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Educational Services  

 

Ralph Neal, SPHR,  

Vice President, Educational Ser-
vices  

rneal@hrxperts.org  

 

Brandi Helton  

Training Coordinator  

bhelton@hrxperts.org  

 

Lora Blanken  

Training Assistant  

lblanken@hrxperts.org  

 

 
 

Microsoft Office Training Assessments  

Are Here!  

One of the important suggestions that we have re-

ceived is that it would be helpful to have an assess-

ment to take to determine what ñlevelò of course to 

take since most of the courses have multiple levels. 

We are pleased to announce that those as-

sessments are complete and immediately 

available to all members .  You can access these 

assessments by e -mailing training@hrxperts.org, 

calling ERA to send them to you or finding them on 

our website, http://www.hrxperts.org/training/

courses/ms.asp.  

January ï March 2010                         To register call: 888 -237 -9554  

era 
Real world training and development

training



To Register for Classes  
 

Choose the method most convenient for you.  
 

Online:  Visit www.hrxperts.org or e -mail training@hrxperts.org  

 
Phone: (614) 538 -9410 or (888) 237 -9554  

 
Fax:  (614) 538 -9420  
 

Mail:  Employers Resource Association  
 Attn: Educational Services Department  

 921 Chatham Lane, Suite 111  
 Columbus, OH 43221 -9420  
 

 
~Please Print Clearly~  

 

Program Title:________________________________________  

Program Date:________________________________________  

Participant(s):  

____________________________________________________  

____________________________________________________  

____________________________________________________  

 

Organization:     

Mailing Address:        

Telephone:      

Fax Number:        

E-Mail Address:        

Enrolled By:         

 
Check Enclosed                        Please Invoice   
 

 

Credit Card Information  

 
Circle One:     MasterCard         Visa           AmEx   
 

Name (as it appears on card):          
 

Card Number:           
 

Expiration Date:          
 

Zip Code (if billing address is different from above):        

 
Signature:            
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About Our 

Classes  
 

Learning Objectives:  

The Learning Objectives de-

scribe the main outcomes 

for the class.   

 

CEUs: (Continuing Educa-

tion Units)  

These courses may be 

awarded CEUs. Certain or-

ganizations and certifica-

tions require individuals to 

show ongoing learning by 

acquiring CEUs. ERA cannot 

guarantee that all accredit-

ing organizations will accept 

these courses.  

 

 

 

 

 

 

 

 

 

 

 

ñTim is very knowledge-

able on the subject and 

opens your options on 

what is available and ca-

pable with the Excel   

program.ò  

 

Recent quote from a    

Microsoft Office Excel   

program participant.   

For more information: 888 -237 -9554 or training@hrxperts.org  



Discounting Policy  

 
Program discounts are available 

to members only .  Participants 
who are included in their mem-
ber companyôs annually re-

ported employment totals 
automatically  receive the dis-

counted member rates listed in 
the calendar. Participants from 
other offices, branches, plants 

or divisions of companies whose 
employees have not been re-

ported for the purposes of As-
sociation dues calculations are 
welcome at Association pro-

grams, but are not considered 
members for discounting pur-

poses.  
 

In addition to membership dis-
counts, a 5% earlybird dis-
count is available and is applied 

when full payment for a pro-
gram is received  in our busi-

ness office fourteen (14) calen-
dar days prior to the start date 
of the program.  

 
A 5% group discount is applied 

when registering three or 
more paying member par-
ticipants for the same pro-

gram, 14 days prior to the start 
of the program.  

 
Occasionally, we are able to of-
fer special discounts for some 

programs, which will then be 
noted on the program flyer.   

 
 
 

 

 

 

 

 

 

 

Microsoft Office Suites  

 

Purchase a óSuiteô and save. 
Suites are any  four Microsoft 

Office classes for the same  par-
ticipant, paid for prior to the 

start of the first class. The Suite 
price per person is $600.00, re-
sulting in a savings of $100.00.  

 
Refunds and Credits  

 
In the event that a timely writ-
ten cancellation is made, you 

may choose to receive a refund 
for any pre -payment or, to sim-

plify your paperwork, we can 
apply a training credit. A train-
ing credit can be used toward 

any of your companyôs registra-
tions for any future training ser-

vice within six months of your 
written cancellation.  
 

 
Microsoft Office In -House  

 
Bring Microsoft Training to your 
organization for a flat fee of 

$2,500.00 for up to 15 partici-
pants. Prepay the flat fee and 

receive a 5% discount.  
 

Book 10 In -House classes and 
prepay to receive a 20% dis-
count.  
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Our  

Cancellation  
Policy  
 
We offer one of the most lib-

eral cancellation policies 

around. We commit to instruc-

tors and other registered par-

ticipants based on the number 

of individuals registered for a 

program.  As a result, ñno-

showsò or cancellations within 

two full business days  of a 

program will be charged. Can-

cellations must be made in 

writing. This policy is firmly 

enforced for all  partici-

pants . 

 

Please note that substitutions 

of participants may be made 

at any time for any of these 

half day programs.  

 

 

Let ERA help you  

 develop an annual  

training plan and  

 save!  



Alphabetical  

Program Index  
 
 

 

Microsoft Office Excel I   6  

Microsoft Office Excel II   7 

Microsoft Office Excel III   8 

Microsoft Office Outlook I   6 

Microsoft Office Word I   7 

 

 

 

 

 

 

 

 

 

ñThis will improve and 
fine tune scheduling, 

communication and 
task assignment 

within our office. It 
was great.ò  

 

A quote from a recent 
participant.  
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Monthly Program 
Index  

January   

 

Microsoft Office Excel I  -----------------    6 

Microsoft Office Outlook I  -------------    6 

 

February  

 

Microsoft Office Word I  -----------------    7 

Microsoft Office Excel II  ----------------    7 

 

March  

 

Microsoft Office Outlook I  -------------     6 

Microsoft Office Excel III  ---------------   8 
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Microsoft Outlook®  ï Level I  

 

Learning Objective: After successfully completing Out-

look® 2007 Level I, the participant will:  

 

ü Understand e -mail functionality, including folders and 

general navigation  

ü Understand calendar functions, including meeting invi-

tations and sharing calendars  

ü Understand contact functions, including setting up con-

tacts, distribution lists and importing  

ü Understand task functions, including  establishing basic 

tasks, using Outlook® to manage tasks and sharing 

tasks  

 

Participants:   

All employees and managers will 
benefit from this program.  

 

 

Date:  

Thursday, January 21, 2010  

 

Time: 1:00 p.m. -  5:00 p.m.  

  

CEUs: 0.3  

 

Member Fee: $175.00  

Nonmember Fee: $245.00  

Instructor: Tara Amis, lyteITup!  

Participants:   

All employees and managers will 
benefit from this program.  

 

Date:  

Thursday, January 21, 2010  

 

Time: 8:30 a.m. -  12:30 p.m.  

  

CEUs: 0.3  

  

Member Fee: $175.00  

Nonmember Fee: $245.00  

Instructor: Tara Amis, lyteITup!  

Microsoft Office Excel® 2007 ï Level I  

 

Learning Objective: After successfully completing Excel® 

2007 Level I, the participant will:  

 

ü Navigate with Excel® 2007  

ü Create basic spreadsheets  

ü Create basic calculations within the spreadsheet envi-

ronment  

ü Understand the basics to charting  
 

 

Future date: Thursday, March 25, 2010 -  8:30 a.m. -  12:30 p.m.  
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Microsoft Excel® 2007 ï Level II  

 

Learning Objective: After successfully completing Excel® 

2007 Level II, the participant will:  

 

ü Create moderate calculations with the Excel® spread-

sheet environment  

ü Understand structure within the Excel® spreadsheet 

environment  

ü Understand conditional formatting  

ü Create and modify charts  

 

Are you unsure if this class level is appropriate for your 

knowledge base? Take our assessment located on our web 

page and find out.  
 

 http://www.hrxperts.org/training/courses/ms.asp  

Participants:   

All employees and managers will 
benefit from this program.  

 

 

Date:  

Thursday, February 11, 2010  
 
Time: 1:00 p.m. -  5:00 p.m.  
 

CEUs: 0.3  

 

Member Fee: $175.00  

Nonmember Fee: $245.00  

Instructor: Tim Holman, lyteITup!  

Microsoft Word®  ï Level I  

 

Learning Objective:  After successfully completing Word® 

Level I, the participant will:  

 

ü Navigate with Word® 2007  

ü Create basic documents  

ü Understand basic editing functionality  

ü Format basic text, paragraphs and tables  

ü Format Page Layouts  

Participants:   

All employees and managers will 
benefit from this program.  

 

Date:  

Thursday, February 11, 2010  
 
Time: 8:30 a.m. -  12:30 p.m.  
 

 

CEUs: 0.3  

  

Member Fee: $175.00  

Nonmember Fee: $245.00  

Instructor: Tara Amis, lyteITup!  



Page 8    January ï March 2010                         To register call: 888 -237 -9554  

Microsoft Excel® 2007 ï Level III  

 

Learning Objective: After successfully completing Excel® 

2007 Level III, the participant will be able to:  

 

ü Understand ExcelÈ ódatabaseô functionality 

ü Understand collaboration functionality  

ü Develop ability to analyze data using pivot tables  

ü Develop ability to create pivot charts  

ü Understand objects  

Participants:   

All employees and managers will 
benefit from this program.  

 

 

Date:  

Thursday, March 25, 2010  
 
Time: 1:00 p.m. -  5:00 p.m.  
 

CEUs: 0.3  

 

Member Fee: $175.00  

Nonmember Fee: $245.00  

Instructor: Tim Holman, lyteITup!  

 

 

Visit our website to register on - line for all  

ERA training programs.  

 

www.hrxperts.org  



Alphabetical Instructor 
Listing  

Tara Amis, Education Coordi-

nator  
 

ü Masters of Education  

ü Bachelorôs of Human Re-

source Management  

ü Over 14 years of teaching 

experience  

 

 

Colin Campbell, Project Man-

ager  

 

ü Bachelorôs Business 

ü Administration ï IT  

ü Over 7 years of technology 

execution  

ü Over 3 years of technology 

leadership  

 

 

 

 

 

 

Tim Holman, President  
 

ü Masters, Business Admini-

stration  

ü Bachelorôs Mechanical Engi-

neering  

ü Over 20 years of leadership/

mentoring  

ü Over 10 years of technology 

instruction  

ü Over 7 years of technology 

leadership  

 

 

For more information: 513 -679 -4120 or training@hrxperts.org  Page 9  
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From the South:  

I -71 North to State Route 315 North. 

Route 315 to Ackerman Road exit, 

turn west (left) onto Ackerman Road. 

Turn north (right) onto Kenny Road. 

Almost immediately turn east (right) 

onto Chatham Lane (see Chatham 

Village sign). Follow the driveway to 

the last building and turn right. Park-

ing is to the left and right. The Asso-

ciationôs offices (Suite 111) are lo-

cated on the first floor. (Follow hall-

way to the left and back to the rear 

of the building.)  

 

From the North:  

Route 315 South to Ackerman Road 

exit. Turn west (right) onto Acker-

man Road. Turn north (right) onto 

Kenny Road. Almost immediately 

turn east (right) onto Chatham Lane 

(see Chatham Village sign). Follow 

the driveway to the last building and 

turn right. Parking is to the left and 

right. The Associationôs offices (Suite 

111) are located on the first floor. 

(Follow hallway to the left and back 

to the rear of the building.)  

 

 

 

 

 

 

 

 

 

From the West:  

I -270 may be used to access the Up-

per Arlington exit. Take the Arling-

ton/Fishinger Road exit and follow 

through Hilliard (Mill Run), across 

Scioto River and through Upper Ar-

lington (approximately five miles). 

Turn south (right) onto Kenny Road. 

Turn left onto Chatham lane (see 

Chatham Village sign). Follow the 

driveway to the last building and 

turn right. Parking is to the left and 

right. The Associationôs offices (Suite 

111) are located on the first floor. 

(Follow hallway to the left and back 

to the rear of the building.) Alter-

nate: From Route 33, Lane Avenue 

may also be used. Travel east on 

Lane Avenue to Kenny Road. Turn 

north (left) onto Kenny. Turn east 

(right) onto Chatham Lane almost 

immediately after Ackerman Road.  

 

From the East:  

I -70 West to 315 North. Route 315 

North to Ackerman Road exit, turn 

west (left) onto Ackerman Road. 

Turn north (right) onto Kenny Road. 

Almost immediately turn east (right) 

onto Chatham Lane (see Chatham 

Village sign). Follow the driveway to 

the last building and turn right. Park-

ing is to the left and right. The Asso-

ciationôs offices (Suite 111) are lo-

cated on the first floor. (Follow hall-

way to the left and back to the rear 

of the building.)  

614 - 538 - 9410  

Directions to ERA  

921 Chatham Lane, Suite 111  
Columbus, OH 43221 - 2418  



Partnered Services 

ERA is dedicated to bringing you world -class talent through our 

various training - related partners.  

 

Assessment Tools:  

We offer a variety of assessment tools that may be used for pre -

employment screening, personal development or enhancing team 

performance:  

 

DiSC® Dimensions of Behavior is the leading profiling tool 

for helping people understand how they behave in business 

relationships. Over 50 million people have taken the DiSC 

assessment and used the feedback to enhance their effec-

tiveness.  

 

The HR Chally assessment specializes in putting the right 

people in the right role. Over 300 studies have been con-

ducted to create a database of 156 validated work perform-

ance skills that allow the Chally assessment tool to predict 

success in management, sales, technical, customer care and 

administrative positions.  

 

The Myers - Briggs Type Indicator  is designed to measure 

psychological preferences in how people perceive the world 

and make decisions. Its publisher, CPP, calls the MBTI tool 

ñthe worldôs most widely used personality assessmentò with 

as many as 2 million users annually.  

 

Training Videos and Web - Based Learning Solutions:  

Join Business Training Libraryôs lending library service and 

ñborrowò what you need from their inventory of over 3000 vid-

eos, CDs and DVDs. There is no limit to the number of programs 

you can use. Keep borrowed programs as long as you like.  Trade 

them in at any time for other programs.  

 

In addition, Business Training Library can create an on - line learn-

ing community exclusively for your organization to provide your 

employees with cost - effective, just - in - time training. Choose from 

over 2400 world -class courses that participants can access 24/7 

from any computer with internet access.  

 

Lean Process Improvement:  

Lean is a philosophy to maximize value by reducing waste in any 

process. It is not exclusive to manufacturing anymore. The 

unique Definity Partnersô approach has been proven to work 

across industries to solve a variety of business challenges. The 

result is tangible improvements in performance, not only in the 

short term, but also for the long term.  

For more information: 513 -679 -4120 or training@hrxperts.org  Page 11  


