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Message From the Director

Welcome to the Department of Human Resources (DCHR) Course Catalog.

The District of Columbia Government remains committed to providing its employees and
residents with learning opportunities to develop their professional and personal goals. |
am excited to announce DCHR has launched a new learning and development
strategy in FY2014 to enhance the learning opportunities and tools available.

The new strategy is based upon the District-wide learning and development vision and
goals, which include providing cutting-edge programs, learner-centered instruction, and
linking your learning to your career paths.

The strategy also includes an improved Enterprise Learning Management (ELM)
system. The ELM system is a tool that aligns learning and development with your
career path and core competencies and allows you to search for courses focused on
your goals.

There are other exciting learning opportunities this year, including the FY2014 MSS
required core class, the New Compensation and Classification Reform training
(available January 2014). In addition, we are increasing the number of Continuing
Education Partners to provide even greater learning opportunities for you. We are
pleased to partner with the University of Phoenix, University of Maryland University
College, DeVry University, Community College of District of Columbia, and many more
learning institutions to increase our course selection and delivery.

I hope you take advantage of the valuable educational opportunities available in this
catalog. I am confident the new learning strategy will enhance your professional and
personal development.

At DCHR, we are committed to helping employees learn, develop, and grow. We look
forward to supporting you with your learning and professional development.

Shawn Y. Stokes
Director



Center for Learning & Development: Who are we?

The D.C. Department of Human Resources (DCHR), Workforce Development Administration (WDA) provides training,
workforce planning and organizational development programs and activities that increase the knowledge, skills and
competencies of District government employees to enable them to provide the highest quality and most cost-
effective services to the District of Columbia. The Administration is composed of the following divisions: Programs and
Training.

DCHR WDA offers a complete online course catalog and a summary of the training programs. District government
employees can find more information about the course schedule, individual programs, registration, and training
policies on the DCHR Web site wda.dc.gov.

Center for Learning & Development: Weather Policy

“In the event that an employee is scheduled to attend a ONE DAY training and the
government is on a delayed opening and/or closed, the training will be cancelled. In the
event that an employee is scheduled to attend a TWO DAY training and the government is
on a delayed opening, the training will take place and will begin at 11AM. In the event that
an employee is scheduled to attend a TWO DAY training and the government is closed, the
training will be cancelled”.

CLD’s Contact Information

D.C. Department of Human Resources
Center for Learning & Development
441 4th Street, N.W., Suite 310S
Washington, D.C. 20001

Telephone: (202) 442-9700

Fax: (202) 727-1744

TTY: (202) 727-1776

www.dchr.dc.gov
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Performance Management
308 Performance Management Comprehensive (ESS) Training 62
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63-70
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Information on Continuing Education Units (CEUs)

The DCHR Workforce Development Administration offers credit in the form of continuing education units (CEUs) for all
courses you take. CEUs are used nationwide to maintain records of completion of organized postsecondary
education. One CEU is granted for every ten (10) hours of class participation. For those on management and other
professional career paths, CEUs are widely recognized as evidence of educational attainment. You may apply these
credits toward various degree programs or use them to earn or maintain professional credentials. The policies of
individual academic institutions and professional organizations vary. Therefore, please check the policies of your

institution or professional group. To earn CEUs and receive credit for completing the course, you must attend the
entire class.



Available Programs

Career Management Programs

The Career Management Programs can be used as a guide for creating a professional development plan
within the District Government. Descriptions and course offerings focus on the knowledge, skills, and personal
characteristics that enable employees to grow professionally. Use the table below to find an applicable
Career Path and relevant courses.

Connecting Learning to Career Paths HIGH
POTENTIAL EXECUTIVES
CAREER CAREER ISS LEADERS :
SERVICE SERVICE Executive

RESIDENTS Management |  Emerging Leadership

Thriving in the Moving Into Supervisory
Workplace Management Service s Program

This programis This programis  This programis  This programis  This programis  This programis

designed to designed to designed to designedto designed to designed to equip
support District enhance skill cultivate provide develop high executives with
residents and development for  leadershipskills ~ managers with  potential leaders  information and
othersin theirjob  entryleveland  within mid-level the critical and prepare policies related to
search and mid-level employeesand  knowledgeand  them for senior the effective
career employees, those who desire skills to level management of a
development analysts, and to manage effectively management high-performing
team leads manage people agency
and execute
programsin
accordance with
District policy
and best
practices



Connecting Learning to Career Management Programs

CAREER PROGRAM DESCRIPTION

DiStI’iCt This program is designed to support District residents
and others in their job search and career development

Residents

Thriving in the This program is designed to enhance skill development
for entry and mid- level employees, team leads, and

Workplace analysts.

Moving |nt0 This program is desighed to cultivate leadership skills

within mid-level employees and those who desire to

Management manage.

Man agement This program is designed to provide managers with the
. critical knowledge and skills to effectively manage
SuperVISory people and execute programs in accordance with

Service (|\/| SS) District policy and best practices.

Emerging This program is designed to develop high potential
leaders and prepare them for senior level

Leaders management.

Executive

Leadership This program is designed to develop high potential

leaders and prepare them for senior level

Program management.




Career Management Programs

(Relevant Courses)

CAREER PATH COURSE LIST

555 Resume Writing & Building Techniques
410 Ranking Factors - DC Government
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300 Critical Thinking

309 Overview of Performance Mgmt. (MSS
& ESS)

404 Business Etiquette & Professionalism
408 Setting Boundaries

501 Communicating Non-defensively

504 Time Management

505 Handling People with Tact & Skill

514 Taking Initiative

10



CAREER PATH

o

.
3
-

= &
@)
cC O
< @©
-
M
=

\Yi[e)Y;

COURSE LIST

300 Critical Thinking

308 Performance Management (ESS)
404 Business Etiquette & Professionalism
502 Powerful Communication

512 Work it out: Solving People Problems
505 Handling People with Tact & Skill
915 Mid-Year Discussion & PIP
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CAREER PATH
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602 Progressive Discipline

604 FMLA

607 Employee Relations

801 Change Management

900 Critical Thinking for Supervisors and
Managers

901 Ethical Decision Making for Managers

902 Leadership Essentials

903 Management Dynamics

905 Performance Management (MSS)

907 Procurement |

908 Project Management

909 Reasonable Suspicion

911 Understanding the District's Budget

912 Budgeting for Agency Operations

915 Mid-Year Discussion & PIP

917 Building High Performance Teams

918 Introduction to Management

919 Principles of Management

1010Intro to DC Government Contracting
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CAREER PATH
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COURSE LIST

300 Critical Thinking

801 Change Management

900 Critical Thinking for Supervisors and Managers
901 Ethical Decision Making for Managers
903 Management Dynamics

907 Procurement |

908 Project Management

909 Reasonable Suspicion

911 Understanding the District's Budget
915 Mid-Year Discussion & PIP

1010 Intro to DC Government Contracting
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CAREER PATH COURSE LIST
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901 Ethical Decision Making for Managers
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Available Programs

Core Competency Development

A core competency is a fundamental knowledge, ability, or expertise in a specific subject area or skill set. The
District Government has identified five Core Competencies for all District employees and three for Supervisors

and Managers (MSS). Use the table below to identify competencies and find courses that can be used to
develop proficiency.

MSS Core
Communication Competency -

Leadership

Job Knowledge

MSS Core
Competency -
Operational &

Strategic

Planning Accountability

Customer Service

MSS Core
Goal Attainment Competency-
Management of
Others

15



Connecting Learning to Core Competencies

Core Competency

Communication

Presents ideas and information verbally and in writing in a
clear, concise manner. Shares information with and
informs others on a timely basis using appropriate and
easily understood language. Able to articulate agency
mission and goals.

Customer Service

Partners with internal and external customers to provide
quality service. Demonstrates consistent and continual
adherence to all prescribed District customer service goals
and standards. Treats all customers in a professional and
courteous manner.

Goal Attainment

Leverages knowledge of agency and District government
vision, mission, and values to consistently execute duties
and responsibilities. Capable of seeing the impact that day
to day work has on the work of the team, agency, and
District government overall.

Accountability

Demonstrates personal responsibility for ensuring the
completion of work assignments as prescribed. Uses
District supplies, equipment, vehicles, uniforms,
technology, etc. in an efficient manner, and appropriately
reuses and discards these items.

Job knowledge

Exhibits an understanding and knowledge of profession.
Works to improve job knowledge by taking courses,
becoming certified or licensed, maintaining certification or
licensure, attending conferences, seminars, seeking out a
mentor, etc.

Creates and nurtures a performance-based culture that

Operational &
Strategic Planning

MSS Core supports efforts to realize the District government’s

Com peten Cy- mission and accomplish its goals. Inspires, motivates, and

Leadershi P guides others,& partners with others to ensure goals are
met

MSS Core Contributes to the development, execution, and evaluation

Com peten Cy- of the agency’s strategic plan. Displays a keen awareness

of and attention to short and long term goals, stakeholder
interests, and exploring opportunities for cross-agency
collaboration.

MSS Core
Competency-
Management of
Others

Identifies potential in others. Provides ongoing feedback
to improve performance. Encourages meaningful career
development opportunities for staff. Conducts full scope of
performance management responsibilities to ensure a
well-functioning staff.

16



Core Competency Development:

(Relevant Courses)

CORE COMPETENCY COURSE LIST

304 Writing for Essential Communication
401 Setting Boundaries

501 Communicating Non-Defensively
502 Powerful Communication

503 Effective Presentation Skills

COMMUNICATION




CORE COMPETENCY COURSE LIST

Customer Service

302 Customer Service

303 Customer Care Excellence-Act |
303 Customer Care Excellence-Act i
303 Customer Care Excellence-Act llI
303 Customer Care Excellence-Act IV
303 Customer Care Excellence-Act V
403 Personality-Myers Briggs

405 Business Etiguette & Professionalism
408 Setting Boundaries

500 Anger Management

501 Communicating Non-Defensively
505 Handling People with Tact & Skills
513 Curing the Negativity Virus

913 Multigenerational Workplace
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CORE COMPETENCY COURSE LIST

Goal Attainment

300 Critical Thinking

504 Business Etiquette & Professionalism
508 Time Management

514 Ethics Standards for DC Employees
607 Employee Relations

901 Ethical Decision Making

908 Project Management

911 Understanding the District’s Budget
1010 Intro. To DC Government Contracting
003W Ethics Webinar

005W GLBT Cultural Competency
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CORE COMPETENCY COURSE LIST

230 Overview of DC GIS

232 ArcGIS

234 Google (Earth) DC

503 Effective Presentation Skills

602 Progressive Discipline

603 Interviewing Techniques for Managers
604 FMLA

607 Employee Relations

609 PeopleSoft-Reports/Queries

610 PeopleSoft Eprofile Maintenance
611 PeopleSoft/Position Mgmt. PILOT
612 PeopleSoft e-Recruit/TAM

613 EEO Counselor

614 EEO Officer

702 Train the Trainer

907 Procurement |

909 Reasonable Suspicion

911 Understanding the District Budget
912 Budgeting for Agency Operations

Job Knowledge




CORE COMPETENCY COURSE LIST

Accountability

300 Critical Thinking

308 Performance Management (ESS)
309 Overview of Performance Mgmt. (MSS & ESS)
401 Mapping out your Career Path
408 Setting Boundaries

507 Sexual Harassment

517 GLBT Cultural Competency

905 Performance Management (MSS)
908 Project Management

915 Mid-Year Discussion & PIP

004W Telecommuting Webinar

21



CORE COMPETENCY COURSE LIST

MSS
Leadership

512 Work it out: Solving People Problems at Work
513 Curing the Negativity Virus

607 Employee Relations

801 Change Management

900 Critical Thinking for Supervisors and Managers
903 Management Dynamics

917 Building High Performance Teams

918 Introduction to Management

919 Principles of Management

1020 Contract Admin. Training

1040 Creating Effective Statements of Work
1180 DC Gov. P Card

7100 PASS Buyer
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CORE COMPETENCY COURSE LIST

MSS

Operational & Strategic

Planning

900 Ciritical Thinking for Supervisors and Managers
903 Management Dynamics

911 Understanding the District’s Budget

912 Budgeting for Agency Operations

917 Building High Performance Teams

23



CORE COMPETENCY

COURSE LIST

308 Performance Management (ESS)

309 Overview of Performance Mgmt. (MSS & ESS)
512 Work it Out: Solving People Problems at Work
602 Progressive Discipline

801 Change Management

900 Critical Thinking for Supervisors and Managers
903 Management Dynamics

915 Mid-Year Discussion & PIP

917 Building High Performance Teams

918 Introduction to Management

919 Principles of Management

1180 DC Gov. P Card

7100 PASS Buyer
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Health and Wellness Series

These courses focus on improving employees' physical health and overall state of being. All
courses in the Health and Wellness Series are open to all employees. Unless noted, no pre-
requisites are necessary for these classes.

The Health and Wellness Series includes the following programs and courses:
Family and Friends CPR

Line Dancing

Zumba Dancing

Emergency Planning/Home & Work

100 Family and Friends CPR

PeopleSoft Title: CPR/First Aid

3 hours (1 three-hour day-0.3 CEUs)

Description

The Family & Friends CPR course offers basic cardiopulmonary resuscitation (CPR) awareness
training in a dynamic group environment. This course uses the research-proven Practice-While-
Watching method to provide students with the most hands-on CPR practice time possible.

Obijectives Who Should Attend

e Employees will learn how to use basic Open to all employees
CPR in emergency situations. Prerequisites

e Employees will learn how to administer None

CPR to adults and children.
e Employees will learn how to apply and
practice CPR techniques.

103 Line Dancing

PeopleSoft Title: Line Dancing

1 hour

Description

Line dancing is a great way to exercise, relieve stress, stimulate the mind & body and have
fun. It also enhances healthy joints and flexibility. Learn how to have better rhythm and
coordination. Develop a healthier lifestyle and lift your energy level and spirits.

Objective . _ Who Should Attend
e Employees will learn to line dance. Open to all employees

Prerequisites
None
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105 Zumba Dancing

PeopleSoft Title: Zumba Dancing

1 hour

Description

Zumba is a fun, different & effective fusion of Latin rhythms with easy to follow moves, to create
a dynamic aerobic workout!

Objective Who Should Attend

¢ Employees will learn to Zumba!! Open to all employees
Prerequisites
None

106 Emergency Planning/Home & Work
PeopleSoft Title: Emergency Preparedness

3 hours (1 three-hour day-0.3 CEUs)

Description

Ensure your home and workplace are equally prepared in the event of an emergency or
disaster with this 2.5 hour seminar designed to provide District employees with proven
emergency preparedness best practices for home and office settings. Participants will learn
practical ways to plan for and mitigate household and community emergencies, including: how
to create a home disaster plan, how to safely evacuate or shelter (stay) in place and how to
help during a community-wide emergency or disaster.

Objectives Who Should Attend

e For the workplace, participants will discuss the This course is intended for
essential elements District employees identified
of a workplace emergency plan and; within their agency as

 learn about different types of workplace “emergency employees” or

other specified critical
employees, however, all
District employees are
welcome and encouraged to
attend.

Prerequisites

None

emergency plans, including: Occupant Emergency Plans
(OEPs) or Continuity of Operations (COOP) plans.
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Computer Technology Training

The goal of computer application training at WDA is to help employees use the power of technology
as a tool to work smarter, faster and more productively. Our commitment to keeping pace with
change by investing in information technology also requires an investment in the ongoing
development of employees’ skills and knowledge.

WDA offers classroom training that encompasses most entry-level computer application in the
Microsoft Office Suite. All courses are competency-based and are designed to help employees
reach and maintain high levels of performance in their work environments.

WDA’s Computer Technology Training section consists of three major components: the Personal
Computer Applications (PCA) series, the Technical Computer Application Series and Online
Training. The PCA series provides employees with the basic skills they need to effectively operate
a personal computer in the workplace. The Technical Computer Application Series focuses on
the District’s Geographic Information Systems (DC GIS) program by providing District
government employees with the skills they need to use geographic information systems (GIS) in
the workplace. The Online Training component provides employees with the opportunity to take
basic and advanced courses over the Web at times convenient to them. Training modules
include computer desktop and advanced courses, as well as financial, project management,
customer service, professional, and management development courses.

Personal Computer Application Series

The PCA Series provides employees with the Microsoft Excel 2010—Introductory,
basic skills they need to operate a personal Intermediate,
computer in the workplace. It includes and Advanced Levels

Microsoft Office 2010—New Features
Microsoft Outlook 2010—Introductory Level
Microsoft PowerPoint 2010—Introductory Level
Microsoft Project 2010—Introductory Level

introductory courses that teach basic
computer skills for beginners and intermediate
and advanced courses for more experienced

users. Microsoft Publisher 2010—Introductory Level
The PCA Series includes the following courses: Microsoft Word 2010—Introductory,
Intermediate,

Introduction to Personal Computers

Microsoft Access 2010--Introductory,
Intermediate,

and Advanced Levels

and Advanced Levels
Microsoft Office 2010—New Features
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2010PC Introduction to Personal Computers

PeopleSoft Title: Introduction to PCs

3 hours (1 three-hour day-0.3 CEUs)

Description

Employees will learn what a PC is and what an operating system is. They will learn basic computer

skills, such as turning on a computer, logging on to Windows, and working with files. Employees will
also learn to identify and use the major components of a PC, both externally and internally, including
the disk drive, monitor, mouse, keyboard, and printer.

Who Should Attend
Open to all employees
Prerequisites

None

Obijectives
¢ Learn the basic skills necessary
to operate a personal computer.

2010A1 Microsoft Access 2010—Introductory Level

PeopleSoft Title: Access 2010 - Level |

6 hours (1 six-hour day-0.6 CEUSs)

Description

Employees will learn the basic skills necessary to begin using Microsoft Access 2010. They will design

and create databases, tables, queries, forms and reports.

Obijectives

¢ Understand database concepts and terminology and
explore the Microsoft Office Access 2007 environment. out of using Access 2010

¢ Build a new database with related tables. Prerequisites

¢ Manage the data in a table. Familiarity with Microsoft Windows 98, 2000,

e Query a database using different methods. NT or XP

e Design forms.

o Generate reports.

Who Should Attend
Any employee who wants to get the most

2010A2 Microsoft Access 2010—Intermediate Level

PeopleSoft Title: Access 2010 - Level Il

6 hours (1 six-hour day-0.6 CEUSs)

Description

Employees will learn intermediate-level operations of the Microsoft Access program. This course is for

individuals whose job responsibilities include maintaining data integrity; handling complex queries,
forms and reports; and sharing data between Access and other applications. This course is also a
prerequisite to taking more advanced courses in Access 2007.

Obijectives maintain data integrity.
¢ Modify the design and field properties of a e Retrieve data from tables using joins.
table to streamline data entry and
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¢ Create flexible queries to display specified

records, allow for user-determined query Who Should Attend _
criteria and modify data using queries. Any empl(;yee who wants to get the most out of using
Access 2007.

Prerequisites
Microsoft Access 2010—Introductory Level

2010A3 Microsoft Access 2010—Advanced Level

PeopleSoft Title: Access 2010 - Level llI

6 hours (1 six-hour day-0.6 CEUSs)

Description

Employees will extend their knowledge into some of the more specialized and advanced capabilities

of Microsoft Access by structuring existing data, writing advanced queries, working with macros,
enhancing forms and reports and maintaining a database.

Objectives Who Should Attend

e Structure existing data. Employees who understand the basics of
¢ Write advanced queries. creating and using data objects, including
* Simplify tasks with macros. tables, queries, forms and reports

¢ Make reports more effective.

o Prerequisites
¢ Maintain an Access database.

Microsoft Access 2010—Intermediate Level

2010E1 Microsoft Excel 2007—Introductory Level

PeopleSoft Title: Excel 2010 - Level |

6 hours (1 six-hour day-0.6 CEUs)

Description

In this series beginning and intermediate Microsoft Excel users will learn about creating and editing

spreadsheets, what is new in the 2010 version, the Excel interface, navigating, editing and working
with text, values and formulas, printing, formatting, creating charts and databases and using images
and hypertext in a spreadsheet.

Obijectives Who Should Attend

e Create a spreadsheet. Any employee who wants to get the most out
¢ Manage worksheets. of using Excel 2010

e Create charts and databases. Prerequisites

e Learn hypertext and other tips. None
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2010E2 Microsoft Excel 2007—Intermediate Level

PeopleSoft Title: Excel 2010 - Level I

6 hours (1 six-hour day-0.6 CEUs)

Description

Employees will learn the skills and concepts necessary to work with Microsoft Excel to create

templates, sort and filter data, import and export data, analyze data and work with the program on
the Web.

Obijectives

¢ Enhance the workbook. Who Should Attend

¢ Automate workbook creation by using Employees with Microsoft Excel 2010—
templates. Introductory level experience who understand

e Analyze data by using pivot tables and data types (text, numbers and formulas)

pivot charts.
¢ Work with graphic objects.
e Calculate with advanced formulas.
e Sort and filter data.

Prerequisites
Microsoft Excel 2010—Introductory Level

2010E3 Microsoft Excel 2007—Advanced Level

PeopleSoft Title: Excel 2007 - Level llI

6 hours (1 six-hour day-0.6 CEUs)

Description

Employees will extend their knowledge into some of the more specialized and advanced capabilities

of Microsoft Excel by automating some common tasks, applying advanced analysis techniques to
more complex data sets, collaborating on worksheets with others and sharing Excel data with other
applications.

Obijectives Who Should Attend
e Increase productivity and improve Employees who understand basic and
efficiency by streamlining workflow. intermediate levels of Excel 2010

¢ Collaborate with others using workbooks.
e  Work with multiple workbooks.

e Use Excel with the Web.

e Structure workbooks with XML.

Prerequisites
Microsoft Excel 2010—Intermediate Level

20100T Microsoft Outlook 2010—Introductory Level

PeopleSoft Title: Microsoft Outlook 2010

6 hours (1 six-hour day-0.6 CEUs)

Description

In the Microsoft Outlook 2010 series of courses employees learn how to use the major components of

the Outlook 2010 program: Mail, Calendar, Contacts, Tasks and Notes. Topics include navigating
between Outlook modules and reading, sending, customizing and organizing e-mail messages.
Employees will also find out how to schedule appointments, add and use information about contacts
and create tasks and notes. In addition, they will learn about the collaboration, security and
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personalization features of Outlook 2010.

Obijectives
¢ Learn how to use the basic features of Who Should Attend

Outlook 2010. Any employee who wants to get the most out
¢ Manage messages. of using Outlook 2010

Personalize Outlook and learn other tips. Prerequisites

Familiarity with Microsoft Windows 98, 2000, NT
or XP

2010PP Microsoft PowerPoint 2010—Introductory Level

PeopleSoft Title: Microsoft PowerPoint 2010

6 hours (1 six-hour day-0.6 CEUs)

Description

In the PowerPoint 2010 series beginning and intermediate PowerPoint users will learn about creating

and editing presentations and individual slides, outlining presentations and printing presentations.
They will also learn topics such as formatting presentations and slides and using masters, color
schemes and templates. Employees will find out how to incorporate pictures, clip art, sound, video
and animation into a presentation. Finally, employees will learn to use PowerPoint with the Internet
and when collaborating with others.

Obijectives

¢ Receive an introduction to PowerPoint. Who Should Attend

¢ Maximize presentation effectiveness. Any employee who wants to get the most out
e Use color, masters and templates. of using PowerPoint 2010

¢ Use drawings, charts, sound and video. Prerequisites

e Use animation, Web pages and Experience with Microsoft Windows 2000 and

collaboration. XP and familiarity with word processing

programs such as Microsoft Word

2010PJ Microsoft Project 2010—Introductory Level

PeopleSoft Title: Microsoft Project 2010

6 hours (1 six-hour day-0.6 CEUs)

Description

Employees will learn the basics of Microsoft Office Project 2010. The course includes how to set up a

project, manage project files, create a task list, schedule tasks, view a schedule, define and assign
resources and costs, track a project, analyze progress, and revise a schedule.
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Obijectives

¢ Identify the steps involved in project
planning and how project management
software can be helpful.

¢ Plan a project using Microsoft Project 2007.

e Link tasks effectively and work with time
constraints.

e Assign resources and their work schedules
to task.

¢ Effectively use the different views and
reports available in Microsoft Project 2007.

Who Should Attend
Employees who have some project

management experience and are familiar
with terms such as Gantt chart, task, critical
path and resource, although no knowledge of
Microsoft Project 2010 is required

Prerequisites
A good understanding of formal project

management terminology, tools and
techniques

2010PJ Microsoft Publisher 2010—Introductory Level

PeopleSoft Title: Microsoft Publisher 2010
6 hours (1 six-hour day-0.6 CEUs)
Description

Employees will learn how to use Microsoft Publisher 2010 to create and publish a wide variety of
publications for desktop printing, commercial printing, e-mail distribution or viewing on the Web.

Obijectives

¢ Create a one-page publication.

¢ Modify a publication’s layout and
structure.

e Edit content in the publication.

e Format a publication.

¢ Identify the options for distributing a
publication.

2010 Microsoft Word 2010—Introductory Level

PeopleSoft Title: Word 2010 - Level |
6 hours (1 six-hour day-0.6 CEUSs)
Description

Who Should Attend

Open to all employees

Prerequisites

Experience with personal computers,
a Windows environment and word
processing

Employees will learn the basic skills necessary to begin using Microsoft Word 2010.

Obijectives

¢ Create a document.

e Edit documents by locating and modifying
text.

¢ Add tables and graphic elements to a
document.

e Proof documents for accuracy.

Who Should Attend
Employees who understand basic concepts

involved in working with a personal computer;
no prior knowledge of Word is assumed
Prerequisites
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Experience with MS Windows 98, 2000, NT or XP

2010 Microsoft Word 2010—Intermediate Level

PeopleSoft Title: Word 2010 - Level Il

6 hours (1 six-hour day-0.6 CEUs)

Description

Employees will learn the intermediate features of Microsoft Word 2010.

Objectives Who Should Attend
e Manage lists. Employees with Microsoft Word
« Present a professional appearance to documents by 2010—Introductory Level experience

e Customize styles for document elements. Prerequisites
e Automate common tasks. Microsoft Word 2010—Introductory

. Level
¢ Perform mail merges.

2010 Microsoft Word 2010—Advanced Level

PeopleSoft Title: Word 2010 - Level I

6 hours (1 six-hour day-0.6 CEUs)

Description

Employees will learn the advanced features of Microsoft Word 2007.

Objectives Who Should Attend

¢ Use Microsoft Office Word 2007 with other Employees with Microsoft Word
programs. 2010—Intermediate Level

e Collaborate on documents. experience

e Manage document versions. Prerequisites

o Add reference marks and notes. Microsoft Word 2010—

e Use XML in Word. Intermediate Level

215 Microsoft Office 2010
PeopleSoft Title: MS Office 2010 New Features
6 hours (1 six-hour day-0.6 CEUs)

Description
Employees will learn the features of Microsoft Office 2010 that are new to the office system.

Objective Who Should Attend
¢ Employees will receive an introduction to Employees with Microsoft Office 2007—
the new features in Microsoft Office 2010. Intermediate Level experience

Prerequisites
Microsoft Office 2007—Intermediate Level
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Technical Computer Application Series

The current courses offered in the Technical supports a wide variety of applications
Computer Application (TCA) Series focus on including homeland security, economic
the District of Columbia Geographic development, environmental protection,
Information Systems (DC GIS) program by government operations, law enforcement,
providing District government employees with policy analysis, public works, public health,
the skills they need to use geographic transportation and urban planning.

information systems (GIS) in the workplace. DC
GIS includes more than 240 digital maps and , ,
. . Overview of DC GIS Using ArcGIS
associated databases. Collectively, DC GIS ArCGIS
maps and data form a detailed knowledge Google DC
base that crosses agency boundaries and

The TCA Series includes the following courses:

230 Overview of DC GIS Using ArcGIS

PeopleSoft Title: Overview of DC GIS - ArcGIS

6 hours (1 six-hour day-0.6 CEUs)

Description

Through this fundamental overview of geographic information system-based DC GIS resources,

employees will receive an introduction to using the applications and