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ABOUT
THIS
GUIDE

Welcome
Dear NC Stae University Faculty and Staff

Wel come to Training & Or @laaning Bdining n a |
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 Studiesand
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:
e Participating Units and Who To Contact
e Certificate Programs
e Courses and Sessions
e elearning Help Guides
e Glossary of Terms
e Calendarview of course offerings
e Custom Services
e 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 Listing by Course ID

Course CodéDepartment Course Title

EH&FS Environmental Health &PublicSafety
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 Listing by Course ID
| Course CodéDepartment | CouseTie |

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 ServicesAccounting
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
FRE/FSIS Financial ServicesRed Fla@ _Information Security
(computer-basedtrainingmodules
FSRFO1 Red Flag-General Training
FSRF02 Red Flag-Dining/AllCampus Card
FSRFO3 Red Flag-Credit Agency Reports
FSRF04 Red Flag-Student Accounts/Loans
FSIS01 Information Security Program
FSP Financial Services 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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Course Listing by Course ID

Human Resources Training and Organizational Development

HR (open enrollmert)
HR0001 Coaching for Success
HR0002 Behavioral Based Interviewing
HR0003 Achieving Excellence in Custom Service
HR0004 Effective Business Writing
HR0005 Interpersonal Communication
HRO0006 Negotiation
HRO007 Introduction to MBTI
HR0008 Conflict Resolution
HR0009 Team Decision Making & Problem Solving
HRO0011 Business Ethics
HR0012 Giving and Receiving Feedback
HRO0013 Intro to Project Management
HR0014 Team Fundamentals
HR0015 Influencing Skills
HR0016 Time Management
HRO0017 Generations At Work
HRA Human Resourceg HR Academy
(managedenroliment)
HRAOQO Introduction to HR Academy
HRAO1 Benefits Basics
HRAOQ2 Classification & Compensation
HRAO03 Effective Recruitment & Select
HRAO4 Employment verification w / -9
HRAO5 Equal Employment Opportunity /Affirmative Action
HRA06 HR & Law: What You Need to Know
HRAOQ8 Managing SPA Employee
HRAQ9 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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Course Listing by Course ID

Human Resources Performance Leadership Certification

HRPL (managed enrollment)
HRPLOO Performance Leadership Orientation

HRPLO1 Introduction to Myers-Briggs

HRPLO2 Interpersonal & Team Communication

HRPLO3 Behavioral Base Interviewing |

HRPLO6 Giving and Receiving Feedback

HRPLO8 Team Decision Making & Problem Solving

HRPL0O9 Managing Conflict (Day 1)

HRPL10 Managing Conflict (Day 2)

HRPL11 Negotiation

HRPL12 Leading Change in Organization

HRPL13 Coaching for Success

HRPL14 Managing Business Ethics

HRPL8 Creating High Performing Teams

HRPL9 Leadership vs. Management

HRPW Human Resources Pathways Certification

(managedenroliment)
HRPWO0O Pathways Orientation
HRPWO02 Myers Briggs Type Indicator
HRPWO05 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
HRPWL.9 Introduction to Project Mgmt
HRPVR20 Negotiation
HRPV21 Team Fundamentals
HRPV22 Influencing Skills
HRPW23 Team Decision Making & Problem Solving
HRPW24 Time Management
HRPV25 Presentation Skills & Prep
HRPV26 Achievements & Team Presentation
HRPVR27 Program Evaluation
Human Resources QuickStart Certification
HRQS
(managed enroliment)
HRQSO01 QuickStart: Module 1
HRQSO02 QuicksStart: Module 2
HRQSO03 QuicksStart: Module 3
HRQSO04 QuickStart: Module 4
HRT Bell Tower Tour

HRT001 Bell Tower Tour: The Beginning
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Course Listing by Course ID

New Employee Orientation

NEO
(managed enrollment)
NEOEPA New Employee Orientation - EPA
NEOSPA New Employee Orientation - SPA

Office forInstitutional Diversity and Equity

DHPR /EOI/ EOO / OEO
(managed enrollment)

DHPRO1 Discrimination and Harassment Prevention and Response

DHPRO02 Discrimination and Harassment Prevention Response for Supervisors
EOI EOI Orientation

EOO001 Online Search Committee Training

EOO0002 Online Americans with Disabilities Act (ADA) Training

EOO003 Online Discrimination Harassment Prevention Response

OEO001 The Protected Class of Sex

OEOO003 LDS: Working with Diverse Populations

OEOO004 LDS: Leadership Tools for Women

OEOO005 The Protected Class of Disability

OEO006 Equal Employment Opportunity/Affirmative Action

OEOO007 LDS: Project Safe

OEOO008 The Protected Classes of Religion and Creed

OEOO009 The Protected Class of National Origin

OEOO010 LDS:NCBI Strengthening Leadership for Diverse Communities Part |

OEOO011 LDS:NCBI Strengthening Leadership for Diverse Communities Part 2

OEOO012 NCBI: Strengthening Leadership for Diverse Communities Parts 1 & 2

OEOO013 Diversity, Discrimination and Affirmative Action

OEO014 LDS: Leadership and Social Justice

OEOO015 Americans with Disabilities Act (ADA)

OEOO016 Legacies + Layers = Lenses

OEOO017 LDS: Leading Diverse Groups through Conflict

OEOO018 Affirmative Action in Action

OEO019 Valuing Diff through Diversity

OEO020 Equal Opportunity Jeopardy

OEO021 Title IX

OEOO022 LDS: Cross Cultural Communication

OEOO023 The Protected Class of Age

OEO024 The Equal Employment Opportunity Commission (EEOC)

OEO025 The Protected Classes of Race and Color

OEOO026 The Protected Class of Veteran Status

OEOO027 Exploring Oppression

OEO028 Equal Employment Opportunity Institute Part 1

OEO28D Equal Employment Opportunity Institute

OEO030 EOI: Special Topics for Managers & Supervisors

OEOO031 NCBI: Leading Diverse Groups through Conflict

OEOO032 Affirmative Action in Employment
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Course Listing by Course ID

RES SRA* Research and Graduate Studie$Sponsored Programs

RES11 Managing Financial Rewards
RES12 Critical Issues for Dept Admin
RES13 Non-Finance Research Compliance
RES14 International Collaboration, Negotiation/Compliance
RMP101 RAMP ¢ Level |
RMP201 RAMP ¢ Level lI

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

Course Begin  Course End

Course ID Course Title Date Date Begin Time End Time Building

DHPRO1 Disc Hrssmt Prvntn and Rspnse 2/9/2012 2/9/2012 10:00:00 AM 12:00:00 PM 101 ADMINISTRATIVE SERVICES Il
FSAACL1 Univ Accounting Cert-Session 1 2/21/2012 2/21/2012 1:00:00 PM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
FSAAC2 Univ Accounting Cert-Session 2 3/2/2012 3/2/2012 1:00:00 PM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
FSAAC3 Univ Accounting Cert-Session 3 3/20/2012 3/20/2012 1:00:00 PM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
FSAAC4 Univ Accounting Cert-Session 4 4/10/2012 4/10/2012 1:00:00 PM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
FSAACS Univ Accounting Cert-Session 5 4/24/2012 4/24/2012 1:00:00 PM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
FSASPV Small Purchase Vouchers 2/15/2012 2/15/2012 8:30:00 AM 12:00:00 PM 101 ADMINISTRATIVE SERVICES Il
FRASPV Small Purchase Vouchers 5/9/2012 5/9/2012 8:30:00 AM 12:00:00 PM 101 ADMINISTRATIVE SERVICES Il
FSASPV Small Purchase Vouchers 4/18/2012 4/18/2012 8:30:00 AM 12:00:00 PM 101 ADMINISTRATIVE SERVICES Il
FSASPV Small Purchase Vouchers 3/21/2012 3/21/2012 8:30:00 AM 12:00:00 PM 101 ADMINISTRATIVE SERVICES Il
FSATVL Travel-PRR, Authorize, Reimbur 3/13/2012 3/13/2012 8:30:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
FSATVL Travel-PRR, Authorize, Reimbur 5/1/2012 5/1/2012 8:30:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
FSATVL Travel-PRR, Authorize, Reimbur 4/11/2012 4/11/2012 8:30:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
FSATVL Travel-PRR, Authorize, Reimbur 2/7/2012 2/7/2012 8:30:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
HRO001 Coaching for Success 4/4/2012 4/4/2012 9:00:00 AM 4:30:00 PM 101 ADMINISTRATIVE SERVICES Il
HR0002 Behavioral Based Interviewing 2/28/2012 2/28/2012 9:00:00 AM 4:30:00 PM 101 ADMINISTRATIVE SERVICES Il
HROO003 Achieving Excell in Custom Srv 2/24/2012 2/24/2012 9:00:00 AM 12:00:00 PM 212 ADMINISTRATIVE SERVICES Il
HRO004 Effective Business Writing 3/13/2012 3/13/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES Il
HROO005 Interpersonal Communication 2/7/2012 2/7/2012 9:00:00 AM 4:30:00 PM 212 ADMINISTRATIVE SERVICES Il
HRO006 Negotiation 6/6/2012 6/6/2012 9:00:00 AM 4:30:00 PM 101 ADMINISTRATIVE SERVICES Il
HROOO07 Introduction to MBTI 2/2/2012 2/2/2012 9:00:00 AM 4:30:00 PM 212 ADMINISTRATIVE SERVICES Il
HROO008 Conflict Resolution 5/11/2012 5/11/2012 9:00:00 AM 4:30:00 PM 212 ADMINISTRATIVE SERVICES Il
HR0009 Team Decision Mkg & Prob Solv 5/1/2012 5/1/2012 9:00:00 AM 12:00:00 PM 212 ADMINISTRATIVE SERVICES I
HROO011 Business Ethics 5/1/2012 5/1/2012 1:30:00 PM 4:30:00 PM 212 ADMINISTRATIVE SERVICES Il
HR0012 Giving and Receiving Feedback 3/27/2012 3/27/2012 1:30:00 PM 4:30:00 PM 212 ADMINISTRATIVE SERVICES I
HRO013 Intro to Project Management 4/4/2012 4/4/2012 9:00:00 AM 12:00:00 PM 212 ADMINISTRATIVE SERVICES Il
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 I
HRO016 Time Management 2/14/2012 2/14/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES Il
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Course Sessions by Course ID and Date

Course ID i SEUES [ECHin| - (CRUTED i Begin Time End Time Building

HRO017 Generations At Work 3/15/2012 3/15/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES I
HRAO04 Employment verfication w / 1-9 3/5/2012 3/5/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES I
HRAO06 HR & Law: What You Need to Kno 4/9/2012 4/9/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES I
HRAO08 Managing SPA Employee 4/3/2012 4/3/2012 9:00:00 AM 3:00:00 PM 212 ADMINISTRATIVE SERVICES I
HRAO09 Mng/Nav FMLA Comp & Leave 3/20/2012 3/20/2012 9:00:00 AM 12:00:00 PM 212 ADMINISTRATIVE SERVICES I
HRA10 Payroll Services 4/10/2012 4/10/2012 9:00:00 AM 12:00:00 PM 212 ADMINISTRATIVE SERVICES I
HRA11 Wage & Hour Basics 2/6/2012 2/6/2012 1:00:00 PM 3:00:00 PM 212 ADMINISTRATIVE SERVICES Il
HRA14 Employee Recognition Programs 5/7/2012 5/7/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES I
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 I
HRA17 Key Pract for Injury, Incident 4/17/2012 4/17/2012 8:30:00 AM 11:30:00 AM 212 ADMINISTRATIVE SERVICES Il
HRA18 PeopleSoft Query 3/12/2012 3/12/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES I
HRA18 PeopleSoft Query 3/12/2012 3/12/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES I
HRA22 Taxation of Foreign Nationals 6/6/2012 6/6/2012 8:30:00 AM 11:30:00 AM 212 ADMINISTRATIVE SERVICES Il
HRA23 Understanding Retirement Prog 5/8/2012 5/8/2012 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES Il
HRA28 HR Systems Basics/Temp Actions 3/27/2012 3/27/2012 8:30:00 AM 11:30:00 AM 212 ADMINISTRATIVE SERVICES I
HRA29 Processing SPA & EPA Appts. 3/13/2012 3/13/2012 8:30:00 AM 11:30:00 AM 212 ADMINISTRATIVE SERVICES Il
HRA30 Processing Bi-Weekly Actions 3/15/2012 3/15/2012 8:30:00 AM 11:30:00 AM 212 ADMINISTRATIVE SERVICES Il
HRQSO03 QS: Module 3 2/9/2012 2/9/2012 9:00:00 AM 4:00:00 PM 212 ADMINISTRATIVE SERVICES Il
HRQS04 QS: Module 4 2/23/2012 2/23/2012 9:00:00 AM 4:30:00 PM 212 ADMINISTRATIVE SERVICES Il
NEOEPA | New Employee Orientation - EPA 2/2/2012 2/2/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES I
NEOEPA | New Employee Orientation - EPA 2/17/2012 2/17/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOEPA | New Employee Orientation - EPA 3/15/2012 3/15/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES I
NEOEPA | New Employee Orientation - EPA 3/30/2012 3/30/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOEPA | New Employee Orientation - EPA 4/13/2012 4/13/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOEPA | New Employee Orientation - EPA 4/26/2012 4/26/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOEPA | New Employee Orientation - EPA 5/4/2012 5/4/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOEPA | New Employee Orientation - EPA 5/31/2012 5/31/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES I
NEOEPA | New Employee Orientation - EPA 6/8/2012 6/8/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOEPA | New Employee Orientation - EPA 6/14/2012 6/14/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOEPA | New Employee Orientation - EPA 5/10/2012 5/10/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
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Course Sessions by Course ID and Date

Course ID i SEUES [ECHin| - (CRUTED i Begin Time End Time Building

NEOEPA  New Employee Orientation - EPA 6/28/2012 6/28/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOSPA | New Employee Orientation - SPA 2/6/2012 2/6/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOSPA  New Employee Orientation - SPA 2/27/2012 2/27/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOSPA | New Employee Orientation - SPA 3/12/2012 3/12/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOSPA  New Employee Orientation - SPA 3/26/2012 3/26/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOSPA  New Employee Orientation - SPA 4/2/2012 4/2/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOSPA | New Employee Orientation - SPA 4/16/2012 4/16/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOSPA  New Employee Orientation - SPA 4/30/2012 4/30/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOSPA | New Employee Orientation - SPA 5/14/2012 5/14/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOSPA  New Employee Orientation - SPA 5/16/2012 5/16/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOSPA  New Employee Orientation - SPA 6/4/2012 6/4/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOSPA  New Employee Orientation - SPA 6/18/2012 6/18/2012 8:00:00 AM 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
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 Il
OEO006  Equal Emply Opprt/Affrm Action 2/22/2012 2/22/2012 10:00:00 AM 12:00:00 PM 101 ADMINISTRATIVE SERVICES Il
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 Rign Creed 2/15/2012 2/15/2012 1:00:00 PM 3:00:00 PM 101 ADMINISTRATIVE SERVICES Il
OEO009  Protected Class of Natl Origin 2/15/2012 2/15/2012 10:00:00 AM 12:00:00 PM 1117 ADMINISTRATIVE SERVICES |
OEO010 | LDS:NCBI Strgth Ldshp Dv Com | 3/13/2012 3/13/2012 6:30:00 PM 8:30:00 PM 3118 TALLEY STUDENT CENTER
OEOQ012 | 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 Il
OEO0016  Legacies + Layers = Lenses 3/20/2012 3/20/2012 1:00:00 PM 3:00:00 PM 212 ADMINISTRATIVE SERVICES Il
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
OE0020 | Equal Opportunity Jeopardy 4/12/2012 4/12/2012 1:00:00 AM 3:00:00 AM 212 ADMINISTRATIVE SERVICES Il
OEO0021  Title IX 2/21/2012 2/21/2012 10:00:00 AM 12:00:00 PM 101 ADMINISTRATIVE SERVICES Il
OE0023  Protected Class of Age 3/1/2012 3/1/2012 1:00:00 PM 3:00:00 PM 212 ADMINISTRATIVE SERVICES Il
OEO0030 | EOI:Spec Topics for Mgr & Supv 4/4/2012 4/4/2012 10:00:00 AM 12:00:00 PM 1117 ADMINISTRATIVE SERVICES |
OE0032  Affirmative Action in Emplymnt 3/28/2012 3/28/2012 10:00:00 AM 12:00:00 PM 1117 ADMINISTRATIVE SERVICES |
RMP101  RAMP-Levell 7/20/2012 7/20/2012 8:30:00 AM 12:30:00 PM 124A ADMINISTRATIVE SERVICES Ill
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Course Sessions by Course ID and Date

Course Begin  Course End

Course ID Course Title Begin Tine Building

RMP101 RAMP - Level | 4/13/2012 4/13/2012 8:30:00 AM 12:30:00 PM 124A ADMINISTRATIVE SERVICES IlI
RMP201 RAMP - Level Il 4/27/2012 4/27/2012 8:30:00 AM 12:30:00 PM 124A ADMINISTRATIVE SERVICES IlI
RMP201 RAMP - Level Il 2/10/2012 2/10/2012 8:30:00 AM 12:30:00 PM 124A ADMINISTRATIVE SERVICES IlI
RMP201 RAMP - Level Il 8/3/2012 8/3/2012 8:30:00 AM 12:30:00 PM 124A ADMINISTRATIVE SERVICES IlI
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Course Sessions by Course ID and Date
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Contracts and Grants

Course Descriptions
- 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/

MYPACK PORTAL | CAMPUS MAP | SEARCH NCSU.EDU

NC STATE UNIVERSITY

CAMPUS DIRECTORY | LIBRARIES

Offl C e Of C O nt I‘aCt S a n d G ra ntS Finance and Resource Management

Project Closeout

Seek Fundi C i e M Award Invent/Publish

Contracts & Grants
SPARCS

Contracts & Grants
» Quick References

» College Research
Contacts

» Policies & Procedures
» Forms
» Cost Sharing & TEARS

» PAR System (Prior
Approval)

» Closeout

» Reporting

» Federal Links
» Redistributions
» F&A Costs

» Service Center
Information

¥ Training
= eTutorial

This section contains information on Training and Workshops sponsored by Contracts and Grants. Please contact us if
any of the links are broken or if you would like to request other training topics related to post award administration.

| ONGOING TRAINING l

1 eTutorial Basic Sponsored Programs Training [SPARCS link]
I RAMP - Research Administrator Management Program [SPARCS link]

A The links above take you to the SPARCS section of this web site. There you can access the entire e Tutorial, an online
| | self-paced tutorial for staff who are new to the Compliance, Pre-Award, and Post-Award components of Sponsored

1 Research at NCSU. The RAMP link takes you to the current information on this advanced training program for

k Research Administrators and related staff who have at least 6 months on-the-job experience.

==

I Q&A Sessions | Description | Schedule (PDF)

The links above take you to information on our informal
A bi-monthly Question & Answer Sessions on topics of
interest to Research Administrators and other staff who
I | workin Post-Award Administration for the university.
| | Upcoming topics are also announced through the RSC
k LEserv. (Join RSC Listserve.)

As REQUESTED
TRAINING

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

Coordinator:

e Debbie Hunt, Special Projects Advisor - SPARCS
debbie_hunt@ncsu.edu
919.515.7512

e Debbie Vogel
Office of Contracts and Grants, Training Specialist
debbie_vogel@ncsu.edu
919.513.8140

Page | 16


mailto:debbie_hunt@ncsu.edu
mailto:debbie_vogel@ncsu.edu

Course Descriptions

20112012 NCURA ONLINE WORKSHOP SERIES

4EA 1"#860 1 £ OEA &AAAOAI
Course Code: RES11

Participants will develop a better undeéesding of, and a
resource toolkit for addressing, the following aspects of

contract negotiation:

* Understand what answers can be found within OMB Circula
A-21 and A122, and the cost principles applicable to hospitalg
(OASC3);

* Review key principleeelated to allocating costs as direct or
facilities and administrative costs;

* Review costs examples provided in Section J -¢f1A
* |dentify agency specific cost principles implementation;

* Connect the theory with application to budgeting and
spendng.

International Collaboration Negotiation/Compliance
Course Code: RES12

Participants will develop a better understanding of, and a
resource toolkit for addressing, the following aspects of
contract negotiation:

* Understanding of university/indusyr collaborations as they
relate to grant proposals and intellectual property;

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

* Knowledge of federal regulations andiglelines 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 nenompliance and
resulting settlements;

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

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

* An understanding of agreement language related to billing
compliance.

International Collaboration Negotiation/Compliance
Course Code: BRS114

International Collaboration Negadition/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 undrstanding of the impact of export control
laws on research;

* Understand how your negotiations and federal laws
concerning international research affect your faculty's researg
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Course Descriptions

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.

** |f you have questions, please conta@ebbie Hunt, SPARCS Office of Research & Innovation
debbie hunt@ncsu.edu

The offices of Contracts and Grants and Sponsored Programs
are currentlya two-part series:RAMP (I & 1) (Research
Administrator Management Program)the "cradleto-C O A O A
training for research administrators at NCSU.

Thisnewonlineseriesof RAMPI & RAMP llconcludes witha
one-day classroomsession (course cod®AMPQ 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 coveredhclude

. Pre Award Section: Funding development; proposal
development and budget creation; award management; and |
award esystems information.

. Post Award Section: Compliance and cost accounting
standards; subcontracts, PARS; program Income; cost sharin
and TEARSservice centers, project reconciliation / closeout,
and postaward esystems.

. Regulatory Compliance and IP:Human subjects; animal carg
COI/NOQI; responsible conduct of research; export controls;
researchsafety; and intellectual property

RAMP |z Research Administration, Level |
Course Code: RMP101

This one day classroom session delves more deeply into Pre
Post award questions, problematic areas, efittendees will

have the opportunity to save/bring questions from the RAMP
online course sges** to class.Experts in Pre and Post Award
will be facilitating the classroom sessiofihe classroom sessiol
will be available to enroll via eLearning once the schedule is ¢

RAMPII z Research Administration, Level Il
Course CodeRMP2D1

Thisone day classroom sessiaielvesmore deeply into Pre and
Post award questions, problematic areas, efittendees will

have the opportunity to save/bring questions from the RAMP
online course series** to clasExperts in Pre and Post Award
will be facliitating the classroom sessiorThe classroom sessiol
will be available to enroll via eLearning once the schedule is ¢

RAMPCz One-day Session

Course Code: RAMPC

This one day classroom sessidelvesmore deeply into Pre and
Post award questions, prddmatic areas, etcAttendees will
have the opportunity to save/bring questions from the RAMP
online course series** to clas&xperts in Pre and Post Award
will be facilitating the classroom sessioithe classroom sessiol
will be available to enrollia eLearning once the schedule is se

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

SRA Webinars:

Capacity Buildingz WB2
Course Code: SRA202

Hazardous Materials & Restricted ResearchWB2
Course CodeSRA4?2

Human Subjectsz WB3
Course Code: SR403

Animal Use & Carg WB4
Course Code: SR404
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Course Descriptions
Research Administration sessions - Spring -Summer 2012

(* please check Enterprise Learning for any additional sessions that may be scheduled )

. Course Begin| Course End . . _
Course ID Course Title Date Date Begin Time End Time | Room Building

RMP101 | RAMP - Level 7/20/2012 7/20/2012 8:30:00 AM | 12:30:00 PM | 124A | ADMINISTRATIVE SERVICES IlI
RMP101 | RAMP - Level 7/20/2012 7/20/2012 8:30:00 AM | 12:30:00 PM | 124A | ADMINISTRATIVE SERVICES IlI
RMP101 | RAMP - Level 7/20/2012 7/20/2012 8:30:00 AM | 12:30:00 PM | 124A | ADMINISTRATIVE SERVICES IlI
RMP101 | RAMP - Level | | 4/13/2012 4/13/2012 8:30:00 AM | 12:30:00 PM | 124A | ADMINISTRATIVE SERVICES IlI
RMP201 | RAMP - Level II | 4/27/2012 4/27/2012 8:30:00 AM | 12:30:00 PM | 124A | ADMINISTRATIVE SERVICES IlI
RMP201 | RAMP - Level II | 2/10/2012 2/10/2012 8:30:00 AM | 12:30:00 PM | 124A | ADMINISTRATIVE SERVICES IlI

RMP201 | RAMP - Level Il | 8/3/2012 8/3/2012 8:30:00 AM | 12:30:00 PM | 124A | ADMINISTRATIVE SERVICES IlI
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Course Descriptions

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

NC STATE University Environmental Health & Safety

Safety Training Programs

Key Word Search 15 Passenger Van Training

o Single Page Fact Thiz online course offers an overview to safe driving of 15 passenger vans.
Sheets

Back Injury Prevention
o Scheduled Programs

o Oun-line training An introduction to back mury prevention. The course covers how to handle materials manually, apply engimeering and admimstrative controls
TR and reduce lower back strain

CREISSsatations Blood Borne Pathogens
o Safety Meeting

Guidelines Annual on-line training for Blood Borne Pathogens
Biological Materials Shipping

The purpose of this traming is to provide information for compliance with shipping specific biological materials, according to DOT and TATA
regulations.

Campus Security
This video provides important information regarding personal safety and secunity on WC State campus
Electrical Safety Courses

Electrical Safety courses formally required by regulations or INCET policies:

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

e Amy Orders, EH&S Assistant Director/Radiation Safety Officer
amy_orders@ncsu.edu
919.515.5208

e 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.
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Course Descriptions

ENVIRONMENTAL HEALTH & PUBLIC SAFETY

Asbestos Awareness

Course Code:EHS101

This course discusses how to work around asbestos safely,
Information about asbestos and common asites containing
building materials, Health effects associated with exposure t
asbestos, Relationship between smoking and exposure to
asbestos, Procedures for avoiding disturbing asbestos
containing materials, How to recognize damaged asbestos
containingmaterial 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 contpls 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 RRquirements.

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 manufacture. The standard requires employees recei
this information. The standard is commonly referred to as th
"Worker Right To Know" regulation and helps guarantee all
employees receive consistent and accurate information abol
the hazardous substances in th&iork 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 toesalfiving 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:EHS1®

Constiuction/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
the manufacturer. The standard requires employees receive t
information. The standard is commonly referred to as the
"Worker Right To Know" regulation and helps guarantee all
employees receive consistent and accurate information abou
the hazardous substances their work areas.

Construction / Maintenance Safety
Course Code:EHS B2

This course is to reduce or prevent hearing damage. This co
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 laboratoryTopics covered include:
Fundamentals bRadiation, Units, Biological Effects, ALARA,
Dosimetry, Dose Limits, Waste Procedures, Forms, Required
Postings and Emergency Procedures.certificate of
completion will be issued to each student.

Principles of Radiation Safety
Course Code:EHS201

This course is intended for radiation workers handlingay
producing devices, excluding diagnostigay. Topics covered
include: Fundamentals of Radiation, UniBiplogical Effects,
ALARA, Dosmetry, Dose Limits, Waste Procedures, Forms,
Required Posting and Emergency Procedures. This course is
approximately two hours and is required for all users-oéy
producing devices. A certificate of completiGmawarded.
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Course Descriptions

ENVIRONMENTAL HEALTH & PUBLIC SAFETY

Principlesof Analytical X-Ray

Course Code:EHS202

This course is intended for radiation workers handlirgay
producing devices, excluding diagnostigay. Topics covered
include: Fundamentals of Radiation, Units, Biological Effects
ALARA, Dosimetry, Dose Limits, Waste Procedures, Forms,
RequiredPostings and Emergency Procedures. This course
approximately two hours in length and is required for all use
of x-ray producing devices. A certificate of completion will be
issued to each student

Diagnostic X-Ray Safety
Course Code:EHS203

Diagnogic X-Ray Safety

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

Diagnostic XRay (Specialty) Safety

CVM Specialty Radiation Safety

Course Code:EHS205

This course covers radiation safety training on topics includi
Linear Accelerators, Bragttherapy, PET imagingand Nuclear
Medicine.

Laboratory / Radiation Safety

Course Code:EHS207

This course is an overview course for Aahoratory
personnel.

Laser Safety Training
Course Code:EHS220

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

Moisture Density Gauge- online
Course Code:EHS51
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 carse 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 each student

Principles of Analytical XRay
Course Code:EHS253

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

CVM Specialty Radiation Safety
Course Code:EHS254

This online course covers radiatioafsty training on topics
including Linear Accelerators, Brachytherapy, PET imaging, &
Nuclear Medicine

Pesticide Safety
Course Code:EHS3a

This course complies with the EPA Worker Protection Standa
(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 safei
and health information associated with the use of
formaldehyde

Blood-borne Pathogens
Course Code:EHS401
The course wilfeview various modes of transmission and way

to protect personnel from exposure. An emphasis is placed o
Hepatitis and HIV preventian
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Course Descriptions

ENVIRONMENTAL HEALTH & PUBLIC SAFETY

Shipping of Hazardous Material

Course Code:EHS501

Training on safe shippg of hazardous materials, including
Definition of Hazard Classes Recognition of Hazardous
Substances, Hazard Communication in Transportation,
Function Specifie Ag. Chemicals, Exclusions,
Packaging/Handling, Special Concerns of Function Specific
Receving and Warehouse Operations, Marking and Labelin
Shipping Papers, Packaging, Emergency Response/First
Responder, Awareness Level

Biological Materials Shipping

Course Code:EHS551

This course (certification) is required for shipping any
biological agats from NC State.

Laboratory Waste Training online
Course Code:EHS651

The purpose of this training is to raise employee awareness
common hazardous waste management issues and current
University procedures for the accumulation and removal of

hazardows wastes from laboratory and shop areas. Applical
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 Traimg
Course Code:EHS801

These courses include Campus fire safety (students), Porta
Fire Extinguishers, Home Fire Safety, Fire Safety in the
Construction Industry, General Safety Awareness

Fire Sprinkler Maintenance License
Course Code:EHS802

Fire Spinkler Maintenance License Renewal

First Aid Certification
Course Code:EHS803

First Aid Certification

CPR Certification
Course Code:EHS804

CPR Certification

Trenching / Excavation
Course Code:EHS9Q

Trenching/ Excavation

Respirator Fit Trainhg
Course Code:EHS902

These classes are for tight fitting half and full faegid purifying
respirators only. Verification of medical clearance in order to
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 proteq
the operator and other employees in a work area from hazarg
created by ongoing nip points, rotating parts, flying chgrsd
sparks

Lock Out / Tag Out
Course Code:EHS905

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

Lead Awareness
Course Code:EH206

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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Course Descriptions

ENVIRONMENTAL HEALTH & PUBLIC SAFETY

Ground-Fault Circuit Interrupters
Course Code:EHS910

GroundFault Circuit Interrupters (GFCI)

Forklift -Classroom
Course Code:EHS911

Forklift-Classroom

Electrical SafetyzO1 OA1 EAEAAS

Course Code:EHS912
Electrical Safety'Qualified' Worker

Electrical Lcense 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 providin
a safe work environment by preventing, recognizingda
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 t
violent situations sule as active shooters.

ALL 2012 SESSIONS ARE HELD liNe PUBLIC HEALTH
& SAFETY BLDG
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Course Descriptions
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 ourstudents.

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 academicaly 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.

| thank you for your participation.

Sincerely,

W. Randolph Woodson

Chancellor

Computer-Based Training: (CBT)
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Course Descriptions

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 ¢ Financial Services Training website:
http://www.fis.ncsu.edu/FinTraining/FocusGroup/account/

Home

Financial Services Training

Accounting Programs

University Accounting Office

# Condroller's Siie

Contracts & Begister for classes in the WEW eLearning system. Enroll
Grants Programs

Course Training

Foundations University Accounting Certification Series .
Accounting HNumber Guides
Purchasing Programs Session 1 — The Thuversity's Accounting System, Chart of Accounts and ]

Journal Chudelines
Related Training

Comments, questions or concerns about Financial Services ¢ Accounting courses should be addressed to the
Financial Services ¢ Accounting eLearning Training Coordinator:

e 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.
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Course Descriptions

UNIVERSITY ACCOUNTING CERTIFICATION

University Accounting Certification Series
The University Accounting Certificatiortraining is offered by the University Controller's Officeand provided in a fivepart
series. Itis designed to provide answers, suggestions and knowledge related to NC State University accounting policies a
procedures. The course is directed at persons that are involved with either directing operations or ensurarggiance with
policies and procedures. New initiatives offered by the Controller's Office will be presentaed well as emerging initiatives

University Accounting Certificationz Session 1
Course Code: FSAAC1

The University's Accounting System andahof Accounts,
Internal Controls, and Account Reconciliations

Objectives:
A Overview of University Controller's Office
Who/What/Where are we?

>

A Basic Accounting Fund (Project) Accounting

A PeopleSoft Financials Components, Producticn
Reporting, Periods

A Monitoring Tools, Chart Fields (Project, Fund, Account,
Object, etc.)

A Journal Entries Defined, IDT's, Online Journals, SUB's,

Rules

University Accounting Certification z Session 2
Course Code: FSAAC2

Trust Fund Policies and Procedures, Account Reii@aions
and Internal Controls

Objectives:

A Trust Funds: Understanding, Accounting, Policy &
Procedures, Types, Establishment, Legislative
Background, Authority Requirements, Helpful Resource!

A Internal Controls: What are Internal Controls, Importanc
Types, Departmental Controls, Fraud
A Account Reconciliations Defined, Procedures, NCSU

Requirements, Checklists, Types of Errors, Transaction
Reviews

Date: 10/4/11 Time: 1:00pmz 5:00pm
Location: Administrative Services Il Bldg, Room 101

University Accounting Certification z Session 3
Course Code: FSAAC3

Tax Issues, Receipt Centers, and N8tudent Accounts
Receivable

Objectives:

A Tax IssuesSales and Use Taxes, Employer Paid Moving
Expenses, Employee Awards, 4% Withholding on Non
Resident Persnal Services, Employee vs. Independent
Contractor, Unrelated Business Income Tax, 1099
Reporting, Payments to Foreign Nationals, Misc. Tax Issl

A Receipt Centers Authorization, Authority, Operations &
Use, Controls
A Non-Student Accounts Receivable DepasiBillings,

Collections, SODCA/SEDCA.

University Accounting Certification z Session 4
Course Code: FSAAC4

Accounts Payable, Vendor Information, Invoice Processing a
Monitoring and Travel Reimbursement Processing

Objectives:

A Organizational Structoe

Departmental Internal Procedures

Purchasing

Expenditure Resources/Projects/Accounts
Vendor Processing

Voucher Processing in the Financial System
Payment Processing

Voucher Monitoring

Voucher Status, Accounting Entries and Journals
Year End Closing

Travd Overview: Policies and Procedures, Advances,
Reimbursements, Web Travel System

2 B D D D> > D>
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ACCOUNTING OPERATIONS

Course Descriptions

University Accounting Certification z Session 5

Course Code: FSAAC5

General Ledger Accounting, Cash Management, Impress
Accounts, Merchangervices, Capital Asset Management
System, and Interdepartmental Transactions

Objectives:

A General Ledger Overview of PeopleSoft, Monitoring
Tools, WOLF Reports, Report2Web

A Cash Management: Wires, Banking, SODCA/SEDCA
Escheats

A Impress Accounts: Authdsi, Establishing,
Requirements, Petty Cash vs. Change Fund

A Credit Card Merchant Services: Services Available,
Establishing/Opening Account, Reconciling Variances

A CAMS: Defined, Tagging, Transfers, Location,
Inventory, Lost/Stolen Assets, Surplus Property

A IDTs: Types, OUC Security, Journal Guidelines.

Capital Asset Management Classroom
Course Code: FSACA1

This course is directed towards university staff & employe
whose job responsibility includes Capital Asset Tracking g
Inventory for a giverdepartment. 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 guidan
enabling them to understand their roles and respsdilities
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 cours 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. @ks is conducted via Elluminate Online.
Participants attend a 3-hour course and receive materials,
resources, & guidance enabling them to understand their role
and responsibilities in accordance with university rules and
expectations. Participants lea through interactive lecture,
combined with real life examples of processes and situationa
experiences.

Interdepartmental Transactions (IDT)
Course Code: FSAIDT

This course is directed at university staff and employees whd
job responsibility incldes the accounting functions for either
preparation or collegeapproval of IDT's. Class instruction is
lead by University Controller's Office. Participants attend 3 h
class and receive materials, resources and guidance enablin
them to understand theiroles and responsibilities in
accordance with university rules and expectations. Participal
learn through handson computer instruction using redife
examples in an easy to understand environment.
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ACCOUNTING OPERATIONS

Course Descriptions

Online Journal Vowchers

Course Code: FSAJNL

This course is directed at university staff and employees who
job responsibility includes the accounting functions for either
preparation or collegeapproval of journal vouchers. Class
instruction is lead by University Contter'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 handa compute
instruction using realife examples in an easy to understand
environment.

Course objectives

* Journal VouchersEntering a Journal Voucher

* Editing, Approving, and Recycling a Journal Voucher

* Deleting a Journal VoucherExplanations on when tase

* Inquiring on a Journal VoucherSearching for existing journa
vouchers.

A certificate is provided upon successful completion of this
course.

Date: 10/19/11 Time: 1:00pmgz 2:00pm
Location: Administrative Bldg Il, Room 101

Date: 1/18/12 Time: 1:00pmz 2:00pm
Location: Administrative Bldg Il, Room 101

Small Purchase Vouchers

Course Code: FSASPV

This course is directed at university staff and employees who
job responsibility includes the accounting functions for either
preparation or collegeapproval of small purchase vouchers.
Small purchase vouchers are defined as a-panchase order
transaction which is limited to $5,000.00 per transaction
(Purchase Requisitions/Orders taught separately). Class
instruction is lead by hiversity 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 ids-on computer
instruction using realife examples in an easy to understand
environment.

Travelz Travel Coordinator

Course Code: FSATC

Course is designed specifically for university accounting staff
who have been assigned by the Department Head &Eravel
Coordinator” (a preequisite 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 wit
College Approvers and the University Controller's Office to
process the traveler'seeimbursement requests.

Travelz Policy, Rules, Regulations, Reimbursement
Course Code: FSATVL

Class is designed for all university accounting
staff/supervisors/managers who are either processing or collé
approving Travel (Reimbursements/Prepaid)dhgh the NCSU
Web Travel, or Small Purchase Voucher systems. This traini
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 approach whereby
participants learn and factice Travel Reimbursement process,
Additionally, practical realife case studies are covered.
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ACCOUNTING OPERATIONS

Course Descriptions

Small Purchase Vouchers
Course Code: FSASPV

This course is directed at university staff and employees who
job responsibilityincludes the accounting functions for either
preparation or collegeapproval of small purchase vouchers.
Small purchase vouchers are defined as a-parchase order
transaction which is limited to $5,000.00 per transaction
(Purchase Requisitions/Orderaught separately). Class
instruction is lead by University Controller's Office. Participan
attend 3 hour class and receive materials, resources and
guidance enabling them to understand their roles and
responsibilities in accordance with university rsiiend
expectations. Participants learn through hande computer
instruction using realife examples in an easy to understand
environment.

Accounting / Operations sessions

- Spring -Summer 2012

(* please check Enterprise Learning for any addition al sessionsthat may be scheduled)

Course
Begin
Date

Course
End Date

Course

D Course Title

FSAAC1 | Univ Accounting Cert-Session 1 2/21/2012 | 2/21/2012
FSAAC2| Univ Accounting Cert-Session 2 3/2/2012 | 3/2/2012
FSAAC3| Univ Accounting Cert-Session 3 3/20/2012 | 3/20/2012
FSAAC4 | Univ Accounting Cert-Session 4 4/10/2012 | 4/10/2012
FSAACS5 | Univ Accounting Cert-Session 5 4/24/2012 | 4/24/2012
FSASPV| Small Purchase Vouchers 2/15/2012 | 2/15/2012
FSASPV| Small Purchase Vouchers 5/9/2012 | 5/9/2012
FSASPV| Small Purchase Vouchers 4/18/2012 | 4/18/2012
FSASPV| Small Purchase Vouchers 3/21/2012 | 3/21/2012
FSATVL Travel-PRR, Authorize, Reimbur 3/13/2012 | 3/13/2012
FSATVL | Travel-PRR, Authorize, Reimbur 5/1/2012 | 5/1/2012
FSATVL Travel-PRR, Authorize, Reimbur 4/11/2012 | 4/11/2012
FSATVL | Travel-PRR, Authorize, Reimbur 2/7/2012 | 2/7/2012
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Begin Time

1:00:00 PM
1:00:00 PM
1:00:00 PM
1:00:00 PM
1:00:00 PM
8:30:00 AM
8:30:00 AM
8:30:00 AM
8:30:00 AM
8:30:00 AM
8:30:00 AM
8:30:00 AM
8:30:00 AM

End Time

5:00:00 PM
5:00:00 PM
5:00:00 PM
5:00:00 PM
5:00:00 PM
12:00:00 PM
12:00:00 PM
12:00:00 PM
12:00:00 PM
5:00:00 PM
5:00:00 PM
5:00:00 PM
5:00:00 PM

Room

101
101
101
101
101
101
101
101
101
101
101
101
101

Building

ADMINISTRATIVE SERVICES Il

ADMINISTRATIVE SERVICES Il
ADMINISTRATIVE SERVICES Il
ADMINISTRATIVE SERVICES Il
ADMINISTRATIVE SERVICES Il
ADMINISTRATIVE SERVICES Il
ADMINISTRATIVE SERVICES Il
ADMINISTRATIVE SERVICES Il
ADMINISTRATIVE SERVICES Il
ADMINISTRATIVE SERVICES Il
ADMINISTRATIVE SERVICES Il
ADMINISTRATIVE SERVICES Il
ADMINISTRATIVE SERVICES II




Course Descriptions
Financial Services z Purchasing

The Financial Services ¢ 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/

NC STATE UNIVCRSITY

Home

Accounting Programs

Contracts &
Grants Programs

L ] L ] L ] . L ]

Fouatons Financial Services Training
Accounting 1
Purchasing Programs Areas of Interest: Topics:

Arccounts Payable, Accounts Recetvable, Inter Departmental
Related Training Transfers, Travel Authorizations and Reimbursements, General
Programs Accounting Ledger, Chart of Accounts, Capital Assets and Equipment

IManagement, Reciept Centers, Travel Audits, Tax [zsues and
Traimg Guide: Trust Fund Policies, Small Purchase Vouchers
Feedback Post Award Admirstration including Cost Shaning, Cost

Accounting Standards, Admimstrative Compliance, The
Employee Activity Reporting Systern (TEARS) and Financial
Closeouts.

Contracts and Grants

Key Points of Contact

PRR Disclaimer Various topics unique to University Endowment Fund (houzed
in Ledger 7) and foundation projects (Ledger 6) ncluding, bt
Foundations Accounting & not limited to: Other income, endowment budget process,
Investments unique reporting features, new fund requests, deposits, gifts to
foundatinns, endowments, general fund hudgets, and marmal
check processing,

MarketPlace, Purchasing Best Practices, Purchase Card - user
and reconciler, Shipping with MarketFlace, Purchaze

Purchasing Requisitions and Maintain PO's, Small Purchase Vouchers,
Trawel, Financial Repotting - WRE and the Financial systetmn
quety tool

Related Training MyPack Portal and System Access Reequests (SAR)

Comments, questions or concerns about Financial Services ¢Purchases courses should be addressed to the
Financial Services - Purchasing eLearning Training Coordinator:

e 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.
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PURCHASING

Course Descriptions

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. Topicsiscussed 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 ¢hPCard User training in addition to
demonstrating the PCard reconciliation procedures in the
Financial System. Topics covered include cardholder summa
allocation of PCard charges, printing and completing the
monthly account statement and reporting tde available for the
PCard.

Requisition and Purchase Orders
Course Code: FSPREQ

The end user will gain skills and knowledge needed to enter &
purchase requisition, search for a vendor, add a vendor, seal
for a location, route a requisition for appral, print a purchase
requisition, copy a purchase requisition, receive on an order,
maintain a purchase order.

Objectives:
A Use the Financial System to perform standard procuremg
procedures

Obtain a purchase requisition number

Enter invoice informéon on a receiving report
Route a requisition for approval

Approve and/or recycle a requisition

Inquire on your requisitions and purchase orders
Monitor purchase orders

Enter a new vendor

Up vendor information

D> > > D> D D

Purchasing Best Practices
Course Code: FSPPUR

This class covers the policies and procedures when making
purchase at NCSU. The class is designed as an introduction
the world of procurement at NCSU or as a refresher for all
campus personnel responsible for making purchases. Some
the topics discussed will be Spending Guidelines, Purchasing
Method Dollar Thresholds, State Term Contracts and
Commaodity Specific Purchasing Guidelines.

Financial System Reporting
Course Code: FSPRTG

Financial System ReportingBasic Query and WRS. The end

user will be able to:

A Understand basic General Ledger Terminology

A Use Wolfpack Reporting System to run reports to view dg
account status, transaction information, and save as Exc
files

A Understand basic query operations

A Understand the relational databassructure

A Understand Private verses Public queries run queries wi
results to the Financial System or to Excel

A Change fields and criteria in an existing query and save i
a Private query.

Shipping

Course Code: FSPSHG
Overview session with demas "Create Shipments", "Schedulg
pickups", "Rate Comparisons" and "Tracking Notifications"
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Course Descriptions

Purchasing / Operations sessions - Spring -Summer 2012
(* check Enterprise Learning for any additional sessions that are scheduled )
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Course Descriptions

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/

HUMAN RESOURCES

T & OD Home Courses Professional Custom Other New
? DAL LESTIL L UES Development Training & Training & Employee
Programs Consulting Resources Orientation
Benefits & Leave

Administration
(RS TEIED (5 Professional Development Programs : .'.' .-.l-.=

Compensation

Employee Relations
T&O0D's certificate programs are designed to develop and enhance the skills and knowledge needed to

produce effective leaders for tomorrow. Our programs provide NC State employees and managers the
opportunity to enhance job skills, knowledge and abilities thereby strengthening the services and
operations of the entire university.

Employment Services
EPA Administration

HR Information
Management

Payroll + Pathways Leadership Development Program- a 10-month program designed for high-performing

T individuals to enhance their personal effectiveness.

Organizational + Performance Leadership Program- a semester long leadership development program for managers,
Development supervisors and program managers.

» QuickStart University Business Practices Program- a ong-month program designed to introduce NC
» A-Z INDEX State Employees to key business practices and processes at NC State.

» HR FORMS + HR Academy - a year long program for full-time SPA & EPA managers and non-managers.

» EMPLOYEE SELF SERVICE

B (TN TR T Course Fees and Payment

» PRRs (NCSU POLICIES, Any course fees are noted in the course description, and are charged to your department for vour

REGS, & RULES) . . . .
enrollment/attendance in the course. Please note the cancellation policy below.
» GLOSSARY OF HR TERMS

Cancellation Policy

» HR WEBSITE FEEDBACK

L —— If you do not attend the course, yvour department will still be charged the full course fee, unless you cancel
HR News & Events: :aour reglstratlon‘at least 5 davs prior to the. EOLlrse session .‘r'our other options are to send a ngbsFltute
(NCSU employee) to vour scheduled course/session, or to register for another available course/session. For
guestions, please contact TROD: 919-515-7844, or email Training and Development.

NEWS ARCHIVE

Special Needs

To accommodate persons with disabilities or special needs, please contact HR Training & Organizational
Development at 919-515-7844.

Comments, questions or concerns about Training & Organizational Development courses should be addressed to
the Training & Organizational Development Enterprise Learning Training Coordinators:

Valerie Wilson Carina Lockley

HR Training Technology Coordinator HR Training Account Program Coordinator
valerie_wilson@ncsu.edu Carina_lockley@ncsu.edu

919.513.2628 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.
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T&OD 7z OPEN ENROLLMENT

Course Descriptions

Achieving Excellence in Customer Service
Course Code: HBO3

Providing good customer seice 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 ¢osier service.
Participants will be given a customer service model which ca
be applied to any customer service interface. Participants wil
also discuss customer service best practices as well as revie
effective communication techniques to apply with ¢camer
interactions.

Behavioral Based Interviewing
Course Code: HBO2

Behavioral Based Interviewing (BBI) is the best way to predi(
how a candidate will perform on the job and "fit" into an
organization. Using BBI techniques to interview candidates ¢
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 kowledge, 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 t
history of NCState 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 Chancéll@oard
Room.

Become a part of this fine tradition of the University and
discower why NC State University is proud of its history.
Since its completion in 1937, the Memorial Tower has stood
symbol of identity for North Carolina State University, a
timekeeper for tradition and a perpetual memorial to NC Stat
students who gave téir 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 workhey do not leaveheir personal
character at home. What can you do to establish the
foundation for ethical practices at work? How do you respon
to ethical dilemmas in the workplace and the choices and
decisions made while at work? This course will introduce anc
explain baic ethical decisioomaking 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 natu
abilities of indviduals, teams, and organizations. The role of a
coach is to build others' capacity for leadership and creativity
problem solving, to learn and implement new behaviors, and
ET AOAAOGA 1 OEAOOGS AAEI EOU OI
Simply said, peple develop and learn more quickly and easily
with coaching. This course will give supervisors and manager
tools and skills needed to "coach for performance."

Conflict Resolution
Course Code: HRO®

No two people agree about everything. Whenever wesatct
with another person, cavorkers, supervisors, or peers, the
possibility of conflict exists. However, without the skill to
collaboratively resolve conflicts, conflicts can go unresolved g
impact work relationships and the work environment. By
managihng our own reactions, perceptions, and behaviors we (
begin to resolve workplace conflicts.

Effective Business Writing
Course Code: HROM4

Your writing is a reflection of you and of your business. One ¢
the primary measures others use to gauge yoampetence is
the effectiveness of your writing. This course is designed to h
you craft various communications such as letters, memos,
reports, and email so your messages are clear and concise.

Ethics and Procurement
Course Code: HR0018

As part ofour 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 eits 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 workplee and how to engage them to reach
their highest performance. This course will introduce you to th
impact of having four generations working together and explo
room for growth and areas of concern regarding that diversity
Learn about The TraditionalisBaby Boomes, Generation X
and Millennia$, and how they share, interact and communicatsg
with each other.
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Course Descriptions

Giving and Receiving Feedback
Course Code: HR0O12

Giving objective, honest, and relevant feedback to others is ¢
critical skill for any profession.d¥eloping feedback skills
require practice before becoming a routine behavior. Howevg
people sometimes delay giving feedback to others for two
common reasons 1. Fear of being misunderstood, damaging
professional relationship, or eliciting an emotiorakponse 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, ani
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. Durng this session, participants will explore models
including: Mativational Value System (MVS) and Influence
Assessment (IA), so they can best apply their influence style
work. Participants will review their Portrait of Personal
Strengths (PPS) which wallow 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 progeand communicating
clearly and effectively is a challenging task. When
miscommunications occur, the impact can be very costly bot|
financially and norfinancially. This course will explore verbal
and written communication skills that are necessary to clga
and effectively communicate with others fage-face and in
small and large group interactions.

Introduction to MBTI
Course Code: HBO7

The MyersBriggs 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, decisiormaking, information gathering, socia
interaction, and work style. MBTI results identify valuable
differences between peoplevhich allow individuals to better
understand themselves and their colleagues. * This course ¢
be customized for intact teams.

Introduction to Project Management
Course Code: HBO13

Being called on to manage a project or program within your
organization is an excitingpportunity. The success of
managing a project depends upon the effort and skill you app
to planning. Effective planning includes implementing some
basic methodologies, such as developing a project plan,
identifying project objectives and goals, determning 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
couse. Participants will receive templates and resources they,
can use back at work.

Negotiation

Course Code: HBO6

Negotiating is a fact of business life. Every day we are involve
in negotiations of varying intensity with vendors, customers; g
workers,and supervisors. Whether we are managing a projec
scheduling a meeting, we rely upon negotiation skills. Using t
four basic elements of negotiation, participants will be able to
identify interests, build consensus on important agreements,
and maintan fair standards when conducting business with
others.

Team Decision Making and Problem Solving
Course Code: HR0009

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

Team Fundamentals
Course Code: HR0014

The challenges organizations face today are often too comple
for single individuals to manage or resolve. To develop new
products, hew processes, improve customer service, or achieg
an increase in performance; organizations need thversity 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 wo
together and the ability to resolve interpersonal issues.
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T&OD 7z OPEN ENROLLMENT

Course Descriptions

Time Management
Course Code: HR0016

Many of us are challenged with how to effectively manage ou
time with the increasing amount of responsibilities we face bc
in our professional and personal lives. Participants will learn 1
time and personal management techniques that will hopefully
increase their efficiency and effectiveness. Participants will le
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, dsability, sexual orientation, values, personality
characteristics, education, marital status, and beliefs. By
exploring differences, we can begin to understand how peopl
perceive the world differently. It is through the reconciliation g
differences thatwe begin to raise our awareness to function
effectively in a diverse work group

* Please check the Enterprise Learning system f(
scheduled / available sessions for the courses list¢
in this T&OD Opeinrollment section

T&OD Open Enroliment

(* check Enterprise Learning for any additiona

sessions - Spring -Summer 2012

| sessions that are scheduled )

O om0,
HRO001 | Coaching for Success 4/4/2012 4/4/2012 9 00:00 AM | 4: 30 00 PM ADMINISTRATIVE SERVICES Il
HRO0002 | Behavioral Based Interviewing 2/28/2012 | 2/28/2012 | 9:00:00 AM | 4:30:00 PM 101 ADMINISTRATIVE SERVICES Il
HRO003 | Achieving Excell in Custom Srv 2/24/2012 | 2/24/2012 | 9:00:00 AM 12:00:00 PM | 212 ADMINISTRATIVE SERVICES Il
HRO0004 | Effective Business Writing 3/13/2012 | 3/13/2012 | 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES I
HRO005 | Interpersonal Communication 2/7/2012 2/7/2012 | 9:00:00 AM | 4:30:00 PM 212 ADMINISTRATIVE SERVICES Il
HRO006 | Negotiation 6/6/2012 6/6/2012 | 9:00:00 AM | 4:30:00 PM 101 ADMINISTRATIVE SERVICES I
HRO007 | Introduction to MBTI 2/2/2012 2/2/2012 | 9:00:00 AM | 4:30:00 PM 212 ADMINISTRATIVE SERVICES Il
HRO0008 | Conflict Resolution 5/11/2012 | 5/11/2012 | 9:00:00 AM | 4:30:00 PM 212 ADMINISTRATIVE SERVICES Il
HRO009 | Team Decision Mkg & Prob Solv | 5/1/2012 5/1/2012 | 9:00:00 AM 12:00:00 PM | 212 ADMINISTRATIVE SERVICES Il
HRO0011 | Business Ethics 5/1/2012 5/1/2012 | 1:30:00 PM 4:30:00 PM 212 ADMINISTRATIVE SERVICES Il
HR0012 | Giving and Receiving Feedback | 3/27/2012 | 3/27/2012 | 1:30:00 PM 4:30:00 PM 212 ADMINISTRATIVE SERVICES Il
HR0013 | Intro to Project Management 4/4/2012 4/4/2012 | 9:00:00 AM 12:00:00PM | 212 ADMINISTRATIVE SERVICES Il
HR0014 | Team Fundamentals 4/19/2012 | 4/19/2012 | 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES Il
HRO0015 | Influencing Skills 3/7/2012 3/7/2012 | 1:30:00 PM 4:30:00 PM 212 ADMINISTRATIVE SERVICES I
HR0016 | Time Management 2/14/2012 | 2/14/2012 | 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES Il
HRO0017 | Generations At Work 3/15/2012 | 3/15/2012 | 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES Il

For further information or questions about T&OD open enrollm
Program Coordinator (Carina_Lockley@ ncsu.edu |:|).
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HR ACADEMY

Course Descriptions

Managing & Navigating FMLA, Workers Comp & Leave
Course Code: HRA09

4EEO Al OOOA EO AAOGECT AA Ol
71 OEAOB8O #1101 Ph $EOAAEI

State University. The course will focus l@arning how to asses:
various employee situations and then how to help direct
employees to and through the correct program. Participants v
receive instruction and resources designed to better understg
71 OEAOB8O #1101 Ph $EOAAEH

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 ¢
Employeeperformance. Participants will learn the basics of thi
OT EOAOOEOUBO DPAOAEI Of AT AA 1 A
work planning, managing and appraising. Participants will als
be provided information to assist in identifying and addressing
job performance ad conduct issues. Multiple skill practices wi
provide participants with the tools necessary to effectively

i ATACA 30! AiDPITUAAOGSE PAOAE

Payroll Servicesg What You Need to Know
Course Code: HRA10

3UOOAI N Ul O6OA Al OAOAA OEAE
have supplementalpa®i I x xEAOe 91 08 OA
something about their FTE or salagynow 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- pr,
rations (standard pay proations plus the special, complex 9
month EPA calculations), tax information and sequencing of
events as demonstiad by payroll calendars, participants will
be able to put this information into practice by working on son
interactive payroll scenarios. The course will also address
specialty areas of payroll such as manual checks, overpayme
and nonrwage compensabn.

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 poedures to complete and review

OEi AOCEAAOO8 4EA AT OOOA xEI I
in timesheet processing making it easier to communicate to
employees. Content will include examples of the following typ
of payments: overtime, compensatory tiey 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
"""" I AOd Bior, Titl® I, fa)ls Al
largely on unit managers and/or departmental supervisors sin

they are responsible for recruitment, pmployment
screening, and other workplace practices that affect the hiring
and retention of workers with and without disabilitieshe
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:DHPRO1

In this course, youwil 1 AAOT ET x OEA OA(
OEAOAOOI AT 06 AOA OPAAEAEEAAI
as well as how to identify discriminatory or harassing behavio
The course will emphasize the rights and responsibilities you
have as an employeend a supervisor.

Employee Recognition Programs
Course Code: HRA14

This course is designed to help participants understand how
employee recognition programs are designed, administered &
funded. The course will focus on the employee recognition
programsoffered at NC State. Participants will have a thoroug
Ol AROOOAT AET ¢ T &£ . # 30A0AG8O0
upon completion of this course.
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HR ACADEMY

Course Descriptions

Employment of Foreign Nationals
Course Code: HRA15

This course will provide individualshe hire or facilitate the
employment of foreign nationals with an overview of
employmentrelated nonimmigrant visas and permanent
residency. It will provide guidance on the processes and
procedures that must be followed to secure various types of
temporaryvisas 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 witiBland EVerify requirements will
also be discussed.

Introduction to Supervision
Course Code: HRA16

Introduction to Supervision is designed to provide enrkeyel
supervisors with an overview and practical understanding of th
essential skills and knowledge needed to effectively supervise
employees. Tl8 interactive session will introduce participants t
the concepts of recognizing that moving from the role of
contributor to supervisor requires a broader focus and differen
skill set. Participants will learn about common misconceptions
held by new supetigors, how to avoid mistakes made by new
supervisors, and learn that transitioning from employee to
seasoned supervisor is a process that a combination of trainin
practice, reflection, and feedback.

Key Practices for Injury, Incident & Error Preventin
Course Code: HRA17

This course covers the resources, procedures, and assessme
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 providety,
health, and security are introduced, along with key practices a
procedures to prevent injuries, illness, property or environmen
damage. Consequences of these incidents, regulatory drivers
fines and liability are included. Emphasis will be phon
proactive measures for injury prevention, including instruction
IT Eix O ObPi O AAOGECT AT A bB(
incidents are likely to occur. Common accident causes, patter
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
also outline the steps necessary to add or delete fieldmftbe
query. Instructions on how to save queries and how to copy
gueries to another user will be discussed

Personnel Practices for EPA Professionals
Course Code: HRA19

This course provides participants with a clear understanding
the policies relaéd to EPA norfaculty employment.
Participants will be shown how to establish performance
expectations, address conduct and performance concerns, a
identify the different employment and separation options
available for EPA noffaculty. The course consisof lecture as
well as inclass activities that foster understanding of related
policies and options for managing various aspects of EPA ng
faculty employment.
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HR ACADEMY

Course Descriptions

Taxation of Foreign Nationals
Course Code: HRA22

This course will providmdividuals who hire or facilitate the
employment of foreign nationals with a basic overview of
employmentrelated norimmigrant visas and foreign national
taxation. It will provide guidance on the processes and
procedures that must be followed to propersx 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 toqvide detailed information for the
retirement programs offered at NC State University.
Participants will learn the differences between Defined Benefi
Plans, Defined Contribution Plans and Supplemental
Retirement Plans. The course will focus on how TSERS
(Teachers and State Employees Retirement System) functior|
and the legislation that governs it.

Using the Online Employment System
Course Code: HRA24

Learn how to enter, route, and approve EPA and SPA vacang
in the Online Employment System. Learn\Wudo 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 ste
instructions on how to mange employees in the Web Leave
Application. Participants will learn how to add, delete, edit ant
transfer employees. Positing and correcting leave transaction
will be reviewed. The course will provide information on comg
and adverse weather aging, calendar and physical year close
proces®s.

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 vacang
in the Online Employment System. Learn how to use the syst
technology to effectivey manage your recruitment/search
process.

Processing SPA & EPA Appointments
Course Code: HRA29

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

Processing BiWeekly Actions
Course Code: HRA30

Learn how to enter, route, and approve EPA and SPA vacanc
in the Online Employment System. Learn how to use the syst
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
End Date

Course

D Course Title Begin

Date
HRAO4 | Employment verfication w / 1-9 3/5/2012 | 3/5/2012 | 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES Il
HRAOQ6| HR & Law: What You Need to Kno | 4/9/2012 | 4/9/2012 | 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES I

Begin Time End Time Building

Course

HRAOQ8| Managing SPA Employee 4/3/2012 | 4/3/2012 | 9:00:00 AM 3:00:00 PM 212 ADMINISTRATIVE SERVICES Il
HRAQ9| Mng/Nav FMLA Comp & Leave 3/20/2012 | 3/20/2012 | 9:00:00 AM 12:00:00 PM 212 ADMINISTRATIVE SERVICES I
HRA10| Payroll Services 4/10/2012 | 4/10/2012 | 9:00:00 AM 12:00:00 PM 212 ADMINISTRATIVE SERVICES I
HRA11| Wage & Hour Basics 2/6/2012 | 2/6/2012 | 1:00:00 PM 3:00:00 PM 212 ADMINISTRATIVE SERVICES Il

HRA14| Employee Recognition Programs | 5/7/2012 | 5/7/2012 | 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES Il
HRA15| Employment of Foreign National 6/5/2012 6/5/2012 | 8:30:00 AM 11:30:00 AM 212 ADMINISTRATIVE SERVICES Il

HRA16| Introduction to Supervision 2/28/2012 | 2/28/2012 | 9:00:00 AM 12:00:00 PM 212 ADMINISTRATIVE SERVICES Il
HRA17| Key Pract for Injury, Incident 4/17/2012 | 4/17/2012 | 8:30:00 AM 11:30:00 AM 212 ADMINISTRATIVE SERVICES I
HRA18/| PeopleSoft Query 3/12/2012 | 3/12/2012 | 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES ||
HRA22| Taxation of Foreign Nationals 6/6/2012 | 6/6/2012 | 8:30:00 AM 11:30:00 AM | 212 ADMINISTRATIVE SERVICES I

HRA23| Understanding Retirement Prog 5/8/2012 | 5/8/2012 | 1:00:00 PM 4:00:00 PM 212 ADMINISTRATIVE SERVICES Il
HRA28| HR Systems Basics/Temp Actions | 3/27/2012 | 3/27/2012 | 8:30:00 AM 11:30:00 AM 212 ADMINISTRATIVE SERVICES Il
HRA29| Processing SPA & EPA Appts. 3/13/2012 | 3/13/2012 | 8:30:00 AM 11:30:00 AM 212 ADMINISTRATIVE SERVICES I
HRA30| Processing Bi-Weekly Actions 3/15/2012 | 3/15/2012 | 8:30:00 AM 11:30:00 AM 212 ADMINISTRATIVE SERVICES Il

HR Academyz Enroliment and Information

For further information or questions about T&OD open enrollment sessions please contact Carina Lockley,
Program Coordinator (Carina_Lockley@ncsu.edu—).
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Course Descriptions

PathwaysLeadership Development Program z Enrollment and Information

For further infor mation or questions aboutthe Pathways Leadership Development Programpleasecontact
Stephanie Kelber Program Manager(Stephanie_Kelber@ncsu.ed ), or Carina Lockley, Program Coordinator

(Carina_Lockley@ncsu.edu—), 9195157844,

PATHWAYS - LEADERSHIP DEVELOPMENT PROGRAM

Pathways Orientation

This session withrient participants to the Pathways Leadershig
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 progran
goals, objectives, and logistics. Ri@ipants 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 enalyies 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 uniqu
each person provides insight into personal preferences. Thes
preferences include communication, decisiomaking,
information gathering, social interaction, and work style. MBT]
results identify valuable differences between people, which
allow individuals & better understand themselves and their
colleagues.

Inspiring a Shared Vision

Great leaders passionately believe they can make a differenc
and they enlist others in a common vision by appealing to
shared aspirations. This coursellv@quip participants with
strategies for Inspiring a Shared Vision by engaging in activiti
that help participants envision the future through exciting and
ennobling possibilities. Participants will learn how to how to
communicate expressively so thaepple can see themselves ir
this common vision. The objective is to explore a vision's ben
and its creation. Witness and practice using powerful languag
in relating a vision. Craft a vision draft for the Pathways projei
within the Leadership ChalleregWorkbook.

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
two common reasons. 1. Fear of being misunderstood,
damaging a professional relationship, or eliciting an emotiona
response. 2. They think others already know when their
behavior or decisions amn track. Delaying or withholding
feedback negatively impacts managers, employees, and
organizations. This course will teach skills which will enable y
to give, and receive, constructive feedback.

Interpersonal Communications

Effective and assertive communication is a trait of good leade
Although communication is basic to all human interaction, it ig
very dynamic process and can be a challenging task. Not bei
able to communicate clearly and concisely can create frustrat
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 communicati
one-on-one, with small anddrge 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 an
the work environment. By managing our own reactions,
perceptions,and behaviors we can begin to resolve workplace
conflicts. By creating a more collaborative environment, leade
are then enabling others to act.
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Course Descriptions

PATHWAYS - LEADERSHIP DEVELOPMENT PROGRAM

Generations in the Workplace

Leadersestablish principles concerning the way people
(constituents, colleagues, and customers alike) should be
treated and the ways goals should be pursued. When leaders
to work, they do not leave their personal character at home.
Their character, however,aks determine how they respond to
ethical dilemmas in the workplace and the choices and decisi
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
to work, they do not leave their personal alaater at home.
Their character, however, does determine how they respond |
ethical dilemmas in the workplace and the choices and decisi
they make while at work. This course will help participants
create standards of excellence and then set an exartple
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 opporityrto celebrate the
year's accomplishments and Encourage the Hearts of Pathwz
Participants. To provide an opportunity for participants to
graduate and celebrate their accomplishments.

Introduction to Project Management

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

Negotiation

Negotiating is a fact of business life. Every day we are involv¢
in negotiations of varying intensity with vendors, customers; @
workers, and supervisors. Whether we are managing a projec
scheduling a meeting, & 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 atsreview and apply third leadership
challenge principle: "Challenging the Process." Leaders seart
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 leadarsust understand the
needs and wants of their constituents, team members and
customers. In this course participants will identify strategies f¢
challenging the process in their own organizations, review a
behavior model and how to apply influencing skifisreinforce
or modify behaviors.

Team Fundamentals

The challenges organizations face today are often too comple
for single individuals to manage or resolve. To develop new
products, new processes, improve customer service, or aehie
an increase in performance, organizations need the diversity
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 wor
together andthe ability to resolve interpersonal issues. Leade
help facilitate this process by guiding teams with clearly defin
roles and goals. Participants will be placed on Pathways tean
and given the opportunity to define team roles and goals for &
team project that will be assigned. Additionally teams will lear
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 promotin
cooperative goals and building trust, and you strengthen othe
by sharing power and discreti. 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 strerwn people they must
promote cooperative goals and build trust on their teams. Toq
will be taught that enable participants to actively involve other
in problem solving and decision making which help teams av(
common problems such as Group Think. Téadership
principle "Enabling Others to Act" will be reviewed and applie

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 yosteer them to your desired course of
action. During this session, participants will explore models
including: Motivational Value System (MVS) and Influence
Assessment (lA), so they can best apply their influence style
work. Participants will review thiePortrait of Personal
Strengths (PPS) which will allow them to explore their influen
style and learn how to effectively utilize it various work setting
In addition the fifth leadership pmciple will be reviewed:
Encouraging the Heart. Accomplishirgxtraordinary 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 technicue

Time Management

Many of us are challenged with how to effaely manage our
time with the increasing amount of responsibilities we face ba
in our professional and personal lives. Participants will learn 1
time and personal management techniques that will hopefully|
increase their efficiency and effectivenegzarticipants 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 delivgrin
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 treir Pathways Achievements presentation sessio
During this session, participant feedback will also be solicited
regards to the Pathways Leadership Development Program

Achievements & Team Presentation

As the program year come®tan end, participants will have the
opportunity to celebrate their accomplishments. To encourag
the heart, participants will present their Pathways
Achievements and leadership development accomplishments
from the year. A written report will also be congpéd.
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 Prograny Enroliment and Information

Questions regarding this programshould be directed to Tina Bennefield, Program Manager
(Tina_Bennefield@ncsu.edl at 9195159576, orTraining & Organizational Development “—, 9195157844.

PERFORMANCE LEADERSHIP PROGRAM

Performance Leadership Orientation

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

Introduction to Myers-Briggs

The MyersBriggs Type Indicator (MBTI) is the most widely use
personality inventory in the world. Understanding characteristil
unique to each person provides insight into personal preferenc
These preferences include communicati@®gcisionmaking,

information gathering, social interaction, and work style. MBTI
results identify valuable differences between people, which alli
individuals to better understand themselves and their colleagu

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 frusomatand
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 communicat
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 v
perform on the job and "fit" into an organization. UsingB
techniques to interview candidates can reveal behavior patterr
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
asmake 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 professiwl. Developing this skill requires
practice before it becomes routine and a daily behavior.
However, people sometimes delay giving feedback to others fi
two common reasons: 1. Fear of being misunderstood,
damaging a professional relationship, or eliogian emotional
response. 2. They think others already know when their behay
or decisions are on track. Delaying or withholding feedback
negatively impacts managers, employees, and organizations.
This course will teach skills which will enable youitegand
receive, constructive feedback.

Team Decision Making and Problem Solving

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

PERFORMANCE LEADERSHIP PROGRAM

Managing Conflictz Day 1& 2

People that come together to achieve common goals in a
workplace also come with many different ideas, experiences, al
cultures. Conflict is a natural and inevitable result of diverse
individualsinteracting together regularly. Managing conflict
effectively is an essential skill for leaders. 'Managing Conflict' is
course designed for supervisors, managers, and project leaders
that focuses on how to manage our own reactions, perceptions|
and betaviors 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 recogniz
the conflict styles of others,
Apply a process for managing group conflictaligh
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
negotiations of varyingntensity with vendors, customers, €o
workers, and supervisors. Whether we are managing a project |
scheduling a meeting, we rely upon negotiation skills. Using the
four basic elements of negotiation, participants will be able to
identify interests, buildconsensus on important agreements, anc
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 introdog 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 longe
to achieve or may fail to take hold at all. This sesss designed
to help managers and supervisors develop critical knowledge a
skills concerning their responsibilities for leading change for the
departments, teams, or organizational units.

Coaching For Success

The purpose ofoaching 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 ohers 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
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 aedigions
made while at work? This course will introduce and explain basi
ethical decisioamaking concepts and a four step process to assi
you in making the right choice.

Creating High-Performing Teams

The challenges organizations face today are often too complex f
single individuals to manage or resolve. To develop new produc
new processes, improve customer service, or achieve an increa
performance, organizations need the diversitytafents that
teams provide. However, for teamwork to be successful, teams
individual team members must have clear, shared goals; a sens
commitment; the ability to work together and the ability to resolv:
interpersonal issues. This session withalteam leaders to
identify strategies and techniques to improve team performance
and synergy.

Leadership vs. Management

What is the difference between management and leadership? It
guestion that has been asked more than erend also answered ir|
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 besttireir team. To do this,
they need to be good at encouraging and supporting others in th
work. However, with the dynamic nature of today's work
environment with disruptions, delays, resistance, and conflicts, i
can be a difficult job to encourage andpgport, when it is
sometimes easier to give orders. This session provides a framey
for understanding the importance of effective leadership and
management, the important roles both play in achieving team
success, and will introduce participants to kewgtices and tools
for improving employee and team effectiveness.
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NEW EMPLOYEE ORIENTATION

Course Descriptions

New Employee Orientation- EPA
Course Code: NEOEPA

This fultday 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 Preventior
and ResponséDHPR) and IT Services. Eligible employees wil
also have an opportunity to enroll in their benefits and meet
with a benefitcounselor.

New Employee Orientation- SPA
Course Code: NEOSPA

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

New Employee Orientation

sessions - Spring -Summer 2012

(* check Enterprise Learning for any additional sessions that are scheduled )

Course . Cour_se Course . . _—
D Course Title Begin End Date | 569N Time End Time  Room Building
Date
NEOEPA| New Employee Orientation - EPA | 2/2/2012 2/2/2012 | 8:00:00 AM | 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOEPA| New Employee Orientation - EPA | 2/17/2012 | 2/17/2012 | 8:00:00 AM | 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOEPA| New Employee Orientation - EPA | 3/15/2012 | 3/15/2012 | 8:00:00 AM | 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOEPA| New Employee Orientation - EPA | 3/30/2012 | 3/30/2012 | 8:00:00 AM | 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOEPA| New Employee Orientation - EPA | 4/13/2012 | 4/13/2012 | 8:00:00 AM | 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOEPA| New Employee Orientation - EPA | 4/26/2012 | 4/26/2012 | 8:00:00 AM | 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOEPA| New Employee Orientation - EPA | 5/4/2012 5/4/2012 | 8:00:00 AM | 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NECEPA | New Employee Orientation - EPA | 5/10/2012 | 5/10/2012 | 8:00:00 AM | 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOEPA| New Employee Orientation - EPA | 5/31/2012 | 5/31/2012 | 8:00:00 AM | 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOEPA| New Employee Orientation - EPA | 6/8/2012 6/8/2012 | 8:00:00 AM | 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOEPA| New Employee Orientation - EPA | 6/14/2012 | 6/14/2012 | 8:00:00 AM | 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOEPA| New Employee Orientation - EPA | 6/28/2012 | 6/28/2012 | 8:00:00 AM | 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOSPA| New Employee Orientation - SPA | 2/6/2012 2/6/2012 | 8:00:00 AM | 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOSPA| New Employee Orientation - SPA | 2/27/2012 | 2/27/2012 | 8:00:00 AM | 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOSPA| New Employee Orientation - SPA | 3/12/2012 | 3/12/2012 | 8:00:00 AM | 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOSPA| New Employee Orientation - SPA | 3/26/2012 | 3/26/2012 | 8:00:00 AM | 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOSPA| New Employee Orientation - SPA | 4/2/2012 4/2/2012 | 8:00:00 AM | 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOSPA| New Employee Orientation - SPA | 4/16/2012 | 4/16/2012 | 8:00:00 AM | 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOSPA| New Employee Orientation - SPA | 4/30/2012 | 4/30/2012 | 8:00:00 AM | 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOSPA| New Employee Orientation - SPA | 5/14/2012 | 5/14/2012 | 8:00:00 AM | 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOSPA| New Employee Orientation - SPA | 5/16/2012 | 5/16/2012 | 8:00:00 AM | 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOSPA| New Employee Orientation - SPA | 6/4/2012 6/4/2012 | 8:00:00 AM | 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
NEOSPA| New Employee Orientation - SPA | 6/18/2012 | 6/18/2012 | 8:00:00 AM | 5:00:00 PM 101 ADMINISTRATIVE SERVICES Il
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QUICKSTART

QuickStart is a University Business Practices Certificate QS: Module 1
Program that covers the basic business practices and proces| coyrse Code: HRQS01
of NC State University. QS: Moduk 1

QuickStart has been grouped into four mod#edicipants will
automatically be registered for the fouequired modules upon | QS: Module 2
space availability. Once enrolled in the program, a notificatior] Course Code: HRQS02
containing a list of dates, times and locations for all sessions| QS: Module 2
be sent to each participant.

Once you successfully complete all four modules, you receive QS: Module 3
QuickStartcertificate. You must attend eacimodule. If you Course Code: HRQS03
miss one of the subsequent four sessions during the month, y QS: Module 3

can make up the session during a subsequent month, on a
spaceavailable basis.

QS: Module 4
Topics: Course Code: HRQS04
a) Budge QS: Module 4
b) Benefits

c) Classification & Compensation

d) Contracts & Grants / Research gdhsored
Projects

e) Controllers Office / Accounting

f) Employee Relations

g) EmploymentEnvironmentalHealth & Safety /
Public Safety

h) Facilities

i) Fleet Services

j) Foundation Accounting and Investments

k) Foundation Accounting and Investments

I) HR Information Management

m) Information Technology Services

n) Internal Audit

0) Introduction & Overview of NC State

p) Legal Affairs

q) Officefor Equal Opportunity

r) Payroll

s) Purchasing

t) Training & Organizational Development

u) Transportation

v) University Cashier Office

QuickStart sessions - Spring -Summer 2012

(* check Enterprise Learning for any additional ~ sessions that are scheduled )

Course Course Course

D Course Title Begin Date | End Date Begin Time = End Time  Room Building
HRQSO03 | QS: Module 3 2/9/2012 2/9/2012 | 9:00:00 AM | 4:00:00 PM 212 ADMINISTRATIVE SERVICES Il
HRQSO04 | QS: Module 4 2/23/2012 2/23/2012 | 9:00:00 AM | 4:30:00 PM 212 ADMINISTRATIVE SERVICES Il
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Office for Institutional Equity and Dive rsity

The Office for Institutional Equity and Diversity website offers courses and training programsthat 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).

NC STATE UNIVERSITY GAMPUS DIREGTORY | LIBRARIES | MYPAGK PORTAL | GAMPUS MAP | SEARCH NGSU.EDU

O I e ke i
office for institutional

WE MAKE
NC STATE
EVEN
BETTER.

Office for Institutional Equity & Diversity

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 awaness 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

e Cultivate a community in which individuals demonstrate respect toward one another.

e Facilitate campus efforts to increase paicipation, retention, and success of students, faculty, and staff from
historically underrepresented groups.

o Ensure that NC State is an equitable and inclusive environment, one that is free from prohibited
discrimination and harassment.

o Provide effectiveawareness and enrichment programming to the NC State community.

e« 71 OE O1I CAOEAOR AO OTEOO T &£ OEA /) wsh O DHOI OEAA A
faculty and staff learn and work within a campus defined by the best practices in equity, diversity, and
inclusion.

Comments, questions or concerns abut courses offered by the Office forinstitutional Equity and Diversity
should be addressed to theDIED eLearning Training Coordinator:

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

919.515258

Detail course session descriptions listed below.For the most recent up to date session detail&nd enroliment
requirements, pleaserefer to the Enterprise Learning Registration System.
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AWARENESS AND SENSITIVITY

Course Descriptions

Equal Opportunity Institute (EOI) Orientation
Course Code: EOI

This is a required prerequisite for EOI participants, in which tt
learn about the program and its requirements

The Protected Class of Sex
Course @de: OEO001

This workshop provides an overview of why "sex" [or gender]
a protected class and features an examination of the laws the
address discrimination based on gender. Also, recent court
cases regarding sex discrimination and sexual harassraent
shared.

LDS: Working With Diverse Populations
Course Code: OEO003

This workshop is focused on helping individuals recognize an
overcome those elements that hinder effective productive
relationships as well as helping individuals recognize the ichp;
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 f
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 learng
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 t|
Rehabilitation Act of 1973, and the Americans with Disabilitie
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

lllegal discrimination costsrganizations hundreds of thousand
of dollars every year in lost productivity, administrative costs,
and legal fees. Your actions could be putting yourself and yol
company in legal jeopardy and potentially lead to costly and
embarrassing discrimination elrges. This training course is
designed to provide managers and supervisors with an overyv
and practical understanding of the fundamental principles anc
requirements of Equal Employment Opportunity laws. The
primary focus is on federal EEO laws, but papants are also
exposed to some of the principles and requirements of state
EEO laws and NC State policy and procedures governing nof
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 sdues, 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 ar
promote active participation for a condu@ 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 religio
and creed and explore several religions, gain insights into hoyv
individuals and groups experience religious discrimination, ar
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

Course Descriptions

The Protected Class of National Origin
Course Code: OEO009

Participants in this session gain an understanding of culture,
cultural awareness, and the relationship betweessamptions,
values, attitudes, and behaviors as they evaluate their own
cultural values and learn tools for promoting positive interacti
with foreign visitors. Through this session, participants learn t
definition of "national origin" and how it relageto ethnicity and
culture. Participants also identify crossltural
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 sedfvareness, stretch
beyond your comfort zone, and gain new understanding. The
unique workshop is interactive, experiential, and high energy.
Participants are both teaddrs 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 grops; 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 Communitieg Part 2
Course Code: OEO011

Building Bridges: Strengthening Leadership for Diverse
Communities will allow you to gain sedfvareness, stretch
beyond your comfort zone, and gain new understanding. The
unique workshop is interactive, experiential, and high energy.
Participants areéboth 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 abou 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
Caurse Code: OEOO012

Building Bridges: Strengthening Leadership for Diverse
Communities will allow you to gain sedfvareness, stretch
beyond your comfort zone, and gain new understanding. The
unigue workshop is interactive, experiential, and high energy
Participants are both teachers and learners. The full worksho
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 misnformation 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
Caurse 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
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 explor,
the foundations and definitions of racism and prejudice as the
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 m 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 resul
True leaers have a commitment to being "just" leaders. We W
explore the advantages we have as leaders through a series
simulations that will help you become "just" leaders.
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Course Descriptions

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 sin
they are responsible for recruitment, pmployment
screening, and dter 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 disabils.

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 orientatior
gender, and regiion to name a few, prevent positive, sustainec
personal and professional growth. Participants look at the wo
through their own set of spectacles, or perceptual filters,
comprising what they have been taught and what they have
seen, heard, and experiead. These perceptual filters are
lenses through which everyone looks at differences such as 1
ethnicity, gender, and nationality. This interactive session offe
ideas and skills to assist university faculty, staff, and students
addressing the managment 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 mod
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 t
work toward a common solution. This model is taught in the
Building Brdges: 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 v
as the legal obligabns of federal contractors with regards to
affirmative action. Often, misinformation, miscommunication,
and myths surround the concept of affirmative action, which v
be clarified in this workshop. Participants will learn about the
various individualsad 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 t
workshop will assume the role of one of these individuals or
groups. Through the grquinteractions in this workshop,
faculty, staff, students, and our wider community will have a
better understanding of the intricacies and scope of the policy
affirmative action.

Valuing Differences Through Diversity
Course Code: OEO019

Diversity gaes 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, edud#on, marital status, and beliefs. By
exploring differences, we can begin to understand how peopl
perceive the world differently. It is through the reconciliation o
differences that we begin to raise our awareness to function
effectively in a diverse wargroup.

Equal Opportunity Jeopardy
Course Code: OEO020

Equal Opportunity Jeopardy is an educational game for team
participants designed to review equal employment opportunit
laws and history, affirmative action, and diversity. This progra
is both edwcational 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 athleti
is the first thing that comes tmind. Title IX of the Education
Amendments certainly does involve ensuring gender equity ir
athletics, but it also works to ensure gender equity in academ
and employment. Take this course to learn more about the
history of Title IX, progress Title IX$ianade, and Title IX's
presence in educational institutions today.
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Course Descriptions

LDS: Cross Cultural Communication
Course Code: OEO022

Are you comfortable communicating with people from various
cultures and backgrounds? During this irdetive 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 li@ss:

Who are the aged? What are the basic facts and common
misconceptions about the aged? What is ageism? What are t
different types of ageism? What are the causes of ageism? W
are the major consequences of ageism? How can you avoid
ageism? How caageism 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 aiges. You will also hear
case studies and gain insights into how to avoid employment
discrimination. An EEOC representative presents this worksh

The Protected Classes of Race and Color
Course Code: OEO025

Workshop participants learn the definition druse 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, a
stereotyping as they gain an understanding of thevta
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
laws regarding vetean status.

Exploring Oppression
Course Code: OEO027

The cycle of oppression in American society stems from an
abuse of power with resulting negative treatment and outcom
for a variety of peoples. One solution to the cycle of oppressi
has been equeopportunity and Civil Rights laws designed to
prohibit oppressive behavior towards legally protected classe
of people. Within this workshop, you will have the opportunity
to question your role in the cycle of oppression by asking: An
oppressed? Do Ippress others? What is my role in breaking tl
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 perspecte 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 (EEOQI) is a day
and a half (1 %2) training program intended to help ragers
and supervisors understand federal and state employment
discrimination laws and how they impact day-day managerial
decisions. All managers and supervisors employed by the
University are required to attend this training course, in
accordance wittNorth Carolina state law.

*Enrollment limited to EOI participants.
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Course Descriptions

Equal Employment Opportunity Institute Part 2
Course Code: OEO28B

This is the day 2 continuation of Part | . You must attend the
day session Partdefore attending Part II.

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

This course was generated based on the feedback of past EC
participants. This class is for EOI participants only. It is desig|
to answer questions manageed supervisors may have
regarding the information learned through EOI and to assist if
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
Caurse Code: OEO031

NCBI has developed a model for conflict resolution. This mod
teaches participants skills to handle tough interpersonal and
intergroup conflicts. Workshops examine controversial issues
through a positive process. Participants learnréframe
controversial issues into a context where all parties are able t
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 bhat 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 pgliof
affirmative action in the Equal Employment Opportunity
workshop. A historical overview of the policy is explored, as v
as the legal obligations of federal contractors with regards to
affirmative acion. Often, misinformation, misommunication,
andmyths surround the concept of affirmative action, which w
be clarified in this workshop. Participants will learn about the
various individuals and groups involved in shaping the policy
affirmative action as well as the actual implementation of
affirmative action in a selection decision. Each participant in t
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 underganding of the intricacies and scope of the policy
affirmative action.
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Course Descriptions

DISCRIMINATION AND HARASSMENT PREVENTION AND RESPONSE

Discrimination and Harassment Prevention and Response
Course Code: DHPRO1

In this course, you will learn how the terndiscrimination” and
"harassment" are specifically defined in our University policie:
as well as how to identify discriminatory or harassing behavio
The course will emphasize the rights and responsibilities you
have as an employee and a supervisor ifd) &xperience
discrimination or harassment, 2) You are accused of
discrimination or harassment, or 3) Someone reports an incid
of discrimination or harassment to you. You will find out abou
the options available for resolving complaints and the procedi
the Office for Equal Opportunity uses to ensure complaints ar
adequately addressed. In addition, the course will discuss
measures that each individual can take to help ensure that N{
State is a discrimination and harassmefnée environment. The
format of this course is designed to promote discussion and
guestions are encouraged. Case studies will be used to
demonstrate concepts, but participants are welcome to devel,
examples they wish to see addressed

Discrimination and Harassment Prevention andResponse for
Supervisors
Course Code: DHPRO02

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 oHPR: a dhour version and-1
hour version . The-Bour version (previously included in our
course listing) is offered for EOI participants and HR Academ
participants. This dour version includes both the regular DHR
and the Supervisor DHPR training. Tbee-hour version does
not include the supervisor portion. The ot@ur version is the
same as the one included in NEO, but it is also offered
separately for existing employees.

OIED sessions - Spring -Summer 2012

(* check Enterprise Learning for any additional sessions that are scheduled )

Course Course
Begin Date End Date

Course Title

Course
ID

Begin Time End Time

Room Building

OEO0003| LDS: Working with Diverse Pop | 2/9/2012 | 2/9/2012 | 6:30:00PM | 8:30:00PM | 3118 | TALLEY STUDENT CENTER
OEO0004| LDS: Ldrshp Tools for Women 2/28/2012 | 2/28/2012 | 6:30:00PM | 8:30:00PM | 3118 | TALLEY STUDENT CENTER
OEOO005| Protected Class of Disability 2/9/2012 | 2/9/2012 | 1:00:00PM | 3:00:00PM | 101 | ADMINISTRATIVE SERVICES Il
OEO0006| Equal Emply Opprt/Affrm Action | 2/22/2012 | 2/22/2012 | 10:00:00 AM | 12:00:00 PM | 101 | ADMINISTRATIVE SERVICES I
OEO0007| LDS: Project Safe 2/7/2012 | 2/7/2012 | 6:30:00PM | 8:30:00PM | 3118 | TALLEY STUDENT CENTER
OE0008| Protected Class of RIgn Creed 2/15/2012 | 2/15/2012 | 1:00:00PM | 3:00:00PM | 101 | ADMINISTRATIVE SERVICES II
OEO0009| Protected Class of Natl Origin 2/15/2012 | 2/15/2012 | 10:00:00 AM | 12:00:00PM | 1117 | ADMINISTRATIVE SERVICES |
OE0010| LDS:NCBI Strgth Ldshp Dv Com | | 3/13/2012 | 3/13/2012 | 6:30:00PM | 8:30:00PM | 3118 | TALLEY STUDENT CENTER
OE0012| Strgth Ldshp Div Com 3/30/2012 | 3/30/2012 | 9:00:00AM | 4:00:00PM | 129 | 1911BLDG

OE0014| LDS: Ldrshp and Social Justice 3/27/2012 | 3/27/2012 | 6:30:00PM | 8:30:00PM | 3118 | TALLEY STUDENT CENTER
OEO015, Americans wth Disabilities Act | 3/2/2012 | 3/2/2012 | 10:00:00AM | 12:00:00PM | 101 | ADMINISTRATIVE SERVICES Il
OEO016/ Legacies + Layers = Lenses 3/20/2012 | 3/20/2012 | 1:00:00PM | 3:00:00PM | 212 | ADMINISTRATIVE SERVICES I
OEO0017| LDS: Ldng Div Grps thr Cnflict 3/22/2012 | 3/22/2012 | 6:30:00PM | 8:30:00PM | 3118 | TALLEY STUDENT CENTER
OE0020| Equal Opportunity Jeopardy 4/12/2012 | 4/12/2012 | 1:00:00AM | 3:00:00AM | 212 | ADMINISTRATIVE SERVICES Il
OE0021| Title IX 2/21/2012 | 2/21/2012 | 10:00:00 AM | 12:00:00PM | 101 | ADMINISTRATIVE SERVICES Il
OE0023| Protected Class of Age 3/1/2012 | 3/1/2012 | 1:00:00PM | 3:00:00PM | 212 | ADMINISTRATIVE SERVICES II
OE0030| EOI:Spec Topics for Mgr & Supv | 4/4/2012 | 4/4/2012 | 10:00:00 AM | 12:00:00 PM | 1117 | ADMINISTRATIVE SERVICES |
OEO0032| Affirmative Action in Emplymnt | 3/28/2012 | 3/28/2012 | 10:00:00 AM | 12:00:00PM | 1117 | ADMINISTRATIVE SERVICES |
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Enterprise Learning Syste m
Enterprise Learning j Ol%arning 6 raining Registration System

¢ KS ! y A @é&nibg Xrédirin@sad 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 gan) é then youmay
register yourself for training,

check the status of your training request and
view your training transcript.

Employee with an active NC State
University job assignment

register my direct reports for training,

check the status of training request submitted on behalf of your

> o> > > >

that have employees assigned

view the training transcript of your direct reports.

register employees within your OUC for training,
check the status of those training request and
view the training transcript(s) of employees within your OUC.

participating unit

> > > | >

Instructor that teach course(s) that are
managed within the eLearning System

™

view and print your course rosters and training schedules.

)
8 Training Representative withina

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.ed
919.513.2628
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Quick Reference Guides

HOW TO REQUEST ENROLLMENT IN A COURSE

/& Employeesmay access the eLearning Training & Tracking System vimployee Self Service
(ESS). ESS elearning functionality is only accessible by current employedth a valid Unity
& ID and password. For more information, you may viewthed6 HEL P f or Tr dor the n g «
quick guide,eLearning Quick Reference Guidé Employeg located in Appendix A.

NORTH CAROLINA STATE UNIVERSITY

MYPACK PORTAL

MYPACK HOME FOR STUDENTS FOR FACULTY & STAFF

FIND PEQFLE LIERARIES

MYTAB

History Main Menu

[ Employee Self Servig

3 Financial Systems 3 Time Reporting 3

1 Human Resources SY [0 Personal Information 4
3 Payroll and Compensation Y | selecting Student Information Systems. then
1 Benefits Pl the ] ca L da pagelet, along
1 Learning and Develg n by default on the

Training Summary
HELP for Training

If you're looking for Employe Request Training Enrollment
Training Request Status
Employee Self Senice informat Languages yee Self Senvice

pagelet on the For Faculty & 5 Memberships

Look for the latest news and announcements in the 3rd column of the For Faculty & Staff tab.

Figurel: ESS menuin MYPACK portalpccessibléoy horizontal/cascade/ | @A 31 G A2y FNRBY

Page | 58



Quick Reference Guides

Managers may access the eLearning Training & Tracking System via Manager Self Service
(MSS). MSS contains components that enable managévsdacilitate 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 theeLearning Quick Reference GuidéManager, located Appendix

NORTH CAROLINA STATE UNIVERSITY FIND FEQFLE | LIERARIES | MEVS

MYPACK PORTAL

MYPACK HOME FOR STUDENTS FOR FACULTY & STAFF MYTAB

History = Main Menu

O Employee Self Service

[ Financial Systems
1 Human Resources 5
1 HNCSU Administration | selecting Student Information Systems, then
[0 NCSU Reports 2 he [lanage [ = pagelet. along
wl [ Manager Self Servic n by default on the
FI @ workforce Administ
1 Payroll for Horth A |-] Request Training Enrollment
1~ workforce Development L4 |=] Training Summary
[ Organizational Development 4 ) |=] HELP for Training - Train Rep
E (1 Enterprise Learning » 7€ main |-] View Training Request Status
P [ Set Up HRMS 4
L. 5‘ Eﬁgl'l[:t:-'mgp-:;)rl:ent System ' 3rd column of the For Faculty & Staff tab.

Figure2: MSS menu(in MYPACK portall, OOSaaAofS o0& K2NAI 2y il fkOlFaldlR

Training Representativesnay access the eLearning Training & Tracking System via Manager
Self Service (MSS). MSS contains components that drla theTraining Representativeto
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
i nformation, yoEUPfon@rginingdTerwaitrheRedpHd | i nk | ocated wur
and/or the quick guideeLearning Quick Reference Guidé Training Representative located in Appendix
A.

Pagelet. The pagelet will give Instructors the ability to view their specific course and participant
information. For more information view the quick guideglearning Quick Referencé
Instructor located in Appendix A.

Q Instructors may access the elLearning Trang & Tracking System via the ELearning Reports

You can find more information regarding the eLearning System and the registration process on the Human
Resources Training & Organizational web sitehttp://www.ncsu.edu/human_resources/tod/courses.php
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Quick Reference Guides
Enterprise Learning Quick Reference Guide z Employee

Request Training Enroliment \ _ N _
"iﬁ MO TH CARGLINA STATE UNIVERSITY - 1 4 \ Requesting Training Enrollment via ESS

e MYPACK PORTAL 1. Navigate horizontally from the Employee Sél
Servica Learning and Developmernit Request
Training Enrollment link.

MYPACK HOME FOR STUDENTS FOR FACULTY & STAFF MYTAB
vala © en AT SOIVICE earning and Development | Request

Request Training Enroliment 2. C“Ck thesearCh by COUFSG Namellnk
Srancon fart 3. Click theSearch button.
4. Click an entry in theView Available Sessions column.
Search by Course Name . .
B 5. Select the desired session number.
6. Click theContinue button.
7. Click the Submit button.
8.

GoTo:  Saltsenice Click theClick OK to Continue button.
Leaming and Development . . . . . .
9. Confirmation of training request is displayed.

S — NOTE This action only requests the enroliment for the employee
Employees may request training via the Employee Self The employee will get an email once their request is completely
Service link. processed (either approved or denied).

L o _ . Training Summary
$EODI AUET C AT BI T UAABSO The Training Summary menu component will disfay the
Al b1 TUAABO A, AAOT ET ¢ OOAEI
1. Select Employee Self Service menu from the

Maln Menu Optlon. fean NORTH CAROLINA STATE UNIVERSITY FIND PEOFLE
2. Click theLearning and Development link. i MYPACK PORTAL
3' CIICk theTraInlng Summary Ilnk' MYPACK HOME FOR STUDENTS FOR FACULTY & STAFF MYTAB
History  Maim Menu ployee Seif Se e earning and Developmen aining Summary

Training Summary

Brandon Tart

Internal Training

Course Hame %’;“@_ﬂm %_g_lm@jm Status

EQI Qrientation 08192010 08192010 Enrolled
Egual Empit Opportinsti & I 071272010 07/28/2010 Enrolled
Disc Hrssmt Prnin and Rspnse 0212372010 02/23/2010 Enrolled

Other Professional Training

Course Hame Course End Date Eacility/ School

{(Archived) Training History

rse Start

Course Title Course Code Lo Status
Date

Module 2: Post Award Complianc RMP206 07126/2007 Completed
Module 2: Post Award Cost Shar RMP207 07/28/2007 Completed
Qs _ Module | QsMo01 02/02/2006 Completed
QS _ Module Il asmooz 02/02/2006 Completed
QS _ Module Il QsSMo03 02022006 Completed
QS _ Module IV Qsmoo4 02/02/2006 Completed
PCard User FSPPC 04/08/2002 Completed
PCard Reconciler FSPPC2 04/08/2002 Completed
New Employee Orientation EHS109 02181997 Completed
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Enterprise Learning Quick Reference Guide -- Manager

Req uest Training for direct reports NOTEThis action only requests the enrollment for the participant(s).
The Request Training menu component allows Managers The participant(s) will ge.t a confirmation emall' once their request is
. L completely processed (either approved or denied).
to register their direct reports for courses managed
through eLearning.

Requesting Training Enrollment via MSS
1. Click the: Human Resources Systermslanager Self
ServicéLearning and Developmeriink.
NOTE: Users that have the eLearning Manager role and the
elearning Training Representative role will display two menu
options for Request Training Enrollmenthe description under
each menu item identifies the role for which it is intended.

2. Click the Request Training Enrollmenink applicable
to Managers.
gt MYPACK PORTAL

MYPACK HOME FORSTUDENTS  FORFACULTY & STAFF  MYTAB

NORTH CAROLINA STATE UNIVERSITY FIND PEOPLE LIBRARIES | NEWS

History = Main Menu

1 Employee Self Service Y pculty& Staff
) e

{1 Financial Systems:
{1 Human Resources

& nesu ini i + | selecting Student Information Systems. then
F| [ NCSU Reports £e Magage Ly Studerts pagelet, along
W 1 Manager seff servig 0 by default on th
{5 Worktorce Adninke] 3 Leaming andpevel]

3 payroll for North A

1 Workforce Development
{1 Organizational Development

5] Request Training Enrollment

[ HELP for Training - Train Rep

1emain§ 7 view Training Request Status

(1 Enterprise Learning

£ SetUp HRMS

{3 Reporting Tools

[] Online Employment System

3rd column of the For Faculty & Staff tab

3. Click the link of the preferred search method:

NORTH CAROLINA STATE UNIVERSITY FIND PEQFLE

MYPACK PORTAL

4. Enter full or partial search information or leave blank.
5. Click the Searchbutton at the bottom of the page.

6. Click an entry in the View Available Sessior®lumn.
7
8
9

MYPACK HOME Valerie
v Y denu y

Select the preferred course session number.

Click the Continuebutton.

. Click the Selectoption to add an employee to the training

Search by Course Name request.

Search by Course Humber 10. Select Alimay be used to add all listed employees to the
training request.

11. Click the Continuebutton.

E 12. Click the Submitbutton.

13. Click the Click OK to Continubutton.

Request Training Enroliment

Please choose one of the search methods below to find a course session

Search by Location

Go To: Manager Self Service
Leaming and Development

Training Summary
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Request Training for direct reports

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

NORTH CAROLINA STATE UNIVERSITY

MYPACK PORTA

MYPACK HOME  FOR FACULTY & STAFF  Valerie

FIND PEOPLE LIBRARIES

MyPack Alerts

There are no messages at this time

DEproroem

Library
Security Access | SAR
Online Employment System

\
\ Requesting Enrollment for participan
. Click the Manager Self Servicknk.

2. Click the Learning and Developmerink.

3. Click the Request Training Enrollmerink. (Ensure that
the description reads 'NCSU Training Representative
Request Training Enrollment’)

4. Click the Search by Course Nanfiak.

5. Enter afull or partial course name. Leave blank to get a
list of all courses.

6. Click the Searchbutton.

7. Select the View Available Sessiorsk of the preferred
course.

8. Select the link of the preferred session.

9. Click the Continuebutton.

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 Searchbutton.

14. Click the Select Albutton to select all employees.

15. Click the Continuebutton.

16. Select the Submit button

17. Click the Click OK to Continubutton to submit.

NOTEThis 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).

View paticipant Training Summary

Click the Manager Self Servicknk.

Click the Training Summaryink.

Populate search fields or leave them blank.
Click the Searchbutton.

Individual's Training Summary information is
displayed.

gk wnE

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

Training Summary

-“i'\ NORTH CAROLINA STATE UNIVERSITY

FIND FEOFLE LIERSRIES

Training Summary for Train Rep
ny infor

nter a ‘mation you have and click Search. Leave fields blank for a list of all values.

EmpiiD: [ begins with ~
Name: |[begins with -

I” Case Sensitive
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ELearning Report®agelet

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

\

NE STATE UNIWERSITY

Adding pagelet to MYPACK

1. Begin by selecting the Contentlink on the landing page
of the MYPACHKortal.

2. The Personalize Content page is displayed. Click the &
Learning Reportgption.

3. Click the Savebutton.

4. The ELearning Reportpagelet appears on the landing
page in its default position.

5. To change the layout and column number of the
landing page select the Layoutlink.

6. Select 2 column or 3 column layout.

7. To move the E-Learning pagelet to another column,
select ELearning Reportsist item.

8.  Click the preferred directional button; example Move
Rightbutton.

9. E-Learning Reports is moved to Center Column.

10. Click the Savebutton.

Accessing the Instructor Class Roster

The Instructor Class Roster will provide course session rosters
for all courses that the instructor is assigned to teach.

Instructor Class Roster

MYPACK PORTAL

MYPACKHOME __ FORSTUDENTS _ FOR FACULTY & STAFF _MYTAB
isto Human Resources Systems > Enterprise Learnin: ourse.

1. Select the Instructor Class Rostdink located on
the ELearning Reportpagelet.

2. Click the Searchbutton on the
NC_EL_INSTR_ROSTER page.

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

4. The Instructor's Class Rostés displayed.

Emailing all course participants

1. Click the Notify Students via Emabutton to
email all participants.

2. Enter the desired information into the Subject
Linefield.

3. Fill in the body of the message.

4. Click the Preview Emaibutton.

5. Click the OKbutton to keep the message or
Cancel to discard.

NORTH CAROLINA STATE UNIVERSITY

Instructor's Class Roster

e: Robert Stevenson
Course: New Employee Orientation - SPA.
s 051142010 80040 Session Nbr: 0020

Duration: 7.5 HOURS

Students Enrolled: ~ Available Seats:
pe 2

9104709856 | Lee Litlle
9193574149
6001014794 | Adam Constabaris 9199424333 |Emily Lynema

7|000777254 |Holly Danford Registration And Records 9194572489 [Nicole Wood

Create Printalte Class Roster

1. Click the Create Printable Friendly Document
link.

2. Click the OKbutton.

3. The roster is generated in a PDF format.

4. Click the Send This Page to My Emhiik to

forward to self.
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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:

NORTH CAROLINA STATE UNIVERSITY

MYPACK PORTAL

FIND PEGPLE LIBRARIES

MYPACK HOME MYTAB

FOR STUDENTS

FOR FACULTY & STAFF

History - Main Menu

1 Employee Self Service
£ Financial Systems
J Human Resources S

(1 NCSU Administration * | selecting Student Information Systems. then
F| 1 nesu Reports v |Iin the Manage My Students pagslet. along
wl 0 Manager Self Service » |1d WebCT Vista, and is shown by default on the
FI &3 workforce Administration »
1 Payroll for North America »
Il 3 workforce Development v
{3 Organizational Deve) 3
El &) Enterprise Learning ER i EaEE
P (3 Set Up HRMS 3 Student Enrollment 3
|| & Reporting Tools 3 Result Tracking
[] online Employment§ (1 Course Reports
[5] Mass Approval Instructor Schedule Web
-] Reminder Email Instructor Schedule Report

Course Roster Web
Course Roster Report

Administer Training

Use these links 1o |arn more awus uu

Changing the Layout
Using MyTab

Adding or Remov
Tips and Tricks

Using MyLinks
MyPack Glossar,

Accessinghe Instructor Training Schedule

1. Navigate the cascading portal menu as above, or
choose Instructor Training Schedul&om the E-
Learning Reports pagelet.
Select Generate Rostem the Take Action
column.
Click the OKbutton to run the report. This
process may take 10-20 seconds to complete.
Instructor Class Roster is generated in a PDF
format.
Instructors may email the participant directly
from the roster by clicking the email link.

NORTH CAROLINA STATE UNIVERSITY

MYPACK PORTAL

FNDPEPLE |  LBRARES | NEWS |  CALENDR

MYPACKHOME  FOR STUDENTS  FOR FACULTY & STAFF  MYTAB

NORTH CAROLINA STATE UNIVERSITY ‘Send This Page to iy Email

Instructor's Training Schedule

Instructor: Robert Stevenson
Start End Course Students
st 0% Eng Tne Code CourseTite Session Facility Room Eorlieg. 12k Action Roster Report

New Emplagee
Orertation - EFA
New Emplajee 003 | ADMINISTRATIVE SERVICES
Orentation - SPA I

New Emplagee 05 ADUINISTRATIVE SERVICES | Admin Il Room [—
Orertation - EPA I e R

ADMINISTRATIVE SERVICES
Il

Admin Il, Room
101

ADMINISTRATIVE SERVICES
12/18/2010|8:00AH 12/16/2010 | 5:00PM | NEDEPA 0047 H'D”W“TR EEEIEES Generate Roster

AdminIl, Room

12/06/2010 8:00AM | 12/06/2010 | 5:00PM | NEOSPA Generate Roster

12/03/2010|8:00AH 12/03/2010 | 5:00PM | NEDEPA

1111972010 8.00AM 111912010 5:00PH [NEOERA &Y Emelosee

Orientation -EPA =

Generate Roster

Admin Il, Room
101

1082010 5008 11082010 5:00P NEOSPA NeW Emploee 37| ADMINSTRATIVE SERVICES | Adrmin . Room
Qrigntation - SPA Il
1012972010 8004 102812010 5:00PH [NEOERA &% Emplosee ooss Rl (OMINSTRATIESERUCES] i inERbon Generate Roster

Orientation - EPA Il

New Emplojee
Qrigntation - SPA

10/25/2010 | 8:00AM | 10/25/2010 |5:00PM NEQSPA Raoster

0030 a.DMIN\STR'—‘T\ /E SERVICES

AdminIl, Room
101
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