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initiatives. Based on more than a decade of success in technologyelivered education,

x A6 OA Adésop datalogho satisfy instructional and training needs

for retailers and associations.
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really matters.

How do we deliver transformative teaching? Our courses are the result of:

9 Course content contributed and reviewed by subject mater experts

1 An instructional team of professionals with proven track records
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the right catalog.
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Conduent has a full-service custom courseware team of curriculum developers,

instructional designers, course writers, visual designers, programmes, audio-visual
specialists, and other professionals.

Our team is fully versed in all learning formats? self-paced, facilitated, instructor-led,
and blended.

Contact us to see how we can develop the eLearning you need, from individual courses
to scalable programs that achieve repeatable results for diverse learners.

Why Conduent ?

For nearly 20years# 1 T A O Aebr@nfy froducts and custom development

services have helpednanufacturers, retailers, and professional associations meet their
training objecti ves.Our record includes providing customer service programming for the
top three JD Powers award recipients in Pharmacy. Currently, @ support over1.3M active
learnerswith over 4M enroliments.
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Pharmacy and Healthcare

HIPAATraining

HIPAATraining
for Pharmacy

(PH-1340) [CE Option] ¢,
(PH-1364) [Academic]
(PH-1337) [Basics] ¢,

ACPE: 1.0 contact hr. or 0. 1 CEUs
Pharmacist: 0296-0000-16-002-H03-P
Technician: 0296-0000-16-002-HO3- T
Expiration Date: 04/ 15/2019

Inform your pharmacy workforce employees how toapply HIPAA/HITECH rules
and regulations during their daily activities and interactions with customers.
Employees review general policies and procedures for keeping customer protectes
health information (PHI) safe and secure, and are reminded of penaltiefor PHI
breaches. Course includes changesrought about by the Omnibus Final Rule.

The ACPEaccredited version, PH1340Q includes course content, PH 1338,
bundled with PH-1339: theCE Examand Evaluation. HIPAA Basicsfor Pharmacy,
PH-1337, and Academid?H-1364 are standalone courses

HIPAAPrivacy Trai ning
for Pharmacy

(PH-1343) [ CE Option] ¢,

ACPE:0.5 contact hr. or 0. 05 CEUs
Pharmacist: 0296-0000-16-003-HO3-P
Technician: 0296-0000-16-003-HO3- T
Expiration Date: 04/ 15/2019

Part of the HIPAA Training suite for employees, this course provides information
on the HIPAA and HITECH Privacy rules and regulations.Your pharmacy
workforce employeeswill learn basic HIPAA concepts and definitions, methods
for safeguarding PHI, customer rights in use of PHI, the civil and criminal
penalties for HIPAA violations, pharmacy administrative responsibilities and
procedures, and the Omnibus Final Rule changes.

This ACPEaccredited version includes course content, PH1341, bundled with
PH-1342: theCE Examand Evaluation.

HIPAA Security Training
for Pharmacy

(PH-1346) [ CE Option] ¢,
ACPE:0.5 contact hr. or 0. 05 CEUs
Pharmacist: 0296-0000-16-004-H03-P
Technician: 0296-0000-16-004-HO3-T
Expiration Date: 04/15/2019

Pharmacy workforce members, particularly pharmacists and pharmacy
technicians, will learn how to apply HIPAA/HITECH Security rules and
regulations during their daily activities and interactions with customers. This
course coves hasic HIPAA concepts and definitions security issues pharmacy
administrative responsibilities and procedures, the civil and criminal penalties for
HIPAA violations, and the Omnibus Final Rule changes.

The ACPEaccredited versionincludes course content, PH1344, bundled with
PH-1345: theCE Examand Evaluation.

HIPAATraining for Healthcare
Practices

(HC-1027) [Academic]

(HC-1031) [Specialized] ¢,
(HC-1028) [Basics] ¢,

Seat times: 2 hours, 1 hour, 20 minutes

Conduent's HIPAA/HITECH/Omnibus Rule for Health care suite offers the

training required by law as well as the tracking and reporting featurs needed to
DOl OEAA A OAATOA T &£ Ui 60 AT i PATUBO Al
how to apply HIPAA/HITECH rules and regulations during their daily activities

and interactions with patients. Employees gain an understanding of policies and
procedures for keeping patient protected health information (PHI) secure.

HIPAA Privacy Training for
Healthcare Practices

(HC-1030) ¢,
Seat time: 30 minutes

Part of the HIPAA Training suite for employees, this course provides information
on the HIPAA and HITECH Privacy rules and regulations.Your healthcare
practice employeeswill learn basic HIPAA concepts and definitions methods for
safeguarding PHI patient rights in use of PHI, the civil and criminal penalties for
HIPAA violations, administrative responsibilities and procedures, and the
Omnibus Final Rule changes.

LearnSomething, Inc. is accredited by the

Accreditation Council for Pharmacy Education 8

as a provider of continuing phar macy education. Apr . 01,
B

www. Conduent.com
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Pharmacy and Healthcare

HIPAA Security Tr aining for
Healthcare Practices

(HC-1029) ¢,
Seat time: 30 minutes

Healthcare practice employeeswill learn how to apply HIPAA/HITECH Security
rules and regulations during their daily activities and interactions with patients.
This course coves basic HIPAA concepts and definitions security issues
administrative responsibilities and procedures, the civil and criminal penalties for
HIPAA violations, and the Omnibus Final Rule changes.

HIPAA Update: The HITECH
Omnibus Final Rule

(PH-1169)

Seat time: 18 minutes

This eReadcourse was developed to provide an overview of changes to
HIPAA/HITECH regulations as they apply to all covered entities.Before
completing this course, leaners should possess a basic understanding of HIPAA
and HITECH, and have already completed one of these coursektiPAA Privacy
Training (v4) course OR Privacy Rule and Health Care Practic€rd ed.)

Medicare

CMS 5Sar Quality Ratings
System (CE Available)

(PH-1386) L

ACPE:0.5 contact hr. or 0.05 CEUs
Pharmacist: 0296-0000-17-003-H04-P
Technician: 0296-0000-17-003-H04-T
Expiration Date: 0 3/15/2020

This course is designed to provide pharmacists and pharmacy technicians with a
greater understanding of the# AT OAOO &I O - AAEAA ®BfStaQ -
Quality Rating System and how they can improve their plans' ratings. The
pharmacy-patient relationship is a trusted one, and pharmacy staff can have a
tremendous influence on member behavior and patient outcomes. Because
clinical outcome measures are weighted heavily in determiie 1 ¢ A D1 AT ¢
2A0ET ch EOB8O AOOAEAI OEAO PEAOI AAU O¢
in the CMS Star Ratings System.

Corporate Compliance (2016)

(MT-1043) E\
CE: 1.0 contact hr. or 0.1 CEUs

This course defines what constitutes a corporate compliance program and
discusses the goals of an effective corporate compliance program. The course als
reviewsinformation regarding the importance of fraud awareness in healthcare
compliance risk areas, billing and reimbursement issues, resident care risk areas,
and patient confidentiality. Users learn: the common compliance risk areas
associated with healthcaresettings; specific strategies the OIG uses in managed
care settings; the various types of coding and documentation necessary for propet
billing; specific resident care factors associated with skilled nursing facilities; and
the importance of HIPAA guidelines in a corporate healthcare setting.

Deficit Reduction Act/ False

Claims Act / Employee Protection

Act (2016)

(MT-1020) E\
CE: 1.5contact hr. or 0.1 5 CEUs

Congress ha enacted important legislation that has helped to reduce the deficit
by reducing outlays from direct spending by approximately $39 billion. This
course summarizes specific provisions under the Deficit Reduction Act and
explains how these changes have beepassed on to taxpayers. Learners who
complete the course should be able to explain the Deficit Reduction Act False
Claims Act/ Employee Protection Act, how they pertain to fraud and abuse in
Medicare and Medicaid programs, anddescribe certain benefitsthat the Deficit
Reduction Act has on State programsThey should also be able to: recall specific
provisions relevant to documentation requirements, prescription drugs, asset
transfers, targeted case management and other notable Medicaid reforms; and
discuss relevant employee protection statutes associated with the False Claims
Act.

LearnSomething, Inc. is accredited by the
Accreditation Council for Pharmacy Education 9

as a provider of continuing pharmacy education. Apr . 01,

B
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Pharmacy and Healthcare

Federal Anti -Kickback
Regulations

(MT-1015) E\
CE: 025 contact hr. or 0.025 CEUs

The Federal Anti-Kickback Statute applies toall persons who participate in
healthcare programs, including providers, vendors, employees, and patients. The
Federal Anti-Kickback Statute prohibits offering, paying, soliciting, or receiving
anything of value to induce or reward referrals or generate Ederal healthcare
program business. Criminal and civil penalties may range from: $25,000 to
$50,000 per violation, up to 5 years in prison, and/or civil penalties equal to three
times the amount of the kickbacks. There are a few voluntary safe harborg
whEAE DOI OEAA OAI EAE £ O OOPAAEEEAS O
Through this course learners gain an understanding of the Federal AntiKickback
statute, and how to identify and report suspected violations.

Medicare Part B: What You Need
to Know About
DMEPQOS Accreditation

(PH-1011) ¢,

Seat time: 30 minutes

4EEO Al OOOA xEI 1T AT EATAA OEA 1 AAOT AO¢
the coverage fundions for both beneficiary and provider. This course may also
satisfy the DME accreditation training and competency requirements for
accreditation for DMEPOS. Conduent developed this course as an efficient and
affordable way to meet the Human Resource Mangement requirements of the
CMS DMEPOS Quality Standards established by the Secretary of HHS, as
mandated within the Medicare Modernization Act of 2003 for DMEPOS suppliers.

Medicare Parts C & D FWA and
Compliance Tra ining - 2017
(CE Available)

(Pr1380) g

ACPE: 1.0 contact hr. or 0.1 CEUs
Pharmacist: 0296-0000-17-001-HO3-P
Technician: 0296-0000-17-001-HO3-T
Expiration Date: 01/01/20 20

This continuing education program, co-developed with NACDS, satisfies the CMS
training mandates while providing pharmacy-specific educational information
about how to detect and prevent fraud, waste, and abuseThe unmodified content
section was developed by the Centers for Medicare & Medicaid Services in
February 2013 and meets the CMS requirements.

Stark Law and Anti -Kickback
Statute (2016)

(MT-1003) E\
CE: 0.5 contact hr. or 0.05 CEUs

The course explains the Stark Law guidelines that prohibit a physician from
referring Medicare patients to an entity with which the physician (or immediate
family member) has a financial relationship as well as the designated health
services entity from submitting claims to Medicare for prohibited referral services.
The course providesa detailed look at: the foundational principles of the law,
exemption examples, and recent changes to regulation; and additional financial
issues and requirements in the area of investments and other forms of
compensation.

Methamphetamine Topics

Met hGu#r dE

(PH-1355 & PH-1356) E\(,

ACPE: 1.0 contact hr. or 0.1 CEUs
Pharmacist: 0296-0000-16-007-HO3-P
Technician: 0296-0000-16-007-HO3- T
Expiration Date: 07/01/2019

In this ACPE-accredited course, learners review how retailers can play a vital role
in helping local law enforcement stop the expensive and potentially deadly
problem of meth production as they learn to identify and prevent suspicious retail
purchases.

PH-1355 is the ACPHccredited version containing the course content, PH1353,
bundled with PH-1354: theCE Examand Evaluation. PH-1356 is the non
accredited version.

LearnSomething, Inc. is accredited by the

Accreditation Council for Pharmacy Education 10

as a provider of continuing pharmacy education. Apr. 01,
B

www. Conduent.com
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Pharmacy and Healthcare

MethGuard E UK: Preventing
Methylamphetamine Misuse

(PH-1013)

Seat time: 20 minutes

In other countries, safe and effective OTC treatments have been bought or stolen
from pharmacies to make the highly addictive drug methylamphetamine (also
known as meth or crystal meth). This training programme prepares learners with
proactive methods that will help prevent the use of OTC medicines in meth
production in order to avoid a large-scale problem.

MethWatch Canada
(PH-1015)

Seat time: 15 minutes

The highly addictive drug Methamphetamine is being produced by smal illegal
labs across Canada, using ingredients found in many ovethe-counter medicines
along with other common household products. In this course, learners review
how retailers can play a vital role in helping local law enforcement stop the
expensive andpotentially deadly problem of meth production, as well as how to
identify and prevent suspicious retail purchases.

Nutritional & Lifestyle Strategies

Introducing Lifestyle
Modifications to Pharmacy
Patients

(HC-1011)

Seat time: 20 minutes

This first course in the seriesshows pharmacists and dietitians strategies for
sharing nutrition and lifestyle behavior modification information during their
frequent interactions with patients. General intervention strategies regarding the
importance of good nutrition, physical activity, weight control and tobacco
AAOOGAGET T O1 bAQQandhod hdreldtidhénip Between Eharcy
staff and patients create opportunities for communicating health information are
detailed. Increasingly, pharmacists must be skilled communicators, and this
overview course discusses the need and the means for information intervention.

Nutritional Needs and the
Healthful Diet

(HG-1010)

Seat time: 20 minutes

The secondcourse continues offering community pharmacists and dietitians
insight on how to counsel their patients on lifestyle strategies. It specifically
addresses the waygproper nutrition can affect health, especially concerning the
management and prevention of chronic disease statesoffers an overviewof
nutrients and energy, describes the two essential nutrientsz a caloric nutrients:
carbohydrates, fats, and protein and their food sourcesand non-caloric nutrients:
vitamins, minerals and water, and their dietary sourcesz and emphasizes how
this information can be shared to help patients combine these essential nutrients
into a balanced eating plan

Recommendations for Common
Wellness Concerns

(HC-1009)

Seat time: 25 minutes

The final course of the three part seriesshows community pharmacists and
dietitians how to counsel their patients on nutritional strategies that can help
patients manage teir chronic disease states and achieve overall wellness goals
Learn some kasic nutritional information that supports wellness related to heart
health, bone and joint needs, and blood glucose levetswhich dietary supplements
may benefit patients unable to meet nutritional needs through their diet ;

common food/drug interactions that patients concerned about heart health, bone
and joint needs, and blood glucose levels should know aboytand view some
scenarios that demonstrate ways to share nutrition information with patients
using brief interactions.

LearnSomething, Inc. is accredited by the

Accreditation Council for Pharmacy Education
as a provider of continuing pharmacy education.

11 www. Conduent.com
2017 ¢ | NFORMAT
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Pharmacy and Healthcare

The Drug Enforcement Administration

Controlled Substance
Prescriptions dLegitimate or
Fraudulent? (Pharmacists)

(PH-1275)

ACPE:0.5 contact hr. or 0.05 CEUs
Pharmacist: 0296-9999-14-016-HO3-P
Technician: 0296-9999-14-016-HO3- T
Expiration Date: 9/24/2017

Pharmacists and pharmacy technicians play a critical role in the Drug
%l £ OAAT AT O ' ATETEOOOCAOEI 160 OAODPIT OF
controlled substances, while ensuring an adequate and uninterrupted supply is
availabletomA A0 OEA AT O1 OOUB8O 1 ACEOEI AGA 1,
The goal of this course is to teach learners regulations governing who is entitled
to issue and fill controlled substance prescriptions and under what conditions.
Using this information, learners will also be able to identify whether a
prescription is legitimate or fraudulent .

PH-1275 is the ACPccredited bundle containing the course content, PH1274,
and PH-1273, theCE Examand Evaluation. PH-1276 is the reaccredited version to
replace PH-1190 for existing clients.

Preparing fort he
DEAPharmacy
Audit 6.5 (CE Available)

(PH-1378) ¢,

ACPE:1.00 contact hr. or 0.1 CEUs
Pharmacist: 0296-0000-16-009-H03-P
Technician: 0296-0000-16-009-HO3-T
Expiration Date: 11/07 /2019

Updated!

This course will enhance the pharmacist's understanding of what the Drug
Enforcement Administration (DEA) requires and examines when conducting a
pharmacy audit, including: extent of schedule Il prescription changes permitted
by the State Boardof Pharmacy, multiple prescriptions written on the same date
being allowed for schedule Il drugs; and a clarification of DEA '@eadily
retrievable" records standard.

DEA Controlled Substance Forms
(Pharmacists)

(PH-1282)

ACPE:0.25 contact hr. or 0.025 CEUs
Pharmacist: 0296-9999-14-017-HO3-P
Technician: 0296-9999-14-017-HO3-T
Expiration Date: 11/10/2017

Working with the Drug Enforcement Administration through proper
documentation of controlled substances is critical knowledge for everyone in the
Pharmacy industry. The goal of this course is to provide learners with a broad
overview of various forms used to document the supply and handling of
controlled substances by registered parties and to provide guidelines for
completing them properly.

This ACPEaccredited versionincludes course content, PH1281, bundled with
PH-1280 the CE Examand Evaluation. PH-1283 is the reaccredited version to
replace PH1990 for existing clients.

Electronic Ordering of Schedule Il
Controlled Substances
(Pharmacists)

(PH-1259)

ACPE:0.25 contact hr. or 0.02 5 CEUs
Pharmacist: 0296-9999-14-013-HO3-P
Technician: 0296-9999-14-013-HO3-T
Expiration Date: 08/01/201 7

This course is designed to help pharmacists, technicians, practitioners,
distributors, and researchers understand proper DEA requirements and
instructions for utilizing the DEA electronic Controlled Substance Ordering
Systemz CSOSz to order Schedule Il controlled substances Learners will be able
to identify requirements for an electronic order; file, maintain, and void electronic
orders; determine when an electronic order is considered unacceptable; and
perform the proper procedure when an electronic order is lost.

PH-1259 is the ACPaccredited bundle containing the course content, PH 1255,
and PH-1253, theCE Examand Evaluation. PH-1254 is the reaccredited version to
replace PH 1199 for existing clients.

LearnSomething, Inc. is accredited by the

£8

Accreditation Council for Pharmacy Education
as a provider of continuing pharmacy education.

www. Conduent.com
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Pharmacy and Healthcare

The Execution of th e Hard Copy
DEAForm 222 (Pharmacists)

(PH-1260)

ACPE:0.5 contact hr. or 0.0 5 CEUs
Pharmacist: 0296-9999-14-014-HO3-P
Technician: 0296-9999-14-014-HO3-T
Expiration Date: 08/01/201 7

To direct the distribution of Schedule Il Control led Substances, theDEA requires
the correct use oftheir Form 222. Obtaining and using these forms requires strict
adherence to several guidelines. This course is designed is to ensure awarene$s
and compliance with these requirements Properly authorized learners will be
able to obtain, execute, fill, and endorse hard copy Forms 222gport lost DEA
forms, return unused forms, and cancel or void DEA order formsdetermine the
appropriate use of Power of Attorney; and identify an unaccepted or defedve
order form.

PH-1260 is the ACPEaccredited bundle containing the course content, PH 1258,
and PH-1256, theCE Examand Evaluation. PH-1257 is the reaccredited version to
replace PH1107or existing clients.

The Role of DEAIn Healthcare
(PH-1271)

ACPE:0.5 contact hr. or 0.0 5 CEUs
Pharmacist: 0296-9999-14-015-HO3-P
Technician: 0296-9999-14-015-HO3-T
Expiration Date: 08/25 /2017

The Drug Enforcement Administration has the responsibility to both prevent
diversion and abuse of controlled substances while ensuring an adequate and
O1 ET OAOOODOAA OOPPI U EO AOAEI AAT A OIl
scientific, and research needs. Pharmacists and pharmacy technicians are a
critical component in the "closed system"” of controlled substance distribution.
The goal of this course is to ntroduce learners to the DEA, its Office of Diversion
Control, and the Controlled Substances Act

PH-1271 is the ACREccredited bundle containing the course content, PH 1270,
bundled with PH-1269, theCE Examand Evaluation. PH-1272 is the reaccredited
version to replace PH1080for existing clients.

Security of Controlled
Substances in a Pharmacy

(PH-1279)

ACPE:0.5 contact hr. or 0.0 5 CEUs
Pharmacist: 0296-9999-14-018-HO3-P
Technician: 0296-9999-14-018-HO3-T
Expiration Date: 12/22/2017

4EA Ci Al T &£ OEEO Al OOOA EO O FEAIEI E/
ensuring security of controlled substances within the pharmacy. It also provides
basic tools needed to ensure controlledsubstance accountability, such as tracking
the flow of controlled substances to reduce the security risk of diversion, using
DEA forms to document and inventory controlled substances, and imiting the
number of individuals authorized to handle controlled substances.

This ACPEaccredited versionincludes course content, PH1278, bundled with
PH-1277: theCE Examand Evaluation.

DEA Compliance Overview

(PH-1291) =

Seat time: 30 minutes

Store managers learn how tohelp their pharmacies avoid civil and criminal
enforcement actions by the DEA. The prgram educates store managers on how
to stay compliant with controlled substances laws and satisfy their responsibilities
when faced with situations that may indicate a drug diversion scheme is in

DOl AAOGOG8 301 OA T AT ACAOO AAAROAEIEARAEI] §
they are required to exercise concerning controlled substanceeceipt, storage and
OAAOOEOUN ADOOOI T A0 AT A POAOAOCEDPOEIT
event of a store burglary or robbery.

Satisfying DEA Standards
When Dispensing Controlled
Substances

(PH-1297) R

ACPE: 1.0 contact hr. or 0.1 CEUs
Pharmacist: 0296-9999-14-019-H04-P
Expiration Date: 11/24/2017

Pharmacists learn how to avoid DEAcivil and criminal enforcement actions and
how to stay compliant with controlled substances lawsto satisfy their
responsibilities when faced with questionable written prescriptions. They become
EAAT E1 EAO xEOE OEA 0OO0O1 O1 mushedéroEdv0ad Eliing A |
controlled substances prescriptions.Pharmacistsalso learn to identify somered
flags that may indicate an illegitimate prescription, and review the tips and tools
they can use to investigate and resolve questionable prescriptions. Security an
recordkeeping requirements are also explained

This ACPEaccredited versionincludes course content, PH 1295, bundled with
PH-1296: theCE Examand Evaluation.

£8

B

LearnSomething, Inc. is accredited by the
Accreditation Council for Pharmacy Education 13
as a provider of continuing pharmacy education. Apr. 01,

www. Conduent.com
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Pharmacy and Healthcare

Satisfying DEA Standards for
Controlled Substances

(PH-1204) 1]

ACPE:0.5 contact hr. or 0.05 CEUs
Technician: 0296-9999-15-008-H04-T
Expiration Date: 4/1/2018

Pharmacy techniciansgain the essential knowledgethey need to understand and
follow procedures that ensure compliance with controlled substances laws
enforced by the DEA.4 EA D AIAIOT O1 EAAT OE&AZU OEA OC
valid doctor-DAOEAT O OAlI AOGET 1 OEEDPh 1T O BeBi@l |
The course alsoexplains what steps to take should they discover a questionable
prescription, such as alerting the pharmacist, and how to communicate
appropriately with a patient. Finally, various strategies for keeping controlled
substances secte and safe are reviewed. Pharmacy technicians end the course by
learning what to do in the case of a robbery or burglary.

This ACPEaccredited versionincludes course content, PH1292, bundled with
PH-1293: theCE Examand Evaluation.

PDX System Trainin g

PDX System Overview 4.6.08
(PH-1122)

Seat time: 30 minutes

PDX System Overview covers basic system navigation for the PDX Pharmacy
System.This overview provides a foundation for the PDX series of training
modules.

Basic Rx Training 4.6.08 Bundle
(PH-1114)

Seat time: 4 hours

Basic Rx Training covers the PDX Pharmacy System. Courses includene Patient
File (PH-1121New Prescriptions(PH-1120)Refill Prescriptions(PH-1119)Third
Party Billing (PH-1118)Check Rx Messaged@®H-1117DUR Conflicts (PH-1116) and
SIG CodegPH-1115).

PDXdeRx
Prescriptio n Processing 4.6.08

(PH-1112)

Seat time: 30 minutes

In this course, learners review the basic steps for electronic prescription
processing through the eRx Network.

PDXdElectronic Healthcare
Record (Rx.com)

(PH-1016)

Seat time: 30 minutes

This course provides an overview of the Rx.com Electronic Healthcare Record anc
the changes affectingthe learner's daily tasks.

PDXd Drug Inventory
Management: Basic Steps 684.6.07

(PH-1017)

Seat time: 30 minutes

This course introduces the basic steps for managing the pharmacy's drug
inventory using the PDX System. Throughout the course the participant will learn
the basic flow of the process; how to create, send, receive, and apply drug orders;
and become familiar with the various features of the drug inventory system.
Participants will receive a certificate upon completion of this course.

Pharmacy Technicians

HIV/AIDS in Florida d Pharmacy
Tech Essentials

(PH-1101)

Seat time: 1 hour

This essential eRead courserovides the learner with basic information about
both the legal and clinical aspects of HIV infection andthe resulting disease state
known as AIDS. Major points of the Florida Omnibus AIDS Act are emphasized.
The course includes recent changes and updates to the Florida AIDS legislation,
and offers an easily accessible glossary of essential terms. The couedso provides
important sources for current in-depth information on HIV/AIDS .

£
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National Pharmac y Technician This updated edition will help pharmacy technicians and technician trainers keep
Training Program (7 th edition) up to date with the many health care and pharmacy changesincluding new drug
(PH-1223) [Level 1] Zafliﬁlcgz&]r;v:slﬁ]vg;?r?ozgguIatlons, changes in drug utilization patterns and
(PH-1222) [Level 2] 9¥

(PH-1221) [Level 3] Levellinformation is intended for pharmacy technicians finishing their initial

Seat times: 9 hours. 14 to 16 hours Qroba}tic‘JnAary pNerjoc,i.AReadin.g g;md studying Ehi§ materia~l vyill prepare the

1610 18 hours ’ OAAET EAEAT /Al Bxan). el idf@matioh & itended for pharmacy
technicians who plan to become certified. Reading and studying this material will
prepare the technician for the Exam for the Certification of Pharmacy Technicians
(ExCPT). Level3 information is designed for students studying in accredited
pharmacy technician training programs and for pharmacy technicians who want
to enhance their knowledge and skills.

Pharmacy Technicians This course describes the knowledge and skills a pharmacy technician must

in the Workplace possess to effectively manage the work in a pharmacy, including: the federal and
state laws that regulate pharmacy activities; the workflow process in a pharmacy;

(PH-1036) . N . . ) .
the different types of medications dispensed in a pharmacy; procedures for filling

Seat time: 90 minutes prescriptions, processing third-party prescriptions and managing inventory; and
providing effective customer service.

Silver Market Comm unity Pharmacy

Communicating Effectively with The Silver Market Series prepares pharmacy professionals to serve aging patients
Older Adults i What Really Works ~ Each program focuses on a specificohi 1 AT ¢CA ET OAOOET ¢ O
(The Silver Market Series ) needs and shows pharmacists and technicians how to work efficiently and

respectfully across the counter.

Basics of Aging and Discover what really works in this introduction to the key topic of
Communication communication challenges encountered working with aging adults. Dementia,
(PH-1156) DAOOEAOI AOIT U ' 1 UEAEI AO6O AEOAAOAR EI !
remember the complicated drug regimens frequently prescribed for many older
Seat time: 20 minutes AAOI 608 91 6611 1 AAOT OOAEDOI OOOAOACE.

differences between normal and pathological aging, and useful tips to avoid the
common words and actions recogrized as ageism.

Medication Adherence Reviewhow to put evidence-based research into practice when communicating
face-to-face with older adults. A case study applying these insights to medication

(PH-1154) concordance will be featured. Other topics include: Causes of discordance

Seat time: 30 minutes conditions that can impede communication ; strategies for enhancing
communication, patient education and goal setting and recommendations to
support safe medication use

Older Adult Diversity This course will review what really works when dealing with some of the
characteristics that influence diversity among older adults including how they

(PH1155) seek health information and how their literacy levels influence health-related

Seat time: 25 minutes decisions. It will review communication strategies providers can use to help older
adults increase their health literacy and make sense of the health information
they receive from you or other sources.

LearnS_om_ething, In(;. is accredited by the ) www. Conduent.com
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OTC Medication
Reconciliation

(PH-1233)

Seat time: 30 minutes

Improving Communication
with Older Adults: Medication
Safety

(PH-1153)
Seat time: 20 minutes
Improving Communication

with Older Adults with Mild
Cognitive Impairment

(PH-1152)

Seat time: 20 minutes

Pain Management and Older
Adults

(PH-1151)

Seat time: 22 minutes

Older Adults and
OTC Sleep Aids

(PH-1248)

Seat time: 27 minutes

Sleep Help and
Sleep Disturbance

(PH-1247)

Seat time: 27 minutes

Pharmacists, technicians, and support staffdiscover howand why medication
reconciliation should be conducted. Covered topics include theimpact of the
aging processon the pharmacodynamics and pharmacokinetics of medications;
the prevalence of OTC, dietary supplement, and herbal remedy use among older
adults; the role of informal caregivers; andrecommendations to support safe
medication use.

This coursewill provide pharmacists and technicians valuable insights to
promote medication safety with the goal of supporting healthier outcomes for
aging patients. Covered topics include the impact of common medication safety
problems in older adults, conditions that can impede communication and
strategies for improving it, patient education and goal setting, and
recommendations to support safe medication use

This coursewill review key issues pharmacists may encounter when assisting
older adults with MCI and their family caregivers. The goal of this course is to
promote medication adherence and safetyCovered topics include the

relationship between MCI and dementia, and the development of a system for the
management and consumption of medication that evolves as the patie®d O 1
change over time

Chronic pain is a common condition that can have an important negative impact
on outcomes for older adults. The gevalence and severity of chronic persistent
pain increase as adults age. This course will discuss the impact of chronic pain in
older adults, some common conditions that can impede communication when
working with older adults, strategies to enhance communication, patient
education and goal setting, and recommendations to support safe medication use

Roughly half of the dder adult population complains of significant sleep
disturbances, and most sleep disorders increase in prevalence with aging. Many
of these older adults have chronic insomnia, defined as unsatisfactory sleep on 3
or more nights per week that persists for3 or more months. Others with difficulty
sleeping experience only occasional disturbed sleep that does not meet diagnostit
criteria for insomnia. There is reason to be concerned about OTC sleep aid use b
older adults, especially if used chronically or incombination with other therapies.
The goal of this module is to understand how older adults can safely and
effectively use OTC sleep aids for sleep disturbances.

Despite commonly held assumptions, growing older does not necessarily result in
disturbed or unsatisfying sleep. There is no reason to assume that the sleep of an
older adult is necessarily problematic; in fact, many highfunctioning and healthy
older adults are satisfied with their sleep.The goal of this module is to

understand how sleep changes with aging and how sleep disturbances can impac
the health of older adults.

State and Industry Specific

Arizona Medical Marijuana Law

(MT-1022) E\
CE: 0.25 contact hr. or 0.025 CEUs

The new medical marijuana law allows employers to use a medical marijuana
verification system to verify a registry identification card for a new applicant
before extending an offer of employment and verify registration cards of existing
employees. Learners who complete this course will be able to: explain the role of
physicians as outlined in the law; discuss the limitations of anemployee that has a
medical marijuana use license; explain the role of dispensary medical director;

£8
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AT A Aobi AET OEA AT 60 AT A AIT1600 1T A& 11}

Guidelines in Good Clinical
Laboratory Practice

(MT-1039) E\
CE: 0.75contact hr. or 0. 075 CEUs

This course utilizes a variety of collected regulatory and guidance material to
review Good Clinical Laboratory Practice (GCLP) standards that embrace both the
research and clinical aspects bGood Laboratory Practices (GLP). Specifically, this
course: summarizes GCLP principles, concept and practices; explains good
practices for managing a laboratory resource or facility; and describes how to
build an effective and efficient compliant laboratory facility to control lab
processes.

Healthcare Emergency Codes

(MT-1034) E\
CE: 0.25 contact hr. or 0.025 CEUs

This course defines what constitutes an emergency in a healthcare setting. It also
provides a detailedoverview regarding the applicable color codes that are
assigned to the different types of emergencies encountered in the healthcare
setting and describes the procedures associated with each emergency code.

Medical Equipment Safety

(MT-1004) E\
CE: 0.75 contact hr. or 0.075 CEUs

AEEO Al OOOA POl OEAAO AT 1 OAOOEAx 1 £ (
and international medical devices, and the transparency between the FDA and the
Center for Devices and Radiological A AT OE j #%$2(Qq8 ) O O0OAO
i AREAAT AAOEAA OAZEAOUN OEA &$!60 A& A
medical devices; the medical device listing requirements, premarket notification,
investigational device exemptions for clinical studies, and labeling requirements;
AT A OEA AoPAT OETT 1T &£ OEA &$!1 860 AOOET (
stakeholder activity, and enhance the safety of the drug supply chain.

New York Surprise Law

(MT-1031) E\
CE: 0.25contact hr. or 0. 025 CEUs

This course reviews the Emergency Medical Services and Surprise laws and their
impact on healthcare providers. Course topics include: how the law amends the
New York Insurance, Public Health, and Financial Services Regulations; disctore
requirements for certain healthcare providers for out-of-network and non-urgent
care; new billing and reimbursement rules; consumer rights and the arbitration
DOl AAOGON AT A Eix O DOAOGAT O 1TACAOGEOA

Nursing Facility Compliance

(MT-1030) E\
CE: 0.25 contact hr. or 0.025 CEUs

This course provides a detailed overview of nursing home compliance obligations
under federal regulations. Learners gain important insight in how to maintain
compliance and seek help and guidance when abuse or fraud is suspected. They
also review the benefits of: implementing a compliance program, nursing home
resident safety procedures, billing integrity, and enforcement of disciplinary
actions.

Recognizing Biosafety Levels

(MT-1026) E\
CE: 0.25 contact hr. or 0.025 CEUs

This is a brief overview of the major characteristics of each Biosafety level and
associated special practices for minimizing exposure. Users learn to define
Biosafety and each level of safety; and to describe the specific containment
controls for each level.

Texas House Bill 300

(MT-1002) E\
CE: 0.25 contact hr. or 0.025 CEUs

This course discusses the specific requirements that haveden set forth through
the enactment of the Texas House Bill 300 (HB 300) which places stricter
requirements on patient health privacy than HIPAA and expands the covered
entities definition. Learners who complete this course will be able to: summarize
the history of the bill; identify the compliance requirements of HB 300; define
covered entities as they pertain to HB 300; and list potential enforcement actions
for violation of HB 300.

www. Conduent.com
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Other Pharmacy Topic s

Immunization
Update 2016 -2017: What the
Pharmacist Needs to Know

(PH-1368) E‘(,

ACPE: 1.5 contact hr. or 0.1 5 CEUs
Pharmacist: 0296-9999-16-008-H04-P
Expiration Date: 08/01/2019

An unacceptable number of Americans die of vaccine-preventable diseases each
year because of failure to be immuized. Community-based pharmacists are well
positioned to improve immunization rates. This educational activity will provide
an update on recent recommendations made by the Advisory Committee on
Immunization Practices (ACIP), as well as new advances in vaawe technology
and discovery.The program also presents tactics for engagingarticipants in the
vaccine recommendation process

This ACPEaccredited versionincludes course content, PH1367, bundled with
PH-1369 the CE Examand Evaluation.

Bloodborne Pathogens in the
Pharmacy v.7 (CE Available)

(PH-1372) ¢,

ACPE: 1.0 contact hr. or 0.1 CEUs
Pharmacist: 0296-0000-17-005-H05-P
Technician: 0296-0000-17-005-HO5-T
Expiration Date: 03/1 5/20 20

AcEEAOA AT i Pl EATAA xEOE /3(!'80 "111AAI
1910.1030) through this online course. Learners review methods for preventirg
reducing exposure, procedures to follow in the event of an exposure, and
examples of common bloodborne diseaes. Companyspecific policies and
procedures for addressing bloodborne pathogens can be inserted in the course.
OSHA compliance also requires a version of théd T | B A éxpb8u€ control plan
be provided to learners and used while completing this training program.

DrugAdvisor® OTC, Rx & REMS
for Retailers

Call for more information

Manufacturers leverage the DrugAd/isor®network to deliver 7 z 10minute
courses on essentiapharmaceutical information, compliance and persistency
programs, and other valueadded resources.Community pharmacies subscribe to
the DrugAdvisor®? free of chargel? to support their mission of providing
superior patient care.

Drug Quality & Security Act:
Identification, Detection
& Response

(PH-1251) [

ACPE:0.5 contact hr. or 0.05 CEUs

Pharmacist: 0296-0000-15-010-HO3-P
Technician: 0296-0000-15-010-HO3-T
Expiration Date: 05/28/2018

Provide your pharmacy staff with the essentialsO E A U & Itd underétahd\and
respond to the new Title Il drug traceability provisions of the Drug Quality and
Security Act. Staff will become familiar with specific safeguards and best practices
that will protect the public from unsafe or counterfeit pr escription drugs. The
course also discusses key provisions, new transaction documentation, dispenser
responsibilities and what to do in the case of a suspected or illegitimate product.
Finally, the course reviews all essential implementation datesnandated to
respond to the full measure of the law

This ACPEaccredited versionincludes course content, PH1249, bundled with
PH-1250: theCE Examand Evaluation.

The iPLEDGEProgram: Pharmacy

Overview
(PH-1365)

Seat time: 15 min utes

4EA CI Al T &£ OEA EO0, %$' i 2EOE %OAI OA(
is to prevent the fetal exposure b isotretinoin and to inform prescribers,
pharmacists, and patients about isotretinoin's serious risks and safaise

conditions. This course reviews the Pharmacist Guide for the iPLEDGE Program
and the iPLEDGE NonCompliance Action Policy, including: the use and effects
of isotretinoin, patient qualifications for receiving isotretinoin, prescribing and
dispensing requirements, Responsible Site Pharmacist responsibilities, and
ramifications for pharmacy non-compliant actions

LearnSomething, Inc. is accredited by the
Accreditation Council for Pharmacy Education 18
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Minimizing the Impact of a
PBM Audit (CE Available)

(PH-1387) [

ACPE:0.5 contact hrs. or 0.05 CEUs
Pharmacist: 0296-0000-17-004-H04-P
Expiration Date: 03/ 10/20 20

Pharmacy Benefit Manager audits can be stressful, time&onsuming, and,
ultimately, quite expensive for a pharmacy.Minimizing the Impact of a PBM Audit
is designed to show pharmacists what to do before, during, and after the different
types of PBM audits to ensure that the process goes smoothly and affects your
pharmacy as little as possible so you caneg back to your core missionz patient
care.

Motivational Interviewing for
Patients with Diabetes

(PH-1241 & PH-1243) E

ACPE:1.0 contact hrs. or 0.1 CEUs
Pharmacist: 0296-0000-15-003-H04-P
Expiration Date: 01/15/2018

This program educates pharmacists on how to help patients with diabetes find
their own motivation to make healthful lifestyle choices. Pharmacists learn how
to bring relevance to their interactions by becoming familiar with the daily
challengesfaced by a patient with diabetes. Pharmacists learn motivational
interviewing tools and techniques that can be especially effective in creating a
collaborative relationship with diabetes patients. And they review scenarios and
complete activities so they experience superior approaches for reaching and
encouraging the ambivalent patient

PH-1241 is the ACPECccredited version containing the course content, PH1240,
bundled with PH-1242: CE Mastery Exam and Evaluation. RH243 is the non
accredited version.

Motivational Interviewing
Foundations for Pharmacists

(PH-1238 & PH-1237) E

ACPE:0.75 contact hrs. or 0.0 75 CEUs

Pharmacist: 0296-0000-14-009-H04-P
Expiration Date: 07/22/2017

Pharmacistslearn the most effective approach for helping patients discover their
own motivations for medication adherence and positive behavior change.
Through scenario-driven instruction, the program demonstrates how

motivational interviewing can be used to improve health outcomes for both
resistant and compliant patients. Motivational Interviewing Foundations for
Pharmacists is an essential program for patient engagement initiatives and can
provide pharmacists with the skills and confidence they needto provide patient-
centered care whileintegrating motivational interviewing into their daily practice .

PH-1238 is the ACPHaccredited version containing the course content, PH1228,
bundled with PH-1239: CE Mastery Exam and Evaluation. RH237 is the non
accredited version.

Patient Engagement Skills for
Pharmacy Staff

(PH-1329)

ACPE:1.0 contact hr. or 0.1 CEUs
Pharmacist: 0296-0000-15-011-H®4-P
Technician: 0296-0000-15-011-HM4-T
Expiration Date: 07/24/2018

This course gives Pharmacists and Pharmacy Technicians an impiamt
communications skills tool: the four-step patient engagement modelof Connect,
Discover, Match & Complete.Special care is taken to explain how pharmacy staff
can establish trust and encouragereturn visits. Learners discover how applying
OEEO 11T AAI OI AT GCAcA AT A AAOAAOA DPAOE
to health and wellness goals. It also provides solutions the patient may not have
known they needed, such as a medication review, athencourages loyalty to the
store, the pharmacy, and its staff.

This ACPEaccredited versionincludes the compliance course PH-1328 bundled
with PH-1327 the CE Examand Evaluation.

LearnSomething, Inc. is accredited by the
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Patient Engagement Skills for
Pharmacists (CE Available) 2017

(PH-1384) E\

ACPE: 1.0 contact hr. or 0.1 CEUs
0296-0000-17-002-HO4-P
Expiration Date: 02/ 24/20 20

Provides Pharmacistswith an important communications skills to ol: the four-step
patient engagement modelof Connect, Discover, Match & Complete.Special care
is taken to explain how pharmacy staff canestablish trust and encouragereturn
visits. Pharmacistsdiscover the benefits gained by both patients and pharmacies
when the engagement model is used to promoteOEA DEAOI AAUS O
health and wellness goals. It also provides solutions the patient may not have
known they needed, such as a medication review, and encourages loyalty to the
store, the pharmacy, andits staff.

Pharmacy Financials Overview &
Part1 &2

(PH1315 & PH-1318)

Part 1: 0296-0000-15-004-HO4-P/IT
ACPE:0.25 contact hr. or 0.025 CEUs

Part 2: 0296-0000-15-005-H04-P/ T
ACPE:0.5 contact hr. or 0.05 CEUs

Expiration Date: 01/28/2018

Designed to help pharmacists and pharmacy managers understal the critical
financial tools for measuring a pharmacy's performance, including sales, volume,
and profit, learners examine a sample pharmacy financial performance report to
ground concepts and provide visual description.Part 2 builds on the financial
measures explored in Part by outlining the key financial measures of shrink,
labor, packaging, and contribution costs while explaining how generics utilization
and other inventory controls can improve pharmacy financial performance.

The Part 1 ACPEaccredted version, PH-1315, includesourse content, PH 1313,

bundled with PH-1314: th&€E Examand Evaluation. The Part 2 ACPEaccredited
version, PH-1318, includesourse content, PH 1316, bundled with PH1317: th€E
Examand Evaluation.

Pharmacy Robbery Response
Training

(PH-1359 & PH-1360)

ACPE: 1.5 contact hrs. or 0.1 5 CEUs
Pharmacist: 0296-9999-16-006-H04-P
Technician: 0296-9999-16-006-H04-T
Expiration Date: 03/29/2019

Using realtlife scenarios and case studies, this course reviews how to respond to
robberies using time-tested behaviors rather than depending on myths and
hearsay; avoid using active or passive resistance; communicate with perpetrators
to avoid misinterpretati on and reduce the risk of violence; respond to bomb
threats; and use observation skills to remember detailsfor post-robbery
investigations. Providing pharmacy professionals and staff with training before a
threatening event can help reduce the risk of phyical injury to themselves and
customers should the unthinkable occur.

This ACPEaccredited version includesthe compliance course, PH1357, bundled
with PH-1358: theCE Examand Evaluation. PH-1360 is the noraccredited
version.

Quiality and Patient Safety:
A Training Program for
Community Pharmacy

(PH-1321 & PH-1323) ¢,

ACPE: 1.0 contact hrs. or 0.1 CEUs
Pharmacist: 0296-0000-15-007-H05-P
Technician: 0296-0000-15-007-HO5-T
Expiration Date: 04/15/2018

Developed in partnership with NACDS, this online course systematically shows
pharmacy personnel how to establish a medication error prevention program and
avoid liability. Upon completion of this ACPE-accredited course, learrers will be
able to describe the methods and tools used to identify and prevent common
pharmacy errors. Both pharmacists and technicians willbe prepared to respond to
patients and customers in the event that an incident occurs.

Both of these ACPEaccredited versionsinclude the compliance coursebundled
with the CE Examand Evaluation, PH-1320PH-1321 offers the higfbandwidth
course content, PH1319 withaudio and videos, PH-1323ffers PH-1322, thdow-
bandwidth version with audio.

£8
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Pharmacy Language Skills

Label Me Spanish Half of computer-generated Spanish prescrifion labels are either inaccurate or

(PH-1181) incomplete, according to a study published by the American Academy of
Pediatrics. These lead to errors made by patients in following directions for use.

Seat time: 37 minutes In this webinar you will learn to identify errors and to accurately list a Spanish
OP A AE A Oard thé rodstAommon directions for use in Spanish. You will also
learn some important cultural differences that will enable you to better
understand and serve your Hispanic patients.

¢, Wecaninsert your companyds policies and procedures into co

= This course has been optimized for viewing on tablet s.
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OSHA and Human Resources .

Employment and Skill Building

Affordable Care Act

(MT-1025) E-\
CE: 0.25 contact hr. or 0.025 CEUs

The landmark legislation that is transforming healthcare delivery has many
provisions that organizations and staff must implement to maintain compliance.
Health insurance issuers and group health plans are now required to provide an
easyto-OT AAOOOAT A OOi 1T Aou AAT 0O A EAAI OE
Learners review what the Affordable Care Act (ACA) is; the effects of the ACA,;
and the costs of the ACA.

Alcohol and Substance Abuse in
the Workplace

(MT-1024) E-\
CE: 0.25 contact hr. or 0.025 CEUs

The presence ofalcohol and substance abuse in the workplace is a significant
problem for employers and employees. This course providekarnerswith
information regarding the risk factors, and prevention and intervention

techniques to minimize workplace abuse of alcoholand drugs. Topics covered

Al 01 ET Al OAAd OEA OO0 Db AOrkeE Dibs@rcedabudéd andithet
heavy toll that it has on productivity; signs of alcohol and substance abuse; risk
factors that may contribute toward alcohol and substance abuseand
recommended intervention techniques to help reduce alcohol and substance
abuse in the workplace.

Customer Service Training for
Medical Collections

(MT-1042) E\
CE: 0.25 contact hr. or 0.0 25 CEUs

This course provides staff with strategies on how to negotiate during medical bill
collections. The course reviews: how to use negotiation to collect on past due
accounts; the goals of negotiation; and debt collection techniques.

Employee Health and Wellness

(MT-1017) E\
CE: 0.25 contact hr. or 0.0 25 CEUs

Promoting employee health and wellness has many benefits that can positively
affect the organizations productivity and financial results. This course reviews
employee health and wellness programs and discusses the benefits they provide
for both employees and employers. How to implement employee health and
wellness programs to reduce injuries, increase employee satisfaction, and to
create a culture of safety arealso reviewed. Learners review: the importance of
health and wellness programs on overall employee health and productivity; the
key components of a health and wellness program; the role each employee shoulc
take in a successful wellness program; and spe€iat resources that employers can
provide as part of a health and wellness program.

Fair Labor Standards
Act Training

(GV-1001)

Seat time: 30 minutes

The Fair Labor Standards Act (FLSA) sets theequirements for minimum wage,
overtime pay, recordkeeping, and youth employment. FLSA affects fulland part-
time workers in the private sector, as well as federal, state, and local governments
Provide managers a comprehensive understanding of the purpos and
requirements of the FLSAT AT ACAT AT 060 OAODPI T OEAEI E
the coordination with company resources to address policies ancgrocedures.

Family and Medical
Leave Act Training

(GV-1002)

Seat time: 30 minutes

%l EAT AA Ui 60 AipPpITUAAOGSE OT AAOOOAT AET
(FMLA) with this course that provides an overview of its purpose and
requirements. Employees learn how to identify relevant situations, request
medicaloO ET OAOI EOOAT O 1 AAGA O1 AAO &-,!h
recertification of intermittent FMLA use, and return to work after FMLA.

Financial Basics for all Employees

(MT-1014) E\
CE:0.25 contact hr. or 0.025 CEUs

This course helps staff understand the legal requirements regarding personal and
financial data and prevention of Medicare and Medicaid fraud. It describes

current efforts by the Department of Health and Human Services to detect and
prosecute those who @rticipate in fraudulent activities and to provide protection
Il O OxEEOOI AAT T xA0OO6 xEI A@gbi OA OEAO/
financial basics of Medicare and Medicaid and identifies abuse and fraud of
Medicare and Medicaid.
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How to Quantify and Improve
Employee Attitudes and
Performance

(MT-1010) E\

CE: 0.25 contact hr. or 0.0 25 CEUs

This course examines how management and employee attitudes can positively
affect work performance and the professionalism of any enterprise. The concept

I £ OOOACAO 1T £ ARAOAT T I AT 06 EO ET OOT A(
strengths and areas for growth and development but even more importantly, as

a road map of specifics to achievexcellence. The course reviews the best way to
motivate employees and different motivating factors.

Identity Theft Prevention

(MT-1007) E\
CE: 0.25 contact hr. or 0.0 25 CEUs

Identity theft can potentially damage the reputation of a business if it occurs due
to a data breach. With the HIPAA 2013 Omnibus final rule, business associates
must report certain data breaches to protect the consumer and are subject to
fines. Among the relevant topics reviewed are the common tyges of identity theft,
phishing, and other scams devised to gather sensitive personal information.
Learners who complete this course will be able to: discuss identity theft; explain
the impact on consumers and businesses; identify related regulations; and
summarize identity theft prevention.

Improve Customer Service One
Transaction at a Time

(MT-1006) E\
CE: 0.25 contact hr. or 0.0 25 CEUs

People who have had bad experiences on average tel-1@8D AT b1 A8 ) 08
the direct cost of a hostile and unsatisfied customers and the value of
understanding how employee attitudes directly impact the customer experience.
Learners review ways to improve customer relations and methods to preserve

current customers.

Introduction to the Payment
Card Industry Data Security
Standard (PCEDSS)
(MT-1054) E\

CE: 0.5 contact hr. or 0.05 CEUs

This course introduces the paymat card security standards developed by the
major card providers? VISA, MasterCard, American Express, and Discover.
Learners who complete this course will be able to: explain the PCDSS standards
and how they apply to the responsibilities for handlingin-bAOOT T AT A
DOAOGAT 66 AAOA ET 1 AAO OOAT OAAOQEI T ON E/
cards and the subtle differences between major card brands. They will also be abl
to: recall the necessary steps to secure data, whether in electronicravritten form,
until it is properly transmitted or destroyed; and explain how to handle stressful
situations with a payment card that may not be legitimate.

Management Basics

(MT-1005) E\
CE: 0.25 contact hr. or 0.0 25 CEUs

This course illustrates the four basic leadership skills: leadership basics, coaching
skills, servant leadership, and emotional intelligence (EQ). Course topics include:
the basic leadership skills necessary to be an effective leader; how persuasive
coaching ills can help the management team; the 10 principles of servant
leadership; and the key elements of emotional intelligence.

Money Service Business:
Detecting & Reporting Suspicious
Activity

(BS1085)

Seat time: 70 minutes

Money Service Businesses (MSB) are required to establish an aitioney
laundering program and follow federal regulations for reporting certain cash
transactions and suspicious activities. This course introduces the learner to the
Bank Sesrecy Act (BSA) regulations and the company policies and procedures tha
help to detect and report possible money laundering and suspicious activity This
course includes the certification exam.

Positive Employee Relati ons
(MG-1026)

Seat time: 15 minutes

Managers cantake fair and informed steps to keep their workforce in stride
AOOET ¢ OTEITEUAOGEIT A£EE 0008 - AT ACAOC
Al T 06 Bl 1 EAE A-fabor eéfats, re$p@nllimgCegally @iunions, and
understanding the Employee Free Choice Act (EFCA). This course also provides
managers with a comprehensive understanding of union organizing and negative

public relations that disrupt the workplace.
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General Safety

Disaster Preparedness

(MT-1041) E\
CE: 0.5 contact hr. or 0.05 CEUs

This course provides a comprehensive review of the Federal Emergency
Management Agency- Incident Command System. Disaster Preparedness takes
planning, coordination, and practice, so when a disaster does strike, those armed
with the knowledge gained from this course will know how to stay calm and apply
the techniques learned in this training to help minimize damage. This course
identifies the 5 steps suggested to prepare for natural hazads; discusses the goals
and objectives of a disaster preparedness program; explains how to spot potential
risks and hazards; describes the relevant state and federal legislation related to
disaster preparedness; and outlines the potential training scenans which will
prepare employees for potential disasters.

Emergency Medical Treatment
and Labor Act (EMTALA)

(MT-1018) E\
CE: 0.75 contact hr. or 0.0 75 CEUs

The Emergency Medical Treatment and Laor Act (EMTALA), passed in 1986,
ensures patient access to emergency medical treatment and prevents the practice
of transferring uninsured patients solely for financial reasons. This course
summarizes historical perspectives, discusses the requirementsna explains
penalties and enforcement procedures set forth under EMTALA guidelines. The
course reviews information concerning applicable medical tests, conditions, and
specific instances and identifies hospital duties as they relate to EMTALA
(transfer and stabilization requirements, medical staff on-call procedures, etc.). It
also describes enforcement actions related to violations of EMTALA.

Flu Vaccination for Healthcare
Employees

(MT-1013) E\
CE: 0.25 contact hr. or 0.0 25 CEUs

Professional organizations such as the Infectious Diseases Society of America ant
the American College of Physicians recommend that influenza vaccinations for
healthcare workers be made mandatory. This course reviews the effect@ness,
impact, and outcomes of these vaccinations for healthcare employees. Topics
covered include workplace implementation programs and suitable
recommendations for influenza vaccine compliance in the healthcare setting. The
course also presents recommeded intervention techniques to help reduce
misconceptions about the influenza vaccine.

Global Harmonized System (GHS)

GHS Chemical Classes

Seat times: Approximately
3to 9 minutes per course

Once your employees have taken ovesiew training, they will need to be trained

to understand and managehazardous chemicalrisks in their specific workplace.

Rather than training your employees on each individual hazardous chertal, you

can cover each hazardous chemicatlassin the workplace. These courses provide

specific information about how to safely move, handle and store each class of

chemical, and the proper response to any incident involving these substances:
0 0S-1073 Acute Toxicity(9 min)

0S-1069Bio-Hazardous Substances(3 min)

0S-1050 Corrosive to Metals (3nin)

0S-1053 Explosives (4 min)

0S-1059 Flammable Gases and Aerosols (8 min)

0S-1058 Flammable Liquids (8min)

0S-1057 Flammable Solids (6 min)

0S-1051 Gases Under Pressurénin)

0S-1068 General Use Chemicals (3 min)

0S-1054 Organic Peroxides (4 min)

0S-1056 Oxidizers (8min)

0S-1071 Pharmaceutical Drugs (3 min)

0OS-1055 Pyrophoric Liquids and Solids3 min)

0S-1070 Radioactive Substances (3 min)

0S-1052 SelReactive and SeHHeating Substances 4 min)

0S-1072 Skin Corrosives (7 min)

O O0OO0OO0OO0OO0OO0OO0OO0OO0OO0OO0OO0oOO0OOo
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Introduction to GHS Hazard
Classes

(0S1061)

Seat time: 24 minutes

This introductory module defines each GHS hazard class and provides important
information in a format that enables a user to easily understand how an exposure
to chemicals could affect him/her in the course of performing their everyday
workplace duties.

Hazard Communication 2012
SDS, Pictograms and Label
Elements

(0S1049)

Seat time: 15 minutes

This module details the information that is contained within each of the 16
sections of the new SDS format recently adopted by OSHA. Information is
presented in a manner that enables the user to understand where to find data that
should be reviewed prior to using a hazardous chemical

Underst anding the Risks of
Working with Hazardous
Chemicals

(0S1060)

Seat time: 32 minutes

This training program defines the different degrees of risk associated with
different GHS hazard classes. For example: GHS categorizéammable liquids
into four categories based on the likelihood of an ignition; similarly toxicity is
classified into five levels of severity.

Health and Human Services

Advance Directives

(MT-1048) E\
CE: 0.25 contact hr. or 0.025 CEUs

The legal and ethical responsibilities of the healthcare staff regarding Advance
Directives are described from patient and caregiver perspectives. The types and
formats of various Advance Directives are also explained, along with examples
and practical applications of this fundamental patient right. Healthcare staff learn
the various types of Advance Directives; the types of treatment available when
executing Advance Directives; and the importance of Advance Directives.

FDA Innovation and Safety

(MT-1016) E\
CE: 0.25 contact hr. or 0.025 CEUs

4EEO AAO AgPAT AO OEA &3$! 60 AOOET OEOE/
safeguard and advance public health. Topics discussed include: changes in fees
collected by the FDA to fund innovation; the streamlining of the approval process;
increasing collaboration with key stakeholders; and improving the safety of the
drug supply chain.

HIPAABasics for Human
Resources

(MG-1067)

Seat time: 30 minutes

Human Resourcesand administrative staff discover how to apply HIPAA,

HITECH, and Omnibus rules and regulations during their daily activities and
interactions with employers, employees, and business associates. Learners gain &
understanding of policies and procedures for keeping employee protected health
information (PHI) secure. Strategies for staying in compliance are stressed. The
course also includes an easily accessible glossary of regulatory terms.

HIPAA for Social Media and
Compliance

(MT-1011) E\
CE: 0.5 contact hr. or 0.05 CEUs

This course describes the security challenges related to texting in healthcare
practices. Topics covered include secure texting, relevant regulations, and stage
of data. This course also provides healthcare professionals with information
regarding the basics of messaging and privacy laws, which help ensure a safe anc
private environment when sending electronic information. The course also
reviews the use of scial media in the healthcare environment, including: how
HIPAA applies to the use of social media in healthcare; how to mitigate risk, as
well as potential consequences of HIPAA violations related to the use of social
media; the benefits and complicationsof social media in healthcare; how text

i AOGOAcCET ¢ AAT AEEAAO OEA EAAI OEAAOA |
stance on text messaging.
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Health Insurance Portability and
Accountability Act (HIPAA)
(SPANISH)

(M1:1035)Eﬂ

CE: 0.75 contact hr. or 0.075 CEUs

This course provides learners with competency in designing, implementing and
administering comprehensive privacy and security protection programs. The
course also covers important changes to HIPAA legislation enacted as part of the
passage of the 2009 HITECH Act and 2013 Omnibus final rule changes. This
course meets all HIPAA/Omnibus final rule regulations. Learners who complete
the course will be able: explain what HIPAA means, and how it affects
organizations and changes in policies and procedures in the handling of patient
records; identify the differences in the HIPAA rules due to the 2009 HITECH Act
and 2013 Omnibus final rule changesexplain how HIPAA affects the way
healthcare entities organize and staff to achieve and monitor compliance with
patient privacy/confidentiality needs; and describe how to plan and prepare for
HIPAA compliance.

Identifying and Reporting Child
Abuse and Neglect

(MT-1008) E\
CE: 0.25 contact hr. or 0.0 25 CEUs

This course reviews how to stay compliant with reporting suspected abuse and
neglect to the proper authorities; how to manage the process wth the adults or
others that may be involved; and how to identify the warning signs and types of
child abuse.

Identifying Elder Abuse and
Neglect

(MT-1019) E-\
CE: 0.5 contact hr. or 0.05 CEUs

Current legislation requires staff in long-term care facilities or any other

institution which provides care to the elderly to receive education and training on
how to identify and report elder abuse. Failure to report elder abuse in longterm
healthcare facilities is mnsidered a crime. In this course, learners review:
information on recognizing, preventing, and reporting elder abuse in the
healthcare setting; the different types of elder abuse; the warning signs associatec
with the different types of elder abuse; the hws that have been enacted by
Congress to combat elder abuse; the reasons why elder abuse is often unreportec
xAUO O1 AT AiI OOACA Al x1 OEAOO AT A PAOE!/
elder abuse; and resources available to victims of elder abuse.

Identifying and Reporting Neglect
and Abuse

(MT-1009) E\
CE: 0.25 contact hr. or 0.0 25 CEUs

The signs of neglect and abuse can be obvious or subtle. This course reviews hov
to identify abuse, neglect orexploitation; how to report suspected abuse and
neglect to the proper authorities; and what types of intervention are available for
abuse, neglect, or exploitation.

Informed Consent

(MT-1032) E\
CE: 0.25 contact hr. or 0.0 25 CEUs

Learners review all aspects regarding the Informed Consent form, its importance
and necessity for a clinical trial, and insight into the creation of the form itself.
The course review: how to obtain Informed Consent and compliance
requirements; the legd specifics related to preserving patient rights; and the
application of good Informed Consent practices.

Patient Rights

(MT-1029) E\
CE: 0.75 contact hr. or 0.0 75 CEUs

This in-depth review of new patient rights created by the Afordable Care Act
updates staff on recent changes in the law. Many organizations that provide
patient care have published Patient Rights that cover a variety of issues such as
access to information, consent prior to medical procedures, confidentiality, the
cost of coverage, and potential conflicts of interest from the healthcare provider
regarding their care. The course focuses on: new legal protections stemming from
the Affordable Care Act; basic patient rights guaranteed by federal law; and a

b A O E Aght@odréfuseQdparticipate in research.
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Protecting Human Subjects

(MT-1051) E\
CE: 1.5 contact hr. or 0.1 5 CEUs

This course was developed for individuals involved in the designing and/or
conducting of human subjAAO OAOAAOAE8 ) O OAOEAxO
protect the rights and welfare of subjects in research, as well as the basic
concepts, principles, and issues related to the protection of research participants.
Learners review: the history and importance of human subjects protections; the
risks a research project might pose to participants and how to minimize them;
additional protections needed for vulnerable populations; additional issues that
should be considered for international research; appropriate procedures for
recruiting research participants and obtaining informed consent; the different
committees that monitor human subjects protections; and the importance of
study design in the protection of research participants.

Understanding and Working with
Diversity (Employees)

(MT-1050) E\
CE: 0.25 contact hr. or 0.025 CEUs

What is workplace diversity? Learners review the negative impact of stereotypes
and cultural norms that can cause conflcts in the workplace. Embracing the
power of diversity can benefit individuals and organizations. This thought
provoking training video motivates learners to examine their attitudes about
diversity and how to work collaboratively with others. The course ako reviews
how embracing diversity will benefit individuals and organizations.

Understanding and Working with
Diversity (Manager)

(MT-1049) E\
CE: 0.25 contact hr. or 0.025 CEUs

This course provides an overview about best practices for developing cultural
diversity. It provides the relevant material required to support a diverse and
collaborative work culture, including: information on the changing demographics
within the workplace; challengesrelated to cultural competence in a multicultural
environment; and the basic concepts related to diversity awareness.

Victims of Domestic Violence

(MT-1001) E\
CE: 0.25 contact hr. or 0.0 25 CEUs

Victims of domestic violence often do not want to inform their caregivers of the
facts. Learners review how to: ask probing questions to help victims report abuse;
engage law officers when appropriate; and help prevent domestic violence.
Learners also gain a working knowledgd £ OEA OEAOQOEIi 80 OEC
state and federal laws concerning domestic violence.

Occupational Health & Safety Administration (OSHA)

Accident Response Management
(0S1026) For Managers

Seat time: 11 minutes

Even though store safety programs are designed to prevent injuries, accidents car
still occur. When they do, it can be a stressful situation. Hurt customers may
become embarrassed and angry, and can become a liabilitiearn how to prepare
your store for accidents and how to respond should they occur.

Accident Response Preparation
(0S1027) For Employees

Seat time: 8 minutes

Prepareyour employees to assist accident victims efficiently and appropriatéy,
xEEI A Al 01 bDOi OAAOHbuCstad Eilllea@ hé 0tihbits @ takd (
following an accident, be able tocommunicate appropriately with injured
customers, and understand the importance of immediately reporting accidents to
their supervisor.

AED: Effective Use in an
Emergency

(0S1040) For Employees

Seat time: 12 minutes

Automated External Defibrillators (AED) can detect the abnormal heart rate that
results from a cardiac arrest, and determine if an eletical shock to the victim
xEl1l EAI D CAO OEA PAOOT 180 EAAOO AAA(
in conjunction with CPR, when possible,allows your employees to react
appropriately to keep a victim alive until professional first aid help arrives.
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AED: Managing Emergency
Response

(0S1039) For Managers

Seat time: 15 minutes

Considerthis z in the event of cardiac arrest, every minute that goes by decreases
the chance of survival by ten percent. A fast regonse may, in fact, mean the
difference between life and death!Prepare your managers to locate, use and
resupply the Automated External Defibrillators (AED) located within your
locations.

Airborne and Drop let Disease

Prevention

(MT-1047) E\
CE: 0.5 contact hr. or 0.05 CEUs

This course explains the difference between airborne and droplet transmission of
diseases, the various types of airborne and droplet diseases, and the specific
precautions that reduce the transmission of pathogens.

Allergic Reaction to Gloves

(MT-1023) E\
CE: 0.25 contact hr. or 0.0 25 CEUs

Learners review the various types of allergic reactions associated with latex gloves
as well as potential altenatives to latex glove products.Topics covered include:
the three specific categories of latex allergies and the type of gloves that are
recommended during specific procedures or potential exposures; and potential
alternatives to latex gloves.

Bloodborne Pathogens:
Awareness and Protection

(0S1042) For Employees

Seat time: 10 minutes

Today more than ever, contraction of deadly bloodborne pathogens is a real risk.
Coming into contact with other pel 1 A8 0 Al T T A AT A ATt AEI
employeesat risk of HIV, syphilis, and hepatitis, among many other dangerous
bloodborne pathogens.Awareness of exposure risks and knowledge of sanitary
prevention tactics can protect your employees from bloodbane pathogens in the
workplace.

Bloodborne Pathogens:
Protecting Employees

(0S1041) For Managers

Seat time: 14 minutes

Workplace accidents can unknowingly expose your employees to HIV, hepatis
and other dangerous bloodborne pathogens Studies suggest that more than half
of those infected with these deadly diseaseA OAT 6 O AOAT AxAOA
fluids present to others! Managers have a duty to ensure their workforce is aware
of the risk of bloodborne pathogen exposureand knowledgeable about protecing
themselves and others from transmission

Bloodborne Pathogens (BBP)
(SPANISH)

(MT-1046) E\
CE: 1.5 contact hr. or 0.15 CEUs

This course reviews: Sources of BBP and how best to control exposure with
methods of compliance; different Personal Protective Equipment (PPE) and other
proper sanitation and container requirements to minimize exposure; employee
and employer responsibilities; and specific additional state OSHA regulations (i.e.
California). An additional chapter is available for compliance with the California-
OSHA and understanding the transmission of and prevention of exposured
Hepatitis (A/B/C), and Tuberculosis.

D.O.T. Hazardous Materials
Transportation Regulations

(MT-1021) E\
CE: 2.5 contact hr. or 0.25 CEUs

Individuals who prepare, handle, or ship hazardousmaterials are mandated by
federal law to participate in a DOT training program. This DOT training course
provides a comprehensive understanding of the guidelines set forth by the DOT
regarding the handling of hazardous materials.Other topics covered include: the
hazardous materials regulations classification system for hazardous materials;
what needs to be listed on shipping papers for hazardous materials; the guidelines
for marking containers holding the hazardous material with symbols that assist in
identifying the packaged substance; the guidelines regarding placarding of
hazardous materials packages; specific performance tests that should be
performed for packages that would potentially be used for transporting hazardous
materials; and the regulations for transporting hazardous materials by highway,
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air, rail and sea.

Ensuring Safety in the Workplace
(0S1030) For Managers

Seat time: 14 minutes

W orkplace accidents andinjuries cost businesses more than $125 billion a year!
Besides medical expenses, stores can incur human costs, legal expenses, and

I AOGOET ¢ AAI AcA O1 O EManagdrsiwbBoiconplété@his@duBed (
will be able to recognize the costs resultingfrom accidents, identify targets of
proper safety practices and describe the managerd €dore safetyresponsibilities.

Fire Prevention and Fire
Extinguisher Types (SPANISH)

(MT-1040) E\
CE: 0.5 contact hr. or 0.05 CEUs

This course provides a comprehensive overview of: Fire prevention
responsibilities; reporting of potential fire hazards; types and uses of fire
extinguishers; what to do in the event of fire; and how to create a Fire Prevention
Plan.

Fire Safety: Creating a Prepared
Workforce

(0S1024) For Managers

Seat time: 13 minutes

To face the potentially devastating effects of fire, managers must be aware of their
responsibility to create and implement fire safety, employee training and facility
evacuation plans This course is designed to help your management team identify
and properly inspect required supplies An informed and prepared management
team is both a requirement and a responsibility. Ensure that your workplace is as
safe as possible from the dangers of fire.

Fire Safety: Quick Re sponse &
Disaster Prevention

(0S1025) For Employees

Seat time: 18 minutes

This course is designed to teach your employees how to protect themselves, and
your business, by reacting quickly and appropriately to any class of fireLearners
will be able to recognize the 4 fire classes and which fire extinguisheis
appropriate for eachclass as well as when to flee rather than fight a fire.

First

(0S1021) For Managers

Seat time: 14 minutes

Ai d : Redpangea’g ¢
Responsibilities in the Workplace

The most critical time for injury response is often the first few minutes after an
accident. This courseis designed to prepare your management team to assist
accident victims, while protecting themselves and other employees from harm,
using best practices and available resourcedManagement responsibilities
regarding first-aid supplies, employee training, and accident investigationare
covered in this short, yetinformative course.

First Aid: Safe Response to
Workplace Injuries

(0S1022) For Employees

Seat time: 11 minutes

Give your employees a basiintroduction to emergency first-aid procedures
personal protective equipment (PPE) and precautions to use when responding to
accidents This course prepares employees to take appropriate measures to assisi
accident victims, while protecting themselves from potential harm.

Grocery Ergonomics Awareness
(0S1029) For Employees

Seat time: 18 minutes

$AEI Uh OAPAOEOEOA OAOEO AOA EAOA 11 »
pain each year.Fortunately, effective working postures and other strategies can
lower these risks. Help your workers recognize stress to avoid injury.

Grocery Ergonomics : Program
Management

(0S1028) For Managers

Seat time: 9 minutes

Injuries and disorders brought on by ergonomic stress can result in lost worker
DOl AOAOEOEOUR x1 OEAOOGG AT i PAT OAGEIT T 1/
effective working postures and other strategies ca lower these risks. Managers
will learn to create and implement an effective workplace ergonomic program to
reduce injuries and disorders caused by repetitive movements in the workplace

Hand Hygiene

(MT-1012 English, MT -1038 Spanish)

&
CE: 0.5 contact hr. or 0.05 CEUs

The importance of hand washing and sanitizing is the #1 priority for preventing
the spread of infectious diseases. Statistical facts regarding hand hygiene are
reviewed along with tips on encouraging staff to increase compliance because
the health and lives of others are literally held within their hands. This course
covers: current issues identified by CDC regarding claims made by producers of
antimicrobial hand soaps; types of bacteria and diseases spread by hands; and thi
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use and typesof hand sanitizers and proper hand washing.

Hazard Communication:
Managing Programs in the
Workplace

(0S1065) For Managers

Seat time: 11 minutes

51T AAO /1 3(1860 (! :#/1- 30AT AAOAh Al DIT U/
potentially hazardous materials in the workplace, and provide the necessary
resources and training to prevent injury. Ensure thatyour managers understand
how to identify HAZCO M needs and create and implement a HAZCOM program
that informs and protects employees.This course includes the GHS updates.

Hazard Communication: Staying
Informed about Dangers in the
Workplace

(0S1064) For Employees

Seat time: 12 minutes

Every workplace contains potentially hazardous materialsThis course ensures
your employees are informed about their rights under the HAZCOM Standard
and can recognize bespractices and available resources to protect themselves
against accident and injury. Includes the GHS updates.

HazCom & SDS Standards The
GHS Changes

(0S1062) For Managers

Seat time: 30 minutes

Workplace accidents and injuries involving chemicals can be particularly
devastating. The proper handling guidelines and emergency procedures found on
A AEAT EAAI 60 3AZAOU s$cds@hemplaydeldd cgnlulsadyq
time they face a question or safety issue involving chemicals. This course include
the Globally Harmonized System (GHS) changes and ensures your managers
understand how to identify HAZCOM needs in the workplace and createand
implement a HAZCOM program that informs and protects employees

HazCom & SDS Standards The
GHS Changes

(0S 1063 English, 0S-1074 Spanish)
For Employees

Seat time: 20 minutes
Available in Spanish

Every workplace contains potentially hazardous materials5 T AAO / 3 (! 8
HAZCOM Standard, employers must inform employees about these hazards, as
well as provide the necessary resources and training to prevent injuryThis course
ensures yarr employees are informed about their rights under the HAZCOM
Standard, how the GHS changes affect themand can recognize best practices and
available resources to protect themselves against accident and injury.

Hazardous Communication and
Chemical Safety (HAZCOM) GHS
Standard (SPANISH)

(MT-1037) E\.

CE: 0.5 contact hr. or 0.05 CEUs

%l DI T UAOO AT A AiPITUAAO CAET -té+ 1HOKx 6 [
including: Essential aspects of the Hazardous Communication Standard; how to
identify and create a hazardous communication plan; how to identify different
labels and shipping records; the use of Material Safety Data Sheets (MSDS); the
safe use, storage, and disposal of hazardous material and chemicals including the
GHS standard.

Hazardous Pharmaceutical Waste
Handling

(MT-1036) E\
CE: 0.25 contact hr. or 0.025 CEUs

This course reviews guidelines for: Categorizing pharmaceutical waste;
maintaining and updating an inventory of pharmaceutical waste streams;
managing waste storage sites; and disposing of waste material. The guidelines
provide suggestions on how to manage a program. The course also explains the
use of Safety Data Sheets for determining the waste profile.

NOTE: Pharmaceutical waste thatmeet the requirements delineated in 40 CFR
261.33(e) (P list) or 40 CFR 261.33(f) (U list) must be managed and disposed of ir
accordance to federal, state, and local regulations.

Hazardous Waste Handling and
Cleanup for First Responders

(MT-1053) E\
CE: 0.5 contact hr. or 0.05 CEUs

This course covers how to identify universal and hazardous waste and the amount
of waste a first responder can safely handle for minor spills and general dposal.
Topics also cover: proper documentation and packaging required; the regulations,
regulatory authorities, and resources available to identify, segregate and dispose
of hazardous waste; the role of the FDA and NDC for all prescription, ovethe-
counter, and insulin products that are commercially distributed; and the proper
disposal of hazardous waste and universal waste at the work site location.
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Infection Control

(MT-1033) E-\
CE: 0.5 contact hr. or 0.05 CEUs

This coursecovers best practices (presented with references from the Center for
Disease Control and the World Health Organization) for identifying and
preventing infections in a healthcare environment and community. Users who
complete the course should be able to: gplain infection and infection control; list
the chain of infection and discuss hosts; and identify strategies that help
eliminate the transmission of infections.

Introduction to Employee Rights
& Employer Responsibilities

(0S1023) Employees & Managers

Seat time: 13 minutes

Each year more than 5,600 people die due to workplace injurieg an average of 15
people a day!Additionally , over 4 million non-fatal workplace injuries or ilinesses
are reported each yearTherefore OSHA takes a hard line to ensure all workers
are safe, informed, and free from discrimination or retaliation for exercising any
safety rights. This course ensures that your employegand managers clearly
understand their rights and responsibilities according to OSHA standards.

Lockout/Tagout Best Practices
(0S$1033) For Employees

Seat time: 10 minutes

More than 120 fatalities and 60,000 injuries occur every year when workers fail to
correctly use lockout/tagout procedures. Show your employees how to prevent
injuries occurring through t he accidental release of energy,ecognize when LOTO
procedures are inplace, and know what to do when LOTO procedures are used

Lockout/Tagout Implementation
& Maintenance

(0S1032) For Managers

Seat time: 17 minutes

Failing to implement and maintain an appropriate lockout/tagout program can
have major ramifications for your company. Managers who complete our course
will be prepared to identify lockout/tagout (LOTO) store needs, establish
workplace LOTO procedures and describehow to implement and maintain a
store LOTO program

Powered Industrial Truck
Management

(0S1034) For Managers

Seat time: 14 minutes

Powered industrial trucks (PIT) are powerful machines and can be operated only
by personnel who are informed and trained in their safe operation. Managers have
a duty to ensure their workforce is informed about the risks and responsibilities of
operating these potentially dangerous machines.

Powered Industrial Truck Safe
Operation

(0S1035) For Employees

Seat time: 12 minutes

Powered industrial truck (PIT) accidents represent a serious risk of worker injury,
or even death, as well as damage to valuable stock and equipment. Understandiny
basic requirements and safety protocols of forklift operation can reduce these
risks dramatically. Learners will be able to dentify unique PIT characteristics and
their operating requirements, and list safe techniques for controlling PIT.

PPE: Creating a Shield Against
Hazards

(0S1047) For Employees

Seat time: 13 minutes

PPE is designed to minimize or prevent injury and iliness in the workplace. But
this safety equipment only works if it is available to z and used effectively byz
everyone in the workplace. Teach employees the value of consistéy and
appropriately using personal protective equipment any time they are faced with a
potentially dangeroustask.

PPE: Preventing Employee Injury
(0S1048) For Managers

Seat time: 17 minutes

The Bureau of Labor Statistics reports that a majority of workers injured on the
job were not wearing appropriate personal protective equipment. PPE is designed
to minimize or prevent injury and illness in the workplace. Managers will discover
their responsibilities regarding PPE, emphasizing the importance of maintaining a
reliable supply of appropriate PPE and making sure employees know how to use ii
effectively.

Personal Prot ective Equipment
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(PPE) (SPANISH)

(MT-1028) E\
CE: 0.25 contact hr. or 0.025 CEUs

used to protect employees and is required to be readily available at no cost to the
employee based on their job duties. Learners who complete the course will be
able to: explain proper donning of PPE; and identify various types of PPE and how
they prevent exposure to bloodborre pathogens.

Practicing Basic Store Safety
(0S1031) For Employees

Seat time: 11 minutes

Accidents and injuries in the workplace cost businesses more than $%dillion a
year! Besides medical expenses, stores can incur human costs, legal expenses, a
| AGOET ¢ AAI ACA 07 O EEAchAnd evBrAdmpldy€e wih B O ¢
completesthis course will be able to identify targets of proper safety practicesand
recall basic safety practices

Preventing & Managing
Workplace Violence

(0S1036) For Managers

Seat time: 14 minutes

Today, more than 85% of wokplace assaults occur in retail trade and service
industries. In fact, grocery stores face unique threats of violence. Many stores now
include banks, pharmacies, and payment centers, all of which bring in more

traffic and more risk. This course will help management identify factors that
increase the risks of workplace violence, describe strategies that can help prevent
it and, should it occur, the proper response to workplace violence.

Radiation Orientation and Safety
Work Practices

(MT-1027) E\
CE: 0.5 contact hr. or 0.05 CEUs

Staff whose work environment utilizes radiation in any form will benefit from
understanding and preventing the short- and long-term exposure issues
associated with radiation. Radiation safety procedures are required by law:
managers and employees must manage all radiation material, transmission
equipment and waste according to regulations. This course covers the regulations
and safety requirements for imaging standards for ionzing radiation, radioactive
materials, and the use of xrays equipment. It also reviews the use of radioactive
materials and radiation producing devices.

SDS Ensuring Safe Chemical Use
(0S1067) For Managers

Seat time: 20 minutes

Workplace accidents and injuries involving chemicals can be particularly
devastating.Impress uponyour managers the value of keeping SDS current,
complete, and accessibleto all employees, so workers can consult SDSng time
they begin working with a new chemical or encounter any kind of emergency
situation involving chemicals. Includes the GHS updates.

SDS: Your Key to Chemical Safety
(0S1066) For Employe es

Seat time: 15 minutes

Fires, chemicalspills, and even explosions can occur if employees make a mistake
when handling volatile chemicals. Fortunately, the proper handling guidelines

AT A AT AOCAT AU POT AAAOOAOG & O1 A 1 TcanA
drastically reduce the risk and magnitude of such occurrencesPrepareyour
workers to understand and recall what is included in a standard SDS, and how
this valuable information can help keep them safe. Includes the GHS updates.

Waste Classification Regulations

(MT-1000) E-\
CE: 1.0 contact hr. or 0.1 CEUs

This course explains the classifications of waste streams, proper handling,
segregation, and disposal. The course also covers waste minimization and
recycling techniques to decrease the carbon footprint of a facility. No matter the
size of the organization, this course provides guidance on how to stay 100%
compliant and environmentally friendly.

Learners become familiar with: Regulated Medical Waste (RMW) the
pharmaceutical waste classification and disposal requirements; Universal Waste
and its proper segregation and disposal; and recycling and conservation
techniques to reduce waste sent to the landfill.
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Workplace Violence Awareness

& Prevention
(0S1037) For Employees

Seat time: 13 minutes

Each year in the workplace, about800 workers are murdered, and 1.7 million are
assaulted. These grn statistics demonstrate the need for awareness regarding
workplace violence. This course defines workplace violence andlists methods for
preventing it. Learners will be able to recall guidelines for identifying and
responding to potentially violent workp lace situations.

Preventing Workplace Harassment

Creating a Harassment-Free
Workplace

(0S1043) for Managers

Seat time: 17 minutes

Workplace harassment turns co-workers against each other and encourages a
fearful and untrusting environment. Abuse of this kind can cause a company to
lose valuable employees and, in extreme cases, be placed at risk of costly lawsuit:
Managers have an obligation tostay vigilant against inappropriate behavior and

to maintain a safe and healthy workplace that is free from harassment.

Recognizing Harassment in the

Workplace
(0S1044) for Employees

Seat time: 14 minutes

Workplace harassment turns coworkers against each other and encourages a
fearful and untrusting environment. Abuse of this kind can cause a company to
lose valuable employees and, in extremeases, be placed at risk of costly lawsuits
Make sure employees are prepared to recognize and appropriately respond to any
form of workplace harassment they may encounter

Preventing Workplace
Harassment for Employees

(MG-1015)

Seat time: 45 minutes

This program will educate employees at all levels in understanding the broad
definition of sexual harassment and the consequences ohiappropriate behavior
in the workplace. Vignettes demonstrate to employees how issues involving
unwelcome sexual conduct could adversely affect performance and create a
hostile working environment.

Preventing Workplace
Harassment for Managers

(MG-1034)

Seat time: 90 minutes

This course is designed to provide managers with a comprehensive understanding
of harassment which disrupts the workplace. Inaddition, the course reviews the
legal safeguards in place and presents options on addressing harassment to
maintain trust and open communications between employees and management.

FMI 6 Sexual Harassment
Recognition an d Prevention

(MG-1022)

Seat time: 45 minutes

Sexual harassment is a complicated, sensitive topic that is damaging and hurtful
and can undermine productivity and morale. An interactive assessment at the
beginning of the course provides learners with immediate feedback on their
current understanding of sexual harassment, helping to eliminate common
misconceptions. Createan awareness of the types of actionand the different
types of sexual harassment that may occur in the workplace

FMI 0 Sexual Harassment
Recognition and Prevention
for Managers

(MG-1025)

Seat time: 90 minutes

The complex issue of sexual harassment in the workplace must be carefully
addressed by managers who are responsible for resolving harassment conflicts
among employees. In this course, managers receive an overview of laws,
regulations, definitions, and terminology for sexual harassmentrelated instances,
as well as the behaviors and etions that constitute sexual harassment. Upon
completion, managers will understand how to recognize and confront sexual
harassment and how to handle communications with the offender.

Workplace Harassment

Prevention for Grocery Managers

and Associates

Seat time: 45 minutes

Associates and management learn how to identify angrevent workplace
harassment the various types of harassmentwith sample scenarios and options
for dealing with their occurrence.

SeeMC-1035 and MEL036 inthe Supermarket & Retail section of this catalog for
these groceryspecific course titles.
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Change in the Workplace
(1A-1128)

Seat time: 2.5 hours

This course explains how to overcome the obstacles that stand in the way of
change and offers methods to adopt a forward thinking perspective to work with
change for the betterment of an organization. Some of the topics included are
how to assess Organizational Culture, Conducting Internal Analyses, and
Observing Behaviors of Employee Attitudes Towards Change

Creative Problem -Solving
(1A-1127)

Seat time: 1.5 hours

This course details the Creative Process and several concepts and considerations
involved in Effective Problem Solving: Implementing the Solution, Mind
Mapping, and a Detailed Description of the Creativity Phases.

Customer Service & Consulting

(IA-1125)

Seat time: 2 hours

This course builds the learner's customer service skills and provides in depth
explanations on precisely how Effective Communication can enrich a Customer's
experience. Some opics covered include: the Customer Complaint Process,
Knowing Your Enemy, Determining a Need, and Improving Listening Skills.

Internet as a Working Tool
(1A-1124)

Seat time: 60 minutes

This course provides guidance a how to harness the power of the Internet to
impact your business within two modules: Module 1: The Internet as a Business
Tool, and Module 2: Internet Security. Among the topics covered include: Using
E-mail, working with Virtual Offices, and Virus Prote ction.

Negotiation
(1A-1123)

Seat time: 1.5 hours

This course explains how, why, and when it is appropriate to negotiate in a
particular business situation. It addresses Negotiating Yourself, Influence and
Persuasion. A few topis covered include the concept of Self Talk, How to
Research and Gather Information, and Building Rapport.

Positive Workplace
(1A-1120)

Seat time: 2.5 hours

In this course the learner gains an in depth explanation of the mettods and
principles behind how to implement and maintain a Positive Workplace. It
consists of four Modules: Module 1: Maintaining a Positive Workplace, Module 2:
Business Ethics, Module 3: Harassment and Discrimination, Module 4: Code of
Conduct. Topics induded in this course include; the Collaborative Resolution
Process, Personal Ethics, Avoiding Discrimination and Harassment, and
Reporting Violations.

Records Awareness
(1IA-1119)

Seat time: 40 minutes

This course provides a @scription of what a Record is and how and why we file
and create Records; the Laws governing Record Managementhen Records must
be filed, and who is responsible and explains the details of Record Security,
Record Disposal and the Hazards of Incorrect Dsposal

Time and Stress Management
(IA-1118)

Seat time: 1 hour

This course teaches learners how to minimize stress and efficiently manage their
time. It offers topics such as: balancing work and home demands, desloping and
abiding by your own Vision and Mission Statement, and the Characteristics of
Success

Working with Personal
Information

(IA-1117)

Seat time: 1. 5 hours

This course explains the best business practicef®r dealing with personal and
confidential information. It consists of two modules: Module 1: The Principles of
Protection and Module 2: Access, Complaints and Exclusions. The essential topic:
covered include: how to keep records up to date and how to hadle a
Confidentiality Breach.
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Workplace Communications
(1A-1116)

Seat time: 3 hours

This course teaches the learner how to efficiently conduct various forms of
Workplace Communications. It consists of four Modules: Module 1: NonVerbal
Communication, Module 2: Written Communication, Module 3: Oral
Communication and Module 4: Communications Target. The course includes
important topics such as using body language, describing the writing process,
effective listening, and communicating with customers.

Your Personality at Work
(1A-1115)

Seat time: 2 hours

Thisthree-l T AOT A AT OOOA 1T £EZAO0O ET OECEOO EI
personalities. Learn about interests and intelligence, including psychometric and
IQ testing; assessing the nine personality types and learning styles; and how to
advance your career through networks, mentors and professional development

Management Skills

Accounting Basics
(1A-1139)

Seat time: 1.4 hours

This course lays the foundation of solid accounting principles and covers topics
ranging from Chain of Command and Financial Report Analysis, to Budgeting,
Reporting, and Evidence Portfolios

Achieving Planned Outcomes
(IA-1138)

Seat time: 2 hours

This course explains how an Organization can break down barriers and Achieve
Planned Outcomes by: Allocating Budget Resources, Identifying Options for
Improved Performance, Monitoring Financial Activities against Budget, and using
Resource Budgets and Reports. Other topics include: How to conduct a Job
Analysis, Dealing with Poor Performance, Interpreting Budget Performance, and
how to Conduct Regular Budget Checks.

Continuous Improvement &
Areas of Improvement

(IA-1137)

Seat time: 2.5 hours

This course describes the necessary ideas for the Continual Improvement of
Individuals and Organizations. Some of the topics discussed include: Wy Quality
is Important, the SWOT Analysis, Setting up an Idea Bank, and Making the Most
out of Success.

Effective Project Management
(IA-1136)

Seat time: 2.5 hours

This course explains several concepts vital tohe Effective Project Manager: The
Project Lifecycle: Introduction, Initiation, and Definition; Planning and Risk
Management; and People Skills. Some additional topics include: the Project
Lifecycle, Budget and Cost Control, and Balancing Authority and Empowrment.

Effective Workplace Relations
(IA-1135)

Seat time: 2.5 hours

This course explains how to work with People and Information to Establish
Effective Workplace Relations. Various topics are mentioned includingthe
Characteristics of an Effective Workplace, the Five Step Approach to Working
with Information, and how to Manage Diversity .

Leadership and Motivation
(IA-1134)

Seat time: 4 hours

This is a comprehensive coursehat trains learners on several important facets of
becoming an Effective Leader and Motivator. It includes such topics as:
Expectancy Theory, Implementing a Vision of the Future, Emotional Intelligence,
and Attention to Detail.

Managing Teams
(1A-1133)

Seat time: 3 hours

Understanding the behavioral patterns that emerge among members of a group
will help to promote a more efficient team output. A set of assessment questions
guides the learner through a group dynamics analysis usd to determine the need
for new ground rules or guidelines to facilitate individual contribution. The
course emphasizes the need for effective team meetings, understanding and
integrating team members, team learning, team decisionmaking, and decision
making tools that help to overcome barriers to consensus.
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Managing Workplace Information

(IA-1132)

Seat time: 1.5 hours

This course teaches the learner how to Manage Workplace Information and
Technology in the context of Effective Business Practices. Some topics covered in
the course include: Information Management, Building on Past Successes, and
How to Manage the Technology of Mobile Smartphones in your company.

Quiality Customer S ervice
(1A-1131)

Seat time: 1.6 hours

This course explains why Quality Customer Service is important and describes
how to achieve this standard to exceed Customer's Expectations. Learn how to
Change your Paradigm of Quality, Identify Customer Needs, andvonitor and
Improve Results

Workplace Learning
(IA-1129)

Seat time: 2 hours

This course teaches the learner how to continuously learn in the Workplace
Environment; topics include: exploring the Work z World Transformation,
Coaching and Mentoring, and Establishing Learning Objectives and Performance
Goals.

Work Plans and Professional
Development

(IA-1130)

Seat time: 1.5 hours

This course teaches the learner how to implementeffective Work Plans and
accelerate Professional Development, offering such topics as: Personal
Responsibility, Utilizing Constructive Feedback and Maintaining Consistency.

Leadership Skills

Building a Foundation
for Leadership

(LD-1005)

Seat time: 70 minu tes

The Complementary relationship between leadership and management is often
misunderstood. To find the right balance, you'll need to recognizeHow
leadership and management approach four key areasf organizational
performance; what steps you can take to approach these areas from a leadership
perspectivd] AT A OEA OOE A ppiohctdorthow gdobl ksl €y<ildt D
their style to meet the needs and capabilities of their employees.

To find the best approach, ya need to know: the underlying theory behind
situational leadership; four basic typesof leadership approacheshow to refine
your leadership capabilities, thecertain abilities that most good leaders share.

Coaching to Drive Performance

(LD-1006)

Seat time: 60 minutes

To stay on the cutting edge ofcoaching, you need to know the: Tangible benefits
of coaching; Guidelines for identifying a coachable moment; andFive types of
coaching interventions and when to use them

Every coaching situation is different, but there is a process you should follow in
every case. Make your coaching easiend more effective by learning:the three-
step processin every coaching sessiontechniques you can use within @ch step to
maximize your effectiveness and shaping your coaching style.

Every persord approach to coaching is different. Get to know more abat your
coaching tendencies by:taking a quiz to determine your natural coaching style;
learning the four primary coaching styles;understanding the strengths and
limitations of each style; and increasingthe versatility of your coaching by
blending quantities from each style.
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Communicating Effectively as a
Leader

(LD-1007)

Seat time: 60 minutes

As a leader, your influences may be greater than you realize. Take full advantage
of this by recognizing these keys: Theinportance of establishing andprotecting
your personal brand; the ive communication techniques that power efficiency
and effectivenessways to identify and avoid four common communication

pitfalls .

A persuasively communicated vision can ensure that people are pulling in the
same direction. Learnproven communication skills, including : the importance of
communicating to employeesthe what and why of their work; how to tailor a
message for your auéence to create maximum impact; and echniques for
illuminating your message with stories, analogies, and metaphors

This course covers all of these topics andnore, including: how to frame your
message to create consenstiand discovering the power of knowing the goals and
rewards you share with your audience

Leading Change Successfully
(LD-1002)

Seat time: 60 minutes

Is your organization ready for a major change™How can you tell? What can you
do if itisn't? To get a handle on change, this course presents these keysssesing
your company's readiness in the four phases of major organizational change;
learning the telltale signs that indicate when your company is ready and when it
isn't; the tips to improve your organization's readiness and building a
commitment to change.

91 681 1 1 AwnGnie suppork yodneedfor change and the giidelines for
aligning your organizational structure and culture with the change, as well as how
to confront and leverage esistanceto change.

Leading a Diversity Initiative
(LD-1001)

Seat time: 75 minutes

A diversity initiative must be sold on the basis of its business benefits. To build a
business case for diersity, you need to know the:Broad definition of diversity in
an organization and the impact it has on yaur employees and customer base; the
five primary business benefits of dersity; tips that can help you build the case for
diversity in your organization; how to drive an initiative .

To sustain the momentum of your initiative, become familiar with: -Three areas
that can help sustain your company's commitment to a diverse culture the
common pitfalls that befall initiatives; t hree methods for measuring the success of
your initiatives .

Leading High Performance Teams
(LD-1003)

Seat time: 75 minutes

Drive performance by understanding the characteristics of your team. Learn the
optimum combination of expertise and team members, and the goals and maleup
of the three types of teams.

Most teams go through the same stages of development. To ensus®ur team&
success, know the Goals of thefive stages of team development; ommon pitfalls
that bedevil teams at each stage; the gidelines for leading a team through each
stage of its development

Computer Skills

Access

[2003] (IA-1171 English, IA -1037
Spanish) [2007] (IA -1160)
[2010] (IA -1149)

Seat time: 9 hours
Available in Spanish

Access presents instructdn for these commonly used tasks: Action and Crosstab
Queries, Building Tables, Creating Forms, Creating Queries, Creating Reports,
Data Entry and Navigation, Data Protection and Synchronization, Database
Objects, Formatting Forms, Importing Data, Introducing Access, Joining Tables,
Modifying Forms, Modifying Reports, Modifying the Table Design, Printing
Reports, Relational Databases and Working with Records.

Apr .

0 1 INFCRMATIONBUBJECT TO CHANGE 41

www. Conduent.com



Concepts of ICT
(IA-1188)

Seat time: 2 hours

Discover the main concepts of Information and Communication Technology
(ICT) and the many ways this technology affects our daily livesncluding the
basics of hardware, software, and networks; the importance of securing ICT
hardware and data; and the legal aspects of ICT use

Database
(IA-1184)

Seat time: 7 hours

What is a database™Discover the key concepts of databases including thie
organization structure, relationships and organization. Learn how to work with
records, tables, queries, forms and generate reports.

Excel for Beginners

[2003] (IA -1170 English, 1A -1032
Spanish) [2007] (IA -1159)
[2010] (IA -1148)

Seat time: 7 hours
Available in Spanish

Excel for Beginners presents instrution for these commonly used tasks: Creating
Charts, Creating Workbooks, Formatting Charts, Formulas and Functions,
Introducing Excel, Lookup Functions, Move and Copy Data, Navigating
Workbooks, Open and Save Workbooks, Page Breaks and Previewing, Page et
Options, Printing, Proofing Tools, Relative and Absolute References, Screen
Components, Using Functions and Working with Ranges.

Excel Intermediate

[2003] (IA-1169 English, | A-1030
Spanish) [2007] (IA -1158)
[2010] (IA -1147)

Seat time: 6.5 hours
Available in Spanish

Excel Intermediate presents instruction for these commonly used tasks: 3D
Workbooks, Additional Formatting Features, Creating a Web Page, Custom and
Conditional Formats, Customizing Toolbars, Formatting Data, Formatting Menu
Options, Goal Seeker and Solver, Outlining, Pivot Tables, Pivot Tables on the
Web, Sorting and Subtotals, Splitting, Freezing and Hiding, Working with Macros
and Worksheets and Email.

Excel Advanced

[2003] (IA -1168 English, 1A -1034
Spanish) [2007] (IA -1157)
[2010] (IA -1146)

Seat time: 3.5 hours
Available in Spanish

Excel Advanced presents instruction for these commonly used tasks: Auditing
Tools, Consolidating Data, Creating a Workspace, Custom Views, Data Forms,
Data Validation, Filtering Data, Importing Data, Linking Workbooks, Share and
Protect Worksheets, The Scenario Manager, Tracking Changes, Working with
Comments.

Internet Explorer

[v6] (1A -1181) [v7] (IA -1180)
[v8] (1A -1179)
Seat time: 5 hours

This course is designed to introdue learners to the internet and teach them how
to use the Internet Explorer web browser. Some of the topics that are included in
this course include: an explanation of many common internet concepts and
terms, a breakdown of security considerations, basic lwwsing, and the use of web
based forms, and web navigation

Lotus Notes

[v6.5] (IA -1178) [v8] (1A -1177)
Seat time: 5 hours

Lotus Notes supports users within an organization by allowing them to share
documents and other files with colleagues, send mail, collect and organize data,
and distribute information to groups of people. Learning includes such topics as:
acces$ng and working with Notes components including the Calendar, Contacts,
and Tasks Lists how to create, format, send, and reply to messagescreating new
contacts; working with mailing lists and databases and how to usethe Notes
Replicator tool.

Outlook 2003

(IA-1167)
Seat time: 13 hours

Outlook is used to send e-mail, keep track of important appointments and tasks,
schedule meetings, record reminder notes, and maintain a contact list. In Outlook
an item can be a mail message, an appointment, a new contact person, a task, a
journal entry or a note. The availatle Office Assistant provides access to Outloo&
Help features.
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Outlook o E-mail and Contacts

[2007] (1A -1156) [2010] (IA -1145)
Seat time: 5 hours

AEEO Al OOOA ET OO1T AGAAO OEA 1 AAOT AO oI
mail and contacts components, including: security considerations; email theory
ATA 0. AOGENOAOOANS OAT AE I-igai; und thelaidieisl C f
book; and how Outlook components can be utilized to enhance productivity.

Outlook 6 Tools

[2007] (1A -1155) [2010] (IA -1144)
Seat time: 4 hours

This course introduces the learner to the range of tools offered in Outlook
including: the navigation pane; signatures and delivery confirmations; using the
calendar; creating, assignig and viewing tasks; and journal tracking.
Customization using Outlook features and options, and stationery, template and
theme tools are offered.

PowerPoint
[2007] ( 1A-1154) [2010] (IA -1143)

Seat time: 9 hours

PowerPoint offers an introduction to screen components; opening, saving,
closing, creating, and editing presentations; and slide arrangement, layout and
viewing options; presents instruction on templates, backgrounds, and gradients;
text and graphic elements; headers and footers; and introduces the slide master
and presentation notes; and will assist learners who work with and import charts;
create customized tables; add transition and animation effects; and use the spell
check function.

PowerPoint 2003 for Beginners
(IA-1166)

Seat time: 5.5 hours

PowerPoint for Beginners presents instruction for these commonly used tasks:
Arranging Slides, Creating Presentations, Editing Presentatios, Introducing
PowerPoint, Opening, Saving and Closing, Outline View, Screen Components,
Slide Layout, Slide View and View Buttons.

PowerPoint 2003 Intermediate
(IA-1165)

Seat time: 2.5 hours

PowerPoint Intermediate present instruction for these commonly used tasks:
Drawing Tools, Slide Master, Speaker Notes and Handouts, Templates and Title
Master, Headers and Footers.

PowerPoint 2003 Advanced
(IA-1164)

Seat time: 3 hours

PowerPoint Advanced present instruction for these commonly used tasks:
Creating Charts, Enhancing Charts, Adding Charts to Slides, Formatting Charts
on Slides, Spell Checking and Printing, Working with Slide Shows, Drawing Tools,
Tables, Adding Tables toSlides, and Speaker Notes and Handouts.

Presentation
(IA-1183)

Seat time: 6.5 hours

Learn the basics of creating, opening, saving and closing presentations using
-EAOT O1 #0860 01 xAOO0T ET 08 #OAAOA dupped OfI
materials such as transparencies, printed handouts and speaker notes

Project

[2000] (IA -1176) [2007] (IA -1175)
[2010] (IA -1174)

Seat time: 4 hours

What is Project Management? This course answers that question and provides the
learner with the skills necessary to iseMicrosoft 0 OT EAAOGS O OiI 11 0
schedules to track the multiple tasks and their interactions within the scope of

any size project.

Spreadsheets
(IA-1185)

Seat time: 6.5 hours

Learn the basics of creating, opening, saving and closing spreadsheets using
-EAOT O #0680 %@AAl 8 $EOAI OAO ET x ODOA¢
present data in a variety of meaningful ways.
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Using the Computer and
Managing Files

(IA-1187)

Seat time: 6 hours

Using Microsoft applications learn how to start a computer, log on securely and
get help while working on a computer. Learn about files, folders, printers and the
importance of anti-virus software.

What is New in Office 20107?
(IA-1150)

Seat time: 2.5 hours

, AAOT AAT OO AOOOT I EUET ¢ OEA /| EEEAA 4l
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tools, how to work with multiple presentations, slide sections, web broadcasting
AT A OEAAT DOAOGAT OAGEI T ON AT A 71 OA80O |
screenshot tool and how to wak with backgrounds and artistic effects.

Windows 7
(IA-1172)

Seat time: 12 hours

This course instructs the learner on how to use the Windows 7 operating system.
Among other topics, it includes how to set up Windows 7, main conceps of file
Management, desktop configuration setup, disk management, AntiVirus
considerations and much more

Word for Beginners

[2003] (IA -1163 English, IA-1008
Spanish) [2007] (IA-1153)
[2010] (IA-1142)

Seat time: 2.5 hours
Available in Spanish

Word for Beginners presents instruction for these commonly used aisks:
Autocorrect, Basic Text Formatting, Correction Signs, Creating Documents,
Envelopes and Labels, Find and Replace, Introducing Word, Moving and Copying
Text, Navigation Tools, Opening, Saving and Closing, Printing Documents,
Proofing Tools, Screen Components, Smart Tags and Task Panes.

Word I ntermediate

[2003] (IA -1162) [2007] (1A-1152)
[2010] (IA-1141)

Seat time: 6.5 hours

Word Intermediate presents instruction for these commonly used tasks:
Automated Formatting, Borders and WordArt, Clip Art, Creating and Modifying
Tables, Creating Forms, Drawing Tools, Formatting Paragraphs, Formatting
Tables, Formatting with Tabs, Formulasin Tables, Saving Forms as Templates,
Tables and Charts, Watermarks, Working with Columns.

Word Advanced

[2003] (IA -1161 English, 1A -1010
Spanish) [2007] (IA -1151)
[2010] (IA -1140)

Seat time: 7.5 hours

Word Advanced presents instruction for these commonly used tasks: Advanced
Mail Merge, Collaboration, Creating Web Pages, Documents and fnalil, File
Management, Footnotes and Endnotes, Group Editing, Headers and Footers,
Index and Table of Contents, Macros, Mail Merge, OLE, Bookmarks, and
Hyperlinks, Out lining Documents, Page Design, Sorting Paragraphs and Lists,
Template and Design Gallery, Working with Styles and Working with Templates.

Word Processing
(IA-1186)

Seat time: 9 hours

This course covers many concepts necessary to understand when using a
computer to prepare documents. The topics in this course include basic text
formatting, using styles and themes, woking with graphical objects, printing and
much more. This course is created for use with Microsoft Word, but the topics
covered can be applied to other word processors
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Antitrust Compliance for the
Supermarket Industry

(MG-1002)

Seat time: 45 minutes

Developed for employees who most often face situations with antitrust
implications z administrators, store managers and buyersz this course examines
various aspects of antitrust laws and, through multiple scenarios, the personal
and professional implications of antitrust violations. Participants complete the
course with the ability to identify antitrust laws and perf orm responsibilities in
compliance with these laws.

Code of Conduct & Ethics
(BS1084)

Seat time: 1 hour

Your employees can guarantee that your organization complies with all city, state,
and federal laws and reguations by conducting company business with complete
honesty and integrity. This course presents realife scenarios that illustrate the
possible consequences of decisions involving questionable ethics. Through these
vignettes, your employees will learn howto respond in these types of situations
and avoid making unethical decisions.

Code of Conduct Training

(MT-1045) Ec\
CE: 0.5 contact hr. or 0.05 CEUs

This WIC required training course reviewsthe most important business ethics
issues and provides a higHevel understanding of key policies and expectations.
The course also highlights internal resources that learners can use to help resolve
ethical dilemmas and report suspected misconduct. Cours topics include: the

Ei BT OOAT AA 1T £ 01 AAOOOAT AET ¢ AT A Al i Pl
policies, and the law; how to discuss concerns with internal resources, including a
direct manager; and the importance of raising concerns early and reporting eve
suspected code and policy violations.

Discrimination and Harassment:

Recognition and Prevention in
the Retail Workplace

(MG-1027) ¢,

Seat time: 2 hours

This course on Harassment and Discrimination Prevention and Recognition
provides learners with an understanding of how to comply with the law and build

a healthy workplace culture where employees and managers exhibit respect for all
coworkers. The nstruction is scenario driven and covers the entire range of
harassment and discrimination issues covered by law and likely to surface in a
retail setting. It covers protected characteristics under federal and state law (from
sexual orientation and geneticinformation to FMLA and political affiliation)

along with recognizing and confronting verbal, visual, physical, nonverbal
harassment, including social media harassment, bullying, and retaliation.

Fundamental Guideline s for
EMVM Transactions

(MT-1055) Eh\
CE: 0.5 contact hr. or 0.05 CEUs

4EEO Al OOOA xEI1T OAOEAx OEA &£O1 AAT AT (
smarttAAOA AT A Ei x ANOEDI AT Oh AT 1T O0O1 AOOHh
cards for in-person andonline (ecommerce) transactions. Learners will be able

ANOGEDI AT O OOAA O ;mdalbasik todbleshodirig teéhAigudsO
for equipment malfunction ; and identify and respond to consumer concerns
regarding card and equipment use

Patient Engagement Skills for
Pharmacy Staff

(PH-1089)

Seat time: 1 hour

[See the Pharmacy & Healthcare section

for the ACPE-accredited version]
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This course givespharmacists andpharmacy technicians an important
communications skills tool z the patient engagement modelz for improving
knowledge sharing with patients so they can better manage their own wellness.
Phamacy staff discover the benefits gained by both patients and pharmacies
when the engagement modelz connect, discover, match, and completez is used.
Communicating effectively with patients is emphasized, with specific ways to
establish a personal connecton, discover needs, and find solutions
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Prepare to Serve: Product
Solutions for Customers

(PT-1036)

Seat time: 2 hours

]

Prepare to Serve recognizes that the customer service your employees provide
may be the single most underused resource for increasing sales. This course is
based on a simple but powerful equation: Greater customer satisfaction means
increased customer loyaty and larger basket size. Using a format that maintains
Al D1 T UAAGSE ET OAOAOO OEOI OmilingledsbiisA OE A
rendered in multimedia, Prepare to Serve will motivate your employees to
exercise these newfound skills on your sales floorand to stay current on product
knowledge and solution selling.

Food Protection Manager
Training

(FS-1090)

Seat time: 8 hours

State & jurisdiction specific versions
available

Food Protection Manager Training teachesthese safe food handling principles at

a competency level necessary for management: foodborne illness identification,
personal hygiene practices, time and temperature controls, cleaning and
sanitizing processes, and receiing, storing, thawing, cooking, cooling and
reheating food. It builds an ongoing awareness of food hazards that can
potentially make food unsafe; enables managers to create, implement and suppor:
food safety systems; prepares managers to teach and trainrgloyees on
fundamental behaviors, techniques and practices that keep food safe; provides an
understanding of programs and policies that create a food safety culture;
illustrates the contribution of facility design to food safety processes;and provides
an understanding of HACCP and the significance of critical control points. This
course prepares the manager to pass one of the three nationally accredited
manager certification exams orto exhibit demonstration of knowledge.

Available languagesEnglish, Espafiol.

Food Handler Training

(FS-1079) [English]

(FS-1080) [Spanish]

Also available in: Tagalog, Chines e,
Viethamese, Serbo -Croatian, Korean,
American Sign

(FS1094) [ English Restricted Access]
Also available in Mandarin, Tagalog

Seat time: 70 minutes or 90 minutes

The right training solution can save lives and reputations!

This course encourages a personal commitma to safe food handling behaviors
by emphasizing the connection between food worker behavior and foodborne
illnesses, andit increases woker commitment to maintaining good personal
hygiene. Employees learnessential behaviors to preventcross-contamination
which help food workers value their role in the food safety culture. The course
provides understanding of time and temperature controlsto promote workplace
vigilance; encourages personal commitment to a proper response when
experiencing exclusion illness symptoms; and motivates food workers to use
proper cleaning and sanitizing procedures

State & jurisdiction specific versions available

Food Handler Training , lllinois

(FS-1087)

Seat time: 70 minutes

lllinois Food Handler Training is approved by the lllinois Department of Public
Health. This course is approved statewide and is updated to meet the
requirements of the new lllinois Food Handler Law (SB1495). After completing the
interactive and engaging online course food handlers can print an official lllinois
Food Handler Card!

Available languagesEnglish, Espafiol Mandarin, Korean, Viethamese, Tagalog,
Serbo-Croatian

Ohio Level One Person In Charge
Food Safety Training

(FS-1093)

Seat time: 90 minutes

This course has been custmized in partnership with the Ohio Department of
Health (ODH #89-96) to meet local regulation requirements. A State of Ohio
Level One Person in Charge Training certificate of completion may be printed
upon successful completion of the online training and test.

Available languagesEnglish, Espafiol Mandarin, Korean, Viethamese,American
Sign Language
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Food Handler Training, Texas

(FS-1092)

Also available in: Spanish, Tagalog,
Chinese, Viethnamese , Korean,
Serbo-Croatian

Seat time: 9 0 minutes

Food Handler Training teaches essential techniques to prevent cross
contamination while emphasizing the connection between food worker behavior
and foodborne illnesses. Topics include maintaining good personal hygiene, time
and temperature controls, and proper cleaning and sanitizing procedures. This
course has been accredited by the Texas Department of State Health Services
(TDSHS).

Safe Food Handling for Grocery
(FS-1089)

Seat time: 75 minutes

Safe Food Handling for Grocery encourages a personal commitment to safe food
handling behaviors among grocery employees. This course teaches essential
techniques to prevent crosscontamination while emphasizing the connection
between food worker behavior and foodborne illnesses. Topics include
maintaining good personal hygiene, time and temperature cantrols, and proper
cleaning and sanitizing procedures.Available in English only.

Food Safety Essentials for
Grocery

(FS1088)
Also available in: Spanish

Seat time: 30 minutes

This condensed version of Safe Food Handling for Grocerwascreated to help
food workers value their role in the food safety culture. Learners will be

introduced to the fundamental behaviors, techniques and practices that keep food
safe in the groery environment.

Loss Prevention Basics Series
(BS-1038)

Loss Prevention :
Handling Fraudulent Checks

(BS1037)

Seat time: 20 minutes

Loss Prevention :
Detecting Charge Card Fraud

(BS1035)
Seat time: 20 minutes
Loss Prevention :

Detecting Counterfeit
Currency

(BS1036)

Seat time: 20 minutes
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The Loss Prevention Basics Series is a bundle of all five Loss Prevention courses:
Detecting Charge Card Fraud, Detecting Counterfeit Currency, Handling
Fraudulent Checks, Preventing Employee Theftnd Preventing Shoplifting Basics

Fraudulent checks have a negative effect on your company, and your employees
can help reduce those instances of fraud at the point of sale. In this course,
learners are introduced to Check 21 anthe ways thatit im pacts customers. Upon
completion, your employees will be able to identify the comparison points used to
verify identification cards, the codes used to indicate the proper financial
institutions responsible for check processing, and the features useful in
identifying fraudulent checks.

As the use of charge cards increases, so does theme rate involving their
fraudulent use. This course introduces methods of deterring charge card fraud.
Employees learn to describe methods of charge card fraud, identify suspicious
cards and transactions, and handle suspicious fraudulent activity apprpriately.

Loss prevention tactics go handin-hand with counterfeiting deterrents. With the
clever misdeeds of scam artists it is necessary to be diligent, aware and extra
thorough when receiving currency. In this course, learners review fundamental
information on how to spot fake currency, and how to act when these instance
occur. Learning objectives include: identifying the new security features found on
U.S. currency, identifying the design features found on recently redesigned
currency, describing the penalties for counterfeiting, describing methods used in
detecting counterfeit bills; and handling suspicious bills appropriately.
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Loss Prevention:
Preventing Employee Theft

(BS1039)

Seat time: 20 minutes

Loss Prevention :
Preventing Shoplifting Basics

(BS1040)

Seat time: 20 minutes

One of the major causes of shrink in the retail industry is employee theft. This
course introduces learners to the reasons for employee theft and what can be
done to identify and prevent it. Employees will learn to explain the effects of
shrinkage on the company bottom line, identify the reasons motivating theft of
company goods, describe the methods used to steal, and describe what measures
can be taken to reduce theft.

Shoplifting is one of the main causes of lost profits in the retail industry, and your
employees can help to prevent this crime. This course provides an overview of the
effects of shoplifting on the company bottom line, the national statistics on
shoplifting, and the types of items that are frequently stolen. Your employees will
learn shoplifting prevention tips as they discover how to identify shoplifters and
the methods they use to steal.

FMI 8 The Power of Suggestive

Selling: Reaching Your G.O.A.L.S.

(BS1082)

Seat time: 45 minutes

Providing exceptional customer service builds brand loyalty and increases store
revenue. These benefits are largely dependent on techniques used by store
AOOI AEAGAOG ET AEOI AOh AAEET A Al O1 OAO«
AEOAAOQI 0006 A &y tidé&they iAterdcBii clstordls. This course
guides associates through the stegby-step techniques that will provide customers
with a satisfying in-store experience and increase their basket size.

Responsible Vendor

(FS1007) [AL], (FS-1059) [CT],

(FS1032) [FL], (FS1039) [FL],

(FS1053) [MA], (FS1063) [MD],
(FS-1060) [NH], (FS-1062) [NJ],

(FS1014) [NY], (FS-1038) [OH],
(FS1033) [PA], (FS-1054) [TN],
(FS1034) [UT], (FS1013) [VA],
(FS-1035) [VT]

Seat time: 30 minutes

In this program designed for managers and employees of ofpremise
establishments, learners will enhance their knowledge of thér respective O O A O £
responsible vendor requirements. This course reviews the signs of intoxicatin,

the effects of alcohol on human behavior, the handling of underage customers,
and how to check ID for age verification. The course also identifies the practices
used to reduce or prevent incidents that can lead to accidents, injuries, and death
due to intoxication. Upon successful completion, learners will receive a certificate.

This course is availablefor: Alabama, Connecticut, Florida, Maryland,
Massachusetts New Hampshire, New JerseyNew York, Ohio, Pennsylvania,
Tennessee,Utah, Vermont, and Virginia. Florida versions for on-premise
vendors, FS1032and on- and off-premise vendors, FS1039 are available.

FMI & Shoplifting Awareness and
Prevention

(BS1081)

Seat time: 30 minutes

Shrink is a major problem in the retail industry, with shoplifting as one of the
main causes of lost profit. Learners will be introduced to the effects of shrink on
the bottom line, as well as national statistics regarding shoplifting. This course
identifies the methods that shoplifters use to commit their crimes, includes a
description of the most frequently stolen items, and provides tips to help prevent
shoplifting by providing excellent customer service.

Bloodborne Pathogens
in the Retail Grocery

(0S1018), (0S-1038) [Spanish]

Seat time: 60 minutes

This course will inform employees about bloodborne pathogens, how to prevent
exposure to bloodborne pathogens, and procedures to folla in the event of a
bloodborne pathogen exposure. The course also includes compangpecific
bloodborne pathogens policies and procedures.

At the end of this course, the learner will be able to: understand the OSHA
standard when dealing with bloodborne pathogens; explain the use and
limitations of methods that will prevent or reduce exposure; explain exposure and
post-exposure incident procedures; describe common bloodborne diseases, their
symptoms, and how they are transmitted; explain the procedures for teaning up
infectious material; and explain company policies and procedures related to
bloodborne pathogens.A Spanish language version is also available.
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