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New Technol ogi es
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I nstructor = Tami Re

Monday, Februa+3y pom 2012

Room: Your desktop

Join us from your ofce for this informatve
conferencing tool for distance | earning, o

LYF2NXIoa2y {KIFENARYy3AY !aiy3da D223ftS 520a
Il nstructor: Kity Cummings

Tuesday, Febraa8d: FQ @Rmal?2

RoomING1?2

| mport, create and share documents, sprea
tons. See your changes in real tme and acc
anywhere. Edit and view your docs from any
phone. Share and coll aborate using Googl e

2 KFEG ¢FofSG Aa wiAaKEG F2N |, 2dK

l nstructors: Car ol Bel | & Susan Din
Tuesday, Marchoda, pin012

Room:-12 2JU

Trying to decide which tablet is the right
fusing. We are here to hel p! We are goin
tablets and what each one has to ofe Jo
workshop to help you choose the righ tabl
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Tuesday, Aprihosdsh ptnl2

h ¢ SOKy2f238 2y (KS D2 6AdGK .8
@ 2 Room: -324UW

--;J ™ I nstructor: Jose O Tero
T

Pl ease join Jose O Tero from Best Buy as h
ment of t-Rbhdessahyg enl eashing their capab
both businebBese wntll|l Basarwith him an Appl e

Geek Squad agentThingd ias Dowmeé dwexlpehop you
won't want to miss!

,2dz2NJ 5SLI NI YSYy(d 2y ClOSo6221Y 2KF{G ,2dz { K2 d:

I nstructor: Kity Cummings
Tuesday, Apri 01—2243,0 2p0Oni 2
Room: -11RNG

Thinking about a Facebook page for your de

i nformaton session to | earn more about set
on Facebook.

Career Rel at ed

| 26 GKS /2YLSaa@S tNRY2a2ylf tNROS&a 22NJ a
/ traaAUSR 9YLX 2&8SSa

I nstructor: -H8amaubDeCl ement e

ASU: Wednesday, 95-h0h:uho yhutvd 25 201 2

OSU: Thursday, PRBah@ald3y Wia@22012

OSuU: Thursday, Jawuar3ouliMh22012 11:15 pm
In this workshop, we will discuss how the
promotonal process womwkgd hfimr t hleagsoim-Fed emp

pettve cl ass.
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Il nstructor: Human Resources

Tuesday, Janu8rg0NL7am20C202
Tuesday, March: BBl 2m12C02
Tuesday, May 8;3PD1&m ceo02

hNI OfS [I02NJ 5Aa0NAGdze2Y
Tuesday, Febr 0a8¥P0:131Q 2@@RD 2
Tuesday, Aprib:2WQ: 20 12@L 02

This course wild/l provide atendees with the
create/update Labor Distributon schedul es.

{LISF1{AYy3a F2N {dz0O0S&aayY LYLNRBOGAY3I {LISS¢
+2A0S 9u0S0Oa@SySaa

I nstructor: Peter Sicilian
Wednesday, Jafuladr:y3 01 8a,m 2012
Wednesday, Ma B-e1hO : 1340, a2nd 1 2

Room:-12 2JU

The zwredduced voice is dynamic, smoot h, cl ea
commands, per suades-s uicrcetsTsifiausl d ,y!land convey:
cour s e, based on the wor k d&fveDr. Morton Co«
years of privatfeoarvbi peophetwbotoaedi 860 use
their voice in businessloptieasc tionvgg,r eadlnd publ
include: maintaining good vocal health, the
tohegalthy voaealdsgrcdijosmctbor,at h support, and
odfsodreal i ng with nerves.

9YLX 288Sa a /2ttS3S {GdzRSyla
I nstructor: Roni O’ Geen
Wednesday, Janoathypin8, 2012

Room:-12 UU

What you need t consider i f you are thi
Learn some tps n how to succeed, pay fo
sooner than you thought.
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I nstructor: Dan McCor mack
Wednesday, FeBr amoyn8, 2012
Room:-12 UU

The basics of Grant Writng (requires no pr

l
at: the major components of common grant p.
guestons you wil/ have to think about/ addr
grant proposal, the types of ideas/ project:
thinking about, and the | ocaton of potent al
,2dz 2 yid 2KFEGKKK wSLRM ya {AYLX AUSR
I nstructor: Carol Bell —7
Monday, Ma$%-12, 2a0nl2 p—
Room:-11LAG —
What makes a good repc w should mater
be organized? How car graphs, chart:
vi suals to make my point? What is the best
present informaton?
Personal & Professional

LYGNRRdzOa2y G2 {IFSieé lyR {StF 58§
l nstructor: Mady Bay

Wednesday, Janoaf8ypihl, 2012
Room:-25a4JU

Bay, NYS University Police, wi || (
their risk of becoming a crime vi
gerous situatons. She wil!/ al so t
sslef skill s. Both men and women a
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I nstructor: Adam FIl int
Wednesday, Fehdud88lyané30 2®rh 2

Room: -324UW

Learn how to save energy dollars and incre
through the fnanci al incentves available t
Green New York Program. Bring one copy of
(heatng and electric) to sign up for a fre
hensive home energy assessment right at th
the Energy Leadership Program of Cornel/l C
Broome County.

550t dzg SNA y 3

I nstructor: Roni O’ Geen

Wednesday, Manob#®©h7pm2012

Ro o m:1 24U

earn some tps, support and challenge your
to decil iRiemd atthé oancedi t onal and not so app:
vantages to declutering.

22NJ LX FOS A2t SyO0OS t NB@Syaz2y

I nstructor: Mady Bay

Monday, April 123023A2pm

Room:-25a4JU

his workshop will consist of a discussion
tve or threatening people Binghamton Unive
may encounter i n Coluarssserso oonfs aocrt oonf cfeasr. pr e v e
tve panodd ectve measures amwdl dsibrgthampus r es

cus.



LaAyAy3a F2NI D2fR

I nstructor: Susan Di ngman
Tuesday, ApribLe10, ath012
S /Wi Room: -324UW

P
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Have you ever wondered what perks are ava
staf at Binghamton University? Come to th

58IfAy3 6A0GK aSlky ! F DA NI a
Il nstructor: Roni O’ f
Wednesday, Apnbb—ﬂlZﬁr{X :
Room:-124JU %
A
Preteen and teen girls can be mean in ways
meanness How lbaywysyou sumgdorthattheneraemci pi ent
ness? How can you recognize it? Or is it |

form of bullying?

¢tKAad hftR .22]

I nstructor : Bet h Kil mar x
Thursday, May 17 ,no2@él 2 m
Room:-124JU

Have you ever been given an old book from

how to c@re boy an?interestng |l ooking book
and wonder i f iTth'iss rweorrek sohro pv aclamna bhled.p you w
these qgWeskshep partcipants wil/ be shown

for books, rangldgfambmycbhbluebesb modern
|l ect ODFes. t he easiest way to care for a boo

its locat Morikms ha pr pamt ci pants will also be
which websites to use to determine the rar
booKRé&is i®nawhakddbop and partcipants are a

bring a book to work with during the sessi



Wel | ness

¢2dz2NJ 6KS bSs wSONBlIe2y /SYidSNI Fd GKS 9l ad |
Wednesday, Febr uaroethl pm2012

Meet in the Recreaton Center Lobby

Take an hour to see the newly renovated Re:
vestgate the new actvity optons availabl e
and community members. Our staf wild.l gi ve
facility, hi ghlight new programs and servi
your membership questons. Stops on the visi
ftness center, dedi cated Well ness Services
um, mul tpurpose rooms, |l ocker rooms and t he
Rental Center. You can even grab a quick |
and relax in the center’”s | ounge. Let wus hi
ftness goals in 2012.

., DNERdzLJ CAlySaa {IYLX SN

3:“ | t rRictt oD d
W 9« sl nstrRatt oDaw
2,12

AWednesday, Manob#t7pm2012
Room: ERc d mG#H# IO 6

Group Fitness classes can be a fun and ef e
ual workouts. Each class style speaksto dif erent interests and f tness

|l evels. Classes can also incorporate a numl
Don’'t be intmidated! Let us introduce you
and “tools” so that you can beter deter mini
ty”. We' ||l cover styles from Zumba to str el

bells & body bars to mind/ IGedy awi t h BOSU b:
taste for what GroApprFropmieatse cfamr odlelr fytome s
| evel s; dress for exercise.
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Thursday, Mar ch 21D,eh2 QI

Room: ERc ® m G#¥ 2n2

Escape from the gloomy weather in Binghamt
on your lwunch hour through a distant wvacat
ride is a fun way to get in some actvity a
provide the statonary bikes and video whic
perspectve. While you pedatthegeour own bi ke,
road experience of actwually riding through
t he | oRraitnogn.a friend and take a |l uncht me t |
appropriate for all ftness |l evels, but you
pedal an indoor bicycle. Dress for exercis
avail able-ploeadsdincsegi atssr earl y.

. A0e0fS wSLI AN 22N)] aKz2LJ

I nstructor: Mi chael Zuber

Wednesday, ApdiB@O2pbm 2012

Room: OQutdoor PuEasuutits Rent al Ce

Gy m
Do you own a bike or are you thinking of g
to service it lceaanr matke ddjfilesteasgweaaky br ak
change a tre, or deal with a deraill eur.
overall troubleshootngidepdi habpecyoun.thfoug
you would |ike, bring your own bike and re
| aton assistance

Book Revi ews

52y Qi {68 { hiykSRi{cYHdrtd {Giadzil s on
L@l Nstructors: Carol Bell & Cherie vant
- Wednesday, Febrilwa+rlyd :2320 & 12
Room:-122JU

Si mple ways to keep your cool in stressful
book by Richard Carl son.

10
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I nstructor s: Kity Cummings & Susan Di
“ 1 Thursday, Maradabl1l, ath01l2

Y Room:-12 WU

Are you a shark or a goldfsh? Do you need
your own food’> We cannot al ways contr ol C ¢
but we can contr ol how we respond to them.
you're a goldfsh or a shark.

NoMore b2 a2 NX bwS INNSriica HMuc hni ¢k

)'h"

R(g',“.‘“'_lnstructors: Carol Bell & Susan Di ngm.
s Thursday, Aprifl -2néo,on20 12

weedans Ro o m:-1 2 4JU

Have you ever had regrets? Wi sh you coul d
di ferentl y? Join us as we discuss this boc
with no regrets.

Speci al Event s

/| 2SS 9 52ydzia 6AGK GKS !/ ¢5

We'l |l bring the refreshments to your next ¢
i ntroduce oursel ves, do a short presentator
and talk about your training and professiol
Give us a call and we’ll schedule a visit t
l RYAYAAaUNroa@S !daradlyida 2SS

Join us for Consultng and workshops geared
Admini stratve Assi stants

Consul tng —2 6 —11: 30 8ali @ LNGnuary 2:
Excel 201l 0MBradayx,s Janu@Gram23dl?2 9 LNG
Excel 201 0MECmday,s Janddr ywm23il?2 LING

Excel 201 0Tkro®s tnay asJ aru Broy pail 2 1L:NI0

Tips & Tricks in

Word 2010 —4 pm 112 TuebNGY, J:
Making the Most of

Mi crosof Ofce 2010 —Ahpmsddy 2 JanulaN@ 26

11
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Check our calendar at htp://uctd. bi
for the dates and tmes of these r e
of e

rings:
. FYYSNkx.! . w!lLb
Wor kshops are ofmomddIl momtndl yi nacrl uldie: Ent eri
Grades, I nternet Nat-Ser BaoameAc &dd &MB)c Basi cs
Hi story and Records, Self Service for Facu

LYGSNYStG blo@S ThYy¢SNsoEbroanyah®8aWwho wi l

i nt o tohfec ebafcdkr ms (screens) in Banner to ma
student informaton. This course will help
bl e moving around within forms and from f
requi site to getng a User I D in Internet

b . wlLbk{StTFT {SNBAOS IOl RSYiASO cllAaasiis2, NB | y
we wi |l |l |l ook up Records Access informaton
viewing student’'s academic history, addre
ing cl ass rosters. It is recommended to

sion before atending this ¢l ass.

.wW! Lbk{StF {(DENIMGOS dFXNIrCIHfGQdziui &y and i n

|

I
tors who are teaching courses as this tra
faculgegr wiedd tools, including grade submi s
|l ookup, course syllabus postng, ofce hour
not ces, DARS, class rosters and atendance
their own |l ogin informaton to review upco
.t F0102FNR
Bl ackboard workshops include Overview, Com
Gradebook, Tests and Surveys, and wusing Tu

shops for your group can also be arranged.

.Yl AT
Tour the many features of Bmail i ncluding
and sharing document s.

12
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Atendees | earn to create videos of their P
using Camtasia. We wil/| l earn how to recor
videos ready to be published on the Web. T
structors or anyone who needs to share inf
group of people best reached using the I nt
| @ LISNA 2y

Wor kshops are ofered monthly and include:

Users and Hyperion for Query Writers. A Us
second Wednesday of d4vw@ry month in Room LN

| @LISNA2Y FTINI SYyRoy&SNRBY is for new and cu

who will bexrsnmgngueriees (canned queries)
cus on understanding HTML mode. Atendees
create charts and reports in Interactve R
(This workshop is not recommended for peo|]

ing queries.)

| @LISNA2Y F2NINdSNBoe NAKSENRIYs geared towar

and current users who write queries. It c
End Users <cl ass, but at an accelerated r af
a simple query and modifying existng quer |
portng Web Client mode. Atendees will al s

their queries and give other users per mis:
query.

ApOt A0 SNa
This workshop will show you how to set up
ware that is needed to use i>clickers with

aAONR&a2D hYOS HAwmMn

Learn the | atest version of MS Ofce 2010 a
Word and Power Point. Workshops are ofered
mont hly basis. Specialized workshops for vy
ranged.

13



9EOSt T.hlisA o¥ kshop will cover the foll owi

spreadsheet, entering text, date, tme and
formatng data, establishing conditonal fo
setng up validaton rul es.

9OEOSt 5SaABliAsy It f i NliligY course is designe
the basic skills and knowledge necessary
by incorporatng al/l chart types, formats
you wi |l be given a mini spreadsheet to b
chart for hands on practce.

OEOSt CRHWNv=zftlrda¥i ni ng course is designed t

basic skills and knowledge necessary to b
wi || |l earn the processing order and prece
how to enter formulas in cells and ways
functons to easily carry out commonly wuse
SUM, MAX, MI N, AVERAGE and COUNT; common
and how to display formulas in your <cells
ate your own spreadsheet and sample for mu
the equatons described above for hands on

t26SNI 2AYéarhakhoO&wYto create a Power Point
using the basics such as: insertng text a
ton, designing themes, viewing slides and

t 26 SN 2Ay L e R yIOBMRYt 0 i ncorporate videos
slides, l inking slides, merging and compa
mor e.

22NR CALA earmiNV@GraYvus tps and tricks in V
keyboard shortcut s, how to use the mini t
tool bar .

hYyA! LIRF G S

Omni Update is a content management system
agement system is a computer applicaton us
age and publish content to the Web. Beginn
are ofered on a monthly basis. Users must
and advanced workshops before applying for

14



. SAAVHSENY workshop covers user permissions
pages, navigaton, modifying an existng pa
out Omni Update pages, editable regions, e
unordered Iists, Ilinks and email | inks, <c
l' i shing.

@l yTXSIRsY wor kshop covers creatng new page
mi ng conventons for pages/ directories,
editng |l ef and horizont al navigaton,
ading binary fles (jpg, png, gif, pdf
of downl oadabl e medi a, adding video,
l inks testng and testng in multple br

R
a
a
pl o
i e
e

!
n
t a,
upl
si z
ken
hNI Of S . dzAAY
The Oracl
duct al |

n

iSya
System is used by Bingl

u n Human Resources, Purcl
functons. W ar emmritelrleyd axsias mont hl
and include: Di stributon, Project Mali
chase Orders, Travel, Usages, Users Group,
and HR Labor Distributon. A Users Group i s
day of everygl@donth in LNG

a
e
b

- —c

aa {ea
Business
siness i
orkshops
Labor

t N22SO0 Aaleyld®2SENY wi ll |l earn to create and

jects,
including expenditure inquires and the ge

w
S

~ U

jdzZA @A 92y ad 9 AtdeNIIKeledsS WiNRSNEeYar n t he nece
ills neededf tndpdrgdhade asndteer vi ces.

¢NI @St ¥Ycipants will learn about the State
and how to enter i nformaton for all trave

traveling on state funds.

Al ANSEehdees will | eagorpmr ohvoewd teox piempdut- pr e
tures into the BU Oracle Business system
di stributon ibn2i{ihYasl eoBrepecssintended on
for personnel in departments that provide
services.

15



Our Services

| 2y adz ay 3
The staf of the University Center for Trai
consultng hadhus sTagsdal hPngStop bhbWG

with your questons about Banner, Bl ackboar
Of ce or Oracle. One of-siotug tsd ads gnesnber s wi
you or refer you for additonal assistance.
have been struggling with or that Power Poli
We can also help you in other areas such a
muni caton, meetng management or dealing wi
ficts in the ofce.

Join us f-omnthesesonaes where you set the t
staf members will-l1he38@Qvaml abkeyf Taoms8a§0
Wednesday, & Thursday. No appointment i s n
LNG12.

{LISOALFTfAT SR ¢NIAYAYy3
The UCTD ofers a wide range of training c¢h
your needs.

5SLI NIYSydrf tNRINIYYAY3

Workshops and seminars are available for d
The UCTD ofers core sessions at tmes and |
needs. Contact the UCTD to arrange these s

{LISOALFEAT SR 22NJ] &aK2LXk

The UCTD staf will work with you to develo
specifc training needs. These programs can
topics or can be designed for your group b
ment conducted by our staf.

LYRAGARdAzZFf ¢NFAYyAyS3

Make an appointment with a-omember of the U
one training on computer applicatons, busi
new technol ogi es.

16



hyAGS ¢NFAYyAyYy3
UCTD staf is available to bring training al
oferings to your | ocaton. Cal/l us for more

CLOAtAGLFo2Y

A facilitator wuses knowledge of group dynai
to formulate and deliver needed structure |
retreats, and workgroups ofen beneft from |
staf members who can help facilitate your I
the UCTD to schedule a meetng to discuss Yy

C2NJ GKS f13dSald 20SNRAY3IE&T Y2NB AYyF2N¥Ioa2y |
aK2LJazx @AaArdG GKS !/ ¢5 Fay

Website: htp://uctd.binghamton. edu

Email: training@binghamton. edu

Phone63G627

17



Name of Workshop Page| #
Admini strative Assistantlss Week
Banner/ BU BRAI N 12

Bicycle Repair Workshaop 10

Bl ackboard 12

Bmai | 12
Camtasia for PowerPoint 13

Coffee & Donuts with f§helUCTD
Dealing with Mean Adolles8cenht Girl s
Decluttering 7

Don’t Sweat the Small St1Of ff

Empl oyees as Coll ege $tusdent s
Grant Writing 6

Group Fitness Sampl er 9

Home Energy | mprovement 7Fijnancing
How the Compettve Promotjon4gl Process Works
Classifed Employees

Hyperion 13

i >clickers 13

I nformati on Sharing: Usi3ng| Googl e Docs
I ntroducton to Safety and 6el|lf Defense
Mi crosoft Office 2010 13

Mining for Gold 8

No More Regrets! 11

Omni Updat e 14

Oracle Business System 15

Oracle Labor Distributi o5n

Oracle Smart Forms and Vi eWws

18
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Name of Workshop Page| #
Speaking for Success: | mdprjovi
Voi ce Efectveness

Staying Connected with EBEI I umi
Technology on the Go witdhh [Bes
The Shark and the Gol df 44
This Old Book 8
Tour the New Recreaton QGenfer
“Virtual” Bike Ride 10
What Tablet is Right flor3 Yjou?
Wor kpl ace Violence Prégvemtij on
You Want What??? Reponft 6Wrf ti
Your Department on Fag¢eboofk:
Know

19
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