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home and office IT (70 courses)
Basic Computing (5 courses)
Switch On
Surf. direct (CD ROM)
Using Your Computer (IT For Life)
Using Your Computer — Level 1
Using Computers (9 courses)
Introducing Computers (MS 97)
Introducing Computers — Level 2 (MS 2000)
Using a Computer With MS Windows 2000 — Level 2
Using a Computer with MS Windows XP — Level 2
The Complete Desktop Tutor (MS 97)
The Complete Desktop Tutor — Level 2 (MS 2000)
The Complete ECDL
Create Manage and Integrate Files — Level 2 (MS 2000) (Online)
Create Manage and Integrate Files — Level 2 (CD ROM and Workbook)
The Internet and e-mail (10 courses)
Surf. direct (CD ROM)
Surf. direct (Online)
Electronic Communication — Level 1
Introducing the Internet (EP) (MS 97)
Electronic Communication — Level 2 (MS 2000)
Electronic Communication Using MS Outlook — Level 2 (MS 2000)
Electronic Communication using MS Outlook — Level 2 (MS 2002)
Electronic Communication Using MS Outlook — Level 2 (MS 2003)
Electronic Communication using MS Outlook — Level 3 (MS 2000)
Electronic Communication using MS Outlook — Level 3 (MS 2002)
Word Processing (12 courses)
Word Processing (IT For Life)
Word Processing — Level 1
Desktop Publishing — Level 1

Introducing Word Processing (MS 97)



The Keyboard A-Z (KAZ) - learn to touch type in just 90 minutes!
Word Processing — Level 2 (MS 2000)

Word Processing Using MS Word - Level 2 (MS 2000)

Word Processing using MS Word - Level 2 (MS 2002)

Word Processing Using MS Word — Level 2 (MS 2003)

Word Processing using MS Word - Level 3 (MS 2000)

Word Processing using MS Word — Level 3 (MS 2002)

Word Processing Using MS Word — Level 3 (MS 2003
Spreadsheets (9 courses)

Spreadsheets - Level 1

Introducing Spreadsheets (MS 97)

Spreadsheets — Level 2 (MS 2000)

Spreadsheets Using MS Excel — Level 2 (MS 2000)

Spreadsheets using MS Excel — Level 2 (MS 2002)

Spreadsheets Using MS Excel — Level 2 (MS 2003)

Spreadsheets using MS Excel — Level 3 (MS 2000)

Spreadsheets using MS Excel — Level 3 (MS 2002)

Spreadsheets Using MS Excel — Level 3 (MS 2003)

Databases (8 courses)
Databases — Level 1
Introducing Databases (MS 97)
Databases — Level 2 (MS 2000)
Databases Using MS Access — Level 2 (MS 2000)
Databases using MS Access — Level 2 (MS 2002)
Databases Using MS Access — Level 2 (MS 2003)
Databases using MS Access — Level 3 (MS 2000)
Databases using MS Access — Level 3 (MS 2002)
Presentations (6 courses)
Presentations — Level 1
Introducing Presenting Information (MS 97)
Presentations — Level 2 (MS 2000)
Presentations Using MS PowerPoint — Level 2 (MS 2000)
Presentations using MS PowerPoint — Level 2 (MS 2002)
Presentations Using MS PowerPoint — Level 2 (MS 2003)



Web Design (9 courses)
Introduction to Working with HTML
Introduction to Website Design with Macromedia Dreamweaver 4
Introduction to Web Animation in Macromedia Flash 5
Introduction to Macromedia Fireworks 4
Web Publishing — Level 1
Web Publishing Using MS FrontPage — Level 2 (MS 2000)
Web Publishing using MS FrontPage — Level 2 (MS 2002)
Web Publishing using MS FrontPage — Level 3 (MS 2000)
Web Publishing using MS FrontPage — Level 3 (MS 2002)
Project Management (1 course)
Using MS Project
Desktop Publishing (2 courses)
Desktop Publishing — Level 1
Introduction to Using Adobe Acrobat 5.0
Digital Photography (2 courses)
Introduction to Using a Digital Camera

Introduction to Photo—editing using Adobe Photoshop 6.0

specialist IT (45 courses)
Web Development (6 courses)
Design e—Learning
Building a Web Presence with Frontpage 98
An Introduction to JavaScript
Implementing an Internet Presence (Using MS IIS 4.0)
Building a Web Presence with MS Front Page 98
E-Commerce (3 courses)
The Business of e—commerce
An e—Commerce Primer
Successful Strategies for e—Commerce
Internet Security (6 courses)
Internet Security: An Introduction
Internet Security: Secure Communications

Internet Security: IBM Solutions



Internet Security: NetWare Solutions
Internet Security: NT 4.0 Solutions
Internet Security: Cisco Solutions
Networking and Internet Technology (7 courses)
Technical Support for ICT Networks
Networking Essentials
Advanced Technical Support for ICT Networks
Networking Support for ICT - Hardware Fundamentals
Networking Support for ICT — Networking Fundamentals
Networking Support for ICT — TCP/IP on MS NT4
Networking Support for ICT - Data Transmission Security and Integrity
Supporting PCs and Networks (13 courses)
Microsoft Windows 2000 Administration
Software Fundamentals for ICT Support (Windows 2000)
Technical Support for ICT Systems (A+ 2003)
An Introduction to Linux
IT Troubleshooting and Preventative Maintenance for ICT Support (A+
2003)
Linux for Advanced Users
Hardware Fundamentals for ICT Support (A+ 2003)
0S Fundamentals for ICT Support (A+ 2003)
Technical Support for ICT Systems
Technical Support for ICT Systems — An Introduction to PCs
Technical Support for ICT Systems — PC Operating Systems
Technical Support for ICT Systems - Supporting PC Hardware
Supporting Microsoft Windows 2000
Programming and Software Development (10 courses)
C++ Programming — Foundation
C++ Programming — Introduction
C++ Programming — Advanced
Open System Standards
Introduction to the Personal Software Process
MS Solutions Architectures: Analysis Techniques

MS Solutions Architectures: Design Techniques



Programming Computers: An Introduction
Principles of Object Oriented Programming

Object Oriented Analysis and Design

business and management (186 courses)
Business Running/Growth (13 courses)
Plugging ICT into Your Business
Organisational Culture
Putting Your Business On The Web
FEuropean/International Context
Recruiting and Keeping Staff (PC)
Performance Indicators
Marketing: Unleashing The Potential Of Your Business (PC)
Make Or Break — Growing Your Business
Introduction to Management & Organisations
Operations and Process Management
Supply Chain Management
Organisational Context
Economic Environment
Business Start-Up (2 courses)
Setting Up Your Own Business
Make or Break — Starting Your Business
Change Management (7 courses)
Change Management
Continuous Improvement
Planning Change
Promoting Change
Implementing Change
Forces for Change
Managing the Consequences of Change
Complying with the Law (15 courses)
Your Business and the Law
Understanding Health and Safety

Equal Opportunities



Health & Safety - Law & Practice
How to stay safe and healthy at work
Preventing Accidents
Health and Safety
Equipment
Employment Law
Security
Company Law
Premises Law
Consumer Law.
Insolvency Law
Your Business And The Environment
Customer Care (16 courses)
Taking Care Of The Customer
Helping customers with learning difficulties
Customer Care For People With Disabilities
Caring for your Customers
Helping customers with physical disabilities
Creating a Customer Focused Team
How Disability Aware are You?
Customer Service Skills
Do you discriminate?
Understanding Customers
How accessible are your services?
Questionnaire Design And Analysis
Helping deaf and hard of hearing customers
Helping visually impaired customers
Helping customers with language difficulties
Helping customers with an unusual appearance
Finance & Cash Flow (11 courses)
Finance — Getting Business Finances Straight
Managing Household Budgets
Finance for Non—-Financial Managers

Introduction To Bookkeeping With Sage Line 50



Financial Skills for Non—Financial Managers
Cash Accounting For The Small Rural Business
Cash Is King
Financial Environment
Cost—Benefit Analysis
Understanding Costs
Working To A Budget
Information Technology (4 courses)
Plugging ICT into Your Business
Putting Your Business On The Web
Word Processing

IT Applications

Management (112 courses)
The Complete Manager (26 courses)

Managing Your Personal Development
Managing Team and Individual Performance
Change Management
Introduction to Management & Organisations
Presentation Skills
Effective Meeting Skills
Training and Developing Others
Operations and Process Management
First Steps in Coaching
Supply Chain Management
Information Management
Building Effective Relationships
Motivating Yourself and Others
Creating and Managing Teams
Handling Conflict in the Workplace
Delegation and Empowerment
Recruitment and Selection
Interviewing Skills

Creating a Customer Focused Team



Finance for Non—-Financial Managers

Managing Your Personal Effectiveness

Health and Safety

Quality and Continuous Improvement

Effective Decision Making

Effective Business Writing

Effective Problem Solving
Managing People (33 courses)

Introduction to Management & Organisations

Coaching

Effective Meeting Skills

Meetings

Planning Development

Great Communication Skills

One—to—one Communication

Assessing Performance

Objectives

Supporting Individuals

Managing Performance

Building Effective Relationships

Motivation

Interpersonal Skills/Trust

Leadership

Briefing Skills

Maintaining Discipline

Managing Diversity

Resolving Conflict

Building the Team

Communication Process

Delegation

Giving and Receiving Feedback

The Trainers Toolkit

Training and Developing Others

First Steps in Coaching



Motivating Yourself and Others

Develop Your Leadership Skills

People Managers Toolkit

Creating and Managing Teams

Handling Conflict in the Workplace

Delegation and Empowerment

Managing Team and Individual Performance
The Practical Manager (78 courses)

Identifying Self Development Needs

Briefing Skills

Producing Project Reports

Information Awareness

Motivation

Influencing/ Negotiating

Leadership

Financial Environment

Minimising Stress

Organisational Context

Planning to Recruit

Managing Diversity

Selecting the Right Person

Economic Environment

Working To A Budget

Organisational Culture

The Environment

Statistical Process Control

Statistical Process Control, or SPC, allows a manager to constantly

monitor Maintaining Discipline

Resolving Conflict

European/International Context

Ethics In Business

Marketing

Continuous Improvement

Communication Process



Planning Change

Communications Media

Promoting Change

Non-Verbal Communication
Implementing Change

Giving and Receiving Feedback
Forces for Change

Meetings

Managing the Consequences of Change
Cost—Benefit Analysis
One—to—one Communication

Word Processing

Gathering Valid Information
Analysing Information

Practical Manager — Full Certificate — Learning Programme Builder
Time Management

Self Development

Manage Own Stress

Effectiveness and Efficiency
How To Learn

Networking

Objectives

Problem Solving Skills
Interpersonal Skills/Trust
Understanding Customers

Health & Safety — Law & Practice
Understanding Quality
Delivering Quality

Using Information for Decisions
Preventing Accidents

Presenting Information
Performance Indicators
Maintaining Information Systems

Understanding Costs



IT Applications

Materials

Sources of Information

People as a Resource

Questionnaire Design And Analysis

Equipment

Supporting Individuals

Planning Work

Security

Minimising Waste

Building the Team

Delegation

Coaching

Planning Development

Training

Induction

Assessing Performance

Managing Performance

Practical Manager — Introduction to First Line Management
Managing Resources (20 courses)

Security

Minimising Waste

Training

The Environment

Gathering Valid Information

Analysing Information

Maintaining Information Systems

Sources of Information

Planning Work

Sustainable Development For All

Greening the Workforce

Profit From Environmental Management

Implementing An Environmental Management System: The EMS Toolkit

Information Management



Introduction to Management & Organisations
Operations and Process Management
Supply Chain Management
Information Awareness
Performance Indicators
Equipment
Marketing (5 courses)
Marketing: Win More Business
Marketing: Unleashing The Potential Of Your Business (Mac)
Marketing
Communications Media
Marketing: Unleashing The Potential Of Your Business (PC)
Personal Development (29 courses)
Time Management
Ethics In Business
Self Development
Planning Development
Manage Own Stress
Minimising Stress
Effectiveness and Efficiency
Communications Media
How To Learn
Non—-Verbal Communication
Networking
Meetings
Problem Solving Skills
Written Communication
Identifying Self Development Needs
Using Information for Decisions
Briefing Skills
Planning Work
Influencing/ Negotiating
Managing Your Personal Effectiveness

Effective Decision Making



Effective Business Writing
Effective Problem Solving
Managing Your Personal Development
Improve Your Personal Effectiveness
Essential Business Skills
Presentation Skills
Motivating Yourself and Others
Effective Meeting Skills
Productivity (19 courses)
Production Led Maintenance (Workbook)
Production Led Maintenance (Online)
JIT Kaizen (Online)
Standard Operations (Online)
Creating A Continuous Improvement Culture
Failure Mode And Effects Analysis (FMEA) (Workbook)
5S: Workplace Organisation (Workbook)
Delivering Value Through The Supply Chain
Failure Mode And Effects Analysis (FMEA) (Online)
Skill Control (Workbook)
Identifying And Eliminating The 7 Wastes
Standard Operations (Workbook)
5S: Workplace Organisation (Online)
Setting The Vision Of Lean Thinking
Skill Control (Online)
Introduction To Productivity Improvement — Stage 1
7 New Tools (Online)
Introduction To Productivity Improvement — Stage 2
7 Tools For Continuous Improvement (Workbook)
Introduction To Productivity Improvement — Stage 3
7 New Tools (Workbook)
Introduction To Six Sigma
7 Tools For Continuous Improvement (Online)
Materials

Kaizen (Workbook)



Kaizen (Online)
JIT Kaizen (Workbook)
Project Management (7 courses)
Project Management Skills (SF)
Project Management Skills: Starting A Project (SF)
Project Management Skills: Estimating And Procurement (SF)
Project Management Skills: Scheduling And Managing Risk (SF)
Project Management Skills: Quality And Control (SF)
Project Management Skills: Communication And Human Resources (SF)
Producing Project Reports
Quality (9 courses)
7 New Tools (Online)
Understanding Quality
7 Tools For Continuous Improvement (Workbook)
Delivering Quality
7 New Tools (Workbook)
7 Tools For Continuous Improvement (Online)
Kaizen (Workbook)
Kaizen (Online)
JIT Kaizen (Workbook)
Quality and Continuous Improvement
Investors In People
Recruitment (7 courses)
Recruiting and Keeping Staff (PC)
Recruitment and Selection
Interviewing Skills
People as a Resource
Induction
Planning to Recruit
Selecting the Right Person
Specialist Sectors (9 courses)
Volunteers (1 course)
Managing Volunteers

Care (1 course)



Working in Care
Call Centres (3 courses)

Call Centre Essentials

Call Centre Pre-Employment

Call Centre Team Leaders
Genealogy (1 course)

Relative Strangers — An Introduction to Genealogy
Retail and Distribution (3 courses)

Automotive Industry Overview

Certificate of Professional Competence in Road Haulage

Fork Lift Truck Operation In A Warehouse Environment — The Theory

languages (33 courses)

French (6 courses)
Fun With French - Beginner
Fun With French - Intermediate
Everyday French — Beginner
Everyday French — Beginner +
Everyday French — Intermediate
Everyday French — Advanced

German (6 courses)
Fun With German — Beginner
Fun With German — Intermediate
Everyday German — Beginner
Everyday German — Beginner +
Everyday German — Intermediate
Everyday German — Advanced

Spanish (6 courses)
Fun With Spanish — Beginner
Fun With Spanish - Intermediate
Everyday Spanish — Beginner
Everyday Spanish — Beginner +
Everyday Spanish — Intermediate

Everyday Spanish — Advanced



Ttalian (2 courses)
Fun With Italian — Beginner
Fun With Italian — Intermediate

Japanese (2 courses)
Fun With Japanese — Beginner
Fun With Japanese — Intermediate

Greek (2 courses)
Fun With Greek — Beginner
Fun With Greek — Intermediate

Welsh (2 courses)
Fun With Welsh — Beginner
Fun With Welsh — Intermediate

English As A Second Language (7 courses)
Going Up
English Skills Check (Online)
English Skills Check (CD ROM)
Welcome to English
The English Game
ELLIS Introduction
ELLIS Middle Mastery

skills for life (148 courses)

Literacy (32 courses)
A Way with Words — Entry Level (CD ROM)
A Way With Words - Entry Level 3 (Speaking And Listening)
A Way with Words — Level One (CD ROM)
Checkpoint — A Basic Punctuation Package
A Way With Words - Entry Level 3 (Writing)
A Way with Words — Level Two (CD ROM)
Preparing for Testing — Literacy Level 1
A Way With Words - Entry Level 3 (Reading)
Spelling It Out
Preparing for Testing — Literacy Level 2
A Way With Words - Level One (Speaking And Listening)

A Way With Words — Entry Level 1 (Speaking and Listening)



Key Skills
A Way With
A Way With
Key Skills

A Way With Words
A Way With Words
A Way With Words
A Way With Words
A Way With Words
A Way With Words
A Way With Words
A Way With Words
Word Skills Check (Online)

Level
Entry
Level
Entry
Level
Entry
Level

Entry

Primer — Communication Skills — Level 1
Words — Level One (Writing)
Words — Entry Level 1 (Writing)

Primer — Communication Skills — Level 2

One (Reading)

Level 1 (Reading)

Two (Speaking and Listening)
Level 2 (Speaking and Listening)
Two (Writing)

Level 2 (Writing)

Two (Reading)

Level 2 (Reading)

Key Skills Primer — Communication Skills
Word Skills Check (CD ROM)
Living Room (PC)

Living Room (Mac)

Word on the Street (Video and Print)

Word on the Street (CD ROM)

Better Letters

Numeracy (92 courses)

Numbers
Numbers
Numbers
Numbers
Numbers
Numbers
Numbers
Numbers
Part 1)
Numbers
Numbers
Part 2)

Numbers

Direct -
Direct -
Direct -

Direct -

Entry Level (Workbooks) (Subtraction Stage 2)

Entry Level (Workbooks) (Subtraction Stage 3)

Entry Level (Workbooks) (Time Stage 1)

Entry Level (Workbooks) (Time Stage 2)

Direct Entry Level (Decimals Entry 3)

Direct — Entry Level (Workbooks) (Time Stage 3)

Direct Entry Level (Measure and Shape Entry 1)

Direct — Entry Level (Workbooks) (Multiplication Stage 3,

Direct Entry Level (Measure and Shape Entry 2)

Direct — Entry Level (Workbooks) (Multiplication Stage 3,

Direct Entry Level (Length Entry 3)



Numbers Direct — Entry Level (Workbooks) (Division Stage 3)
Numbers Direct — Level One (Number)

Numbers Direct Entry Level (Weight Entry 3)

Numbers Direct — Entry Level (Workbooks) (Fractions Stage 2)
Numbers Direct — Level One (Handling Data)

Numbers Direct Entry Level (Capacity Entry 3)

Numbers Direct — Entry Level (Workbooks) (Fractions Stage 3)

Using Percentages

Numbers Direct Entry Level (Shape Entry 3)

Cash Crescent
Numbers Direct
Numbers Direct
Numbers Direct
Numbers Direct
Numbers Direct

Numbers Direct

Entry Level (Data Handling Entry 1)

Entry Level (Data Handling Entry 2)

Entry Level (Data Handling Entry 3)

— Entry Level
— Entry Level

— Entry Level

(Workbooks) (Decimals Stage 3)
(Workbooks) (Measure and Shape Stage 1)
(Workbooks) (Measure and Shape Stage 2)

By using your personal Learning Map created with the Number Skills
Check, you can identify which of the bite—sized chunks to focus your
learning on. These courses are aimed at improving your skills up to

giving you plenty of opportunity to practise your

(4 hours) full details...

Entry Level Three,
number skills in everyday situations.

Numbers Direct — Entry Level (Workbooks) (Length Stage 3)

Key Skills Primer — Application of Number

Numbers Direct
Numbers Direct
Numbers Direct
Maxtrax
Numbers Direct
Number Tasters
Numbers Direct
Number Tasters
Numbers Direct
1)

Number Tasters

— Entry Level
— Entry Level

— Entry Level

— Entry Level
(Workbook)

— Entry Level
(CD ROM)

— Entry Level

(Online)

(Workbooks) (Weight Stage 3)
(Workbooks) (Capacity Stage 3)
(Workbooks) (Shape Stage 3)
(Workbooks) (Data Handling Stage 1)

(Workbooks) (Data Handling Stage 2)

(Workbooks) (Data Handling Stage 3, Part



Numbers Direct — Level One (CD ROM)

Numbers Direct — Level Two (CD ROM)

Numbers Direct — Entry Level (Online)

Numbers Direct — Entry Level (Workbooks) (Number Stage 1)
Numbers Direct — Entry Level (Workbooks) (Number Stage 2)
Numbers Direct — Entry Level (Workbooks) (Number Stage 3)
Numbers Direct — Entry Level (Workbooks) (Money Stage 1)
Numbers Direct — Entry Level (Workbooks) (Money Stage 2)
Numbers Direct — Entry Level (Workbooks) (Money Stage 3)
Numbers Direct — Entry Level (Workbooks) (Addition Stage 1)
Numbers Direct — Entry Level (Workbooks) (Addition Stage 2)
Numbers Direct — Entry Level (Workbooks) (Addition Stage 3)
Numbers Direct — Entry Level (Workbooks) (Subtraction Stage 1)
Numbers Direct — Entry Level (Workbooks) (Data Handling Stage 3, Part
2)

Numbers Direct Entry Level (Number Entry 1)

Numbers Direct Entry Level (Number Entry 2)

Numbers Direct Entry Level (Number Entry 3)

Numbers Direct — Entry Level (CD ROM and Workbooks)

Numbers Direct Entry Level (Money Entry 1)

Numbers Direct — Entry Level (Video)

Numbers Direct Entry Level (Money Entry 2)

The Numbers Game (Stage 1)
Numbers Direct Entry Level
The Numbers Game (Stage 2)
Numbers Direct Entry Level
The Numbers Game (Stage 3)
Numbers Direct Entry Level
The Numbers Game (Stage 4)

Numbers Direct Entry Level

(Money Entry 3)

(Addition Entry 1)

(Addition Entry 2)

(Addition Entry 3)
Number Skills Check (CD ROM)

Numbers Direct — Level One (Fractions, Decimals & Percentages.)

Numbers Direct — Level Two (Measure, Shape & Space)

Numbers Direct — Level Two (Handling Data)



Numbers Direct Entry Level (Subtraction Entry 1)
Numbers Direct Entry Level (Subtraction Entry 2)
Numbers Direct Entry Level (Subtraction Entry 3)
Numbers Direct Entry Level (Time Entry 1)
Numbers Direct — Level Two (Number)
Numbers Direct Entry Level (Time Entry 2)
Numbers Direct — Level Two (Fractions, Decimals & Percentages)
Numbers Direct Entry Level (Time Entry 3)
Number Skills Check (Online)
Numbers Direct Entry Level (Multiplication Entry 3)
Key Skills Primer — Application of Number - Level 1
Numbers Direct Entry Level (Division Entry 3)
Preparing for Testing — Numeracy Level 1
Numbers Direct Entry Level (Fractions Entry 2)
Preparing for Testing — Numeracy Level 2
Numbers Direct Entry Level (Fractions Entry 3)
Cash Crescent Next Steps
Measuring Up
Key Skills Primer — Application of Number - Level 2
Numbers Direct — Level One (Measure, Shape and Space)
Lifeskills/Lifestyles (11 courses)
Driving your Car
Green Fingers
Helping Your Child
Health & Fitness
Citizen UK!
Quizmaster
Chart Breaker
Fishing Challenge
House Game
Football Fever
Getting A Job
Work Based (5 courses)

Essential Skills for Health & Care



Skills City — Distribution

Skills City — Retail

Skills City - Manufacturing

Essential Skills for Work
English As A Second Language (7 courses)

Going Up

English Skills Check (Online)

English Skills Check (CD ROM)

Welcome to English

The English Game

ELLIS Introduction

ELLIS Middle Mastery
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