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This Planning Guide is designed to help both learners and supervisors 
determine courses that will aid in professional and personal development. 

 
 
 
 
 

 
 
 

Please note that this Planning Guide is continuously receiving new updates so please be sure to check back often for new courses. 
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BUSINESS STRATEGY AND OPERATIONS 
 

 

 
 
 

OPERATIONS CURRICULUM 
The Foundations of Six Sigma 

Are You Listening to Your Customers? 

Quick Wins in Six Sigma Implementation 

Six Sigma Versus TQM 

Lean Inbound Transportation 

A Critical-to-quality Tree - What’s That? 

Basic Measurement Concepts in Six Sigma 

Does Your Business Really Need Six Sigma? 

Identifying Candidates for Key Six Sigma Roles 

Six Sigma Green Belt: Six Sigma and the 
Organization 

Organizational Goals and Six Sigma 

Lean Principles in Six Sigma Projects 

FMEA and Design for Six Sigma 

Six Sigma Green Belt: Define 
Identifying Six Sigma Projects  

Six Sigma Voice of the Customer 

Six Sigma Project Management Essentials  

Management and Planning Tools for Six 
Sigma 

Six Sigma Performance Metrics 

Team Dynamics and Performance for Six Sigma 

 
Six Sigma Green Belt: Measure 

Six Sigma Process Documentation and Analysis 

Six Sigma Probability and Statistical Distributions 

Six Sigma Data Classification, Sampling, and 
Collection 

Six Sigma Statistics and Graphical Presentation 

Six Sigma Measurement Systems Analysis 

Six Sigma Process and Performance Capability 
Measurement 

Six Sigma Green Belt: Analyze 
Six Sigma Exploratory Data Analysis 

Six Sigma Hypothesis Testing Fundamentals 

Six Sigma Hypothesis Tests for Variances and 
Proportions 

Six Sigma Green Belt: Improve 
Six Sigma Design of Experiments 

Six Sigma Root Cause Analysis and Waste Elimination 

Six Sigma Cycle-time Reduction and Kaizen Blitz 

https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507274847
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?src=CourseCatalog&amp;selectTab=Details&amp;id=22507735863
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507735864
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507735865
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507735866
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?src=CourseCatalog&amp;selectTab=Details&amp;id=22507735867
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507735974
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507735975
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738049
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738050
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738051
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738052
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738053
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738054
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738055
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738055
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738056
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738057
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738058
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738059
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738060
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738060
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738061
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738062
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738063
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738063
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507871578
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507871579
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507871580
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507871580
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738067
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738068
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738069
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Six Sigma Green Belt: Control 
Six Sigma Statistical Process Control Basics                      

Six Sigma Control Charts 

Six Sigma Process Control Tools 

Six Sigma Yellow Belt: Fundamentals 
Six Sigma and Lean: Foundations and Principles 

Six Sigma: Team Basics, Roles, and Responsibilities 

Six Sigma: Quality Tools 

Six Sigma: Metrics 

Six Sigma Yellow Belt: Define 
Six Sigma: Identifying Projects 

Six Sigma: Project Management Basics 

Six Sigma Yellow Belt: Measure 
Basic Six Sigma Statistics 

Classifying and Collecting Data 

Six Sigma Measurement System Analysis 

Six Sigma Yellow Belt: Analyze 
Lean Tools and FMEA in Six Sigma 

Data Analysis and Root Cause Analysis in Six Sigma 

Six Sigma Correlation, Regression, and Hypothesis 
Testing 

Six Sigma Yellow Belt: Improve and Control 
Six Sigma Techniques for Improvement 

Six Sigma Control Tools and Documentation 

Leading Sustainable Process Improvement 
Spearheading a Process Improvement 

Six Sigma Black Belt (2015 BOK): Organization-wide 
Planning and Deployment 

Fundamentals of Lean and Six Sigma and their 
Applications 

Six Sigma Project Selection, Roles, and Responsibilities 

Six Sigma Strategic Planning and Deployment 

Six Sigma Black Belt (2015 BOK): Organizational 
Process Management and Measures 

Impact on Stakeholders and Benchmarking for Six 
Sigma 

Using Business and Financial Measures in Six Sigma 

 Six Sigma Team Dynamics and Training 

Six Sigma Black Belt (2015 BOK): Team Management 
Six Sigma Team Dynamics, Roles, and Success Factors 

Six Sigma Team Facilitation and Leadership 

Six Sigma Black Belt (2015 BOK): Define 
Determining Requirements by Listening to the Voice of 
the Customer in Six Sigma 

Six Sigma Business Case, Project Charter, and Tools 

https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507890604
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507890605
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507890606
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507848855
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507837051
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507856721
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507848856
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507848857
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507848858
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507848859
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507848860
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507848861
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738083
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507848863
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738085
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738085
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507848865
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507848866
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507735920
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738088
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738088
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738089
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738090
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738091
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738091
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738092
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507738095
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738093
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738094
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738096
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738096
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738097
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Six Sigma Black Belt (2015 BOK): Measure 
Process Flow Metrics and Analysis Tools for Six Sigma 

Data Types, Sampling, Collection, and Measurement in 
Six Sigma 

Six Sigma Measurement Systems and Methodology 

Using Basic Statistics and Graphical Methods in Six 
Sigma 

Probability and Probability Distributions in Six Sigma 

Determining Process Performance and Capability in Six 
Sigma 

Six Sigma Black Belt (2015 BOK): Analyze 
Measuring and Modeling Relationships between 
Variables in Six Sigma 

Basics of Hypothesis Testing and Tests for Means in Six 
Sigma 

Tests for Variances and Proportions, ANOVA, and 
Goodness-of-fit in Six Sigma 

Multivariate Tools and Nonparametric Tests in Six Sigma 

FMEA and Other Non-Statistical Analysis Methods in Six 
Sigma 

Six Sigma Black Belt (2015 BOK): Improve 
Understanding DOE and Planning Experiments in Six 
Sigma 

Designing, Conducting, and Analyzing Experiments in 
Six Sigma 

Lean Improvement Methods and Implementation 
Planning in Six Sigma 

Six Sigma Black Belt (2015 BOK): Control 
Statistical Process Control (SPC) and Control Charts in 
Six Sigma 

Using Lean Control Tools and Maintaining Controls in Six 
Sigma 

Sustaining Six Sigma Improvements 

Six Sigma Black Belt (2015 BOK): Design for Six Sigma 
Common DFSS Methodologies, Design for X, and 
Robust Designs 

Six Sigma Black Belt (2015 BOK): Define 
Determining Requirements by Listening to the Voice 
of the Customer in Six Sigma 

Six Sigma Business Case, Project Charter, and Tools 

Operations Management: Efficiency of Production 
Operations Management Functions and Strategies 

Strategic Product and Service Management 

Supply Chain Management Basics: Cutting Costs and 
Optimizing Delivery 

Inventory Management: Aligning Inventory with 
Production and Demand 

Optimizing Operations Using Demand Forecasting and 
Capacity Management 

Strategic Risk-taking 
Knowing When to Take Strategic Risks 

The Quality Management of Data 
Finding the Quality in Your Data 

 

https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738098
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738099
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738099
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738101
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738101
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738102
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738103
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738103
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738104
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738104
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738105
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738105
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738106
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738106
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738107
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738108
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738108
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738109
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738109
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738110
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738110
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738111
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738111
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738112
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738112
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738113
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738113
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738114
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507738115
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507738115
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507738097
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507738097
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507738097
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738116
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738117
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738118
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738118
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738119
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738119
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738120
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738120
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507940084
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507940084
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507991008
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Understanding Lean Production 
Using Lean to Perfect Organizational Processes 

Using Lean to Improve Flow and Pull 

Applying Value Stream Mapping in Lean Business 

Using Lean to Reduce Waste and Streamline Value 
Flow 

Managing for Operational Excellence 
Managing for Operational Excellence  

Business Process Improvement 
Enabling Business Process Improvement  

Big Data Basics 
Big Data Fundamentals 

Big Data Interpretation 

Mentoring Asset 
Mentoring Six Sigma Green Belt (SSGB) 

Mentoring Six Sigma Yellow Belt (SSYB) 

Test Prep 
TestPrep Six Sigma Green Belt (SSGB) 

TestPrep Six Sigma Yellow Belt (SSYB) 

STRATEGIC PLANNING CURRICULUM 
Moving from An Operational Manager to a 
Strategic Thinker 

Effective Critical Analysis of Business Reports 

Leading Outside the Organization 

Returning to Core Competencies 

Competitive Awareness and Strategy 

Responding Effectively to Risks 

The Fundamentals of Globalization 
Managing Expatriates' Career Development 

The Etiquette of Cross-cultural Gift Giving 

Evaluating Globalization Opportunities 

Fundamentals of Business Planning 
Preparing and Implementing a Business Plan 

Thinking Strategically and Managing Risk 
Thinking Strategically as a Manager 

Using Strategic Thinking to Consider the Big Picture 

Identifying Risks in Your Organization 

Assessing Your Organization's Risks 

Responding Effectively to Risks 
 

https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738121
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738122
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738124
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738123
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738123
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738125
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507969686
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507735980
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507735981
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737451
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737452
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738125
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507738074
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507735801
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507735759
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507735766
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507735892
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507736178
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507735780
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507735859
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507735889
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507736179
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507736174
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507736175
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507736176
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507736177
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507736178
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MARKETING CURRICULUM 
Marketing in the Digital Age 

Reaching Customers Digitally 

Helping Customers Find You 

Managing Your Corporate Reputation 
Online  

Essentials of Public Relations 
Strategies for the Modern Public Relations Professional 

Writing Skills for Public Relations 

 

Essential Marketing Strategies 
The Basics of Marketing 

The People and Planning in Marketing 

Product, Pricing, and Promotion in the Marketing Mix 

Distribution and E-Marketing Ethics in the Marketing Mix 

Competitive Marketing Strategies: Analyzing Your 
Organization 

 
 
 
 
  

https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507753026
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507753027
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507753028
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FINANCE AND ACCOUNTING CURRICULUM 
Accounting for Non-Financial Professionals 

Basic Budgeting for Non-Financial Professionals 

Comprehending Financials: A Guide to Financial 
Statements 

Financial Statement Analysis for Non-Financial 
Professionals 

Basic Accounting Concepts for Non-financial 
Professionals 

Cost Consciousness in the Workplace 
Focusing on the Bottom Line as an Employee  

Managing with a Cost-control Mindset  

Accounting Basics 
Key Accounting Concepts and Principles 

Recording, Posting, and Balancing the Books 

Preparing Financial Statements and Closing Accounts 

Accounting for Stock Transactions 

 
 
 
 
 

ADMINISTRATIVE SUPPORT CURRICULUM 
Administrative Support: Secrets to Success 

Administrative Support: Developing Your Essential Skills 

Administrative Support: Working in Partnership with Your 
Boss 

Administrative Support: Interacting Effectively with 
Colleagues 

Administrative Support: Projecting a Positive 
Professional Image 
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HUMAN RESOURCE CURRICULUM 
SHRM-CP/SCP: HR Competencies 

HR Competencies: Leadership and Ethical Practice 

HR Competencies: Business Acumen and 
Relationship Management 

HR Competencies: Consultation and Critical Evaluation 

HR Competencies: Global and Cultural 
Effectiveness and Communication 

SHRM-CP/SCP: Management of People 
Management of People: Talent 
Acquisition and Retention 

Management of People: Employee 
Engagement  

Management of People: Learning and 
Development  

Management of People: Total Rewards 
 

SHRM-CP/SCP: Organization and the HR Function 
Organization and HR: Structure of the HR Function 

Organization and HR: Organizational 
Effectiveness and Development 

Organization and HR: Workforce 
Management and Using Technology and 
Data  

Organization and HR: Employee Relations 

 

 

 
 
 
 

SHRM-CP/SCP: Organization and the HR Function 
Organization and HR: Structure of the HR Function 

Organization and HR: Organizational Effectiveness 
and Development 

Organization and HR: Workforce Management and 
Using Technology and Data 

Organization and HR: Employee Relations 

Effective Hiring Practices 
Conducting an Effective Hiring Interview 

Crisis Management 
Managing in a Crisis 

Professional in Human Resources Exam Prep 
TestPrep Professional in Human Resources (PHR) 

Test Preps 
TestPrep Senior Professional in Human Resources 
(SPHR) 

Mentoring Assets 
Mentoring Senior Professional in Human Resources 
(SPHR) 
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SHRM-CP/SCP: Workplace Management and HR 

Workplace Management: Global HR, Diversity, and 
Inclusion 

Workplace Management: Risk Management 

Workplace Management: Corporate Social 
Responsibility 

Workplace Management: Employment Laws and 
Regulations 

 
SHRM-CP/SCP: HR Strategy Management 

Human Resource Strategy Management: Strategic 
Planning 

Human Resource Strategy Management: Business and 
HR Strategy 

SHRM-SCP: HRM for Senior HR Professionals 
Advanced HR Management: Competencies for Senior 

Advanced HR Management: Competencies for Senior 
HR Professionals Part II 

Advanced Human Resources Management: People 
and Organization 

Advanced Human Resources Management: 
Workplace and HR Strategy 

 
 
 
 
 
 
 

Recruiting, Screening, and Onboarding Effectively 
Hitting the Recruitment Bull's-eye 

Applicant Screening: The First Step in Hiring the Best 

Ensuring Onboarding Success 

Transformational HR and Talent Management 
Planning for Skills Needs and Managing Performance 

Building Career Development Programs and 
Succession Planning 

Implementing Transformational HR 

Individual Behavior in Organizations 
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MANAGEMENT CURRICULUM 
Achieving Success through Delegation 

Choosing and Preparing Your Delegate 

Getting What You Expect from Your Delegate 

Taking Your Team to the Next Level with Delegation  

Managing Employee Performance 
Keeping Top Performers Challenged            

Planning an Effective Performance Appraisal 

Creating a Plan for Performance Management 

Detecting and Dealing with Performance Problems 

Advanced Management Techniques 
Gauging Your Organization's High-performing 
Potential  

Managing for Cross-functionality 

Managing Your Company's Talent  

Managing the Unique Needs of Experts  

Fostering Mentoring Relationships  

 

 
Leveraging Key Management Techniques 

Effectively Directing and Delegating as a Manager  

Managing Employee Development 

Facing the Management Challenges of Difficult 
Behavior and Diverse Teams 

Being a Fair and Caring Manager  
 

Managing a Multigenerational Workforce  
Maintaining a Cohesive Multigenerational Workforce  
Managing Multigenerational Employees 

First Time Manager Essentials 
The Reality of Being a First-time Manager  

Facing Challenges as a First-time Manager  
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Managing in Difficult Times 
Being an Effective Manager When Times Are Tough  

Managing Motivation during Organizational 
Change  

How to Manage Difficult Conversations  

Final Exams 
Management & Leadership Essentials 

Empowering Employees 
Taking Action to Empower Employees 

Managing Technical Teams 
Strategies for Managing Technical Teams 

Coaching to Drive Success 
Coaching Techniques That Inspire Coachees to 
Action 

Keeping Your Coachee Committed and 
Accountable 
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LEADERSHIP CURRICULUM 
Developing Leadership Skills 

Motivating Your Employees  

Communicating Vision to Your Employees 

Leading through Positive Influence  

Leveraging Emotional Intelligence 

Women in Leadership 
Gender and Leadership  

Choosing to Lead as a Woman 
 

Career and Family Challenges for Women 
Leaders 

 
Improving Leadership Skills 

Becoming an Inspirational Leader  

Assessing Your Own Leadership Performance 

 

 
Leveraging Leadership Techniques 

Key Elements of Business Execution                                  

Building Innovation Cultures and Leaders                                  

Leading Your Team through Change                                    

Building a Leadership Development Plan                        

Aligning Unit Goals and Imperatives  

Creating a Positive Atmosphere 
Positive Atmosphere: Establishing an Engaged Workforce 

Positive Atmosphere: Establishing a Positive Work Environment 

Positive Atmosphere: How Organizational Learning Drives 
Positive Change 
 

Leading Virtual Teams 
Establishing Effective Virtual Teams  

Facing Virtual Team Challenges 

https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507736038
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507736039
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507736040
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507736041
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Business Acumen  
Developing Your Business Acumen  

Organizational Awareness 
Gaining Insight through Organizational 
Awareness 

Performance Measurement 
Measuring Outcomes and Using KPIs
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COMMUNICATION CURRICULUM 
Dealing with Workplace Conflict 

The Many Approaches to Facing Workplace Conflict 

Facing and Resolving Conflict in the Workplace  

Developing Effective Negotiation Skills 
The First Steps in Negotiating 

Negotiating the Best Solution 

Achieving Emotional Intelligence 
Navigating Your Own Emotions 

Navigating the Workplace with Emotional Intelligence 

Navigating Other People's Emotions 

Communicating Tactfully and Diplomatically             
Acting with Diplomacy and Tact  

       Navigating Challenging Situations with Diplomacy 
and Tact 

 

Storytelling Basics                
Fundamentals of Business Storytelling 

 

 
 

Getting Results through Personal Power 
Personal Power and Credibility 

Building Personal Power through Influence 

Influence Others with Political Savvy  

Developing Your Listening Skills 
Listening Even When It’s Difficult to Listen 

Using Active Listening in Workplace Situations  

The Art of Feedback 
Polishing Your Feedback Skills 

Gaining a Positive Perspective on Feedback  

Effective Communication            
Communicating with Confidence 

Note-taking Skills                                            
Taking Effective and Professional Notes        
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Working with Difficult People 

Difficult People: Why They Act That Way and How to 
Deal with Them 

Difficult People: Can't Change Them, so Change 
Yourself 

Difficult People: Strategies to Keep Everyone Working 
Together 

Managing and Controlling Anger 
The Essentials for Anger Management 

Cross-Cultural Communication 
How Culture Impacts Communication 

Using Communication Strategies to Bridge Cultural 
Divides 

Communicating with Senior Executives 
Capturing the Attention of Senior Executives 

Using E-mail Effectively in the Workplace 
Writing Effective E-mails and Instant Messages 

Sending E-mails to the Right People 

Organizing Your E-mail 

Effective Business Meetings 
Planning Meetings Fit for Purpose 

Running Meetings in Better Directions 

Effective Business Writing 
Audience and Purpose in Business Writing 

Clarity and Conciseness in Business Writing 

Editing and Proofreading Business Documents  

Writing a Business Case 
Developing an Effective Business Case 

Essential Skills for Professional Telephone Calls 
Keeping Business Calls Professional 

Practical Grammar for Business Writing 
Getting the Details Right: Spelling Basics 

Abbreviating, Capitalizing, and Using Numbers 

Using Punctuation Marks 

Creating Well-Constructed Sentences 

Troublesome Words and Phrases: Common Usage 
Mistakes in Writing 

Using the Parts of Speech 
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Making the Most of Your Presentations 
Building Your Presentation 

Ensuring Successful Presentation Delivery 

Planning an Effective Presentation 

Skills for Communication Success 
The Art and Science of Communication 

Making an Impact with Non-verbal Communication 

Trust Building through Effective Communication 

Choosing the Right Interpersonal Communication 
Method to Make Your Point 

Become a Great Listener 

Do We Have a Failure to Communicate? 

Writing Skills for Technical Professionals 
Improving Your Technical Writing Skills 

 

Communicating Internationally 
Being a Responsible Corporate Digital Citizen 

PERSONAL DEVELOPMENT CURRICULUM 
Perseverance at Work 

Forging Ahead with Perseverance and Resilience 

Reaching Goals Using Perseverance and Resilience 

Building, Rebuilding and Sustaining Trust 
The Building Blocks of Building Trust 

Public Speaking Strategies 
Writing and Preparing an Effective Speech 

Conquering the Challenges of Public Speaking 

Growth Mindset 
Developing a Growth Mind-set 

Improving Your Work/Life Balance 
Taking Stock of Your Work/Life Balance 

Staying Balanced in a Shifting World                        

Take a Deep Breath and Manage Your Stress 
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Navigating through Organizational Change 
Organizations Change So Get Ready 

Redefining Yourself after Organizational Change 

Improving Your Personal Productivity 
Organize Your Physical and Digital Workspace 

Avoid Procrastination by Getting Organized Instead 

Maximize Your Productivity by Managing Time and 
Tasks 

Achieve Productivity in Your Personal Life 
 

Polishing Your Professional Edge 
 

Becoming an Accountable Professional 

Becoming Your Own Best Boss 

Becoming More Professional through Business 
Etiquette  
 

Developing a Personal Accountability Framework 

Performing Under Pressure 
Managing Pressure and Stress to Optimize Your 
Performance 

Diversity on the Job 
Bridging the Diversity Gap 

Your Role in Workplace Diversity 

Managing Your Career 
Developing a Plan to Further Your Career 

Getting Your Career on the Right Track 

Using Performance Appraisals to Advance Your Career  

Developing Your Critical Thinking Skills 
 

Confronting Your Assumptions 

Investigating Arguments 

Reaching Sound Conclusions 
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Business Ethics Essentials 
Developing Your Business Ethics 
 

Creativity in the Workplace 
Unleashing Personal and Team Creativity 

Verifying and Building on Creative Ideas 

Unconscious Bias 
Understanding Unconscious Bias 

Overcoming Your Own Unconscious Biases 

Overcoming Unconscious Bias in the Workplace 

Improving Your Memory 
Improving Your Memory Skills 

Improving Your Reading Speed 
Improving Your Reading Speed and 
Comprehension 

 

Unconscious Bias 
Understanding Unconscious Bias 

Overcoming Your Own Unconscious Biases 

Overcoming Unconscious Bias in the 
Workplace 

 

Time Management 
Aligning Goals and Priorities to Manage Time 

Make the Time You Need: Get Organized 

The Art of Staying Focused 

Discovering Your Strengths 
Uncovering and Utilizing Your Talents and Skills 

Self-improvement for Lifelong Success 

Establishing Self-confidence for Life 

Overcoming Procrastination 
Procrastination: Admitting it is the First Step 

Beating Procrastination by Boosting Your Creativity and 
Drive 

 
Creating Lasting Organizational Change 

Facilitating Sustainable Change 

Moving Forward with Change Planning 

Making Change Stick 
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Facing Problems and Making Decisions 
Getting to the Root of a Problem 

Defining Alternative Solutions to a Problem 

Choosing and Using the Best Solution  

Mentor Relationships 
Finding and Nurturing a Mentor Relationship 
 

Dealing with Setbacks 
Learning from Failure 

360 Degree Relationships 
Cultivating Relationships with Your Peers 

Building Your Professional Network 

Building Rapport with Your Boss 
 
 

https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507736108
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507736109
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507736110
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507736108
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507736108
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507736108
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507736108
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507736108


PROJECT EFFECTIVENESS 

24
 

 

 

 

PROJECT MANAGEMENT CURRICULUM 
Project Management for All 

Finding Your Bearings as a Project Manager 

Getting the Big Picture by Defining the Project’s Scope 
and Team 

Mastering the Details of a Project’s Schedule and 
Budget 

Managing a Project to Minimize Risk and Maximize 
Quality 

Navigating through Changes and Conflicts in Projects 

Taking Final Steps to Bring a Project to its Close  
 

Project Management (PMBOK® Guide Sixth Edition) 
Project Management Introduction 

Project Fundamentals 

The Process Groups 
 

Project Integration (PMBOK® Guide Sixth Edition) 
Project Initiation and the Project Charter      

Managing Project Work 

Project Changes and Closing 

Capturing, Analyzing, and Using Project Lessons 
Learned 

Strategically Focused Project Management 

 

 
Project Scope (PMBOK® Guide Sixth Edition) 

Plan and Define Project Scope 

Create Work Breakdown Structure 

Validate and Control Scope 

Project Management Ethics and Values 
Ethics and Project Management  

Ethical Standards and PMI® Core 
Values  
 

PMI Agile Certified Practitioner (PMI-ACP)® 
Agile Principles and Methodologies 

Agile Project Planning 

Agile Project Scheduling and Monitoring 

Agile Stakeholder Engagement and Team 
Development 

Agile Key Exam Concepts 
 

Project Schedule (PMBOK® Guide Sixth Edition) 
Define and Sequence Activities  

Develop the Project Schedule)  

Control the Project Schedule 
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PROJECT EFFECTIVENESS 
 
 
 
 
 
 
 
 
 

Project Cost (PMBOK® Guide Sixth Edition) 
Creating a Project Budget 

Keeping Your Project on Budget 

Project Quality (PMBOK® Guide Sixth Edition) 
Planning Quality Management) 

Manage and Control Quality) 

Quality Methodologies and Standards for Project 
Management 

Project Communications (PMBOK® Guide Sixth 
Edition) 

Plan and Manage Communications 

Monitor Project Communications 

Project Stakeholders (PMBOK® Guide Sixth 
Edition) 

 

Planning Stakeholder Engagement 

Managing Stakeholder Engagement 

Project Procurement (PMBOK® Guide Sixth 
Edition) 

Procurement Planning  

Procurement Management 
 

Resource Management (PMBOK® Guide 
Sixth Edition) 

Plan and Acquire Resources               

Develop and Manage Resources 
 

 

Risk Management (PMBOK® Guide Sixth Edition) 
Planning Risk Management 

Identifying Risk 

Analyzing Risk 

Responding to Risk 

Resource Management (PMBOK® Guide Sixth 
Edition) 

Plan and Acquire Resources 

Develop and Manage Resources 

PRINCE2® Foundation (2017 Update) 
PRINCE2® Project Management Overview 

PRINCE2® Project Planning and Risk Management 

PRINCE2® Project Quality and Control) 

PRINCE2® Start, Direct, and Initiate Projects 

PRINCE2® Control, Manage, and Close Projects 

Adopting PRINCE2® for your Project Environment 

Mentoring Assets 
Mentoring Project Management Professional (PMP) PMBOK 
Guide 6th Edition Aligned 

Mentoring PRINCE2: Foundation 2017 

Mentoring PRINCE2: Practitioner 2017 

https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507787091
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507787092
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507819412
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507819413
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507736135
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507736135
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507819416
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507819417
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507819424
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507819425
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507819422
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507819423
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507819414
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507819415
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507819418
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507819419
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507819420
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507819421
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507819414
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507819415
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507787097
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507787098
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507787099
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507787100
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507819426
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507819427
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507819799
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507819799
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507819799
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507737459
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507737460


26 

 

 

 

PROJECT EFFEd CTIVENESS 
 
 
 
 

 
 

CompTIA Project+ PK0-004 
Project Selection and Initiation  

Scope, Schedule and Cost Planning 

Resource and Risk Planning 

Communication, Changes, and Documentation  

Controlling Project Work and Closing 
 

Planning and Controlling the Project 
Schedule 
 

Project Management Practical Exercises  

Quality and Procurement Planning 

Project Planning Documents 

Project Documents and Terminology  

Test Preps 
TestPrep Project Management Professional PMBOK 
6th Ed 

TestPrep Certified Associate in Project Management 
(CAPM) PMBOK Guide 6th Ed. 

TestPrep PRINCE2 2017 Foundation 

 
 
 

TEAM BUILDING CURRICULUM 
Optimizing Performance on a Team 

Being an Effective Team Member 

Strategies for Building a Cohesive Team 

Establishing Team Goals and Responsibilities, and Using 
Feedback Effectively 

Effective Team Communication 

Leveraging Team Leadership Skills 
Building the Foundation for an Effective Team 

Developing a Successful Team 

Encouraging Team Communication and Collaboration 

Handling Team Conflict 

Leading a Cross-functional Team 

Making a Pitch 
Getting Your Pitch Heard 

Virtual Teams 
Contributing as a Virtual Team Member
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CUSTOMER SERVICE CURRICULUM 

 
Customer Service Skills 

Interacting with Customers Communicating 

Effectively with Customers 

Controlling Conflict, Stress, and Time in a Customer 
Service Environment 

Dealing with Customer Service Incidents and 
Complaints 

Polishing Your Skills for Excellent Customer Service 

Essentials of Customer Service 
 

Rapport Building in Customer Service  

Providing On-site Customer Service 

Providing Telephone Customer Service  

Providing Effective Internal Customer Service  

Facing Confrontation in Customer Service  

Designing a Customer Service Strategy  

Aligning Performance to Key Indicators 

The Angry Caller: What's Your Plan? 

 

 

CUSTOMER FACING SKILLS 
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DESKTOP COMPUTER SKILLS 
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IT SECURITY CURRICULUM 
IT Security for End Users 

IT Security for End Users: IT Security Fundamentals 

IT Security for End Users: Using Corporate Devices 
Securely 

IT Security for End Users: Secure Corporate 
Communications and Networking 

 
 
 
 
 
 
 
 
 
 
 
 

MENTORING ASSETS 
Mentoring Word Curriculum 

Mentoring 77-881 Word 2010 

Mentoring 77-888 Word 2013 

Mentoring 77-725 Word 2016: Core Document 
Creation, Collaboration, and Communication 

 

Mentoring Excel Curriculum 
Mentoring 77-882 Excel 2010 

Mentoring 77-888 Excel 2010 Expert 

Mentoring 77-420 Excel 2013 

Mentoring 77-427 Excel 2013 Expert Part One 

Mentoring 77-428 Excel 2013 Expert Part Two 

Mentoring 77-727 Excel 2016: Core Data Analysis, 
Manipulation, and Presentation 

 
MENTORING 
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GOOGLE CURRICULUM 
Google Team Drives 

Google Team Drives: Organizing 
Documents  

Google Team Drives: Using the 
Storage Tools  

Google Docs 
 

Google Docs: Getting Started 

Google Docs: Editing Documents 

Google Docs: Using Table Tools  

Google Docs: Creating Graphics & Diagrams 

Google Docs: Shaping & Formatting Documents 

Google Docs: Illustrating Documents 

Google Docs: Creating, Opening & Saving Documents 

Google Docs: Formatting Documents 

Google Docs: Sharing & Collaboration Tools  

Google Team Drives 
 

Google Apps: Google Drive  

Google Apps: Gmail and Calendar  

 
 
 
 
 
 

 

Google Forms 
Google Forms: Creating Forms  

Google Forms: Sharing & Completing Forms  

Google Forms: Viewing & Analyzing Results  

Google Drive 
Google Drive: Getting Started 

Google Drive: Organizing Documents 
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ADOBE CURRICULUM 

Adobe Acrobat DC 
Adobe Acrobat DC Fundamentals 

Working with Adobe Acrobat DC 
 

Adobe CC Overview New Features 
Adobe CC Overview of New Features 

Adobe Premiere Elements 13 
Adobe Premiere Elements 13 Essentials 

Adobe Premiere Pro CC 
Adobe Premiere Pro CC 2015 Fundamentals 

Adobe Premiere Pro CC 2015 Panels and Effects 

Adobe Premiere Pro CC 2015 Movies and 
Application Extensibility 

 
Adobe Dreamweaver CC 

Adobe Dreamweaver CC - Essentials 

Adobe Dreamweaver CC 2015 Fundamentals 

Basic Coding with Adobe Dreamweaver CC 2015 

The Adobe Dreamweaver CC 2015 Interface 

Adobe Dreamweaver CC 2015 Browsers and HTML 

Adobe Dreamweaver CC 2015 Web Design 
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MICROSOFT OFFICE CURRICULUM 
Office 2016 First Look 

Microsoft Office 2016: First Look Modern Productivity 

Microsoft Office 2016: First Look Functionality and 
Collaboration 

Microsoft Office 2016: New Features 
New and Improved Features in Office 2016, Word and 
Outlook 

Features in Office 2016, PowerPoint, Excel, Visio, Project 
and Access, OneNote 

Microsoft Office 2016: Beginning Outlook 
Getting to Know Outlook 2016 

Managing Conversations and E-mail in Outlook 2016 

Managing Attachments, and Inserting Items and 
Signatures in Outlook 2016 

Organizing Contacts in Outlook 2016 

Using the Calendar to Schedule Appointments, Events, 
and Tasks in Outlook 2016 

Configuring and Managing Meetings and Notes in 
Outlook 2016 

 

Microsoft Office 2016: Intermediate Outlook 
Formatting E-mail in Outlook 2016  

Configuring Message Options in Outlook 2016 

Customizing and Managing Outlook 2016 

Managing Automation, Storage, and Tidying Up in 
Outlook 2016 

Managing Contacts, Tasks, and the Calendar in 
Outlook 2016 

Viewing and Configuring Outlook 2016 Backstage 
Options 

Microsoft Office 2016: Beginning Word 
Working with the Interface and Performing Basic Tasks 
in Word 2016 

Formatting Text in Word 2016 

Customizing Options and Using Document Views in 
Word 2016 

Creating and Formatting Tables in Word 2016 

Headers, Footers, Page Numbering, and Layout in Word 
2016 

Using the Navigation Pane and Creating Lists in Word 
2016 
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Microsoft Office 2016: Intermediate Word 
Using Illustrations, Styles, and Themes in Word 2016 

Designing and Formatting Illustrations in Word 2016 

Advanced Table Customization in Word 2016 

Maintaining, Protecting, and Reviewing Documents in 
Word 2016 

References, Proofing, Mail Merges, and Forms in Word 
2016 

Sharing and Collaborating on Documents in Word 2016 

Microsoft Office 2016: Beginning Excel 
Microsoft Excel 2016 Essentials: Creating, Editing, and 
Saving Workbooks 

Microsoft Excel 2016 Essentials: Formatting Data 

Microsoft Excel 2016 Essentials: Data Presentation 
Strategies 

Microsoft Excel 2016 Essentials: Formulas and Functions 

Microsoft Excel 2016 Essentials: Charts, Tables, and 
Images 

Microsoft Office 2016: Intermediate Excel 
Microsoft Excel 2016 Intermediate: Customizing Views, 
Styles, and Templates 

Microsoft Office 2016 Intermediate Excel: Creating 
Custom Visual Effects 

Microsoft Office 2016 Intermediate Excel: Working with 
Data 

Microsoft Office 2016 Intermediate Excel: Macros and 
Advanced Queries 

Microsoft Office 2016 Intermediate Excel: PivotTables 
and Advanced Charts 

Microsoft Office 2016 Intermediate Excel: Share, 
Review, and Collaborate 

Microsoft Office 2016: Advanced Excel 
Microsoft Excel 2016 Advanced: Apps and What-if 
Analysis 

Microsoft Excel 2016 Advanced: Power Pivot, Custom 
Formatting, Fills, and Forms 

Microsoft Excel 2016 Advanced: Accessibility, 
Transforming Data, and Errors 

https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507737704
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507737705
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507737706
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507737707
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507737707
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507737708
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507737708
https://gm1.geolearning.com/geonext/floridadep/coursesummary.coursecatalog.geo?id=22507737709
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737547
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737547
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737548
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737549
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737549
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737550
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737551
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737551
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737686
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737686
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737687
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737687
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737688
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737688
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737689
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737689
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737690
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737690
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737691
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737691
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737493
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737493
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737494
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737494
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737495
https://gm1.geolearning.com/geonext/floridadep/coursesummary.CourseCatalog.geo?id=22507737495


SOFTWARE 

34
 

 

 

 

Microsoft Office 2016: Beginning PowerPoint 
Introduction to the PowerPoint 2016 Interface and Basic 
Tasks 

Modifying and Formatting Slides in PowerPoint 2016 

Formatting Text Boxes and Working with Graphic 
Content in PowerPoint 2016 

Working with Graphic, Audio, and Video Content in 
PowerPoint 2016 

Constructing and Modifying Tables and Charts in 
PowerPoint 2016 

Microsoft Office 2016: Intermediate PowerPoint 
Creating Photo Albums, Sections, Transitions, and 
Animations in PowerPoint 2016 

Using Hyperlinks, Actions, and Comments in PowerPoint 
2016 

Using Slide Show Presentation Tools in PowerPoint 2016 

Customizing Proofing and Default Options in 
PowerPoint 2016 

Sharing and Protecting Presentations in PowerPoint 
2016 

Exporting Presentations and Compressing Media in 
PowerPoint 2016 

Microsoft Office 2016: PowerPoint Best Practices 
Designing Effective PowerPoint Presentations 

Using Slide Masters and Slide Elements to Optimize 
Impact 

Microsoft Office 2016: Beginning Access 
Introduction to the Access 2016 Interface, Database 
Management, and Tables 

Creating Relationships, Queries, Forms and Reports in 
Access 2016 

Microsoft Office 2016: Beginning OneNote 
Getting to Know Microsoft OneNote 2016 

Working with Microsoft OneNote 2016 

Microsoft Office 2016: Beginning Project 
Getting Started with Project 2016 

Working with Tasks, Relationships, Constraints, and 
Milestones in Project 2016 

Managing Resources and Views in Project 2016 

Tracking, Managing, and Sharing Projects in Project 
2016 

Microsoft Office 2016: Beginning Visio 
Getting Started with Visio 2016 

Creating and Managing Diagrams in Visio 2016 

Designing and Enhancing Diagrams in Visio 2016 

Collaborating, Evaluating, and Saving Diagrams in Visio 
2016 
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Microsoft Office 2016: SharePoint for End Users 
Navigating, Customizing, Lists and Libraries in SharePoint 
2016 

Managing Libraries and Lists in SharePoint 2016 

Document Sets, Alerts, Site Pages, and Web Parts in 
SharePoint 2016 

Social Networking and Collaboration in SharePoint 2016 

Tags, Notes, Community Sites, and Search in SharePoint 
2016 

Content Types, Workflows, Calendar, and Office 
Applications in SharePoint 2016 

Outlook Mail for Web 
Microsoft Outlook for Web: Getting Started 

Microsoft Outlook for Web: Sending and 
Receiving Email 

Microsoft Outlook for Web: Formatting Email 

Microsoft Outlook for Web: Organizing Email  

Microsoft Outlook for Web: Contact Tools 

Microsoft Outlook for Web: Calendar Tools 

Microsoft Outlook for Web: Configuring the 
App 

 

 
Skype for Business 2016 

Skype for Business 2016: Getting Started 

Skype for Business 2016: Chatting and Calling 

Skype for Business 2016: Organizing and Hosting 
Meetings 
 

Skype for Business 2016: Meeting Tools 

Microsoft Office OneDrive 
Microsoft Office Online OneDrive: Sign-in and Setup 

Microsoft Office Online OneDrive: Storage Services 

Microsoft Office Online OneDrive: File Organization 

Microsoft Office Online OneDrive: OneDrive for iOS 
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MICROSOFT OFFICE 365 
Office 365: Delve 

Microsoft Office 365 Delve: Using Boards to 
Organize Documents 
 

Office 365: Teams 
Microsoft Office 365 Teams: Sign-in and Setup 

Microsoft Office 365 Teams: Conversation Tools 

Microsoft Office 365 Teams: Creating, Finding, and 
Sharing Information 

Microsoft Office 365 Teams: Call and Meeting Tools 

Microsoft Office 365 Teams: Teams and Channels 

Office 365: Groups 
Microsoft Office 365 Groups: Creating, Joining & 
Managing Groups 

Microsoft Office 365 Groups: Group 
Communication 

Microsoft Office 365 Groups: Group File Sharing  

Microsoft Office 365 Groups: Group Calendar 
Management 

Microsoft Office 365 Groups: Group Applications 

Office 365: Planner 
Microsoft Office 365 Planner: Signing in & Setting Up 

Microsoft Office 365 Planner: Sharing Information 

Microsoft Office 365 Planner: Planning Projects 

Microsoft Office 365 Planner: Managing Tasks  

Office 365: SharePoint Online 
 

SharePoint Online: Working with the Newsfeed 

SharePoint Online: Working with SharePoint Apps 

SharePoint Online: Working with Document Libraries  

SharePoint Online: Building Web Pages 

SharePoint Online: Working with Blogs 

SharePoint Online: Working with Communication Sites 

SharePoint Online: Signing In & Setting Up 

SharePoint Online: Working with Team Sites 

Office 365: Excel Online 
Excel Online: Navigating the Interface 

Excel Online: Managing Workbooks 

Excel Online: Inserting & Manipulating Data 

Excel Online: Formatting Data 

Excel Online: Visualizing Data in Tables & Charts 

Excel Online: Using Collaboration Tools 
 

Office 365: Forms 
Microsoft Office 365 Forms: Creating Forms 

Microsoft Office 365 Forms: Sharing & Completing Forms 

Microsoft Office 365 Forms: Viewing & Analyzing Results 
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Office 365: OneNote Online 
OneNote Online: Formatting Notebooks 

OneNote Online: Creating & Opening Notes 

OneNote Online: Formatting & Illustrating Notes 

OneNote Online: Using Collaboration Tools 

Office 365: Outlook Online 
Outlook Online: Customization 

Outlook Online: Sending & Receiving Email 

Outlook Online: Formatting Email 

Outlook Online: Organizing Email 

Outlook Online: Contact Tools 

Outlook Online: Calendar Tools 

Office 365: PowerPoint Online 
PowerPoint Online: Opening & Navigating 

PowerPoint Online: Building Presentations 

PowerPoint Online: Saving & Printing Presentations 

PowerPoint Online: Formatting Presentations 

PowerPoint Online: Illustrating Presentations 

PowerPoint Online: Preparing & Delivering 
Slideshows 

 

 

 

 

 

 

Office 365: OneDrive for Business 2017 
 

OneDrive for Business 2017: Signing in & Setting Up OneDrive 

for Business 2017: Using the Storage Tools 

OneDrive for Business 2017: Organizing Files 

Office 365: Word Online 
Word Online: Formatting Text & Paragraphs 

Word Online: Opening & Navigating in Word Online 

Word Online: Editing Documents 

Word Online: Saving & Printing Documents 

Word Online: Formatting Documents 

Office 365: Word 
Word Office 365: Opening & Setting Up 

Word Office 365: Creating, Opening & Saving Documents 

Word Office 365: Editing Documents 

Word Office 365: Formatting Documents 

Word Office 365: Using Find & Replace Tools 

Word Office 365: Structuring Documents 

Word Office 365: Shaping Documents 

Word Office 365: Creating Graphics & Diagrams 

Word Office 365: Using Table Tools
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Office 365: Outlook 
Outlook Office 365: Setting Up 

Outlook Office 365: Sending & Receiving Email 

Outlook Office 365: Illustrating Email 

Outlook Office 365: Contact Tools 

Outlook Office 365: Calendar Tools 

Outlook Office 365: Formatting Email Text 

Outlook Office 365: Designing & Shaping Email 

Outlook Office 365: Proofing Email 

Outlook Office 365: Tagging, Sorting & Filtering Email 

Outlook Office 365: Optimizing Workflows 

Outlook Office 365: Configuring the Client 

 

Office 365: Excel 
Excel Office 365: Illustrating Documents 

Excel Office 365: Basic Formulas 

Excel Office 365: Inserting & Manipulating Data 

Excel Office 365: Formatting Data 

Excel Office 365: Creating & Saving Workbooks 

Excel Office 365: Sharing and Collaborating on a 
Document 

 

 
 

 

Office 365: PowerPoint 

PowerPoint Office 365: Getting Started 

PowerPoint Office 365: Creating Presentations 

PowerPoint Office 365: Saving Presentations 

PowerPoint Office 365: Inserting & Manipulating Text 

PowerPoint Office 365: Formatting Presentations 

PowerPoint Office 365: Enhancing Presentation Designs 

PowerPoint Office 365: Using Multimedia in Presentations 

PowerPoint Office 365: Organizing Presentation Assets 

PowerPoint Office 365: Adding Data to Presentations 

PowerPoint Office 365: Creating Graphics & Diagrams 

 

Office 365 
Office 365: Getting to Know the Office 365 Web Portal
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COLLABORATION TOOLS 

Cisco WebEx for Windows 
Cisco WebEx for Windows: Sign-in & Setup  

Cisco WebEx for Windows: Organizing & 
Hosting Meetings 

Cisco WebEx for Windows: Using Meeting Tools  

Cisco WebEx for Web 
Cisco WebEx Meetings: Signing in & Setting Up  

Cisco WebEx Meetings: Organizing & 
Hosting Meetings 

Cisco WebEx Meetings: Using Meeting Tools  

Cisco WebEx Teams 
Cisco WebEx Teams: Signing In & Managing 
Teams        

Cisco WebEx Teams: Using the Conversation 
Tools 

Cisco WebEx Teams: Using the Collaboration 
Tools 

 

 
 

 
 
 
 
 
 

 
 
 
 
LogMeIn GoToMeeting 

LogMeIn GoToMeeting: Sign-in & Setup  

LogMeIn GoToMeeting: Organizing & Hosting 
Meetings 

LogMeIn GoToWebinar 
LogMeIn GoToWebinar: Planning & Participating in 
Webinars  

LogMeIn GoToWebinar: Managing Webinars 

Microsoft Edge 2018 
Microsoft Edge 2018: Browsing the Web  

Microsoft Edge 2018: Searching the Web  

Microsoft Edge 2018: Saving, Bookmarking & Sharing 
Websites  

Microsoft Edge 2018: Customizing the Browser 
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MICROSOFT OFFICE 2019 

Excel 2019 
Excel 2019 for Windows: Illustrating Documents  

Excel 2019 for Windows: Using Basic Formulas 

Excel 2019 for Windows: Getting Started  

Excel 2019 for Windows: Creating & Saving 
Workbooks 

Excel 2019 for Windows: Inserting & 
Manipulating Data 

Excel 2019 for Windows: Formatting Data 

Excel 2019 for Windows: Sharing & 
Collaborating on a Document 

Outlook 2019 
Outlook 2019: Setting Up  

Outlook 2019: Sending & Receiving Email 

Outlook 2019: Illustrating Email  

Outlook 2019: Contact Tools 

Outlook 2019: Calendar Tools 

Outlook 2019: Formatting Email Text 

Outlook 2019: Designing & Shaping Email 

Outlook 2019: Proofing Email 

Outlook 2019: Tagging, Sorting & Filtering 
Email 

 

 

 

 

PowerPoint 2019 
PowerPoint 2019: Getting Started  

PowerPoint 2019: Creating Presentations 

PowerPoint 2019: Saving Presentations  

PowerPoint 2019: Inserting & Manipulating Text 

PowerPoint 2019: Formatting Presentations 

PowerPoint 2019: Enhancing Presentation Designs 

PowerPoint 2019: Using Multimedia in Presentations 

PowerPoint 2019: Creating Graphics & Diagrams 

Word 2019 
Word 2019: Opening & Setting Up  

Word 2019: Creating, Opening & Saving Documents 

Word 2019: Editing Documents  

Word 2019: Formatting Documents 

Word 2019: Using Find & Replace Tools 

Word 2019: Sharing & Collaborating on a 
Document 

Word 2019: Structuring Documents 

Word 2019: Shaping Documents  

Word 2019: Illustrating Documents 

Word 2019: Creating Graphics & Diagrams 

Word 2019: Adding Data & Calculations 

Word 2019: Using Table Tools 

Word 2019: Using Research Tools
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SAFETY SKILLS 
 
 
 
 
 
 
 
 
 

SAFETY AT WORK 
Indoor Safety 

Office Safety 

Slips, Trips, and Falls 

Sprains and Strains 

Automobile Safety 
Defensive Driving 

Distracted Driving 

Awareness and Policy 
Working Alone – Safety Awareness 

Bloodborne Pathogen Awareness 
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AGENCY-WIDE TRAINING 
 

 

 

 

 

NEW EMPLOYEE CURRICULUM 
 

DEP Civil Rights 

DEP Code of Ethics                                 

DEP Information Security Awareness 

DEP Public Records              

Workplace Diversity Awareness 

Workplace Harassment Prevention              

OPS New Employee Orientation 

FTE New Employee Orientation 

DIVISION SPECIFIC COURSES 
Division of Air Resource Management 

 

Air Permit Guide - Chapter 1 

Division of Environmental Assessment and Restoration 
 

Respirator Training 
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