2/7/2012 9:00:00 AM 4:30:00 PM 212 ADMINISTRATIVE SERVICES II 

HR0006 Negotiation 6/6/2012 6/6/2012 9:00:00 AM 4:30:00 PM 101 ADMINISTRATIVE SERVICES II 

HR0007 Introduction to MBTI 2/2/2012 2/2/2012 9:00:00 AM 4:30:00 PM 212 ADMINISTRATIVE SERVICES II 

HR0008 Conflict Resolution 5/11/2012 5/11/2012 9:00:00 AM 4:30:00 PM 212 ADMINISTRATIVE SERVICES II 

HR0009 Team Decision Mkg & Prob Solv 5/1/2012 5/1/2012 9:00:00 AM 12:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HR0011 Business Ethics 5/1/2012 5/1/2012 1:30:00 PM 4:30:00 PM 212 ADMINISTRATIVE SERVICES II 

HR0012 Giving and Receiving Feedback 3/27/2012 3/27/2012 1:30:00 PM 4:30:00 PM 212 ADMINISTRATIVE SERVICES II 

HR0013 Intro to Project Management 4/4/2012 4/4/2012 9:00:00 AM 12:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HR0014 Team Fundamentals 4/19/2012 4/19/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HR0015 Influencing Skills 3/7/2012 3/7/2012 1:30:00 PM 4:30:00 PM 212 ADMINISTRATIVE SERVICES II 

HR0016 Time Management 2/14/2012 2/14/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HR0017 Generations At Work 3/15/2012 3/15/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES II 

 
For further information or questions about T&OD open enrollment sessions, please contact Carina Lockley , 

Program Coordinator (Carina_Lockley@ ncsu.edu ). 

 
Time Management 
Course Code:   HR0016 

Many of us are challenged with how to effectively manage our 
time with the increasing amount of responsibilities we face both 
in our professional and personal lives. Participants will learn new 
time and personal management techniques that will hopefully 
increase their efficiency and effectiveness. Participants will learn 
skills to manage their work activities, relationships, and 
communications to help manage their time effectively and 
efficiently. 
 
Valuing Differences through Diversity 
Course Code:   HR0010 

Diversity goes beyond topics of race and gender. In this 
workshop, a broad definition of diversity is explored including 
such characteristics as ethnicity, age, generational dynamics, 
religion, disability, sexual orientation, values, personality 
characteristics, education, marital status, and beliefs. By 
exploring differences, we can begin to understand how people 
perceive the world differently. It is through the reconciliation of 
differences that we begin to raise our awareness to function 
effectively in a diverse work group.  
 

 

*  Please check the Enterprise Learning system for 
scheduled / available sessions for the courses listed 

in this T&OD Open-Enrollment section. 
 

mailto:Carina_Lockley@ncsu.edu
mailto:Carina_Lockley@ncsu.edu
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HR  ACADEMY 
Managing & Navigating FMLA, Workers Comp & Leave 
Course Code:   HRA09 

4ÈÉÓ ÃÏÕÒÓÅ ÉÓ ÄÅÓÉÇÎÅÄ ÔÏ ÉÎÃÒÅÁÓÅ ÏÎÅȭÓ ÕÎÄÅÒÓÔÁÎÄÉÎÇ ÏÆ 
7ÏÒËÅÒȭÓ #ÏÍÐȟ $ÉÓÁÂÉÌÉÔÙȟ &-,!ȟ ÁÎÄ ,ÅÁÖÅ ÐÒÏÇÒÁÍÓ ÁÔ .# 
State University. The course will focus on learning how to assess 
various employee situations and then how to help direct 
employees to and through the correct program. Participants will 
receive instruction and resources designed to better understand 
7ÏÒËÅÒȭÓ #ÏÍÐȟ $ÉÓÁÂÉÌÉÔÙȟ &-,! ÁÎÄ ,ÅÁÖÅ ÐÒÏÇÒÁms along 
with the laws governing them. Emphasis is on program 
procedures set forth by the University. 
 
  
 
Managing SPA Employees Through Job Performance & 
Success 
Course Code:   HRA08 

This course is designed to provide an overview of managing SPA 
Employee performance. Participants will learn the basics of the 
ÕÎÉÖÅÒÓÉÔÙȭÓ ÐÅÒÆÏÒÍÁÎÃÅ ÍÁÎÁÇÅÍÅÎÔ ÐÒÏÇÒÁÍȟ ÔÏ ÉÎÃÌÕÄÅ 
work planning, managing and appraising. Participants will also 
be provided information to assist in identifying and addressing 
job performance and conduct issues. Multiple skill practices will 
provide participants with the tools necessary to effectively 
ÍÁÎÁÇÅ 30! ÅÍÐÌÏÙÅÅÓȭ ÐÅÒÆÏÒÍÁÎÃÅȢ 
  

 
Payroll Services ɀ What You Need to Know 
Course Code:   HRA10 

9ÏÕȭÖÅ ÒÅÃÒÕÉÔÅÄ ÔÈÅ ÅÍÐÌÏÙÅÅ ÁÎÄ ÅÎÔÅÒÅÄ ÔÈÅÉÒ job in the HR 
3ÙÓÔÅÍȠ ÙÏÕȭÖÅ ÅÎÔÅÒÅÄ ÔÈÅÉÒ ÔÉÍÅ ÒÅÃÏÒÄ ɉÉÆ ÔÈÅÙ ÁÒÅ Á ÔÅÍÐ ÏÒ 
have supplemental pay) ɀ ÎÏ× ×ÈÁÔȩ 9ÏÕȭÖÅ ÃÈÁÎÇÅÄ 
something about their FTE or salary ɀ now what? This course 
will cover the basics of payroll processing; from the roles 
departments play in the cycle through payday. In addition to 
covering general definitions and procedures regarding pay pro-
rations (standard pay pro-rations plus the special, complex 9-
month EPA calculations), tax information and sequencing of 
events as demonstrated by payroll calendars, participants will 
be able to put this information into practice by working on some 
interactive payroll scenarios. The course will also address 
specialty areas of payroll such as manual checks, overpayments, 
and non-wage compensation. 
  

 

Wage  and Hour Basics 

Course Code:   HRA11 

This course will provide an overview of the FLSA regulatory 
requirements related to recording and paying for time worked 
by employees. It will familiarize attendees with University-
specific policies and procedures to complete and review 
ÔÉÍÅÓÈÅÅÔÓȢ 4ÈÅ ÃÏÕÒÓÅ ×ÉÌÌ ÅØÐÌÁÉÎ ÔÈÅ Ȱ×ÈÙȱ ÂÅÈÉÎÄ ÔÈÅ ȰÈÏ×ȱ 
in timesheet processing making it easier to communicate to 
employees. Content will include examples of the following types 
of payments: overtime, compensatory time, extra time, shift 
premium, holiday premium, on call, emergency call back and 
adverse weather. 
  
 
 
Americans with Disabilities Act (ADA) 
Course Code:   OEO01S 

The responsibility for implementing the Americans with 
$ÉÓÁÂÉÌÉÔÉÅÓ !ÃÔȭÓ ɉ!$!Ɋ ÅÍÐÌÏÙÍÅÎÔ ÐÒÏÖision, Title I, falls 
largely on unit managers and/or departmental supervisors since 
they are responsible for recruitment, pre-employment 
screening, and other workplace practices that affect the hiring 
and retention of workers with and without disabilities. The 
purpose of this course is to focus on correct and lawful 
employment practices that will minimize workplace 
discrimination for persons with disabilities. 
 

Discrimination & Harassment Prevention and Response 

Course Code:  DHPR01 

In this course, you wilÌ ÌÅÁÒÎ ÈÏ× ÔÈÅ ÔÅÒÍÓ ȰÄÉÓÃÒÉÍÉÎÁÔÉÏÎȱ ÁÎÄ 
ȰÈÁÒÁÓÓÍÅÎÔȱ ÁÒÅ ÓÐÅÃÉÆÉÃÁÌÌÙ ÄÅÆÉÎÅÄ ÉÎ ÏÕÒ 5ÎÉÖÅÒÓÉÔÙ ÐÏÌÉÃÉÅÓ 
as well as how to identify discriminatory or harassing behavior. 
The course will emphasize the rights and responsibilities you 
have as an employee and a supervisor. 
 
Employee Recognition Programs 
Course Code:   HRA14 

This course is designed to help participants understand how 
employee recognition programs are designed, administered and 
funded. The course will focus on the employee recognition 
programs offered at NC State. Participants will have a thorough 
ÕÎÄÅÒÓÔÁÎÄÉÎÇ ÏÆ .# 3ÔÁÔÅȭÓ ÅÍÐÌÏÙÅÅ ÒÅÃÏÇÎÉÔÉÏÎ ÐÒÏÇÒÁÍÓ 
upon completion of this course. 
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Employment of Foreign Nationals 
Course Code:   HRA15 

This course will provide individuals who hire or facilitate the 
employment of foreign nationals with an overview of 
employment-related nonimmigrant visas and permanent 
residency. It will provide guidance on the processes and 
procedures that must be followed to secure various types of 
temporary visas and permanent residency. Tips to ensure 
compliance with related regulations will be provided, such as 
information on travel requirements or work restrictions. The 
steps necessary to comply with I-9 and E-Verify requirements will 
also be discussed. 
 
  
 
Introduction to Supervision 
Course Code:   HRA16 

Introduction to Supervision is designed to provide entry-level 
supervisors with an overview and practical understanding of the 
essential skills and knowledge needed to effectively supervise 
employees. This interactive session will introduce participants to 
the concepts of recognizing that moving from the role of 
contributor to supervisor requires a broader focus and different 
skill set. Participants will learn about common misconceptions 
held by new supervisors, how to avoid mistakes made by new 
supervisors, and learn that transitioning from employee to 
seasoned supervisor is a process that a combination of training, 
practice, reflection, and feedback. 
  
 
 
Key Practices for Injury, Incident & Error Prevention 
Course Code:   HRA17 

This course covers the resources, procedures, and assessment 
tools available to supervisors and other employees to both 
prevent incidents from occurring and to react properly when 
things go wrong. Campus services groups to provide safety, 
health, and security are introduced, along with key practices and 
procedures to prevent injuries, illness, property or environmental 
damage. Consequences of these incidents, regulatory drivers, 
fines and liability are included. Emphasis will be placed on 
proactive measures for injury prevention, including instruction 
ÏÎ ÈÏ× ÔÏ ÓÐÏÔ ÄÅÓÉÇÎ ÁÎÄ ÐÒÏÃÅÄÕÒÁÌ ȰÔÒÁÐÓȱ ×ÈÅÒÅ ÁÄÖÅÒÓÅ 
incidents are likely to occur. Common accident causes, pattern, 
and means for prevention are included. 
 

 
 

PeopleSoft Query 
Course Code:   HRA18 

This course will provide attendees with an understanding of 
PeopleSoft query. The course will focus on how to make 
modifications and discussed how to run a query. The course will 
also outline the steps necessary to add or delete fields from the 
query. Instructions on how to save queries and how to copy 
queries to another user will be discussed. 
 
  

Personnel Practices for EPA Professionals 
Course Code:   HRA19 

This course provides participants with a clear understanding of 
the policies related to EPA non-faculty employment. 
Participants will be shown how to establish performance 
expectations, address conduct and performance concerns, and 
identify the different employment and separation options 
available for EPA non-faculty. The course consists of lecture as 
well as in-class activities that foster understanding of related 
policies and options for managing various aspects of EPA non-
faculty employment. 
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Taxation of Foreign Nationals 
Course Code:   HRA22 

This course will provide individuals who hire or facilitate the 
employment of foreign nationals with a basic overview of 
employment-related non-immigrant visas and foreign national 
taxation. It will provide guidance on the processes and 
procedures that must be followed to properly tax the foreign 
national employee. Tips to ensure compliance with related 
regulations will be provided, such as information on pay and 
travel requirements or restrictions. 
 
  
Understanding Retirement Plans 
Course Code:   HRA23 

This course is designed to provide detailed information for the 
retirement programs offered at NC State University. 
Participants will learn the differences between Defined Benefit 
Plans, Defined Contribution Plans and Supplemental 
Retirement Plans. The course will focus on how TSERS 
(Teachers and State Employees Retirement System) functions 
and the legislation that governs it. 
 
 
Using the Online Employment System 
Course Code:   HRA24 

Learn how to enter, route, and approve EPA and SPA vacancies 
in the Online Employment System. Learn how to use the system 
technology to effectively manage your recruitment/search 
process. 
 
 
Web Leave Application 
Course Code:   HRA25 

This course will provide Leave Administrators with step by step 
instructions on how to mange employees in the Web Leave 
Application. Participants will learn how to add, delete, edit and 
transfer employees. Positing and correcting leave transactions 
will be reviewed. The course will provide information on comp 
and adverse weather aging, calendar and physical year closeout 
processes. 
 
 

 
Workplace Violence Prevention 
Course Code:   EHS917 

Attendees will learn what constitutes workplace violence and 
receive information concerning their roles in providing a safe 
work environment by preventing, recognizing, and reporting 
violent acts, as required by the University Workplace Violence 
Policy. 
 
HR Systems Basics/Temp Actions 
Course Code:   HRA28 

Learn how to enter, route, and approve EPA and SPA vacancies 
in the Online Employment System. Learn how to use the system 
technology to effectively manage your recruitment/search 
process. 
 
 
Processing SPA & EPA Appointments 
Course Code:   HRA29 

This course will provide Leave Administrators with step by step 
instructions on how to mange employees in the Web Leave 
Application. Participants will learn how to add, delete, edit and 
transfer employees. Positing and correcting leave transactions 
will be reviewed. The course will provide information on comp 
and adverse weather aging, calendar and physical year closeout 
processes. 
 
 

Processing Bi-Weekly Actions 
Course Code:   HRA30 

Learn how to enter, route, and approve EPA and SPA vacancies 
in the Online Employment System. Learn how to use the system 
technology to effectively manage your recruitment/search 
process. 
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HR Academy  sessions - Spring -Summer 2012 
  (* check  Enterprise  Learning  for any additional  sessions that are scheduled ) 

 

Course 
ID 

Course Title 
Course 
Begin 
Date 

Course 
End Date 

Begin Time End Time Room Building 

HRA04 Employment verfication w / I-9 3/5/2012 3/5/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HRA06 HR & Law: What You Need to Kno 4/9/2012 4/9/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HRA08 Managing SPA Employee 4/3/2012 4/3/2012 9:00:00 AM 3:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HRA09 Mng/Nav FMLA Comp & Leave 3/20/2012 3/20/2012 9:00:00 AM 12:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HRA10 Payroll Services 4/10/2012 4/10/2012 9:00:00 AM 12:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HRA11 Wage & Hour Basics 2/6/2012 2/6/2012 1:00:00 PM 3:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HRA14 Employee Recognition Programs 5/7/2012 5/7/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HRA15 Employment of Foreign National 6/5/2012 6/5/2012 8:30:00 AM 11:30:00 AM 212 ADMINISTRATIVE SERVICES II 

HRA16 Introduction to Supervision 2/28/2012 2/28/2012 9:00:00 AM 12:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HRA17 Key Pract for Injury, Incident 4/17/2012 4/17/2012 8:30:00 AM 11:30:00 AM 212 ADMINISTRATIVE SERVICES II 

HRA18 PeopleSoft Query 3/12/2012 3/12/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HRA22 Taxation of Foreign Nationals 6/6/2012 6/6/2012 8:30:00 AM 11:30:00 AM 212 ADMINISTRATIVE SERVICES II 

HRA23 Understanding Retirement Prog 5/8/2012 5/8/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HRA28 HR Systems Basics/Temp Actions 3/27/2012 3/27/2012 8:30:00 AM 11:30:00 AM 212 ADMINISTRATIVE SERVICES II 

HRA29 Processing SPA & EPA Appts. 3/13/2012 3/13/2012 8:30:00 AM 11:30:00 AM 212 ADMINISTRATIVE SERVICES II 

HRA30 Processing Bi-Weekly Actions 3/15/2012 3/15/2012 8:30:00 AM 11:30:00 AM 212 ADMINISTRATIVE SERVICES II 

 
 

HR Academy ɀ Enrollment and Information  

 
For further information or questions about T&OD open enrollment sessions, please contact Carina Lockley, 

Program Coordinator (Carina_Lockley@ncsu.edu ). 

 

  

http://ncsu.edu/human_resources/tod/hr_academy.php
mailto:Carina_Lockley@ncsu.edu
mailto:Carina_Lockley@ncsu.edu
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Pathways Leadership Development Program ɀ Enrollment and Information   

For further infor mation or questions about the Pathways Leadership Development Program, please contact 

Stephanie Kelber, Program Manager (Stephanie_Kelber@ncsu.edu ),  or Carina Lockley, Program Coordinator 

(Carina_Lockley@ncsu.edu ), 919-515-7844.  

PATHWAYS  -  LEADERSHIP  DEVELOPMENT  PROGRAM  
 
Pathways Orientation 
 

This session will orient participants to the Pathways Leadership 
Development Program and the five leadership practices from 
which the program is designed. Kouzes and Posner's, 
"Leadership Challenge," will be introduced as well as program 
goals, objectives, and logistics. Participants and supervisors will 
also discuss team agreements and commitments to the year 
long program.  

 

Myers Briggs Type Indicator 
 

True leaders ""Model the Way"" and lead by example. 
Understanding your preferences and values enables you to 
model leadership behaviors. Participants will complete the 
Myers-Briggs Type Indicator (MBTI), which is the most widely 
used personality inventory in the world to help identify these 
preferences and values. Understanding characteristics unique to 
each person provides insight into personal preferences. These 
preferences include communication, decision-making, 
information gathering, social interaction, and work style. MBTI 
results identify valuable differences between people, which 
allow individuals to better understand themselves and their 
colleagues. 

 
Inspiring a Shared Vision 
 

Great leaders passionately believe they can make a difference 
and they enlist others in a common vision by appealing to 
shared aspirations. This course will equip participants with 
strategies for Inspiring a Shared Vision by engaging in activities 
that help participants envision the future through exciting and 
ennobling possibilities.  Participants will learn how to how to 
communicate expressively so that people can see themselves in 
this common vision. The objective is to explore a vision's benefit 
and its creation. Witness and practice using powerful language 
in relating a vision. Craft a vision draft for the Pathways project 
within the Leadership Challenge Workbook.  

 
Giving and Receiving Feedback 
 

Giving objective, honest, and relevant feedback to others is a 
critical skill for any professional. Developing this skill requires 
practice before it becomes routine and a daily behavior. 
However, people sometimes delay giving feedback to others for 
two common reasons. 1. Fear of being misunderstood, 
damaging a professional relationship, or eliciting an emotional 
response. 2. They think others already know when their 
behavior or decisions are on track.  Delaying or withholding 
feedback negatively impacts managers, employees, and 
organizations. This course will teach skills which will enable you 
to give, and receive, constructive feedback. 

 

 
Interpersonal Communications 
 

Effective and assertive communication is a trait of good leaders. 
Although communication is basic to all human interaction, it is a 
very dynamic process and can be a challenging task. Not being 
able to communicate clearly and concisely can create frustration 
and conflict within work groups and can cause 
miscommunication to occur which can be very costly. This 
course is designed to sharpen your existing communication 
skills and explore skills necessary for effectively communicating 
one-on-one, with small and large groups and in writing. 
  

 
Conflict Resolution 
 

As leaders challenge the process, often they will be met with 
some resistance and conflict. No two people agree about 
everything.  Whenever we interact with another person, co-
workers, supervisors, or peers, the possibility of conflict exists.  
However, without the skills to collaboratively resolve conflicts, 
conflicts can go unresolved and impact work relationships and 
the work environment.   By managing our own reactions, 
perceptions, and behaviors we can begin to resolve workplace 
conflicts. By creating a more collaborative environment, leaders 
are then enabling others to act. 
 
 

http://www.ncsu.edu/human_resources/tod/pathways.php
mailto:Stephanie_Kelber@ncsu.edu
mailto:Carina_Lockley@ncsu.edu
mailto:Stephanie_Kelber@ncsu.edu
mailto:Carina_Lockley@ncsu.edu
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PATHWAYS  -  LEADERSHIP  DEVELOPMENT  PROGRAM  
 
Generations in the Workplace 
 

Leaders establish principles concerning the way people 
(constituents, colleagues, and customers alike) should be 
treated and the ways goals should be pursued. When leaders go 
to work, they do not leave their personal character at home. 
Their character, however, does determine how they respond to 
ethical dilemmas in the workplace and the choices and decisions 
they make while at work. This course will help participants 
create standards of excellence and then set an example to 
model the way for others to follow. 
  
Business Ethics 
 

Leaders establish principles concerning the way people 
(constituents, colleagues, and customers alike) should be 
treated and the ways goals should be pursued. When leaders go 
to work, they do not leave their personal character at home. 
Their character, however, does determine how they respond to 
ethical dilemmas in the workplace and the choices and decisions 
they make while at work. This course will help participants 
create standards of excellence and then set an example to 
model the way for others to follow. 
 
 
Pathways Celebration Graduation 
 

Participants who complete the program requirements will be 
awarded a program certificate during a graduation ceremony. 
This time will also be used as an opportunity to celebrate the 
year's accomplishments and Encourage the Hearts of Pathways 
Participants. To provide an opportunity for participants to 
graduate and celebrate their accomplishments. 
 

 
Introduction to Project Management 
 

Completing projects on time and within allotted resources can 
be a challenge.  After all, how can you plan for problems when 
you do not even know what they may be?  Sound project 
management requires the ability to modify the project based on 
unforeseen circumstances and incorporate those new 
constraints within the work. This course is an introduction to 
project management.  Participants will apply the various project 
management tools to their Pathways project.    Participants 
leave with a series of helpful project management templates 
and resources. 

 
 
 
 

 
Negotiation  
 

Negotiating is a fact of business life. Every day we are involved 
in negotiations of varying intensity with vendors, customers, co-
workers, and supervisors. Whether we are managing a project or 
scheduling a meeting, we rely upon negotiation skills. Using the 
four basic elements of negotiation, participants will be able to 
identify interests, build consensus on important agreements, 
and maintain fair standards when conducting business with 
others.  Participants will also review and apply third leadership 
challenge principle: "Challenging the Process." Leaders search 
for opportunities to change the status quo. They look for 
innovative ways to change, grow and improve. To make a 
positive impact in any organization leaders must understand the 
needs and wants of their constituents, team members and 
customers. In this course participants will identify strategies for 
challenging the process in their own organizations, review a 
behavior model and how to apply influencing skills to reinforce 
or modify behaviors. 
 
 
 
Team Fundamentals 
 

The challenges organizations face today are often too complex 
for single individuals to manage or resolve. To develop new 
products, new processes, improve customer service, or achieve 
an increase in performance, organizations need the diversity of 
talents that teams provide. However, for teamwork to be 
successful, teams and individual team members must have 
clear, shared goals; a sense of commitment; the ability to work 
together and the ability to resolve interpersonal issues. Leaders 
help facilitate this process by guiding teams with clearly defined 
roles and goals. Participants will be placed on Pathways teams 
and given the opportunity to define team roles and goals for a 
team project that will be assigned. Additionally teams will learn 
and practice how to facilitate effective meetings. 
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Team Decision Making & Problem Solving 
 

To Enable Others to Act, you foster collaboration by promoting 
cooperative goals and building trust, and you strengthen others 
by sharing power and discretion. Leaders foster collaboration 
and build spirited teams by actively involving others. In this 
course, participants will review the process of how to involve 
team members in problem solving and team decision making. 
Leaders also understand that to strengthen people they must 
promote cooperative goals and build trust on their teams. Tools 
will be taught that enable participants to actively involve others 
in problem solving and decision making which help teams avoid 
common problems such as Group Think. The leadership 
principle "Enabling Others to Act" will be reviewed and applied. 

 

Influencing Skills 
Course Code:   HRPW22 

Understanding what drives people is the key to influencing 
them. Looking for their cues as to what is meaningful or 
stressful will help you steer them to your desired course of 
action. During this session, participants will explore models 
including: Motivational Value System (MVS) and Influence 
Assessment (IA), so they can best apply their influence style at 
work. Participants will review their Portrait of Personal 
Strengths (PPS) which will allow them to explore their influence 
style and learn how to effectively utilize it various work settings. 
In addition the fifth leadership principle will be reviewed: 
Encouraging the Heart. Accomplishing extraordinary things in 
organizations is hard work. To keep hope and determination 
alive, leaders recognize contributions that individuals make. 
Participants will identify means to recognize and reward team 
members as well as utilize motivational techniques. 
 

 
Time Management 
 

Many of us are challenged with how to effectively manage our 
time with the increasing amount of responsibilities we face both 
in our professional and personal lives. Participants will learn new 
time and personal management techniques that will hopefully 
increase their efficiency and effectiveness. Participants will learn 
skills to manage their work activities, relationships, and 
communications to help manage their time effectively and 
efficiently.. 
 
Presentation Skills & Prep 
 

Because leaders are actively involved with delivering 
presentations, participants will review and practice effective 
presentation techniques including how to engage audience 
members. Techniques for how to organize and structure a 
presentation will be discussed. Participants will  prepare and 
practice for their Pathways Achievements presentation session. 
During this session, participant feedback will also be solicited in 
regards to the Pathways Leadership Development Program. 

 

 
Achievements & Team Presentation 
 

As the program year comes to an end, participants will have the 
opportunity to celebrate their accomplishments. To encourage 
the heart, participants will present their Pathways 
Achievements and leadership development accomplishments 
from the year. A written report will also be completed. 
Additionally, the Pathways teams will share their project work 
and proposals for "initiatives that will better the NC State 
Community." 
 
 
 
Program Evaluation 
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Performance Leadership Program ɀ Enrollment and Information   

Questions regarding this program should be directed to Tina Bennefield, Program Manager 

(Tina_Bennefield@ncsu.edu) at 919-515-9576, or Training & Organizational Development , 919-515-7844.  

 

 PERFORMANCE  LEADERSHIP  PROGRAM 
 
Performance Leadership Orientation 
 

The performance Leadership Development Program is a 
semester long leadership development program designed to 
provide managers, supervisors and program managers the tools 
and skills they need to effectively do their job. "Hard" skills such 
as industry knowledge help managers get their work done. 
However, it is the "soft" skills that define how well managers do 
their job. Often, these soft, or interpersonal, skills are 
underestimated as necessary skills to manage and lead people or 
teams. Interpersonal skills enable managers to build, develop, 
and lead employees and teams to perform effectively. This 
certification program focuses on eleven interpersonal skills and 
knowledge areas, necessary for any manager to lead effective 
employee or team performance.  
  

Introduction to Myers-Briggs 
 

The Myers-Briggs Type Indicator (MBTI) is the most widely used 
personality inventory in the world. Understanding characteristics 
unique to each person provides insight into personal preferences. 
These preferences include communication, decision-making, 
information gathering, social interaction, and work style. MBTI 
results identify valuable differences between people, which allow 
individuals to better understand themselves and their colleagues.  

   

 
Interpersonal and Team Communication 
 

Communication is basic to all human interaction. However, 
communication is a very dynamic process and communicating 
clearly and effectively is a challenging task. Not being able to 
communicate clearly and concisely can create frustration and 
conflict within work groups and create a climate of mistrust 
within organizations. This course is designed to sharpen your 
existing communication skills and explore other skills that are 
necessary for managers to clearly and effectively communicate 
with their team. 
  

 
Behavioral Based Interviewing 1 
 

Behavioral Based Interviewing (Day 1). Behavioral Based 
Interviewing (BBI) is the best way to predict how a candidate will 
perform on the job and "fit" into an organization. Using BBI 
techniques to interview candidates can reveal behavior patterns 
that indicate with high predictability whether the candidate can 
perform the job as required. BBI helps you to develop a 
systematic approach to interview and evaluate candidates as well 
as make good hiring decisions based on the knowledge, skills, 
and abilities required for a particular job. 
 

   

 
Giving and Receiving Feedback 
 

"Giving objective, honest, and relevant feedback to others is a 
critical skill for any professional. Developing this skill requires 
practice before it becomes routine and a daily behavior. 
However, people sometimes delay giving feedback to others for 
two common reasons:  1. Fear of being misunderstood, 
damaging a professional relationship, or eliciting an emotional 
response. 2. They think others already know when their behavior 
or decisions are on track. Delaying or withholding feedback 
negatively impacts managers, employees, and organizations.  
This course will teach skills which will enable you to give, and 
receive, constructive feedback. 
 
 
Team Decision Making and Problem Solving 
 

Team Decision Making and Problem Solving reviews a process of 
how to deal with team problems and make decisions based on 
findings. Participants will make decisions bases on agreed upon 
courses of action. Learn a process for building consensus in an 
objective and productive fashion. Review assessments of how to 
identify needs and manage issues through systematic process. 
 

 

http://www.ncsu.edu/human_resources/tod/performance_leadership.php
mailto:Tina_Bennefield@ncsu.edu
mailto:hr_traininganddevelopment@ncsu.edu
mailto:hr_traininganddevelopment@ncsu.edu
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 PERFORMANCE  LEADERSHIP  PROGRAM 
 

Managing Conflict ɀ Day 1 & 2 
 

People that come together to achieve common goals in a 
workplace also come with many different ideas, experiences, and 
cultures.  Conflict is a natural and inevitable result of diverse 
individuals interacting together regularly.  Managing conflict 
effectively is an essential skill for leaders. 'Managing Conflict' is a 
course designed for supervisors, managers, and project leaders 
that focuses on how to manage our own reactions, perceptions, 
and behaviors during conflict and how to guide others to do the 
same.  Day one of the course :   
   1.  Assess conflict situations  
   2.  Become more aware of your own conflict style and recognize  
the conflict styles of others,  
Apply a process for managing group conflict through 
collaboration- entity Group/Team Conflict Mode and develop 
strategies to increase team effectiveness. 

  

Negotiation  
 

Negotiating is a fact of business life. Every day we are involved in 
negotiations of varying intensity with vendors, customers, co-
workers, and supervisors. Whether we are managing a project or 
scheduling a meeting, we rely upon negotiation skills. Using the 
four basic elements of negotiation, participants will be able to 
identify interests, build consensus on important agreements, and 
maintain fair standards when conducting business with others. 
 
 
Leading Change in Organization 
 

Successful change initiatives depend upon managers and 
supervisors taking an active role in introducing the change and 
then guiding people through the emotional journey that change 
often causes.  Without strong managerial and supervisory 
leadership, employee commitment to the change will take longer 
to achieve or may fail to take hold at all.  This session is designed 
to help managers and supervisors develop critical knowledge and 
skills concerning their responsibilities for leading change for their 
departments, teams, or organizational units. 
   
Coaching For Success 
 

The purpose of coaching is to develop the strengths and natural 
abilities of individuals, teams, and organizations. The role of a 
coach is to build others' capacity for leadership and creativity in 
problem solving, to learn and implement new behaviors, and to 
increase others ability to deal with transition and change. Simply 
said, people develop and learn more quickly and easily with 
coaching. This course will give supervisors and managers tools and 
skills with which to "coach for success." 
 

 

Managing Business Ethics 
 

When employees go to work, they do not leave their personal 
character at home. As a manager, how do you establish the 
foundation for ethical practices at work? How do you respond to 
ethical dilemmas in the workplace and the choices and decisions 
made while at work? This course will introduce and explain basic 
ethical decision-making concepts and a four step process to assist 
you in making the right choice. 
 
 

 
Creating High-Performing Teams 
 

The challenges organizations face today are often too complex for 
single individuals to manage or resolve. To develop new products, 
new processes, improve customer service, or achieve an increase in 
performance, organizations need the diversity of talents that 
teams provide. However, for teamwork to be successful, teams and 
individual team members must have clear, shared goals; a sense of 
commitment; the ability to work together and the ability to resolve 
interpersonal issues.  This session will allow team leaders to 
identify strategies and techniques to improve team performance 
and synergy.   
 
 

Leadership vs. Management 
 

What is the difference between management and leadership? It is a 
question that has been asked more than once and also answered in 
different ways. The biggest difference between managers and 
leaders is the way they motivate the people who work or follow 
them, and this sets the tone for most other aspects of what they 
do.  Effective leaders bring out the best in their team. To do this, 
they need to be good at encouraging and supporting others in their 
work. However, with the dynamic nature of today's work 
environment with disruptions, delays, resistance, and conflicts, it 
can be a difficult job to encourage and support, when it is 
sometimes easier to give orders. This session provides a framework 
for understanding the importance of effective leadership and 
management, the important roles both play in achieving team 
success, and will introduce participants to key practices and tools 
for improving employee and team effectiveness. 
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NEW  EMPLOYEE  ORIENTATION   

 
 

New Employee Orientation sessions - Spring -Summer 2012 
  (* check  Enterprise  Learning  for any additional  sessions that are scheduled  ) 

 

Course 
ID 

Course Title 
Course 
Begin 
Date 

Course 
End Date 

Begin Time End Time Room Building 

NEOEPA New Employee Orientation - EPA 2/2/2012 2/2/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOEPA New Employee Orientation - EPA 2/17/2012 2/17/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOEPA New Employee Orientation - EPA 3/15/2012 3/15/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOEPA New Employee Orientation - EPA 3/30/2012 3/30/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOEPA New Employee Orientation - EPA 4/13/2012 4/13/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOEPA New Employee Orientation - EPA 4/26/2012 4/26/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOEPA New Employee Orientation - EPA 5/4/2012 5/4/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOEPA New Employee Orientation - EPA 5/10/2012 5/10/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOEPA New Employee Orientation - EPA 5/31/2012 5/31/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOEPA New Employee Orientation - EPA 6/8/2012 6/8/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOEPA New Employee Orientation - EPA 6/14/2012 6/14/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOEPA New Employee Orientation - EPA 6/28/2012 6/28/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOSPA New Employee Orientation - SPA 2/6/2012 2/6/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOSPA New Employee Orientation - SPA 2/27/2012 2/27/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOSPA New Employee Orientation - SPA 3/12/2012 3/12/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOSPA New Employee Orientation - SPA 3/26/2012 3/26/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOSPA New Employee Orientation - SPA 4/2/2012 4/2/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOSPA New Employee Orientation - SPA 4/16/2012 4/16/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOSPA New Employee Orientation - SPA 4/30/2012 4/30/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOSPA New Employee Orientation - SPA 5/14/2012 5/14/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOSPA New Employee Orientation - SPA 5/16/2012 5/16/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOSPA New Employee Orientation - SPA 6/4/2012 6/4/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

NEOSPA New Employee Orientation - SPA 6/18/2012 6/18/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES II 

  

 
New Employee Orientation - EPA 
Course Code:    NEOEPA 

This full-day orientation will review employee rights and 
responsibilities and overview the University's services and 
programs available to employees. Other topics to be covered 
include Benefits, Environmental Health and Public Safety, 
Diversity initiatives, Discrimination and Harassment Prevention 
and Response (DHPR) and IT Services. Eligible employees will 
also have an opportunity to enroll in their benefits and meet 
with a benefit counselor. 
 
  

 
New Employee Orientation - SPA 
Course Code:    NEOSPA 

This full-day orientation will review employee rights and 

responsibilities and overview the University's services and 

programs available to employees. Other topics to be covered 

include Benefits, Environmental Health and Public Safety, 

Diversity initiatives, Discrimination and Harassment Prevention 

and Response (DHPR) and IT Services. Eligible employees will 

also have an opportunity to enroll in their benefits and meet 

with a benefit counselor. 
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QUICKSTART  

 

QuickStart sessions - Spring -Summer 2012 
  (* check  Enterprise  Learning  for any additional  sessions that are scheduled ) 

 

Course 
ID 

Course Title 
Course 

Begin Date 
Course 

End Date 
Begin Time End Time Room Building 

HRQS03 QS: Module 3 2/9/2012 2/9/2012 9:00:00 AM 4:00:00 PM 212 ADMINISTRATIVE SERVICES II 

HRQS04 QS: Module 4 2/23/2012 2/23/2012 9:00:00 AM 4:30:00 PM 212 ADMINISTRATIVE SERVICES II 

QuickStart is a University Business Practices Certificate 
Program that covers the basic business practices and processes 
of NC State University.  

QuickStart has been grouped into four modules. Participants will 
automatically be registered for the four required modules upon 
space availability. Once enrolled in the program, a notification 
containing a list of dates, times and locations for all sessions will 
be sent to each participant. 

Once you successfully complete all four modules, you receive 
QuickStart certificate. You must attend each module. If you 
miss one of the subsequent four sessions during the month, you 
can make up the session during a subsequent month, on a 
space-available basis.  

Topics: 
a) Budget 

b) Benefits  

c) Classification & Compensation 

d) Contracts & Grants / Research & Sponsored 

Projects 

e) Controllers Office / Accounting 
f) Employee Relations 
g) Employment Environmental Health & Safety / 

Public Safety 
h) Facilit ies 
i) Fleet Services 
j) Foundation Accounting and Investments 
k) Foundation Accounting and Investments 
l) HR Information Management 
m) Information Technology Services 
n) Internal Audit 
o) Introduction & Overview of NC State 
p) Legal Affairs 
q) Office for Equal Opportunity 
r) Payroll 

s) Purchasing 

t) Training & Organizational Development 

u) Transportation 

v) University Cashierȭs Office 

 

QS: Module 1 
Course Code:   HRQS01 

QS: Module 1  

  
QS: Module 2 
Course Code:   HRQS02 

QS: Module 2 

  

QS: Module 3 
Course Code:   HRQS03 

QS: Module 3 

  

QS: Module 4 
Course Code:   HRQS04 

QS: Module 4 
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Office for Institutional Equity and Dive rsity  

The Office for Institutional Equity and Diversity website offers courses and training programs that include (but  are not limited 

to) topics such as Affirmative Action, Equal Opportunity and Discrimination & Harassment Prevention.    For more 

information, refer to the   OIED website: (www.ncsu.edu/oied).  

 

Mission, Vision & Goals  

Mission  

The Office for Institutional Equity and Diversity (OIED)  is committed to fostering an inclusive, accessible, and 
diverse intellectual and cultural campus experience related to the mission of North Carolina State University 
(NC State). The OIED facilitates efforts to ensure equity and opportunity, increases awareness of diversity 
issues through education, and strengthens relationships across diverse groups. Through these efforts, the OIED 
promotes cultural competence development, thereby fostering a welcoming and respectful campus. By 
providing guidance, programming, and outreach to constituent groups and the community, and by adhering to 
accountability and compliance standards, the OIED prepares NC State students, faculty, and staff for local, 
state, national, and global collaboration.  

Vision  

To foster an inclusive campus community of students, faculty, and staff who value and inspire personal, 
academic, and professional excellence.  
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Goals 

 Cultivate a community in which individuals demonstrate respect toward one another. 
 Facilitate campus efforts to increase participation, retention, and success of students, faculty, and staff from 

historically underrepresented groups. 
 Ensure that NC State is an equitable and inclusive environment, one that is free from prohibited 

discrimination and harassment. 
 Provide effective awareness and enrichment programming to the NC State community. 
 7ÏÒË ÔÏÇÅÔÈÅÒȟ ÁÓ ÕÎÉÔÓ ÏÆ ÔÈÅ /)%$ȟ ÔÏ ÐÒÏÖÉÄÅ Á ÕÎÉÆÉÅÄȟ ÃÁÍÐÕÓȤ×ÉÄÅ ÁÐÐÒÏÁÃÈ ÔÏ ÅÎÓÕÒÅ ÔÈÁÔ ÓÔÕÄÅÎÔÓȟ 

faculty and staff learn and work within a campus defined by the best practices in equity, diversity, and 
inclusion. 

 

Comments, questions or concerns about courses offered by the Office for Institutional Equity and Diversity  
should be addressed to the OIED eLearning Training Coordinator: 

 Seprina Just ice, Administrative Support Associate and Training Coordinator 
Office for Institutional Equity & Diversity  
sgjustic@ncsu.edu 

919.515.7258 

Detail course session descriptions listed below.  For the most recent up to date session details and enrollment 

requirements, please refer to the Enterprise Learning Registration System.   

 

  

mailto:sgjustic@ncsu.edu
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AWARENESS AND SENSITIVITY  
 

Equal Opportunity Institute (EOI) Orientation 
Course Code:   EOI 

This is a required prerequisite for EOI participants, in which they 
learn about the program and its requirements. 
 
 
The Protected Class of Sex 
Course Code:   OEO001 

This workshop provides an overview of why "sex" [or gender] is 
a protected class and features an examination of the laws that 
address discrimination based on gender. Also, recent court 
cases regarding sex discrimination and sexual harassment are 
shared. 
 
LDS:  Working With Diverse Populations 
Course Code:   OEO003 

This workshop is focused on helping individuals recognize and 
overcome those elements that hinder effective productive 
relationships as well as helping individuals recognize the impact 
that cultural backgrounds may have on any environment. In 
addition, the training focuses on maximizing the ability of all 
individuals to contribute to organizational goals and achieve full 
potential unhindered by group identities such as nationality, 
age, race, gender, disabilities, etc. 
 

 

LDS:  Leadership Tools for Women 
Course Code:   OEO004 

This interactive workshop examines what women have learned 
about themselves as leaders. Learn to apply your strengths, 
negotiate rough spots, and develop skills.  
  
 
The Protected Class of Disability 
Course Code:   OEO005 

Through this workshop, participants learn the definition of the 
term "disability" with respect to an individual, Section 504 of the 
Rehabilitation Act of 1973, and the Americans with Disabilities 
Act of 1990. In addition, participants learn what the laws 
require, engage in dialogue and gain insight into the 
experiences of persons with disabilities.  
 

 

Equal Employment Opportunity/Affirmative Action  
Course Code:   OEO006 

Illegal discrimination costs organizations hundreds of thousands 
of dollars every year in lost productivity, administrative costs, 
and legal fees. Your actions could be putting yourself and your 
company in legal jeopardy and potentially lead to costly and 
embarrassing discrimination charges. This training course is 
designed to provide managers and supervisors with an overview 
and practical understanding of the fundamental principles and 
requirements of Equal Employment Opportunity laws. The 
primary focus is on federal EEO laws, but participants are also 
exposed to some of the principles and requirements of state 
EEO laws and NC State policy and procedures governing non-
discrimination throughout the life cycle of the employment 
process from recruitment and selection, to performance 
management, to terminations. This program addresses both 
disparate treatment discrimination and disparate impact 
discrimination under all of the federally protected categories. 
 
LDS:  Project Safe 
Course Code:   OEO007 

Project SAFE training covers a variety of issues, facts, myths, 
and ally skills. Following training, you will receive a placard to 
place in your office or window that identifies you as a Project 
SAFE member. The expectations of Project SAFE training are to 
promote active participation for a conducive learning 
environment; to share knowledge, thoughts, ideas and 
openness toward diversity and individual differences.  

   

The Protected Classes of Religion and Creed 
Course Code:   OEO008 

Participants learn about discrimination on the bases of religion 
and creed and explore several religions, gain insights into how 
individuals and groups experience religious discrimination, and 
obtain strategies to help eliminate religious discrimination. A 
panel of representatives from different religions makes this 
workshop an invaluable opportunity to gain information. 
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AWARENESS AND SENSITIVITY  
 
The Protected Class of National Origin 
Course Code:   OEO009 

Participants in this session gain an understanding of culture, 
cultural awareness, and the relationship between assumptions, 
values, attitudes, and behaviors as they evaluate their own 
cultural values and learn tools for promoting positive interaction 
with foreign visitors. Through this session, participants learn the 
definition of "national origin" and how it relates to ethnicity and 
culture. Participants also identify cross-cultural 
miscommunication and gain insights into foreign nationals' 
experience in the United States. 
 
LDS:  NCBI Strength Leadership for Diverse Communities -  
Part 1 
Course Code:   OEO010 

Building Bridges: Strengthening Leadership for Diverse 
Communities will allow you to gain self-awareness, stretch 
beyond your comfort zone, and gain new understanding. The 
unique workshop is interactive, experiential, and high energy. 
Participants are both teachers and learners. The full workshop 
lasts approximately six hours, during which time participants 
engage in small group and large group discussions. In this 
workshop, you will: celebrate similarities and differences; 
identify misinformation about other groups; identify and heal 
from internalized oppression; claim pride in your own group 
identities; and gain empowerment by learning ways to 
challenge bigoted comments and actions. 
  
 
 
NCBI: Strength Leadership for Diverse Communities ɀ Part 2 
Course Code:   OEO011 

Building Bridges: Strengthening Leadership for Diverse 
Communities will allow you to gain self-awareness, stretch 
beyond your comfort zone, and gain new understanding. The 
unique workshop is interactive, experiential, and high energy. 
Participants are both teachers and learners. The full workshop 
lasts approximately six hours, during which time participants 
engage in small group and large group discussions. In this 
workshop, you will: celebrate similarities and differences; 
identify misinformation about other groups; identify and heal 
from internalized oppression; claim pride in your own group 
identities; and gain empowerment by learning ways to 
challenge bigoted comments and actions. 
 
 
 
 

 
NCBI: Strength Leadership for Diverse Communities Parts 1 
& 2 
Course Code:   OEO012 

Building Bridges: Strengthening Leadership for Diverse 
Communities will allow you to gain self-awareness, stretch 
beyond your comfort zone, and gain new understanding. The 
unique workshop is interactive, experiential, and high energy. 
Participants are both teachers and learners. The full workshop 
lasts approximately six hours, during which time participants 
engage in small group and large group discussions. In this 
workshop, you will: celebrate similarities and differences; 
identify misinformation about other groups; identify and heal 
from internalized oppression; claim pride in your own group 
identities; and gain empowerment by learning ways to 
challenge bigoted comments and actions. 

  
 
Diversity, Discrimination and Affirmative Action 
Course Code:   OEO013 

The purpose of this workshop is to explore affirmative action 
and related concepts. The workshop has three sections. The 
first section helps participants understand their many 
perceptions of affirmative action as a concept by presenting the 
origins and development of affirmative action, defining 
"affirmative action" and an affirmative action plan, identifying 
significant actions leading to affirmative action, and defining 
other affirmative action key terms. The second section explores 
the foundations and definitions of racism and prejudice as they 
relate to affirmative action. Gender, racial, religion, national 
origin, and color stereotypes are also discussed. The third 
section explores the concept and definition of discrimination 
based on prohibited factors. Five levels of discrimination and 
types of power are discussed as they relate to affirmative 
action. 
 
 
LDS:  Leadership and Social Justice 
Course Code:   OEO014 

Leadership is more than just leading others and getting results. 
True leaders have a commitment to being "just" leaders. We will 
explore the advantages we have as leaders through a series of 
simulations that will help you become "just" leaders. 
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AWARENESS AND SENSITIVITY  
 
Americans with Disabilities Act (ADA) 
Course Code:   OEO015 

The responsibility for implementing the Americans with 
Disabilities Act's (ADA) employment provision, Title I, falls 
largely on unit managers and/or departmental supervisors since 
they are responsible for recruitment, pre-employment 
screening, and other workplace practices that affect the hiring 
and retention of workers with and without disabilities. The 
purpose of this course is to focus on correct and lawful 
employment practices that will minimize workplace 
discrimination for persons with disabilities. 
 
 

Legacies + Layers = Lenses 

Course Code:   OEO016 

CONFLICT is a word that strikes fear in the hearts of most 
people. Unresolved conflicts, with the added dimension of 
diversity, including racial/ethnic differences, sexual orientation, 
gender, and religion to name a few, prevent positive, sustained 
personal and professional growth. Participants look at the world 
through their own set of spectacles, or perceptual filters, 
comprising what they have been taught and what they have 
seen, heard, and experienced. These perceptual filters are 
lenses through which everyone looks at differences such as race, 
ethnicity, gender, and nationality. This interactive session offers 
ideas and skills to assist university faculty, staff, and students in 
addressing the management of negative conflict in proactive, 
constructive ways.  
  
 
LDS: Leading Diverse Groups Through Conflict 
Course Code:   OEO017 

NCBI has developed a model for conflict resolution. This model 
teaches participants skills to handle tough interpersonal and 
intergroup conflicts. Workshops examine controversial issues 
through a positive process. Participants learn to reframe 
controversial issues into a context where all parties are able to 
work toward a common solution. This model is taught in the 
Building Bridges: Leading Diverse Groups Through Conflict 
workshop. Please note: Although not required, it is 
recommended that you attend Strengthening Leadership for 
Diverse Communities before attending this workshop. 
  

 
 

 
Affirmative Action in Action  
Course Code:   OEO018 

This workshop provides an opportunity to expand the 
knowledge participants have gained about the policy of 
affirmative action in the Equal Employment Opportunity 
workshop. A historical overview of the policy is explored, as well 
as the legal obligations of federal contractors with regards to 
affirmative action. Often, misinformation, miscommunication, 
and myths surround the concept of affirmative action, which will 
be clarified in this workshop. Participants will learn about the 
various individuals and groups involved in shaping the policy of 
affirmative action as well as the actual implementation of 
affirmative action in a selection decision. Each participant in the 
workshop will assume the role of one of these individuals or 
groups. Through the group interactions in this workshop, 
faculty, staff, students, and our wider community will have a 
better understanding of the intricacies and scope of the policy of 
affirmative action. 
 
 
Valuing Differences Through Diversity 
Course Code:   OEO019 

Diversity goes beyond topics of race and gender. In this 
workshop, a broad definition of diversity is explored including 
such characteristics as ethnicity, age, generational dynamics, 
religion, disability, sexual orientation, values, personality 
characteristics, education, marital status, and beliefs. By 
exploring differences, we can begin to understand how people 
perceive the world differently. It is through the reconciliation of 
differences that we begin to raise our awareness to function 
effectively in a diverse work group. 
 
Equal Opportunity Jeopardy 
Course Code:   OEO020 

Equal Opportunity Jeopardy is an educational game for team 
participants designed to review equal employment opportunity 
laws and history, affirmative action, and diversity. This program 
is both educational and fun. The game has the format of 
Jeopardy. Although no money is given away, the fun and 
learning is priceless. 
  
Title IX 
Course Code:   OEO021 

Often when individuals hear "Title IX," gender equity in athletics 
is the first thing that comes to mind. Title IX of the Education 
Amendments certainly does involve ensuring gender equity in 
athletics, but it also works to ensure gender equity in academics 
and employment. Take this course to learn more about the 
history of Title IX, progress Title IX has made, and Title IX's 
presence in educational institutions today. 
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  AWARENESS AND SENSITIVITY  

  

 
LDS: Cross Cultural Communication 
Course Code:   OEO022 

Are you comfortable communicating with people from various 
cultures and backgrounds? During this interactive workshop 
participants will examine how they interact with others. The 
workshop will focus on improving communication and active 
listening skills.  
 

The Protected Class of Age 
Course Code:   OEO023 

This workshop provides answers to the following questions: 
Who are the aged? What are the basic facts and common 
misconceptions about the aged? What is ageism? What are the 
different types of ageism? What are the causes of ageism? What 
are the major consequences of ageism? How can you avoid 
ageism? How can ageism be reduced in the workplace? 
 
 
The Equal Employment Opportunity Commission (EEOC) 
Course Code:   OEO024 

Learn more about the laws that the U.S. Equal Employment 
Opportunity Commission (EEOC) enforces and how the 
organization operates and handles charges. You will also hear 
case studies and gain insights into how to avoid employment 
discrimination. An EEOC representative presents this workshop. 
 
The Protected Classes of Race and Color 
Course Code:   OEO025 

Workshop participants learn the definition and use of the term 
"race" within the United States and how color relates to 
definitions of race and the perception of others. Participants 
examine cultural and racial misinformation, racial prejudice, and 
stereotyping as they gain an understanding of the laws 
protecting the classes of race and color. 
 
 
 
 

 
The Protected Class of Veterans Status 
Course Code:   OEO026 

In this workshop, participants learn about veterans and the 
discrimination they experience. Participants also learn about the 
laws regarding veteran status. 
 
 

Exploring Oppression 

Course Code:   OEO027 

The cycle of oppression in American society stems from an 

abuse of power with resulting negative treatment and outcomes 

for a variety of peoples. One solution to the cycle of oppression 

has been equal opportunity and Civil Rights laws designed to 

prohibit oppressive behavior towards legally protected classes 

of people. Within this workshop, you will have the opportunity 

to question your role in the cycle of oppression by asking: Am I 

oppressed? Do I oppress others? What is my role in breaking the 

cycle of oppression? You will explore the existence, definition, 

cycle of oppression, and the experience of oppression for 

individuals and groups. Finally, strategies to eliminate 

oppression from the perspective of the oppressed and the 

oppressor will be examined. 

 

 
Equal Employment Opportunity Institute (EEOI) Part 1  (2 
days) 
Course Code:   OEO028 

The Equal Employment Opportunity Institute (EEOI) is a day 
and a half (1 ½) training program intended to help managers 
and supervisors understand federal and state employment 
discrimination laws and how they impact day-to-day managerial 
decisions.  All managers and supervisors employed by the 
University are required to attend this training course, in 
accordance with North Carolina state law. 
*Enrollment limited to EOI participants. 
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AWARENESS AND SENSITIVITY  

  

  
Equal Employment Opportunity Institute Part 2 
Course Code:   OEO28B 

This is the day 2 continuation of Part I .  You must attend the full 
day session Part I before attending Part II. 
 

 

EOI: Special Topics for Managers & Supervisors 
Course Code:   OEO030 

This course was generated based on the feedback of past EOI 
participants. This class is for EOI participants only. It is designed 
to answer questions managers and supervisors may have 
regarding the information learned through EOI and to assist in 
the application of new knowledge. The course will be 
customized based on the needs and concerns of the 
participants. 
 
 
NCBI: Leading Diverse Groups through Conflict 
Course Code:   OEO031 

NCBI has developed a model for conflict resolution. This model 
teaches participants skills to handle tough interpersonal and 
intergroup conflicts. Workshops examine controversial issues 
through a positive process. Participants learn to reframe 
controversial issues into a context where all parties are able to 
work toward a common solution. This model is taught in the 
Building Bridges: Leading Diverse Groups Through Conflict 
workshop. Please note: Although not required, it is 
recommended that you attend Strengthening Leadership for 
Diverse Communities before attending this workshop. 
  
 

 
Affirmative Action in Employment 
Course Code:   OEO032 

This workshop provides an opportunity to expand the 
knowledge participants have gained about the policy of 
affirmative action in the Equal Employment Opportunity 
workshop. A historical overview of the policy is explored, as well 
as the legal obligations of federal contractors with regards to 
affirmative action. Often, misinformation, miscommunication, 
and myths surround the concept of affirmative action, which will 
be clarified in this workshop. Participants will learn about the 
various individuals and groups involved in shaping the policy of 
affirmative action as well as the actual implementation of 
affirmative action in a selection decision. Each participant in the 
workshop will assume the role of one of these individuals or 
groups. Through the group interactions in this workshop, 
faculty, staff, students, and our wider community will have a 
better understanding of the intricacies and scope of the policy of 
affirmative action. 
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DISCRIMINATION AND HARASSMENT PREVENTION AND RESPONSE 

 

OIED  sessions - Spring -Summer 2012 
  (* check  Enterprise  Learning  for  any additional  sessions that are scheduled ) 
Course 

ID 
Course Title 

Course 
Begin Date 

Course 
End Date 

Begin Time End Time Room Building 

OEO003 LDS: Working with Diverse Pop 2/9/2012 2/9/2012 6:30:00 PM 8:30:00 PM 3118 TALLEY STUDENT CENTER 

OEO004 LDS: Ldrshp Tools for Women 2/28/2012 2/28/2012 6:30:00 PM 8:30:00 PM 3118 TALLEY STUDENT CENTER 

OEO005 Protected Class of Disability 2/9/2012 2/9/2012 1:00:00 PM 3:00:00 PM 101 ADMINISTRATIVE SERVICES II 

OEO006 Equal Emply Opprt/Affrm Action 2/22/2012 2/22/2012 10:00:00 AM 12:00:00 PM 101 ADMINISTRATIVE SERVICES II 

OEO007 LDS: Project Safe 2/7/2012 2/7/2012 6:30:00 PM 8:30:00 PM 3118 TALLEY STUDENT CENTER 

OEO008 Protected Class of Rlgn Creed 2/15/2012 2/15/2012 1:00:00 PM 3:00:00 PM 101 ADMINISTRATIVE SERVICES II 

OEO009 Protected Class of Natl Origin 2/15/2012 2/15/2012 10:00:00 AM 12:00:00 PM 1117 ADMINISTRATIVE SERVICES I 

OEO010 LDS:NCBI Strgth Ldshp Dv Com I 3/13/2012 3/13/2012 6:30:00 PM 8:30:00 PM 3118 TALLEY STUDENT CENTER 

OEO012 Strgth Ldshp Div Com 3/30/2012 3/30/2012 9:00:00 AM 4:00:00 PM 129 1911 BLDG 

OEO014 LDS: Ldrshp and Social Justice 3/27/2012 3/27/2012 6:30:00 PM 8:30:00 PM 3118 TALLEY STUDENT CENTER 

OEO015 Americans wth Disabilities Act 3/2/2012 3/2/2012 10:00:00 AM 12:00:00 PM 101 ADMINISTRATIVE SERVICES II 

OEO016 Legacies + Layers = Lenses 3/20/2012 3/20/2012 1:00:00 PM 3:00:00 PM 212 ADMINISTRATIVE SERVICES II 

OEO017 LDS: Ldng Div Grps thr Cnflict 3/22/2012 3/22/2012 6:30:00 PM 8:30:00 PM 3118 TALLEY STUDENT CENTER 

OEO020 Equal Opportunity Jeopardy 4/12/2012 4/12/2012 1:00:00 AM 3:00:00 AM 212 ADMINISTRATIVE SERVICES II 

OEO021 Title IX 2/21/2012 2/21/2012 10:00:00 AM 12:00:00 PM 101 ADMINISTRATIVE SERVICES II 

OEO023 Protected Class of Age 3/1/2012 3/1/2012 1:00:00 PM 3:00:00 PM 212 ADMINISTRATIVE SERVICES II 

OEO030 EOI:Spec Topics for Mgr & Supv 4/4/2012 4/4/2012 10:00:00 AM 12:00:00 PM 1117 ADMINISTRATIVE SERVICES I 

OEO032 Affirmative Action in Emplymnt 3/28/2012 3/28/2012 10:00:00 AM 12:00:00 PM 1117 ADMINISTRATIVE SERVICES I 

 

 
Discrimination and Harassment Prevention and Response 
Course Code:   DHPR01 

In this course, you will learn how the terms "discrimination" and 
"harassment" are specifically defined in our University policies 
as well as how to identify discriminatory or harassing behavior. 
The course will emphasize the rights and responsibilities you 
have as an employee and a supervisor if 1) You experience 
discrimination or harassment, 2) You are accused of 
discrimination or harassment, or 3) Someone reports an incident 
of discrimination or harassment to you. You will find out about 
the options available for resolving complaints and the procedure 
the Office for Equal Opportunity uses to ensure complaints are 
adequately addressed. In addition, the course will discuss 
measures that each individual can take to help ensure that NC 
State is a discrimination and harassment-free environment. The 
format of this course is designed to promote discussion and 
questions are encouraged. Case studies will be used to 
demonstrate concepts, but participants are welcome to develop 
examples they wish to see addressed.  
 

 
Discrimination and Harassment Prevention and Response for 
Supervisors 
Course Code:   DHPR02 

This training satisfies the NC State regulation for supervisors 
and builds on information provided in the DHPR training for 
employees that is a prerequisite for this course. 
 
*NOTE: There are two sessions of DHPR: a 3-hour version and 1-
hour version . The 3-hour version (previously included in our 
course listing) is offered for EOI participants and HR Academy 
participants. This 3-hour version includes both the regular DHPR 
and the Supervisor DHPR training. The one-hour version does 
not include the supervisor portion. The one-hour version is the 
same as the one included in NEO, but it is also offered 
separately for existing employees. 
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Enterprise Learning  ɉȰ%-Learning ȱɊ  Training Registration System  

¢ƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ  eLearning Training and Tracking system provides participants the ability to view the current course offering, register online for courses, 

and view their Training Summary. The table below describes the level of access participants have to eLearning dependent upon their role in the University. 

If you are a(an) é then you may 

 

Á register yourself for training, 

Á  check the status of your training request and 

Á  view your training transcript. 

 

Á register my direct reports for training, 

Á check the status of training request submitted on behalf of your 

direct reports and  

Á view the training transcript of your direct reports. 

 

Á register employees within your OUC for training,  

Á check the status of those training request and 

Á view the training transcript(s) of employees within your OUC. 

 

Á view and print your course rosters and training schedules. 

An individual may belong to one or more of the user groups described above. 

Comments, questions or concerns regarding the Enterprise Learning Registration System, or the registration process should be addressed to: 

Valerie Wilson 

Enterprise Learning Training & Technology Coordinator 

valerie_wilson@ncsu.edu 

919.513.2628 

mailto:valerie_wilson@ncsu.edu
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HOW TO REQUEST ENROLLMENT IN A COURSE 
 

Employees  may access the eLearning Training & Tracking System via Employee Self Service 

(ESS). ESS eLearning functionality is only accessible by current employees with a valid Unity 

ID and password.  For more information, you may view the ôHELP for Trainingõ link and/or  the 

quick guide, eLearning Quick Reference Guide ð Employee, located in Appendix A.  

 

  

Figure 1:  ESS menu  (in MYPACK portal), accessible by horizontal/cascade ƴŀǾƛƎŀǘƛƻƴ ŦǊƻƳ ǘƘŜ Ψa!Lb a9b¦Ω  
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Managers  may access the eLearning Training & Tracking System via Manager Self Service 

(MSS). MSS contains components that enable managers to facilitate training activities of their 

direct reports. MSS is accessible from the upper left horizontal menu within the main MYPACK 

portal. For more information, refer to the eLearning Quick Reference Guide ð Manager,  located Appendix 

A.  

 
Figure 2:  MSS menu  (in MYPACK portal), ŀŎŎŜǎǎƛōƭŜ ōȅ ƘƻǊƛȊƻƴǘŀƭκŎŀǎŎŀŘŜ ƴŀǾƛƎŀǘƛƻƴ ŦǊƻƳ ǘƘŜ Ψa!Lb a9b¦Ω  

 

Training Representatives may access the eLearning Training & Tracking System via Manager 

Self Service (MSS). MSS contains components that enable the Training Representative to 

facilitate training activities for employees within their unit. MSS is accessible from the top left 

side navigation of the MYPACK portal, beneath the Human Resources Systems menu. For more 

information, you may view the ôHELP for Training ð Train Repõ link located under the MSS window 

and/or the quick guide, eLearning Quick Reference Guide ð Training Representative, located in Appendix 

A. 

Instructors may access the eLearning Training & Tracking System via the E-Learning Reports 

Pagelet. The pagelet will give Instructors the ability to view their specific course and participant 

information. For more information view the quick guide, eLearning Quick Reference ð 

Instructor located in Appendix A. 

 

You can find more information regarding the eLearning System and the registration process on the Human 

Resources Training & Organizational web site:  http://www.ncsu.edu/human_resources/tod/courses.php 

 
 

http://www.ncsu.edu/human_resources/tod/courses.php
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 Enterprise Learning Quick Reference Guide ɀ Employee  

  

Request Training Enrollment  

 
Employees may request training via the Employee Self 
Service link. 

Á  
Á Requesting Training Enrollment via ESS  

1. Navigate horizontally from the Employee Self 
Service\ Learning and Development\  Request 
Training Enrollment  link. 

2. Click the Search by Course Name link. 

3. Click the Search button. 

4. Click an entry in the View Available Sessions  column. 

5. Select the desired session number. 

6. Click the Continue  button. 

7. Click the Submit  button. 

8. Click the Click OK to Continue  button. 

9. Confirmation of training request is displayed. 

NOTE: This action only requests the enrollment for the employee. 
The employee will get an email once their request is completely 
processed (either approved or denied). 

Á  

Á $ÉÓÐÌÁÙÉÎÇ ÅÍÐÌÏÙÅÅȭÓ ÔÒÁÉÎÉÎÇ ÓÕÍÍÁÒÙ 
Á  

1. Select Employee Self Service menu from the 
Main Menu  option. 

2. Click the Learning and Development  link. 
3. Click the Training Summary  link. 

Á  

Training Summary  
The Training Summary menu component will display the 
ÅÍÐÌÏÙÅÅȭÓ Å,ÅÁÒÎÉÎÇ ÔÒÁÉÎÉÎÇ ÔÒÁÎÓÃÒÉÐÔȢ 
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Enterprise Learning Quick Reference Guide -- Manager  

 

Request Training for direct reports 
The Request Training menu component allows Managers 
to register their direct reports for courses managed 
through eLearning.  
 
Á Requesting Training Enrollment via MSS 

1. Click the: Human Resources Systems \ Manager Self 
Service\ Learning and Development link. 

NOTE: Users that have the eLearning Manager role and the 
eLearning Training Representative role will display two menu 
options for Request Training Enrollment. The description under 
each menu item identifies the role for which it is intended. 
 

2. Click the Request Training Enrollment link applicable 
to Managers. 

 
 

3. Click the link of the preferred search method: 
 

 
 

NOTE: This action only requests the enrollment for the participant(s). 
The participant(s) will get a confirmation email once their request is 
completely processed (either approved or denied). 

Á  
Á  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

4. Enter full or partial search information or leave blank. 
5. Click the Search button at the bottom of the page. 
6. Click an entry in the View Available Sessions column. 
7. Select the preferred course session number.  
8. Click the Continue button. 
9. Click the Select option to add an employee to the training 

request.  
10. Select All may be used to add all listed employees to the 

training request. 
11. Click the Continue button. 
12. Click the Submit button. 
13. Click the Click OK to Continue button. 
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Enterprise Learning Quic k Reference Guide ɀ Training Representative  

 

Request Training for direct reports 
The Request Training menu component allows Training 
Representatives  to register participants for courses 
managed through eLearning.  
 

 
 

Á  

Á Requesting Enrollment for participants 
1. Click the Manager Self Service link. 
2. Click the Learning and Development link. 
3. Click the Request Training Enrollment link. (Ensure that 

the description reads 'NCSU Training Representative 
Request Training Enrollment') 

4. Click the Search by Course Name link. 
5. Enter a full or partial course name. Leave blank to get a 

list of all courses. 
6. Click the Search button. 
7. Select the View Available Sessions link of the preferred 

course. 
8. Select the link of the preferred session. 
9. Click the Continue button. 
10. Search for the employee's to enroll by populating any of 

the available fields.  
11. Click in the preferred field. 
12. Enter the desired information into the field. 
13. Click the Search button. 
14. Click the Select All button to select all employees.  
15. Click the Continue button. 
16. Select the Submit button. 
17. Click the Click OK to Continue button to submit. 

NOTE: This action only requests the enrollment for the 
participant(s). The participant(s) will get an email once their 
request is completely processed (either approved or denied). 
 

Á  

Á View participant Training Summary 
 

1. Click the Manager Self Service link. 
2. Click the Training Summary link. 
3. Populate search fields or leave them blank.  
4. Click the Search button. 
5. Individual's Training Summary information is 

displayed. 
 

 
The Training Summary allows Training Representatives to 
view transcripts of participants. 
 

Training Summary 
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Enterprise Learning Quick Reference Guide -- Instructor  

 

E-Learning Reports Pagelet 
The E-Learning Reports pagelet provides an Instructor 
access to the eLearning system course and participant 
information. 
 
 

 

Á  
Á Adding pagelet to MYPACK  

1.  Begin by selecting the Content link on the landing page 
of the MYPACK portal. 

2.  The Personalize Content page is displayed. Click the E-
Learning Reports option. 

3.  Click the Save button. 
4.  The E-Learning Reports pagelet appears on the landing 

page in its default position. 
5.  To change the layout and column number of the 

landing page select the Layout link. 
6.  Select 2 column or 3 column layout. 
7.  To move the E-Learning pagelet to another column, 

select E-Learning Reports list item. 
8.  Click the preferred directional button; example Move 

Right button. 
9. E-Learning Reports is moved to Center Column. 
10. Click the Save button. 

 

Á  
Á Accessing the Instructor Class Roster 

1. Select the Instructor Class Roster link located on 
the E-Learning Reports pagelet.  

2. Click the Search button on the 
NC_EL_INSTR_ROSTER page. 

3. Select the preferred course session from the 
search results listing. 

4. The Instructor's Class Roster is displayed.  
Á Emailing all course participants 

1. Click the Notify Students via Email button to 
email all participants. 

2. Enter the desired information into the Subject 
Line field. 

3. Fill in the body of the message. 
4. Click the Preview Email button. 
5. Click the OK button to keep the message or 

Cancel to discard. 
Á Create Printable Class Roster 

1. Click the Create Printable Friendly Document 
link. 

2. Click the OK button. 
3. The roster is generated in a PDF format. 
4. Click the Send This Page to My Email link to 

forward to self. 
 
 
 

 
The Instructor Class Roster will provide course session rosters 
for all courses that the instructor is assigned to teach. 
 
Instructor Class Roster 
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Instructor Training Schedule 
The Instructor Training Schedule provides a list of 
upcoming courses that the Instructor is assigned to 
teach. 
 
Navigation: 

 
 
 
Accessing the Instructor Training Schedule 

1. Navigate the cascading portal menu as above, or 
choose Instructor Training Schedule from the E-
Learning Reports pagelet. 

2. Select Generate Roster in the Take Action 
column. 

3. Click the OK button to run the report. This 
process may take 10-20 seconds to complete. 

4. Instructor Class Roster is generated in a PDF 
format. 

5. Instructors may email the participant directly 
from the roster by clicking the email link. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 


