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Portal Login

2.   Log in with your MSU NetID and  
 password

3.   Click on the ESS tab

4.   Click on the Training Opportunities    	   	
 quick link

5.   Click on one of the Course Catalog links 	
 or use Find to keyword search for your  	
 desired class

6.   Click on the class date or the To 
 Registration link of your desired class

7.   Click Book this course

8.   Choose your payment method  
 following the on-screen directions

Visit spartanslearn.msu.edu for detailed 
class booking information. 

Questions about Classes?
For HRD classes, call 517-355-0183

For LCT classes, call the AIS Service 
Desk at 517-884-3000

Class Listings
HRD classes are listed on pages 3-8

LCT classes are listed on pages 9-15

spartanslearn.msu.edu

Index of Classes by Topic

Career Development............................................................................................................. 3

Computing Fundamentals.................................................................................................. 9

Course Management............................................................................................................. 10-11

Customer Service................................................................................................................... 3

Database Management........................................................................................................ 11

Desktop Publishing................................................................................................................ 11

Electronic Mail.......................................................................................................................... 11

Graphics and Design............................................................................................................. 11

Information Research Skills................................................................................................ 12

Instructional Technology..................................................................................................... 12

Interpersonal Communication........................................................................................... 3-4

Management & Supervision............................................................................................... 4

MSU Resources ...................................................................................................................... 4-6, 9-10

Presentation Tools.................................................................................................................. 13

Project Management & Process Improvement........................................................... 7

Security....................................................................................................................................... 13

Spreadsheets............................................................................................................................ 13

Statistics & Mathematics..................................................................................................... 13

Stress Management............................................................................................................... 5, 7

Technical Skill Development.............................................................................................. 7

Time Management & Organization................................................................................. 7

Website Development.......................................................................................................... 13-14

Word Processing..................................................................................................................... 14

Work-Life Balance (including retirement planning)................................................ 8

Written Communications.................................................................................................... 8

2



Professional Development

CAREER DEVELOPMENT
NEW! FROM GOALS TO RESULTS        
Tuesday February 28, 2:30 p.m. – 4:30 p.m.
Create the habit of professional goal setting and 
follow through. Learn a three-step process that works 
every time.
Presenter:  Lois Wolfe-Morgan, Wolfe Associates

Investment:  $60

PRESENTING A PROFESSIONAL IMAGE                      
Tuesday, April 17, 1 p.m. –  4:30  p.m.
Sometimes your image is more influenced by how 
you speak rather than what you say. Fortunately, you 
can change the way you present yourself and the 
image you portray. Video recording is included. 
Presenter:  April Callis, Springboard Consulting
Investment:  $95

CERTIFIED HUMAN RESOURCES SPECIALIST                      
Thursdays April 19, and 26; Wednesday, May 2; 
Thursday, May 10, 8:30 a.m. – 5 p.m.; Friday, May 11, 
8:30 a.m. – noon
Interested in the world of human resources? Receive 
fundamental knowledge you’ll need to be a successful 
HR professional. Pass a take-home exam to achieve 
CHRS certification. There will be an optional review in 
the afternoon on May 11.

Presenter:  Tina Riley, Ph.D., MSU School of Human 
Resources and Labor Relations

Investment:  $800

NEW! PRACTICAL OFFICE POLITICS        
Wednesday, April 25, 2:30 p.m. – 4:30 p.m.
Learn to better navigate the office politics 
environment. Strategic applications help you cope 
and stay out of the mix.  
Presenter:  Lois Wolfe-Morgan, Wolfe Associates
Investment:  $60

NEW! RESILIENCY: OVERCOMING SETBACKS      
Thursday, May 3, 2:30 p.m. – 4:30 p.m.
Setbacks and disappointments happen to everyone 
on a regular basis. Achieve a foundation of resiliency 
at work. 
Presenter:  Lois Wolfe-Morgan, Wolfe Associates
Investment:  $60

NEW! WINNING ATTITUDE        
Thursday, May 17,  2:30 p.m. – 4:30 p.m.
Attitude is a key element between success and failure 
at work. Get on the winning track with four proven 
strategies for sustainable success. 
Presenter:  Lois Wolfe-Morgan, Wolfe Associates
Investment:  $60

CUSTOMER SERVICE
NEW! GREAT SERVICE IN STRESSFUL TIMES                 
Thursday, February 2, 2:30 p.m. – 4:30 p.m. 
Enhance your ability to provide high quality customer 
service in times of change, challenges and stress. 
Learn practical tools to stay steady and up your game 
in serving both internal and external customers.

Presenter:  Todd E. Bradley, CADC, CCS, CSOTS, Life Shift 
Consultants

Investment:  $35

NEW! MANAGING TOUGH CUSTOMERS WITH 
EASE  
Tuesday, February 21, 8:30 a.m. – 4:30 p.m.
Today’s customers have high service expectations. 
This course focuses on communication with external 
and internal customers, especially with supervisors, 
co-workers and other University employees.

Presenter:  Pam Wyess, Workplace Results, LLC

Investment:  $160 (Includes DiSC Profile) 

INTERPERSONAL 
COMMUNICATION
WHOSE PROBLEM IS IT, ANYWAY?                        
Wednesday, February 1, 2:30 p.m. – 4:30 p.m.
Learn techniques and gain skills to help you find out 
the root cause of the problem, determine who owns 
the problem and develop strategies to address it in 
the most appropriate and effective way.
Presenter:  Rosemary Ward, MA, CSP, Training Direct

Investment:  $55

GETTING GOOD INFORMATION AT WORK                             
Friday, February 17, 8:30 a.m. – noon
To be effective on the job, it is critical that you get 
good information in a short amount of time. You will 
identify workplace examples, practice new skills and 
set workplace goals to apply the skills and concepts 
you learn.

Presenter:  Lew Dotterer, Ph.D., MSU Human Resources and 
EBS

Investment:  Free

Enroll in classes by logging in 
at ebs.msu.edu!
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UNDERSTAND YOUR EXPECTATIONS AT WORK        
Thursday, March 15, 2:30 p.m. – 4:30 p.m.
Blend workplace expectations with clarity, resolve and 
confidence. Work with your boss and colleagues to 
get what you want from your work experience.
Presenter:  Lois Wolfe-Morgan, Wolfe Associates

Investment:  $60

NEW! COMMUNICATE WITH IMPACT         
Tuesday, March 20, 1 p.m. – 4:30 p.m.
Building strong communication connections with 
people in the workplace takes practice and skill. You’ll 
learn the key ways that disconnections happen and 
how to recognize and avoid natural barriers to the 
communication process. 
Presenter:  Rosemary Ward, MA, CSP, Training Direct

Investment:  $100

MANAGEMENT & SUPERVISION
NEW! SUPERVISOR AS MEDIATOR: MOVING 
FROM CONFLICT TO COLLABORATION                  
Tuesday January 24, 1 p.m. – 4:30 p.m.
Supervisors will learn to identify, manage and steer 
conflict and tension into positive energy to enhance 
team and individual efforts in the workplace. Tools 
to increase collaboration, boost productivity and 
strengthen team engagement will be discussed and 
demonstrated.  

Presenters:  Karen Gallagher, LMSW, ACSW, Professional 
Counseling Services, LLC and Todd E. Bradley CADC, CCS, 
CSOTS, Life Shift Consultants.

Investment:  $90

PROHIBITED HARASSMENT: FOR SUPERVISORS
Friday, February 3, 1 p.m. – 4:30 p.m.
As a supervisor or manager, you are responsible 
for upholding the University’s policy on prohibited 
harassment. Learn how to recognize and respond to a 
range of prohibited harassment issues that may arise 
at work. 
Presenters:  Kristine Moore, JD, and Amanda Garcia-Williams, 
JD, MSU Office for Inclusion and Intercultural Initiatives

Investment:  Free

NEW! EMPLOYEE ENGAGEMENT: WHAT IT IS, 
HOW TO GET IT AND WHAT IT MEANS TO YOU                    
Friday, March 2, 8:30 a.m. - noon
Employee engagement should matter to every 
University department. While improving engagement 
is a process rather than an event, we’ll show you steps 
you can take to begin the process. 

Presenter:  Tina Riley, Ph.D., MSU School of Human Resources 
and Labor Relations

Investment:  $90

NEW! LEADING STAFF TO PROVIDE GREAT 
SERVICE                      
Thursday, March 22, 2:30 p.m. – 4:30 p.m.  
As a leader in a customer-focused organization, you 
play a key role in helping your staff be at their best 
to represent your organization. You can develop and 
support a culture that delivers positive, proactive 
and effective service to your internal and external 
customers.  

Presenter:  Todd E. Bradley, CADC, CCS, CSOTS, Life Shift 
Consultants

Investment:  $35

MSU RESOURCES & PRACTICES
NEW! UNIVERSITY SERVICES: PROCESSES & 
ROLES                  
Wednesday, January 18, 8:30 a.m. – noon
This interactive session will go over the range of 
services provided by University Services, including 
Purchasing, Accounts Payable, Capital Asset 
Management and University Stores. The format 
includes presentations, question and answer sessions, 
and a hands-on site lab.  

Presenters:  Kimberly Kokenakes and University Services and 
EBS staff 

Investment:  Free

DEPARTMENT OF HOMELAND SECURITY I-9 
FORM         
Thursday, January 19, 8:30 a.m. – 11:30 a.m.
The purpose of the I-9 form is to show that each 
newly hired employee is authorized to work in the U.S. 
This session will provide an overview of the federal 
law associated with the form as well as the impact on 
the university for non-compliance.

Presenters:  Sarah Wescott and Katrina Hawley, MSU Human 
Resources and Christine Bargerstock, MSU International 
Students and Scholars 

Investment:  Free

NAVIGATING EMPLOYEE SELF SERVICE        
Thursday, January 19, 2:30 p.m. – 4:30 p.m. or  
Friday, January 20, 8:30 a.m. – 10:30 a.m.
Employees at all levels of the organization will learn 
to effectively navigate through the Employee Self 
Service (ESS) environment in EBS with this hands-on 
session. 

Presenter:  Shelley Wells, MSU Enterprise Business Systems

Investment:  Free
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We Hear You!
We know that you’re strapped for time which can make 
it difficult to fit in professional development. In an effort 
to support your needs while considering the time crunch 
reality, we’re pleased to offer these new options:

1. Shorter Classes

We have added a number of two-hour offerings. These 
classes will provide specific skills around a narrow topic 
so that you can strengthen a skill of your choice without 
taking a huge chunk of your day. You’ll find these new 
offerings throughout the catalog.

2. Custom Departmental Programs

Are you interested in boosting the skills of a group of 
employees or an entire unit? Contact HRD to discuss your 
needs and develop a plan specifically tailored to address 
the issues you identify. It could be a class that you have 
seen in our catalog or a specialized program/series that 
explores a number of issues. We can bring the program to 
your location or you can come to us, whatever works best! 
General learning areas include, but aren’t limited to:

•	 Customer service

•	 Effective communication

•	 Conflict management

•	 Meeting management

•	 Supervisory or leadership skills

•	 Team development

•	 Accountability issues

Email Jennie Petrovich at petrovich.j@hr.msu.edu or call 
HRD at 517-884-0169 to discuss program needs, rates and 
timelines. 

We hope these new options better meet your needs and 
further your development goals. Please let us know what 
you think!

Meet Your HRD Facilitator

Lisa Davidson
Lisa is a counselor in the Employee Assistance Program, an 
emotional wellness consultant for Health4U, and a favorite 
among HRD attendees! She has been facilitating courses for 
15 years and leading stress reduction classes at HRD for seven 
years.

The Breaking Free from Stress course you lead with Milly 
Gillin has been a huge hit at MSU. Can you tell us why you 
think that is?

People are weighed down by their external circumstances and at 
the mercy of what’s happening at work and at home. What they 
find out in the class is that their moment-to-moment experiences 
are not created by circumstances, but how they’re thinking about 
them. When they realize that, they have relief and hope, and they 
have new ideas about how to navigate their circumstances.

Please tell us more about the course.
It gives people an opportunity to take a couple days out of their work life to have some high-quality 
reflection about how they operate psychologically, so they can have a deeper level of change 
happen. The class helps people realize that they are not alone in how they are feeling and puts the 
emphasis on how best to navigate their circumstances. If we can learn how to get stressed, we can 
learn how to get unstressed.

You’re also offering the class, Getting Out of the Struggle Trap. Tell us about it.
The class walks through and provides an overview for the book, “The Happiness Trap.” It prepares 
participants for getting the most out of reading the book. The book is based on the Acceptance 
Commitment Theory, which is one of the theories we use in the Breaking Free from Stress class.

What are the biggest mistakes people make when dealing with stress?
First, thinking that the circumstance is creating the stress. Another is trying to control their thinking 
and feelings. Finally, avoiding painful feelings. If people don’t accept and move through painful 
feelings, they won’t resolve. 

Check out Lisa’s class listings on page 7!
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TRAVEL ARRANGERS EDUCATION DAY      
Thursday, February 2, 9:30 a.m. – 3:30 p.m.
This special event will cover key areas of travel 
administration, including EBS processing, online booking, 
heath and safety, and travel insurance.

Presenters:  Debbie Gulliver, MSU Travel Office, guest travel 
professionals and vendors

Investment:  $50

Location:  Henry Center

MSU BUDGET PROCESS        
Thursday, February 16, 8 a.m. – noon
Creating, building and maintaining the budget at every 
level at MSU is a complex procedure requiring knowledge 
and resources. If you want to tackle this process in your 
unit successfully, this session is for you. Applications 
of new financial planning and reporting tools will be 
addressed. 

Presenters:  Corinne Reardon, Provost’s Office and Denice 
Beckwith, Office of Planning and Budgets and EBS

Investment:  Free

NAVIGATING THE FMLA, ADA AND WORKER’S 
COMPENSATION      
Wednesday, February 22, 8:30 a.m. – 2:30 p.m.
MSU’s leave administrative processes have changed.  As 
a supervisor or manager you need to understand these 
important laws, not just individually, but also how they 
relate to each other and how MSU administers them. 

Presenters:  Alicia Bailey and Rosemary Huguelet, MSU Human 
Resources and John Pedraza, MSU Resource Center for Persons 
with Disabilities

Investment:  $25 (Includes binder with reference materials)

MSU AUDIT PRACTICES AND PROCEDURES        
Thursday, March 15, 8:30 a.m. – noon
If your job involves accounting or data control 
responsibilities, you’ll want to learn about the internal 
audit process at MSU. Topics covered will include 
financial and operational controls, information 
technology controls and risk-based auditing.
Presenters:  Thomas Luccock and Jana Dean, MSU Internal Audit

Investment:  Free

HIRING TEMPORARY AND ON-CALL EMPLOYEES 
Friday, March 16, 8:30 a.m. – 11:30 a.m.
Participants will learn rules, procedures, and processing 
requirements for employment of temporary and on-call 
employees in all employee groups. The session will 
include a demonstration of new online tools available to 
hiring managers. 
Presenter:  Sarah Holmes, MSU Human Resources

Investment:  Free

INTRODUCTION TO GRADUATE ASSISTANT 
APPOINTMENT PROCESS        
Thursday, April 26, 10 a.m.  - noon
For those involved in the Graduate Assistant 
Appointment Process: prepare for processing graduate 
appointments in EBS, learn various units’ roles in the 
appointment process and much more. 
Presenter:  Katrina Hawley, MSU Human Resources

Investment:  Free

NEW: GRADUATE ASSISTANT FORMS PROCESSING 
DEMONSTRATION         
Thursday, April 26, 1 p.m. – 3:30 p.m.
You will learn how to complete the graduate assistant 
appointment forms online in EBS.  
Presenter:  Katrina Hawley, MSU Human Resources

Investment:  Free

Free EBS Tools Courses:
Coming soon to a location near you! 
You can prebook in the EBS system to 
receive notification when these  
classes are offered.

EFFECTIVELY USING SAP LABOR 
DISTRIBUTION

Level: Intermediate

Pre-requisites: Experience in using SAP

This course teaches participants how to 
fully utilize the functionality contained in the 
HR/Payroll SAP Labor Distribution Report. 
Participants will learn how to render custom 
labor distribution reports by leveraging the 
power of custom layouts and variants. These 
enhanced features supplement and expand 
upon the reporting capability provided by the 
Business Intelligence (BI) System.

LEVERAGING EXCEL IN FINANCIAL 
REPORTING

Level: Intermediate to Advanced

Pre-requisites: Moderate knowledge of 
Microsoft Excel workbooks and formulas, and 
of running reports from the BI System

This course teaches participants how to 
analyze financial transaction information by 
creating pivot tables in Microsoft Excel. Using 
the Detail Transaction Extract Report from 
the BI System, participants will create various 
custom financial reports using many data 
elements. Excel supplements and expands 
upon the reporting capability provided by the 
BI System.
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PROJECT MANAGEMENT &  
PROCESS IMPROVEMENT
NEW! MANAGING PROJECTS IN THE MSU 
ENVIRONMENT                                   
Tuesdays, April 10, 17 and 24, and Fridays, April 13, 20 
and 27, 8:30 a.m. – noon
Managing projects, small or large, requires skills, tools 
and resources. In this practical workshop you will 
learn the essential principles of project management 
and gain skills to apply the best project management 
practices in the MSU environment.    

Presenters:  Larry Farmer, Denise Ngubeni and Mark Waters

Investment:  $250 (Includes extensive materials and The 
Fast Forward MBA in Project Management by Eric Verzuh)

Note:  This course consists of 6 half-days. You must attend 
all portions of this program. Enrollment deadline is March 27. 

STRESS MANAGEMENT
GETTING OUT OF THE STRUGGLE TRAP 
Thursday, February 23, 8:30 a.m. – noon
Are you so busy trying to be positive that you feel 
trapped? Learn how to drop the struggle and accept 
your emotions.
Presenter:  Lisa Davidson, MSU Employee Assistance 
Program

Investment:  $80 (Includes The Happiness Trap by Russ 
Harris)

BREAKING FREE FROM STRESS 
Thursday, March 8 and Friday, March 9,  
8:30 a.m. – 4:30 p.m.
Many circumstances can impact our lives for the 
worse. It’s time to move beyond anxiety, depression 
and other self-defeating habits.
Presenters:  Lisa Davidson, MSU Employee Assistance 

Program and Milly Gillin, Lakeside Consulting, Inc.

Investment:  $290

NEW! MANAGING HIGH-STRESS WORK 
DEMANDS                
Thursday, March 29, 2:30 p.m. – 4:30 p.m. 
During these difficult times there are fewer resources 
to accomplish the same amount of work, resulting in 
stress in the workplace. Learn several techniques to 
address stress and strategically get on top of your 
work responsibilities. 

Presenter:  Karen Gallagher, LMSW, ACSW, Professional 
Counseling Services, LLC 

Investment:  $35

BREAKING FREE FROM STRESS 
Tuesdays, May 1, 8, 15 and 22, 1 p.m. – 4:30 p.m.
This is an alternative scheduling of Breaking Free 
From Stress.  Please see the March 8 & 9 course 
description.
Presenters:  Lisa Davidson, MSU Employee Assistance 
Program and Milly Gillin, Lakeside Consulting, Inc.

Investment:  $290

TECHNICAL SKILL DEVELOPMENT
SPEED READING                   
Tuesday, February 21, 8:30 a.m. – noon, and 
Wednesday, April 11, 1 p.m. – 4 p.m.   
Imagine how much more you could accomplish each 
day if you could read up to five times faster! You can, 
with the proven techniques of this two-part course. 
Presenter:  Debra Nelson Dunbar, Indiana University

Investment:  $200 (Includes follow-up between two class 
sessions to ensure learning)

TIME MANAGEMENT & 
ORGANIZATION
OPTIMIZING YOUR OUTLOOK: FOR BUSY 
PEOPLE                      
Wednesday,  February 8, 8:30 a.m. – noon 
Want to manage your time and use your MS Outlook 
2007 more effectively? Learn how to get the most 
functionality out of your software and also how to 
integrate your smart phone and other peripherals.
Presenter:  Randy Dean, Randall Dean Consulting

Investment:  $110

TAMING THE EMAIL AND CLUTTER BEAST                      
Thursday, March 22, 8:30 a.m. – noon
It’s time to change your workstation and productivity 
for good! Tackle both electronic and physical clutter 
that robs you of your precious time.
Presenter:  Randy Dean, Randall Dean Consulting

Investment:  $110

NEW! TIME MANAGEMENT AS A PROJECT   
Tuesday, May 1, 8:30 a.m. – 10:30 a.m.
Lack of time and conflicting demands are just some 
of the time management issues that professionals 
deal with daily.  Learn how you can manage your day, 
week or month as a “project,” with minimum waste 
and stress. 

Presenter:  Lynne E. Shivers, Peaceful Events Planning 
Services, Inc.

Investment:  $40
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WORK-LIFE BALANCE
THE FLEXIBLE WORKPLACE: A GUIDE TO 
FLEXIBILITY FOR MANAGERS AND EMPLOYEES   
The Family Resource Center (FRC) is offering a free, 
web-based e-course on how to implement flexible 
scheduling arrangements effectively. The e-course 
offers modules for both employees and supervisors/
managers. For more details, including computer 
requirements, enrollment instructions and release 
time options, visit www.hr.msu.edu/flex.
Investment:  Free

RNT: 1-2 YEARS TO YOUR RETIREMENT   
Thursday, January 19,  8:30 a.m. – 4:30 p.m. or 
Wednesday, April 11, 8:30 a.m. - 4:30 p.m.
Will you elect to take your social security benefits 
at the right time? Learn about this and many other 
issues critical to your retirement planning. 
Presenters:  MSU Human Resources Benefits staff and outside 
experts

Investment:  Free for MSU faculty and staff (Guest: $25)

Guest Enrollment:  Call 517-884-0169 or email 
sanchezn@hr.msu.edu

RNT:  3-7 YEARS TO YOUR RETIREMENT    
Thursday, January 26, 8:30 a.m. – 4:30 p.m. or  
Thursday, April 19,  8:30 a.m. - 4:30 p.m.
You know you’d like to retire in the next 3-7 years. 
This class will cover a range of pre-retirement issues 
to help you reach that goal.
Presenters:  MSU Human Resources Benefits staff and 
outside experts

Investment:  Free for MSU faculty and staff (Guest: $25)

Guest Enrollment:  Call 517-884-0169 or email 
sanchezn@hr.msu.edu

WRITTEN COMMUNICATIONS
WRITING POLICIES, PROCEDURES AND 
MANUALS                  
Thursday, February 9, 8:30 a.m. – 3 p.m.
Are you responsible for writing policies, procedures 
or manuals? This course will address proven 
strategies for preparing and editing these important 
documents.

Presenter:  Jackie McCarroll, McCarroll Associates

Investment:  $180 (Includes 7 Steps to Better Written 
Policies and Procedures by Stephen Page) 

BUILDING A DYNAMIC VOCABULARY              
Wednesday, February 29, 1 p.m. – 4 p.m. 
Vocabulary is power! In this seminar you will learn 
to utilize specific strategies to build your vocabulary 
that will help you be an effective and powerful 
communicator. 
Presenter:  Debra Nelson Dunbar, Indiana University

Investment:  $100

NO-FAIL EMAIL                          
Thursday, March 1, 2:30 p.m. – 4:30 p.m.
Learn how to use email to enhance, not sabotage, 
your communication. You will learn to compose clear 
and concise messages, use proper email etiquette 
and know when to use and not use email messaging.
Presenter:  April Callis, Springboard Consulting

Investment:  $75

CHOOSE YOUR WORDS WISELY                                     
Tuesday, March 27, 8:30 a.m. – noon
Do you find yourself stumped when making word 
choices? This practical workshop will help you express 
your ideas accurately when you learn how to use the 
guidelines to ensure correct word choice.

Presenter:  Jackie McCarroll, McCarroll Associates

Investment:  $90

PERFECT YOUR PUNCTUATION                             
Tuesday, March 27, 1 p.m. – 4:30 p.m.
Have you ever wondered whether to use a comma, 
semicolon, or dash? Readers rely on punctuation to 
determine meaning and make decisions. Attend and 
strengthen your ability to choose correct punctuation 
and produce effective documents. 

Presenter:  Jackie McCarroll, McCarroll Associates

Investment:  $95 (Includes Random House Webster’s Pocket 
Grammar, Usage, and Punctuation)

WRITING ESSENTIALS FOR LEADERS                                                           
Wednesday, April 18, 1 p.m. – 4:30 p.m.
As a leader you are responsible for preparing a 
variety of written documents. This session will help 
ensure that your reports, letters, emails and project 
proposals reflect current writing standards.

Presenter:  Jackie McCarroll, McCarroll Associates

Investment:  $100 (Includes Written Communications that 
Inform and Influence by Harvard Business School Press)

Enroll in classes by logging in 
at ebs.msu.edu!

Professional Development8



FUNDAMENTALS
The fundamentals courses will provide a foundation in 
basic skills involving general computing for the average 
user.

AFS - FILE SPACE         
March 20, 1:30 p.m. – 4:30 p.m.
Location:  210 Computer Center

Investment:  $66.80

PC MAINTENANCE AND SECURITY              
February 20, 8 a.m. – noon
Location:  210 Computer Center

Investment:  $87.40

SECURING INSTITUTIONAL DATA
April 19, 1 p.m. – 4 p.m.
Location:  210 Computer Center

Investment:  Free

MSU RESOURCES & INFORMATION 
SYSTEMS
The courses listed below are offered to give you training 
and education on the campus applications that you may 
use to do your job.

AIS DISTRIBUTED REPORTING: VISION RESULTS 
(DYL-280 TRAINING)
This class is offered on a request basis only. Contact the AIS 
Service Desk at 517-884-3000 to request training.
Investment:  Free

AIS DOCUMENT VIEWER
Document Viewer training tutorials are now available for 
version 4.2! Check out the tutorials on all the features of 
this latest release. Select Training Opportunities from the 
Document Viewer homepage at docview.ais.msu.edu.
Investment:  Free

AVAYA TELEPHONE TRAINING       
January 10, 3 p.m. – 4:30 p.m.
February 14, 3 p.m. – 4:30 p.m.
March 13, 3 p.m. – 4:30 p.m.
April 10, 3 p.m. – 4:30 p.m.
Location:  140B Public Safety Building

Investment:  Free

Note: The entrance for Telecom Systems is on the west side of the 
Public Safety Bldg. Please make sure to enter on the west side of 
the building, not the Police and Parking office. All questions may 
be referred to Gail Clancy at 517-353-3777 or glclancy@pplant.
msu.edu. Avaya 9600 IP telephone users may contact Gail Clancy 
to schedule a separate training session.

ADVANCED AVAYA TELEPHONE TRAINING       
January 11, 3 p.m. – 5 p.m.
Investment:  Free

Note: Please contact Nick Kwiatkowski at 517-432-2528 or 
nk@msu.edu for course location. 

DEGREE NAVIGATOR BEGINNER’S SESSION     
February 28, 8:30 a.m. – 9:30 a.m.
Location:  216 Bessey Hall

Investment:  Free

DEGREE NAVIGATOR SUBSTITUTION HANDLING  
February 28, 9:45 a.m. – 11 a.m.
Location:  216 Bessey Hall

Investment:  Free

Technology Training

Student Information  
Systems (SIS)
Student Information System training 
materials are available at https://www.reg.
msu.edu/Forms/UserAssist/SISTraining.asp  
(MSU NetID login required).

LCT Is Now an Authorized 
Certiport Testing Center!
LCT now offers certification exams in 
Microsoft Word and Excel, as well as 
Adobe and technology certification for IT 
professionals.

The following exam categories are available:

Adobe Certified Associate
Internet and Computing Core Certification
Microsoft Office Suite
Microsoft Technology Associate

And check this out! For the Microsoft Office 
Suite, the exam pricing can be bundled into 
the related courses that you take prior to 
the exam. For more information on specific 
exams and pricing, visit train.msu.edu or 
contact the AIS Service Desk at  
517-884-3000.
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FORMS TRACKING UTILITY
This class is available online at ftu.ais.msu.edu. 
Investment:  Free

GOOGLE APPS: CALENDAR AND SITES  
April 5, 1:30 p.m. – 4:30 p.m.
Location:  216 Bessey Hall

Investment:  $61.80

GOOGLE APPS: DOCS     
March 20, 1:30 p.m. – 4:30 p.m.
Location:  216 Bessey Hall

Investment:  $61.80

INTRODUCTION TO CLIFMS (COURSE LOAD, 
INSTRUCTION, FUNDING AND MODELING SYSTEM)     
This class is offered on a request basis only. Contact 
blackm@msu.edu or mckay@opb.msu.edu to request 
training.
Investment:  Free

MICROSOFT ONE NOTE           
April 3, 8:30 a.m. – 4:30 p.m.
Location:  210 Computer Center

Investment:  $158.70

COURSE MANAGEMENT
ANGEL is MSU’s centrally supported learning 
management system. Learn how to create and 
administer classes online, including managing content 
and working with the ANGEL Gradebook.

ADOBE PRESENTER & CONNECT    
March 6, 9 a.m. – noon
Location:  Main Libr Red Cedar Room E110

Investment:  $66.80

ANGEL ADVANCED FEATURES 
March 7, 9 a.m. – 11 a.m.
Location:  Main Libr Basement Instr Room

Investment:  $46.20

ANGEL ASSESSMENTS    
March 8, 1:30 p.m. – 3:30 p.m.
Location:  Main Libr Basement Instr Room

Investment:  $46.20

ANGEL CONTENT & COMMUNICATION   
March 13, 1:30 p.m. –  4:30 p.m. 
April 12, 1 p.m. – 4 p.m.
Location:  Main Libr Basement Instr Room

Investment:  $66.80

ANGEL GRADEBOOK 
March 21, 1:30 p.m. –  3:30 p.m.
Location:  Main Libr Basement Instr Room

Investment:  $46.20

ANGEL GROUPS    
February 28, 1 p.m. – 4 p.m.
Location:  Main Libr Basement Instr Room

Investment:  $66.80

ANGEL INTRODUCTION     
March 13, 9 a.m. - noon
April 12, 9 a.m. - noon
Location:  Main Libr Basement Instr Room

Investment:  $66.80

Lynda.com Online Training 
Resource
Good news! MSU has renewed its partnership 
with lynda.com for another year, providing 
access to a library of video tutorials through 
October 2012. This library is available to full 
and part-time paid faculty and staff; full and 
part-time paid College of Law faculty and 
staff; and graduate assistants. These online 
tutorials will help you broaden your skill set 
based on individual needs and interest.

This online training library has more than 
53,000 video tutorials on Adobe instruction, 
Microsoft Office, open source software, 
Macintosh applications, multimedia, web 
design and more. In addition to software 
instruction, there also are a wide variety of 
tutorials ranging from digital photography to 
effective resume design. 

To access lynda.com through the MSU 
partnership, visit train.msu.edu/lynda and log 
in using your MSU NetID and password.

If you have used lynda.com, we want to hear 
from you! Please visit train.msu.edu/lynda 
and fill out the feedback survey.

spartanslearn.msu.edu
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MOODLE INTRODUCTION     
February 7, 9 a.m. – noon
Location:  Main Libr Basement Instr Room

March 14, 1:30 p.m. – 4:30 p.m.
Location:  Main Libr Red Cedar Room

Investment:  $66.80

DATABASE MANAGEMENT
The database courses will provide you with a solid 
foundation in creating, designing and working with an 
Access Database, as well as maximize the potential of 
SQL (Structured Query Language).

ACCESS DATABASE FUNDAMENTALS
January 24, 8:30 a.m. – 4:30 p.m.
Location:  216 Bessey Hall

Investment:  $92.40

ACCESS 2007 - LEVEL 1
February 21, 8:30 a.m. – 4:30 p.m.
Location:  216 Bessey Hall

Investment:  $163.70

ACCESS 2007 - LEVEL 2
March 13, 8:30 a.m. – 4:30 p.m.
Location:  210 Computer Center

Investment:  $158.20

ACCESS 2007 - LEVEL 3
April 10 & April 12, 8:30 a.m. – 3:30 p.m.
Location:  210 Computer Center

Investment:  $263.20

Certification Bundle:  $325

SQL FUNDAMENTALS - LEVEL 1
January 31, 8:30 a.m. – 4:30 p.m.
Location:  216 Bessey Hall

Investment:  $427.20

SQL FUNDAMENTALS - LEVEL 2
November 15, 8:30 a.m. – 4:30 p.m.
Location:  216 Bessey Hall

Investment:  $427.20

DESKTOP PUBLISHING
Desktop publishing courses will provide users with 
the necessary tools for creating office publications. 
Topics will involve design elements, styles and layout, 
and publishing.

MICROSOFT PUBLISHER 2007
May 2, 9 a.m. – 4 p.m.
Location:  210 Computer Center

Investment:  $164.10

ELECTRONIC MAIL
Courses on electronic mail will allow users to begin 
with the basics of email and then graduate to 
more advanced features such as creating folders, 
distribution lists, rules, and working with the calendar 
for appointments and meetings.

MSU WEB MAIL
February 13, 1 p.m. – 5 p.m.
Location:  216 Bessey Hall

Investment:  $51.20

OUTLOOK 2007 - LEVEL 1
January 27, 9 a.m. – 4 p.m.
Location:  210 Computer Center

March 23, 9 a.m. – 4 p.m.
Location:  216 Bessey Hall

Investment:  $153.10

OUTLOOK 2007 - LEVEL 2
April 6, 9 a.m. – 4 p.m.
Location:  210 Computer Center

Investment:  $153.10

Certification Bundle:  $215

GRAPHICS AND DESIGN
Graphics and design programs can help you give 
your web pages, brochures and other communication 
methods an added boost. These programs will help 
you manipulate, change and create graphics for 
online and print communications.

ILLUSTRATOR CS5 - LEVEL 1 (FIRST LOOK)
April 24, 9 a.m. – 5 p.m.
Location:  New Horizons, East Lansing

Investment:  $238

ILLUSTRATOR CS5 - LEVEL 2 (FIRST LOOK)
May 4, 9 a.m. – 5 p.m.
Location:  New Horizons, East Lansing

Investment:  $238

Technology Training

Enroll in classes by logging in 
at ebs.msu.edu!
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Cloud Computing at MSU
Cloud computing provides a growing variety 
of useful and innovative online services, 
including Google Apps, Apple iTunes and 
various open-source software.

A large number of cloud computing services 
are beneficial to faculty, staff and students 
at MSU. However, the business models and 
terms of use of these services can involve a 
variety of real risks to users and the content 
they deploy in these services. Different types 
of institutional data require added protection 
and security that cloud computing may not 
afford. 

Learn how to use cloud computing 
services appropriately in the class Securing 
Institutional Data on April 19. Participants 
will examine the practical, legal and ethical 
issues surrounding institutional data at MSU 
and what we can do to better manage the 
data we work with. 

Learn how to use Google Apps effectively in 
the in-person classes Google Apps: Docs on 
March 20 and Google Apps: Calendar and 
Sites on April 5. Explore how Google Docs 
can help you build, share and collaborate 
on documents, presentations, spreadsheets 
and forms. Learn how to use Google Sites to 
easily build a web presence, as well as how 
to use Google Calendar for teaching and 
collaboration. 

You also can learn about some cloud 
computing services right at your desk! Log in 
with your MSU NetID and password at  
train.msu.edu/lynda to learn about Google 
Apps, Apple iTunes and much more online.

INFORMATION RESEARCH SKILLS
Extend the boundaries of your information environment 
and discover valuable research shortcuts. The MSU 
Libraries offer a number of courses to enhance your 
information research skills--and save you time!
Note: Seating is limited. Please visit 
http://classes.lib.msu.edu to reserve a place.

ENDNOTE WEB
January 23, 10:30 a.m. – noon
February 16, 10:30 a.m. – noon
March 14, 3 p.m. –  4:30 p.m.
Location:  Main Libr Basement Instr Room

Investment:  Free

ENDNOTE X4   
January 13, 1 p.m. – 2:30 p.m.
January 25, 3 p.m. – 4:30 p.m.
February 20, 10:30 a.m. – noon
March 29, 10:30 a.m. – noon
Location:  Main Libr Basement Instr Room (EG2)

Investment:  Free

ESPRESSO BOOK MACHINE AT MSU LIBRARIES 
April 12, 3 p.m. – 4 p.m.
Location:  Reference Instr Room, Main Library (W101D)
Investment:  Free

FUNDING YOUR GRADUATE EXPERIENCE: 
EDUCATION   
March 15, 4 p.m. –  6 p.m.
Location:  Reference Instr Room, Main Library (W101D)
Investment:  Free

FUNDING YOUR GRADUATE EXPERIENCE: 
NATURAL SCIENCES   
January 12, 4 p.m. – 6 p.m.
Location:  Reference Instr Room, Main Library (W101D)
Investment:  Free

SEARCH THE WEB LIKE A PRO 
January 26, 3 p.m. – 4:30 p.m.
Location:  Beaumont Instr Room, Main Library
Investment:  Free

ZOTERO: CITATION MANAGEMENT 2.0   
January 12, 10 a.m. – noon
January 27, 10 a.m. – noon
February 14, 2 p.m. – 4 p.m.
March 16, 10 a.m. – noon
Location:  Reference Instr Room, Main Library (W101D)

Investment:  Free

INSTRUCTIONAL TECHNOLOGY
The following courses are offered by appointment only. 
Courses within instructional technology will teach you 
about the different types of media and technology that 
can be used to support the teaching environment.

THE TECHNOLOGY CLASSROOM
Arranged by Appointment – Vi’Nessa Webster 
(webste58@msu.edu), 517-353-3921
Investment:  Free

spartanslearn.msu.edu

Enroll in classes by logging in 
at ebs.msu.edu!
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PRESENTATION TOOLS
Courses in presentation tools range from basic to 
advanced techniques on creating, editing and adding 
visual elements to a slideshow. Users will start 
from scratch to experience all aspects of creating 
a presentation, as well as control each component. 
Designs will vary from simple to sophisticated to 
meet the needs of all users. Presentation tips also will 
be discussed.

ADOBE PRESENTER & CONNECT    
March 6, 9 a.m. – noon
Location:  Main Libr Red Cedar Room E110

Investment:  $66.80

CAMTASIA 
March 1, 8:30 a.m. – noon
Location:  210 Computer Center

Investment:  $97.80

POWERPOINT 2007 - LEVEL 1
April 11, 8:30 a.m. – 4:30 p.m.
Location:  216 Bessey Hall

Investment:  $173.70

POWERPOINT 2007 - LEVEL 2
April 25, 8:30 a.m. – 4:30 p.m.
Location:  210 Computer Center

Investment:  $173.70

Certification Bundle:  $215

SECURITY
Security is an important consideration regardless 
of one’s role at MSU. Learn how to safeguard your 
data, protect your systems and understand university 
guidelines for handling sensitive data.

PC MAINTENANCE AND SECURITY 
February 20, 8 a.m. – noon
Location:  210 Computer Center

Investment:  $87.40

SECURING  INSTITUTIONAL DATA 
April 19, 1 p.m. – 4 p.m.
Location:  210 Computer Center

Investment:  Free

SPREADSHEETS
Spreadsheet courses are designed to teach users 
to perform calculations, analyze information and 
visualize data in order to increase efficiency in 
manipulating information, regardless of its size.

EXCEL 2007 - LEVEL 1
March 2, 8:30 a.m. – 4:30 p.m.
Location:  210 Computer Center

Investment:  $174.70

EXCEL 2007 - LEVEL 2
April 4, 8:30 a.m. – 4:30 p.m.
Location:  210 Computer Center

Investment:  $174.70

EXCEL 2007 - LEVEL 3
May 3, 8:30 a.m. – 4:30 p.m.
Location:  210 Computer Center

Investment:  $169.20

Certification Bundle:  $230

STATISTICS & MATHEMATICS
SPSS and SAS are two powerful statistics programs 
that can help you in the analysis of your data. Learn 
how to create files, manage the data and run reports.

GETTING STARTED WITH SAS FOR WINDOWS
March 19, 21 & 23, 9 a.m. – noon
Location:  210 Computer Center

Investment:  $185.40

GETTING STARTED WITH SPSS FOR WINDOWS
February 8 & 9, 9 a.m. – noon
Location:  216 Bessey Hall

Investment:  $123.60

WEBSITE DEVELOPMENT
The website development courses listed below are 
designed to provide a basic understanding of web 
development, from going through the stages of 
site organization and design with a visual interface 
(WYSIWIG), to writing code and adding security 
components to your site.

CASCADE SERVER CONTENT MANAGER
January 11, 9 a.m. – 11 a.m.
February 9, 9 a.m. – 11 a.m.
March 28, 9 a.m. – 11 a.m.
Location:  210 Computer Center

May 1, 9 a.m. – 11 a.m.
Location:  216 Bessey Hall

Investment:  $67

CASCADING STYLE SHEETS (CSS)
April 24, 8:30 a.m. – 4:30 p.m.
Location:  216 Bessey Hall

Investment:  $426.20
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Enroll in classes by logging in 
at ebs.msu.edu!

CENTRAL SERVICES FOR WEB DEVELOPERS
This class is offered on a request basis only. Students 
MUST have access to the AIS Public Web Server. To 
register, call the AIS Service Desk at 517-884-3000.
Investment:  Free

CREATING ACCESSIBLE DOCUMENTS
February 6, 8 a.m. – noon
Location:  210 Computer Center

March 30, 8 a.m. – noon
Location:  216 Bessey Hall

Investment:  $92.40

D6501: PROGRAMMER’S INTRODUCTION TO 
WEB SECURITY USING D6501
This class is offered on a request basis only. Students 
MUST have access to the AIS Public Web Server. To 
register, call the AIS Service Desk at 517-884-3000. 
Investment:  Free

DREAMWEAVER CS5 - LEVEL 1
February 16, 8:30 a.m. – 4:30 p.m.
Location:  216 Bessey Hall

Investment:  $427.70

DREAMWEAVER CS5 - LEVEL 2
March 27, 8:30 a.m. – 4:30 p.m.
Location:  210 Computer Center

Investment:  $389.20

FUNDAMENTALS OF WEB DEVELOPMENT
January 17, 8 a.m. – noon
February 14, 8 a.m. – noon
Location:  210 Computer Center

Investment:  $92.40

INFORMATION ARCHITECTURE: HOW TO 
ORGANIZE A WEBSITE
April 13, 8 a.m. – noon
Location:  210 Computer Center

Investment:  $92.40

PHP-5 FUNDAMENTALS
February 15 & 16, 8:30 a.m. – 4:30 p.m.
Location:  210 Computer Center

Investment:  $803.40

SQL FUNDAMENTALS - LEVEL 1
January 31, 8:30 a.m. – 4:30 p.m.
Location:  216 Bessey Hall

Investment:  $427.20

SQL FUNDAMENTALS - LEVEL 2
March 8, 8:30 a.m. – 4:30 p.m.
Location:  216 Bessey Hall

Investment:  $427.20

WEB SITE EVALUATION FOR ACCESSIBILITY
March 27, 8:30 a.m. – noon
Location:  216 Bessey Hall

Investment:  Free

XHTML & CSS WEB AUTHORING
February 7, 8:30 a.m. – 4:30 p.m.
Location:  210 Computer Center

Investment:  $408.20

WORD PROCESSING
Increase your knowledge in word processing to gain 
a better understanding of document creation, editing, 
proofing, finalizing, as well as using mail merge.

CREATING ACCESSIBLE DOCUMENTS
February 6, 8 a.m. – noon
Location:  210 Computer Center

March 30, 8 a.m. – noon
Location:  216 Bessey Hall

Investment:  $92.40

WORD 2007 BASICS
January 25, 8:30 a.m. – 4:30 p.m.
Location:  210 Computer Center

Investment:  $173.70

WORD 2007 INTERMEDIATE
February 13, 8:30 a.m. – 4:30 p.m.
Location:  210 Computer Center

Investment:  $168.20

WORD 2007 ADVANCED
March 22, 8:30 a.m. – 4:30 p.m.
Location:  216 Bessey Hall

Investment:  $168.20

Certification Bundle:  $230

14



LCT Electronic List Service
LCT offers a ListServ you can subscribe to for 
access to schedules, fliers and announcements 
of new classes.

To subscribe, send an email to  
listserv@list.msu.edu with the following in the 
body of the email:

SUBSCRIBE train FirstName LastName (Please 
note this is an example and FirstName and 
LastName are placeholders for your own 
name.)

You will be sent a confirmation email and will 
need to reply according to the instructions 
given in the email. For questions, call  
517-432-5936.

M.E.N.T.O.R.S. Program
The M.E.N.T.O.R.S. (Mentoring Enhances 
Networking, Teaching, Organizational Renewal 
and Success) Program at MSU matches 
employees with a more experienced person on 
campus who has useful skills or knowledge to 
share. The program is for new or long-standing 
employees who want to strengthen their skills, or 
perhaps move into a different type of work at a 
future date. 

Applications are now being accepted for 
mentors and mentees across campus from all 
employee groups. Contact Edita Herbstova at 
517-884-0172 or herbstova@hr.msu.edu for more 
information.

Meet Your LCT Facilitator

Rita Dion

I am a 2011 graduate of Michigan State 
University and I have worked at the Distance 
Learning Services Helpline for five years. I 
began as a student and continue to work as 
a staff consultant. In addition, I now have 
the benefit of instructing at faculty seminars 
and other training opportunities. Because the 
majority of my time consists of interacting 
with patrons via telephone and email, I look 
forward to the in-person interactions that 
teaching offers.

Learning about technology keeps my job interesting on a daily basis. Additionally, 
being able to bring my knowledge to others is a wonderful gift and it allows me the 
opportunity to meet and work with so many amazing people at MSU. I enjoy meeting 
new people and especially putting faces to the many names I hear over the phone. 
I love academia, whether I am standing in front of the classroom or assisting behind 
the scenes. Technology is supposed to make our lives more efficient and yet often 
it seems like another obstacle to overcome. I enjoy being a conduit through this 
obstacle so that faculty and staff can better use the resources at their disposal. 

I strongly recommend taking advantage of the training opportunities offered through 
LCT and I look forward to meeting you in class.

Thank you,
Rita Dion
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WHAT IS HRD?
Human Resource Development 
(HRD) offers training and professional 
development programs to MSU staff, faculty 
and students. As space allows, courses may 
be open to the community.

WHAT IS LCT?
Libraries, Computing & Technology (LCT) 
offers non-credit computing courses on a 
wide range of topics for the purpose of job 
training, career development and personal 
improvement.

SUPPORT STAFF EDUCATIONAL ASSISTANCE
Support staff employees with 12 full-time-
equivalent months of service at MSU are 
eligible for up to $800 per academic year 
for non-credit, job-related courses, such as 
those offered by HRD and LCT. Part-time 
employees are eligible on a proportional 
basis. Educational Assistance funds do not 
come out of your department’s budget. 
To learn more about your Educational 
Assistance, contact Julie Rorick at  
517-884-0177 or rorick@hr.msu.edu.

FACULTY FEE WAIVER PROGRAM
This program is available for MSU faculty 
and academic staff for most LCT classes. 
To take advantage of this program, email 
Byron Brown at brownb@msu.edu. Be sure 
to list the specific class and class date.

CANCELLATION POLICIES
HRD Classes: Once you are booked in a 
class, you are considered enrolled. There 
will be no charge if you cancel five working 
days before the class date. Incomplete 
approval workflow is not considered a 
cancellation. For additional details, please 
visit spartanslearn.msu.edu.

LCT Classes: Please notify the AIS Service 
Desk or LCT at one of the numbers listed 
as soon as you know that an enrollment 
must be cancelled. If cancellation notice is 
not received at least 24 hours prior to the 
start of class, course fees will still apply. If 
you have attended less than half the total 
class time and are unable to complete the 

class due to illness or other emergency, you 
will be able to re-enroll in the same class at 
a future date with no additional charge.

CLASS LOCATIONS
HRD classes are held in Suite 10 Nisbet 
Building, unless otherwise indicated.

LCT classes note their locations in their 
class listings.

SPECIAL ACCOMMODATIONS
For HRD classes, call 517-884-0169 at least 
one week prior to your class.

For LCT classes, email train@msu.edu at 
least two weeks prior to your class.

CUSTOMIZED PROGRAMS
HRD can help you design your next 
unit retreat or professional development 
activity. For customized services, call Edita 
Herbstova at 517-884-0172.

LCT can help with custom training, special 
sessions, online training and workshops. 
Contact Michelle Carlson at 517-432-5936 
or complete a request form posted at  
train.msu.edu under Class Information.

HRD LENDING LIBRARY
HRD maintains a free lending library of 
business-related print and audio resources. 
For information, call Nancy Sanchez at 
517-884-0169.

HRD QUESTIONS?
Phone: 517-355-0183
Email: hrd@hr.msu.edu

LCT QUESTIONS?
Phone: 517-884-3000 or 517-432-5936
Email: train@msu.edu

MSU is an affirmative-action, 
equal-opportunity employer.
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