




Safety PLCs, robotics 
as well as popular 
technical and 
maintenance training.

A look at Crystal Reports, social 
networking and course listings to cover 
all your computer training needs.

Bringing eLearning and eMeetings 
to your environment might be easier 
than you think.

Make well-informed decisions in 
your manufacturing processes, hiring 
procedures and safety initiatives.

The hot topic for today’s 
technical training is 
the safety PLC. These 
units are coming in on 
new manufacturing 
equipment in most of 
our customers’ plants.

Here’s what’s top of mind for the training specialists at CTS.

Twitter and Facebook are 
still the talk of many of our 
computer conversations. 
Learning how to integrate 
and optimize these types of 
social media opportunities 
is an ongoing area of focus.

Safety programs are at 
the top of every business’ 
list these days. Proper 
certifi cations are important 
for legal and employee 
wellness issues.

Lean and Six Sigma have 
made many inroads in 
manufacturing. I see 
people looking for ways 
to implement these 
initiatives without the 
typical high costs.

The use of video 
conferencing in training 
continues to be on the rise 
and allows us to share 
information and training all 
around the country, as well 
as internationally.

– Tom Wylie
Vice President 
Workforce Development

– Tami Norris
Computer Training Coordinator

– Kelly Card-Schulte
Sales Account Manager

– Jim Drewes
Sales Account Manager

– John Krochmalny
Industrial Training Specialist
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Technical

controlin
Over the last few years, a fl ood of Safety PLCs are 

being installed on new machines in the process and 

manufacturing environment.  In the past, mechanical 

devices were used for emergency stopping of 

machine processes.  With the proven reliability of 

electromechanical devices, the 2002 National Fire 

Protection Association revised the electrical standards 

for industrial machinery (NFPA, Article 79) to parallel 

the European electrical standard, IEC-60204.  With the 

increased use of E/E/PE (electrical and/or electronic and/

or programmable electronic) technologies throughout the 

1980s and 90s up to today, standards began to develop 

on safety concerns pertaining to these types of systems. 

Machine safety can be a combination of hard wired and 

automation products attached to safety certifi ed networks.

In today’s automation solutions, the safety PLC is a 

critical part of an integrated control system.  Safety PLC 

applications fall into two main application groups: fail-

safe and fault-tolerant.  Fail-safe applications are also 

called safety protection systems, which are primarily 

used in a general manufacturing environment to shut 

down machinery and put into a safe state.  Fault-tolerant 

applications, or safety continuous control systems are 

Safety PLCs and 
robotics push all 
the right buttons 
for effi cient plant 
production and 
management

tecH tAlK 101

Ethernet IP – an industrial 

network based on Ethernet 

standards that allows 

communications between PLC’s, 

HMI’s, drives and I/O. This 

network allows maintenance 

personnel to monitor and 

troubleshoot automation devices 

that reside on the network. 

Ethernet is the fastest growing 

network on the plant fl oor.

4 Look for course times in our schedule guide or at TrainWithCTS.com



Technical
c o u r s e s

Maintenance/Technical Training

Intro to GibbsCAM 
This is an introductory class on the use and application of GibbsCAM 
software.  The focus will be on safety in programming, GibbsCAM 
interface, CAD elements, view, creating geometry, tool creation and 
description, tooling, machine operation (Mill, Lathe, EDC, etc.), rendering 
and post processing.  Plenty of hands on with computer, CNC mills and 
lathe.  This is a 16-hour course. 

Advanced GibbsCAM
An advanced study of GibbsCAM software, including: advanced mill, 
introductory 3D, coordinate systems, geometry creation in 3D, mulit-axis 
basics, solid surfacer, solid modeling, surface modeling, core and cavities, 
3D machining, lace cutting, tool path projections and importing (models, 
drawings and geometry).  This is a 16-hour course. 

CAD FOR MACHINING 
A course in the fundamentals of Computer-Aided Design, utilizing state-
of-the-art microcomputer hardware and AutoCAD software. Covers 
fundamental Windows XP system commands and Auto-CAD application 
commands. Gives the student the opportunity to become profi cient, in a 
hands-on environment, in developing fundamental 3D solid models and 
producing fundamental 2D drawings from the solid models. This is an 
18-hour course.

Servo Motors (Allen Bradley) Level I
The course is a beginning class on PLC based servo systems. The course 
will be based on Allen-Bradley’s ControlLogix motion controllers and 
the Ultra 3000SE drive. Topics covered in the class will be hardware 
components that make up a servo system, Ultra 3000SE wiring 
connections, confi guring a SERCOS interface and using RSLogix 5000 
programming software to commission a servo axis. This is an 
8-hour course.

Alllen Bradley ControlLogix PLC Level I
This is an introductory course on the ControlLogix system hardware, 
instruction set, and associated software.  The focus of this class will 
be on operation, maintenance and troubleshooting.  The students will 
learn how to set up communication drivers in RSLinx, and utilize the 
RSLogix5000 to do maintenance and programming tasks.  Students 
will also learn the operation of local and remote I/O systems, as well 
as communication modules used with ControlLogix.  This is a 
16-hour course.

Allen Bradley ControlLogix PLC Level II
This is an intermediate level course on the ControlLogix system. The 
focus of this class will be on Tags, Arrays, Data Types, I/O Forcing, 
Searching a project, and Analog I/O setup.  The students will learn how to 
setup an Ethernet (ENB) module for communications.  An excellent course 
for Maintenance & Engineering personnel.  This is a 16-hour course.

Intro to DeviceNet (Allen Bradley)
This is a beginning  course on the operation of the DeviceNet network.  
The course will be on the basic network components and using 
RSNetWorx to view a network and to install/replace nodes. The focus 
will be on Allen Bradley products using the 1756-DNB scanner for the 
ControlLogix.  Trainees will learn about component scan lists, scanner 
tags and using RSLinx to interface to the network.  Advanced component 
mapping of drives will be covered, manual node commissioning and 
explicit messaging from the processor to DeviceNet components will be 
covered. PLC / Panelview set-up / programming to control 
the DeviceNet components will also be included. This is a 
16-hour course.

At Your finGertipS

Robotics training at The University of 

Toledo Scott Park Campus and Northwest 

State Community College in Archbold puts 

experience right at your fi ngertips.

At Your finGertipS

required for process-related applications to keep 

the process running through fault conditions where 

a shut-down would create a dangerous situation 

(e.g., chemical spill) or signifi cant loss of product.  

A major advantage of a safety PLC is reduced downtime.  

A safety PLC has increased diagnostic capability inherent 

in the processor. The I/O (inputs and outputs) also have 

increased diagnostics ability. Downtime is reduced due to 

the diagnostics, which can be sent to an HMI, or viewed 

with a computer that has programming software loaded.  

The safety PLC can be security protected to restrict 

access to change the program code. 

Allen Bradley GuardLogix is a Safety PLC solution used in 

many global manufacturing facilities. RSLogix Professional 

is the software used for programming and troubleshooting 

this system.  

Let Custom Training Solutions assist your company by 

training maintenance personnel to be more effective at 

troubleshooting automated control systems.  PLCs, HMIs, 

VFDs, Safety PLCs, Instrumentation, Ethernet and many 

more topics are taught at CTS.  We can customize our 

technical training courses to focus on your specifi c needs. 

5419.530.3307 (Toledo) or 419.267.1332 (Archbold)



Technical
c o u r s e s

Industrial Ethernet Basics
An introductory course on the set-up and operation of the Ethernet.  The 
focus of the course will be on using Ethernet with factory fl oor devices 
(i.e. PLCs). An introductory course on the setup and operation of Ethernet, 
for factory fl oor communications. The focus of the seminar will be on 
understanding how to setup IP addresses for PLCs and computer systems, 
as well as how to utilize RSLinx to communicate to these devices. 
Confi guring for static or dynamic addressing will also be covered via DHCP 
or BootP methods. Cabling and networking hardware will also be covered 
in this seminar. This is an 8-hour course.

ControlNet Basics
The course covers the ControlNet network using Allen Bradley ControlLogix 
PLCs. The course will use 1756-CNB communication modules as 
network nodes. Topics covered in the class will be hardware components 
that create a ControlNet network, confi guration of nodes and software 
products used for ControlNet. Software products, RSLinx, RSLogix 5000 
and RSNetWorx for ControlNet, will be used to monitor, confi gure and 
troubleshoot a network. This is an 8-hour class.

CAT5/5e Technology Review and Installation Guide
This is a beginning course on standard data cabling.  We discuss the 
general use of data cabling, but then focus on the implementation of 
CAT5/5e data cabling and the termination of that type of cable.  Students 
will have hands-on experience using RJ45 crimpers, patch panel 
termination and wall jack termination using a punch down tool.  This is a 
6-hour course.

Allen Bradley PanelView or PanelViewPlus HMI Basics
Custom Training Solutions offers technical training on both the standard 
PanelView HMI and the PanelViewPlus HMI in separate courses. The 
student will review the programming software, communications set up 
and tag database layout. The student will learn how to develop standard 
objects, input numerical values and understand changing/displaying 
values within a PLC application. Students will also create alarming 
systems within the PanelView terminal. This is an 8-hour course.

Wonderware HMI Basics
This is an introductory course on the popular Human Machine Interface 
software used for industrial automation.  The focus of this seminar will 
be on the maintenance of the Wonderware system.  The hardware, 
operating system, and application will be studied, as well as the RSLinx 
communication to a PLC.  The course will also cover development/
modifi cation of a sample application to show how the interaction of tags, 
objects, animation links, etc., form a working HMI project.  This is an 
8- hour course.

Instrumentation Basics
This is an introductory course on the basic operation and troubleshooting 
of analog systems in an industrial or process environment.  The students 
will learn sensors, transmitters, controllers and indicators, as well as the 
control devices used in a process loop.  This is an 8-hour course.  

Instrumentation Advanced
This course is focused toward plant maintenance personnel that are 
responsible for maintaining and troubleshooting Instrumentation & 
Process Controls systems in a production environment.  Instrumentation 
terms will be discussed along with an emphasis on applied theory 
and troubleshooting.  This will be accomplished by observing typical 
transducer and controller operation characteristics. The student will be 
required to identify, calibrate, and troubleshoot individual components and 
complete systems. This is a 32-hour course.

Geometric Dimensioning & Tolerancing (GD&T)
This course provides the students with a foundation in the skills needed to 
read and follow blueprints using geometric dimensioning and tolerancing 
(GD&T).  The course deals with basic geometric dimensioning and 
tolerancing methods as interpreted in the ASME Y14.5M.  The student will 
learn to read geometric tolerancing symbolism and terms.  This is a 10 
hour course delivered via a webinar style of training.  This training will be 
delivered to your home, offi ce or conference room.   

Intro to Quality & SPC
An overview of quality fundamentals and an introduction to Statistical 
Process Control charting. This course was designed for manufacturing 
personnel from all areas. Course includes many in class exercises to 
reinforce the quality principles and for the trainees to gain “hands-on” 
experience by applying and interpreting basic quality tools and control 
charts. Topics include SPC Tools, variations and statistics, charting, XBar, 
& R charts, and much more. This 10-hour course delivered via a webinar 
style of training. This training will be delivered to your home, offi ce, or 
conference room. 

Internet Meetings/eMeetings
Does your company spend a lot of time and money traveling for meetings 
in your supply, customer or corporate chain?  Find out how you can 
become more effi cient by using basic services you already have (internet 
and phone lines).  Learn how to use Webex, Goto Meeting and Web 
Conferencing software, as well a phone conferencing services.  This 
seminar is a must for any size business. 

E-Learning Overview
This overview is intended to discuss what distance learning is.  The 
seminar will be based on Web Conferencing, Video Conferencing and 
Web Courses/Seminars.  Participants will experience and learn how the 
systems work and discuss how it would apply to various industries.  

Basic Electrical Troubleshooting
This 24 hour seminar is focused toward plant maintenance personnel that 
are responsible for maintaining and troubleshooting electrical equipment 
in a production or process environment.  Basic electrical terms will be 
discussed along with an emphasis on wiring and troubleshooting.  Trainees 
will wire simple control circuits and troubleshoot faulted equipment, by 
using techniques and equipment covered in the seminar.  Components 
covered include Start/Stop stations, Limit Switches, Solenoids, Pilot Lights, 
Relays, Motors, Motor Starters and Control Transformers.  An emphasis will 
be on interpreting electrical prints.

Intro to PLC (SLC-500)
The purpose of this course is to train engineering and maintenance 
personnel on the operation and basic troubleshooting of Allen Bradley PLC 
systems, in order to become more effective troubleshooters on production 
equipment.   The trainees will learn how to wire and troubleshoot the PLC 
hardware, and utilize RSLinx and RSLogix to navigate through the PLC 
program for troubleshooting.  This class will focus on the hardware of 
the SLC-500 modular I/O unit with discrete and analog I/O.  This is a 
16-hour course.

Intro to Variable Frequency Drives
The purpose of this course is to train engineering and maintenance 
personnel on the operation and basic troubleshooting of the Variable 
Frequency Drive systems, in order to become more effective 
troubleshooters on production equipment.  The trainees will learn how to 
wire, program and troubleshoot the Allen Bradley PF70 VFD hardware, as 
well as basic induction motor operation & troubleshooting.  This course 
will also focus on the Allen Bradley PF70 VFD for Component Identifi cation, 
Preventive Maintenance and Troubleshooting techniques.  This is a 
16-hour course.

6 Look for course times in our schedule guide or at TrainWithCTS.com



Technical

power surge

my friend...
the answers,

Solar energy continues to be on the increase, and 

production of panels and related systems includes a 

high level of automation. CTS can bring training units 

directly to customers or conduct eLearning without 

the need for expensive, time-consuming travel.

Alternative energy sources, such as wind power, are 

not only producing a source of energy (including a 

tower at our University of Toledo Scott Park Campus), 

they are also producing training needs for the systems 

that control them. Custom Training Solutions is 

assisting plants across the country in keeping their 

alternative energy sources at peak operation levels.

mAintenAnce netWorK 
ServiceS

CTS offers a knowledgeable team trained 

in manufacturing and IT networks. We can 

provide network assessments, design and 

planning. Maintenance networks provide 

your technicians with quick access to 

PLC and other automation equipment to 

increase output and reduce downtime.

tecHnicAl proDuct inventorY

Let CTS inventory your installed automation 

controls and mechanical equipment to 

develop an accurate training plan that targets 

technical training where it is most needed. A 

CTS professional will inventory your plant fl oor 

equipment and return with a detailed report of 

the installed equipment and a detailed training 

plan for that equipment.

revolutionArY

At the end of 2009, the 

installed capacity of wind 

power in the United States 

was just over 35,000 

megawatts (35 GW),[2][3] 

making it the world 

leader. Wind power 

accounts for about 2% 

of the electricity generated 

in the United States.

my friend...
the answers,

my friend...
the answers,

my friend...
Alternative energy sources, such as wind power, are 

not only producing a source of energy (including a 

tower at our University of Toledo Scott Park Campus), 

they are also producing training needs for the systems 

that control them. Custom Training Solutions is 

assisting plants across the country in keeping their 

alternative energy sources at peak operation levels.

leader. Wind power 

accounts for about 2% 

of the electricity generated 

in the United States.
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Technical Technical
c o u r s e s

PowerFlex 70 (Allen Bradley) Troubleshooting
This course provides students with procedures to replace, 
program, and troubleshoot a PowerFlex 70 AC drive system. 
Students will learn how to identify and replace drive equipment 
and perform system checks. Students will also have the 
opportunity to use the Human Interface Module (HIM) and 
DriveTools™ software to locate, monitor, and modify drive 
parameters. In addition, students will learn to identify and 
correct drive system problems. Hands on lab sessions will 
provide students with the opportunity to learn in a plant fl oor 
environment.  This is a 16-hour course.

DriveTools (Allen Bradley) Drive Parameter 
Programming
Use Allen Bradley software to locate, monitor, and modify drive 
parameters. The student will work with the drive software and 
the course will detail the features of the software tools and the 
benefi ts of easy access to drive parameters, saving parameters 
and restoring drive programs when replacing failed units. This is 
an 8-hour course. 

Vibration Analysis Basics
This course is designed for the new user of vibration analysis or 
predictive maintenance instrumentation or for the individual that 
desires to become more familiar with the basics of vibration. 
The relationship between the mechanical condition of machinery 
and vibration is presented. This background helps show how 
vibration detection and analysis can be used in a cost-effective 
program to identify machinery problems and schedule repairs 
to avoid costly machine downtime. Basic vibration measures 
including amplitude, frequency, and phase are discussed. 
Students will realize signifi cant benefi ts from the practical 
hands-on measurement exercises using modern data collectors 
and analyzers. The material in this course is applicable to all 
vendors’ vibration data collection or analysis equipment. This is 
a 24-hour course.

NFPA 70E – Standard for Electrical Safety 
in the Workplace
An Arc Flash is related to the available fault current and total 
clearing time of the over current protective device during a 
fault condition. Unfortunately there is a person standing in the 
path of this blast to receive the intense light, massive pressure 
force, great enough to propel a person across a room, and 
resultant molten metal, shrapnel and vapor caused by Arc Flash 
temperatures that can easily reach 14,000 to 16,000 degrees 
F. This course is an overview of the major issues concerning 
Electrical Safety and the benefi ts of performing an Arc Flash 
hazard analysis. Topics of major interest covered include: 
employer/employee requirements, lockout/tagout, fault types, 
labeling requirements, personal protective equipment, and the 
use of current limiting devices. This is an 8-hour course.

Allen Bradley GuardLogix
The GuardLogix class is a beginning course on Allen Bradley 
GuardLogix PLC hardware. The course will use Ethernet as the 
communication network to connect the GuardLogix I/O block 
back to the GuardLogix PLC.  The class lessons will compare 
and contrast standard ControlLogix PLCs and GuardLogix PLCs.
as to project structure, confi gurations and tags. Basic layout 
and system set-up of GuardLogix processors will be covered. 
Set-up and confi guration of GuardLogix  I/O blocks will be 

cuStom trAiner ServiceS

CTS can build customized training 

workstations designed specifi cally for your 

operation. Workstations can be used to 

reinforce training and keep your workforce 

sharp with practice skills. You can use 

workstations as a maintenance tool to check 

modules.   

WAnt more?

In addition to the course descriptions provided, 

Custom Training Solutions can also bring the 

following training courses to your facility:
• Allen Bradley SLC-500, PLC-5, 

ControlLogix, CompactLogix and 
Devicenet

• Hydraulics & Pneumatics, Rigging, 
Bearing, Power Transmission

• HMI: Wonderware & Panelviews
• Siemens S7 PLC
• Instrumentation/Process Control
• Preventive/Predictive Maintenance Topics  
• Plastics Training (Injection, Tooling, 

Materials, Extrusion, Setup)
• AutoCAD, Inventor, Solid Works
• OSHA, NEC
• GuardLogix
• Controlnet
• Ethernet

Or, we can customize a course to meet your 

specifi c needs.

8 Look for course times in our schedule guide or at TrainWithCTS.com



c o u r s e s

included. Troubleshooting of network, I/O connections, and processor 
configurations through the diagnostic LEDs are also incorporated in the 
class.  This is a 16-hour course.
Hardware used:  1756-ENBT – Ethernet Module
                          1756-L61S – GuardLogix PLC
                          1756-LSP – Safety Partner Processor
                          1791ES-IB8XOBV4 – Guard I/O EtherNet/IP  

Safety Modules

Siemens S7 PLC Level I
This is an introductory course for the S7 product and family of PLC 
controllers. Hardware identification and configuration with software 
configuration topics are included. Program structure and instruction 
sets with hands on demonstration equipment is covered. Students 
will use digital, analog and timing function labs to reinforce plant floor 
applications. Students will be required to enter logic, test and debug 
ladder logic. This is a 24-hour course.  

Siemens Profibus DP Network
This course will help the student with installation and maintenance 
aspects of the Siemens profibus DP network. Hands on troubleshooting 
using hardware, software and configuration tools will be utilized. Proper 
installation of connectors, cabling and testing topics will be covered. This 
is a 16-hour course.

INDUSTRIAL FLUID POWER 
Fluid power is an efficient way to move energy without mechanical belts, 
chains, or levers. The physics of fluids, components, troubleshooting and 
design applications for hydraulic & pneumatic systems are covered in 
this class. This is an 8-hour course.

INDUSTRIAL FLUID POWER II 
In this class, the student will use electro-pneumatic valves, 
programmable logic controllers (PLCs), in/out boxes, and various types 
of electrical switching devices. The students will build, design, and 
troubleshoot machines using - pneumatics, hydraulics, and electronics.  
Industrial fluid power is a prerequisite for this course.This is an  
8-hour course.

Robotics I
An Introduction to Robotics is a study of basic robotic systems 
and operations. The objective is to introduce robotic systems and 
programming reinforced with “hands-on” training on a robot, teach 
pendant and controller. Different types of robot systems and their 
components will be explained. The robot and the controller will be broken 
down into parts such as power supply, servo motors and amplifiers, 
feedback systems, and inputs and outputs, and it’s function. System 
back-up, robot mastering, coordinate systems, tool center point, register 
data, and program editing will be explained and used in lab exercises. 
The FANUC robot and controller system will be used in the labs with 
reference to other robotic systems as well.  This is a 16-hour course.

Robotics II
Advanced Robotic Systems is a continued study of basic robotic 
operations. The objective is to learn more advanced robot programming, 
flex cell system integration, and troubleshooting reinforced with “hands-
on” training on a FANUC robot system. Program styles, concepts, 
and interfacing will be discussed based upon the trainees actual 
manufacturing work cells. The FANUC robot and controller system will be 
used in the labs with reference to other robotic systems as well. This is a 
16-hour course. 
NOTE: The Robot training session can be customized to suit the 
customer’s needs as per their actual manufacturing system. 

INDUSTRIAL ELECTRICITY I 
This is an introductory electricity course for skilled trades personnel. 
The course is a study of DC and AC electricity principles, with a practical 
approach to applications in an industrial environment.
The learner will obtain a knowledgeable understanding of the key 
symbols and abbreviations associated with the electrical trade, acquire 
a comprehensive understanding of basic electrical terminology, apply 
Ohm’s Law to a number of relevant electrical applications, synthesize a 
number of components into a working system involving series, parallel, 
and series parallel circuits, and analyze and organize information gleaned 
from a malfunctioning circuit and restore that circuit to its original 
intention. This is a 16-hour course.

INDUSTRIAL ELECTRICITY II 
This course is an advanced study of Industrial Electricity providing 
comprehensive coverage of the control devices used within a 
contemporary industrial electrical system. The learner will apply a 
knowledgeable understanding of key symbols and abbreviations and 
apply that terminology to a number of components synthesizing them 
into a workable electrical circuit. Upon completion of this course the 
learner will be able to analyze and organize information gleaned from a 
malfunctioning circuit and restore that circuit to its original intention. This 
is a 16-hour course.

ELECTRICAL PRINTS & TROUBLESHOOTING
This course is a study of the systematic elimination of the various 
parts of a system or process to locate a malfunctioning part. The 
learner will obtain a knowledgeable understanding of the key symbols 
and abbreviations associated with the electrical trade, acquire a 
comprehensive understanding of the various devices associated with 
an electrical circuit, synthesize a number of electrical components 
associated with a viable sequence of operation, recognize a 
malfunctioning circuit through proper meter application, and apply 
informed terminology while troubleshooting and restoring a malfunction. 
This is a 16-hour course.

MOTORS AND MOTOR CONTROLS
This course is designed to be a comprehensive reference for use in 
industrial maintenance and electrical training programs. Each topic 
covered includes activities which reinforce the objectives presented. 
Topics covered range from motor types and controls to installing and 
troubleshooting electric motor drives. This is a 16-hour course.

HVACR I 
An introductory Heating, Ventilation, Air Conditioning and Refrigeration 
course for skilled trades personnel. The course is a study of basic 
thermo-dynamic principles, with a practical approach to applications 
in a residential, commercial and industrial environment. The course 
will cover basic heating and cooling concepts, refrigerant properties, 
psychometrics, terminology, safety, troubleshooting and applications of 
basic mechanical heating and cooling components and their electric/
mechanical control. This is a 24 hour course.

HVACR II 
An intermediate study of the HVAC field. Studies will include commercial 
and industrial designs and equipment, Load Calculations and System 
Sizing. Concepts of equipment control will  be introduced featuring Low 
Voltage, High Voltage methodologies This is a 24-hour course.

9419.530.3307 (Toledo) or 419.267.1332 (Archbold)



Computer

Crystal
clear
Crystal Reports helps you 
go from raw data to easy-
to-read report in no time

In today’s world of business, computers and technology, the desire 

for data is everywhere. The more you know, the more you can plan 

for better effi ciencies or business decisions for manufacturing, shift 

management or asset allocation. But, with all the raw data at our 

disposal on the technical side, how can we sort 

through complex database tables to make the 

information easy enough for the everyday worker to 

understand? Fortunately, we have Crystal Reports.

Considered by many to be the Microsoft Access 

of data reporting, Crystal Reports has been part 

of daily data processing for businesses and 

organizations for more than 15 years. What started 

back in 1995 as “Crystal Reports Early Name,” the 

program has been through the expected name, 

interface and capability updates to become the 

power-packed software it is today. Now, it’s a 

well-refi ned tool that allows you to take any of the raw data you want to 

analyze and present it in a report with drag-and-drop simplicity.

10 Look for course times in our schedule guide or at TrainWithCTS.com



c o u r s e s
Computer

Microsoft Products

Moving to Windows 7 
This course is designed for people who are comfortable with Windows 
XP and are now upgrading to Windows 7. 

Moving to Offi ce 2010 
This course is designed for people who are comfortable with previous 
versions of Microsoft Offi ce and are now upgrading to Offi ce 2010. 

Introduction to Word 2007 
Learn how to make professional-looking documents with Word. This 
course introduces the beginner to creating, modifying, and formatting 
a document in addition to using Word’s writing and drawing tools. 

Intermediate Word 2007
Take your knowledge of Word to the next level! This seminar covers 
intermediate editing and formatting techniques, tables, columns, 
styles, templates, setting up outline documents, and producing 
a report. 

Advanced Word 2007
Learn to save even more time with Word. This seminar covers 
advanced editing and formatting, report techniques, charts, 
pictures, performing a mail merge, creating a Word form, and 
introduces macros. 

Introduction to Excel 2007 
Learn the basics of Excel by creating and modifying a worksheet, 
enhancing the worksheet’s appearance, controlling printed output, and 
creating formulas. 

Intermediate Excel 2007 
Further your knowledge of Excel by expanding your formula-writing 
abilities.  In this class you will learn fi nancial functions, logical 
functions, date/time functions, as well as how to build charts and 
controlling the worksheet display. 

Advanced Excel 2007 
Are you ready to take your Excel skills even further? This level covers 
naming ranges, lookup functions, templates, auditing, pivot tables, 
databases, analyzing data, importing, exporting, and using 
workgroup features. 

Excel Macros
This course covers the basics of writing macros in Excel. From using 
the macro recorder to working in the Visual Basic Editor we will learn 
the steps to recording macros, storage locations and methods of 
activating the macros. 

Introduction to PowerPoint 2007 
Learn the easy way to make professional-looking presentations. This 
seminar covers creating text slides, tables, clipart, design templates, 
speaker notes, and producing a slide show. 

Intermediate PowerPoint 2007 
Are you ready to take your presentations to the next level? This 
seminar covers sharing data with Microsoft Excel and Word, charts, 
adding special effects to text, adding sound and motion clip 
fi les, inserting action buttons, and working with AutoShapes. 

Whether you’re in healthcare, government, 

manufacturing or education, Crystal Reports 

interfaces with SQL, Oracle or other compliant 

database to put information at your fi ngertips. 

Once connected to the database information (usually 

handled by your internal IT department) simply select 

from the list of available fi elds in your database, 

then generate the reports you need. 

Use it to analyze manufacturing productivity, 

healthcare, payroll or even patient data, or review 

school registrations or student credits. The possibilities 

are limited only by the information contained within the 

database; if the fi elds exist, Crystal Reports gives you 

the fl exibility to organize and analyze the data any way 

you’d like.

If you’re familiar with typical interfaces for word 

programs such as Access or Word, then the Crystal 

Reports environment will seem quite natural and easy-

to-navigate.  Once you’ve identifi ed the data you’d like 

to include in your report, Crystal Reports has some 

basic charting capabilties, and the information can be 

exported as rich text or any of delimited fi le formats, 

then used in Excel for further charting or analysis.

Whether you’re a database manager looking to add 

some custom reporting features, or a data user looking 

for an easy way to share information with co-workers, 

Crystal Reports is the gold standard for making use of 

all your gathered information.

A free version is available with some limitations, or you 

can explore all the features at www.crystalreports.com.

Custom Training Solutions offers Basic, Intermediate 

and Advanced Crystal Reports training to match any 

skill set or necessary level of integration.

For more information, contact CTS at 419.530.3307 in 

Toledo or 419.267.1332 in Archbold.
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c o u r s e s
Computer

Introduction to Publisher 2007	
Need to create professional looking publications 
on a small budget? In this course you will create 
company letterhead, flyer, newsletter, and other 
publications. Also, you will work with various 
Publisher features such as shapes, tables,  
and WordArt. 

Introduction to Access 2007	
This course is designed for those who are new 
to the world of databases. The seminar covers 
setting up a new database by creating a table 
and form, displaying selected records  
by applying filters, creating queries, creating  
and modifying a report, and importing 
spreadsheet data. 

Intermediate Access 2007	
In this seminar you will further your knowledge 
of databases and of Access. We will cover 
working with relating tables, creating custom 
forms, queries, reports, Access Internet features, 
and compacting and repairing a database. 

Advanced Access 2007	
This level covers transferring data between 
Access and other applications, creating a 
many-to-many relationship and a one-to-one 
relationship between tables, and creating a 
switchboard.

Introduction to Visio 2007	
If you are responsible for presenting information 
in a graphic format, Visio could be your answer. 
In this course you will use Visio’s drawing tools, 
create basic diagrams, format drawings, and 
use the reporting features to help you design 
organization charts, flow charts and,  
process diagrams. 

Web Design
Create Your Own Web Page with 
Expression Web	
This seminar is designed for people who would 
like to build a basic web site quickly. The 
seminar will cover working with tables, pictures, 
and hyperlinks, using dynamic HTML effects, 
managing a web site, and more.

Introduction to Dreamweaver
This course is an introduction to basic web and 
HTML concepts and how to use DreamWeaver 
tools to design a web page.  Students will learn 
how to create, save and import text into web 
pages and sites.  They will also learn how to 
format text and paragraphs, create tables, and 
add text and images to tables. 

Introduction to Flash	
Add some excitement to your web site by 
learning the fundamentals of using Flash to 
design animations for the Web. Students will 
examine creating and editing shapes, applying 
colors and line styles, combining shapes, 

importing bitmaps, and converting bitmaps to 
vector shapes. 

Introduction to PhotoshopElements
This course offers an in-depth look at Photoshop 
Elements, including the basics of selecting 
and modifying images, and creating and 
manipulating layers and other effects. Retouch 
and resize images, and prepare professional 
looking images for use in print and on the web. 

Introduction to Acrobat	
Would you like to be able to create electronic 
documents that cannot be modified? Would an 
electronic form help in gathering information 
from your customers? In this course, students 
will learn to create and modify PDF documents, 
create bookmarks and links, apply document 
security, and create interactive PDF forms. 

Introduction to PHP
Learn how to create dynamic web pages 
with PHP.  Learn how to work with PHP script 
elements and how to access and manipulate 
data.  Prerequisites include experience with 
HTML and familiarity with SQL queries.

General Computer

Introduction to OpenOffice
This class is designed for those of you who want 
to try something different than the traditional 
“Office” programs or who are looking for a no-
cost alternative software package for your home 
or business use.  In this course we will learn 
how to install OpenOffice and get an overview of 
each of its applications (Writer, Impress, Math, 
and Base). Familiarity with Windows or another 
graphical operating system is required. 

Introduction to Pinnacle Studio
This course is designed to introduce students to 
video production using Pinnacle Studio. Learn 
how to edit digital video and voice and sound 
tracks, integrate a background onto a track shot 
against a green screen and more! 

Computing in a Cloud
Applications that reside online are presenting 
a challenge to traditional applications such as 
Microsoft Office.  In this class we will compare 
Google Docs and Zoho and learn how they are 
similar to and different from traditional office-
type applications.  The student will have the 
opportunity to create a profile on each site and 
at least one document using each platform. 

SQL: Fundamentals of Querying
SQL is a powerful query language that enables 
you to look at data for decision making 
purposes.  In this course you will learn how 
to connect to the SQL Server database and 
execute a simple query, use functions to perform 
calculations on data, organize data, format 
output, and generate a report.

Business Development

Introduction to Project 2007	
Learn to identify the steps in project planning 
by building a project, developing a project 
plan, defining goals, requirements, tracking the 
progress of a project, resolving resource over-
allocation problems, reporting the progress of a 
project, and evaluating a completed project. 

Intermediate Project 2007	
This level covers sorting and grouping project 
information, creating custom group options, 
filters, tables, custom views, baseline plans, 
updating a project schedule, comparing the 
actual and planned progress of a project, Gantt 
charts, workgroup features, macros, custom 
forms, and using the organizer. 

Introduction to QuickBooks	
Get started with QuickBooks, working with lists, 
generating invoices, statements, and credit 
memos, recording sales, performing inventory 
activities, managing your checkbook, managing 
credit cards, and using the help feature. 

Intermediate QuickBooks	
In this course you will learn to customize forms, 
create templates, use different account types, 
create and customize graphs, track and pay 
sales tax, and use the payroll features. Also, you 
will create, modify, and memorize QuickReports, 
along with exporting reports to Microsoft Excel. 

Introduction to Crystal Reports	
The ability to analyze data is critical to a 
business’ survival. Crystal reports is a database 
reporting tool that can help you analyze and 
present data from a variety of sources. Learn 
about creating simple reports, working with 
the report design environment, organizing and 
analyzing report data, using parameter fields, 
formulas and functions, record selections, sub 
reports, cross-tab analysis, and graphing. 

Intermediate Crystal Reports	
Further your data analysis capabilities in this 
course. In this seminar you will be creating 
complex reports using parameter fields, 
subreports, and the section expert. Also, you will 
work with advanced formulas, functions, data 
access techniques, charts, and maps. 

Using a SmartBoard
The use of the SmartBoard Technology allows 
truly interactive presentations to audiences 
either in person or via the World Wide Web. 
By “digitizing” graphic content, presenters 
use computers to convey information using 
PowerPoint software, computer utility software 
such as Word and Excel or the SmartBoard as a 
“digital whiteboard.” This course will provide the 
basic introduction on how the SmartBoard works 
as well as common functions presenters could 
use in presentations. 
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Computer

ready 
toExcel

are you

?
Everyone uses it, or at least so it seems. In fact, some might say it has 

even become the “Kleenex®” or “Q-tips®” of spreadsheet programs. 

Since Microsoft Excel is the name in spreadsheets, here are a few 

quick features that could prove useful in your everyday tasks.

Automatic Subtotals

Subtotals are calculated with a summary function, such as Sum or Average, 

by using the SUBTOTAL function. You can display more than one type of 

summary function for each column.

Conditional Formatting

Use conditional formatting in Microsoft Office Excel 2003 to 

quickly draw attention to important figures. You specify what 

conditions you want to highlight, and Excel takes it from there.

Financial Analysis

Analysis of financial numbers can offer valuable insights for your 

boss, the company’s management, and potential investors. Excel 

offers tools to perform ratio analyses, analyze customer and product 

profitability, and analyze inventory and cost of goods sold.

One-Click Graph Generation

Create professional-looking charts and graphs that display the 

details that you want. You can modify the chart, apply predefined 

styles and layouts, and add eye-catching formatting. You can also 

reuse a favorite chart by saving it as a chart template, or use charts in 

other Microsoft programs.

For more information on Excel courses or for customized 

training for your business or organization, contact CTS at 

419.530.3307 in Toledo or 419.267.1332 in Archbold.

“CTS has provided excellent 

training to our staff. They 

were able to meet the needs 

of our employees, who had 

varying skill levels, and were 

very flexible. The instructors 

provided help inside and 

outside the classroom.” 

Katie Huss
Training Coordinator 
St. Luke’s Hospital

said it
you

Web Site Development Service  
for business

CTS offers web development classes in Expression 

Web, HTML, Dreamweaver, Fireworks, and Flash 

animation. Learn how to develop functional web 

sites for work or play.

If you need assistance in development and 

deploying  your small business web site,  

contact CTS for assistance.

419.530.3307 (Toledo) or 419.267.1332 (Archbold) 13



Computer

social
butterfly

When it comes to social networking, some may be a little 

intimidated, while for others, it seems their fi ngers just can’t 

Tweet or Facebook fast enough. 

Regardless of whether you’re a power user or a part-time 

Tweeter, social media are here to stay, and they are also an 

ever-growing part of the business world, as well.

If you’ve ever followed a business on Facebook, perhaps 

you’ve downloaded some valuable coupons or found a special 

deal of the day. Or maybe LinkedIn helped you establish a 

new business relationship that started with a few simple 

e-mail exchanges.

Fact is, more and more businesses and organizations are 

using these options to supplement, and in some cases even 

replace, traditional web sites in having an online presence.

Custom Training Solutions provides a full package of 

sessions and seminars that can help you with everything 

from optimizing your web site to creating a Facebook page to 

starting and managing an e-newsletter or blog.

For more information, contact CTS at 419.530.3307 in 

Toledo or 419.267.1332 in Archbold.

HAve Your people 
meet our people

Certifi ed Networker and Custom Training 

Solutions present a Small Business series.

October 20: Google Business Listings

November 3: Organizing Contacts with Outlook

Each session runs 1-3 p.m. The fee 

per session is $20. Certifi ed Networker 

graduates/students pay only $10.

SociAl ctS

Yes, you guessed it. Custom Training 

Solutions has a presence on popular social 

media sites, as well. 

Be sure to visit us at our Facebook page 

or follow us on Twitter at 

www.twitter.com/trainwithcts
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nline

You pick the training. You pick the time. It’s that simple.

trainingtraining

Ed2Go
A division of Gatlin that offers online courses.  Lessons 
release twice per week for a period of 6 weeks.  All 
materials are online for most programs.  New sections of the 
courses begin monthly.

Trump University
In partnership with JER and Trump, these business-based 
classes are self-directed.  The students may begin as soon 
as registration is confi rmed.

Command Spanish
These self-paced online Spanish courses 
offer conversational Spanish for a variety of 
occupations.  Some courses offer continuing 
education units so please check the online descriptions.

JER Online
JER Online and JER Online Green Education & 
Sustainability offer a variety of self-directed or 
instructor- led online courses.  Some programs qualify 
for continuing education units.  Most of the courses 
have all of their materials online for the student.

15419.530.3307 (Toledo) or 419.267.1332 (Archbold)



Online
Virtual Classes
The following classes will be offered in our 
virtual classroom.  Students will participate 
from their homes or offices with an internet 
connection and a separate phone line.  No need 
to travel when the classroom can come to you!

Intro to Crystal Reports XI
This course covers creating simple reports, 
working with the report design environment, 
organizing and analyzing report data, using 
parameter fields, formulas and functions, record 
selections, sub reports, cross-tab analysis, 
charting and graphing, geographic mapping, and 
working with data sources. 8 hours.

Intro to Microsoft Project 2003/2007
Learn to identify the steps in project planning 
by building a project, developing a project 
plan, defining goals, requirements, tracking the 
progress of a project, resolving resource over-
allocation problems, reporting the progress of a 
project, and evaluating a completed project.  
8 hours.

Intro to Microsoft Visio 2007
In this course you will explore the Visio 
environment, use the drawing tools, create 
basic diagrams, format drawings, use network 
drawings, use the custom properties feature, 
and the reporting features. 8 hours.

Intro to Microsoft Excel 2007
In this course you will learn the fundamentals 
of Microsoft Excel.  You will create a basic 
spreadsheet, learn how to edit and format as 
well as write basic formulas. 8 hours.

Excel 2007 Pivot Tables
Learn to use PivotTables to summarize and 
manipulate large data stores.  We will start with 
PivotTable basics and touch on more advanced 
data manipulation techniques.  We will also see 
how PivotCharts help us to visualize data.  
2 hours.

Using Excel 2007 to Manage  
Your Finances
Excel 2007 has powerful financial functions that 
will allow you to see your true financial picture 
and then make informed decisions as to where 
you want your financial future to take you.  This 
class will focus on creating a basic budget, using 
some of the powerful financial functions in Excel 
2007 and using What-If analysis to help you 
make informed financial decisions. 2 hours.

Excel - Charts, Charts and More Charts
In this course we will examine basic charting 
techniques.  We will also examine the many 
different chart types that are available to you in 
Excel 2007.  We will use real-world examples as 
to how to effectively use the different chart types 
that are available in Excel 2007. 2 hours.

Data Management in Excel
Excel 2007 has tremendous data management 
capabilities and we will investigate how we can 
effectively use those capabilities.  We will learn 
about basic and advanced filtering techniques.  
We will also learn about the SUBTOTAL function 
and using Custom Views. 2 hours.

Online Career Certifications

HEALTHCARE 

Advanced Coding for the Physician’s 
Office (80 Hours) 
This online course prepares students to learn 
CPT, ICD-9-CM (Volumes I and II), and HCPCS 
Level II coding. This advanced online medical 
coding program is designed for students with 
previous medical coding experience. A basic 
coding education course is required. Preparation 
for the Certified Professional Coder (CPC) 
certification exam is included. 

HIPAA Compliance (12 Hours)
This course provides doctors and their staffs 
with a simple route to compliance.  Instead of 
spending hours researching HIPAA regulations, 
training employees and rewriting contracts, 
internal documents, patient forms and policy-
an-procedure manuals, doctors’ offices get it 
all simply by enrolling in this program.  This 
program is ideal for office administrators, 
managers, or physicians.  The fee includes four 
user licenses.  

Medical Billing and Coding (240 Hours)
Students can learn medical billing and coding 
from the comfort of their own homes with this 
online, instructor-facilitated program.  Upon 
successful completion of this course, students 
are prepared for an entry-level position in 
medical billing and/or coding and are prepared 
to sit for the Certified Coding Associate (CCA) 
national certification exam.  All materials 
included.

Medical Terminology (60 Hours)
This online course introduces elements of 
medical terminology, such as the etymology 
of words used to describe the human body. 
Students learn to apply proper terminology and 
spelling for major pathological conditions.  All 
materials included.

Pharmacy Technician (240 Hours)
The objective of the Pharmacy Technician 
Program is to provide graduates with the skills 
and knowledge that will enable them to qualify 
for entry-level positions in pharmacies as well 
as prepare for national certification. This self-
paced, web-based program pairs students with 
an instructor for one-on-one assistance and 
includes a forty-hour externship. All materials 
included. 

BUSINESS 
Entrepreneurship: Start-Up and Business 
Owner Management (360 Hours)
This entrepreneurship course teaches students 
the basic and foundational skills needed to 
start their own business. The program provides 
an excellent foundation for not just the start-
up business owner, but also the business 
owner or manager who wants to gain a further 
understanding of some of the basic, essential 
and fundamental principles associated with 
owning and operating a start-up or on-going 
business. The program includes an introduction 
to Business Plan Development, Positioning 
For and Finding Financing, Legal Issues in 
Operations, as well as Buying and Selling a 
Business and is designed for someone with 
little or no previous experience. You will grow in 
your understanding of financial and accounting 
terms, gain confidence and improve your 
communication skills, as well as explore the 
basics of running a business in accord with legal 
requirements.  

Lean Mastery (60 Hours)		
Is your business looking for ways to eliminate 
waste and refocus on providing quality products 
and services on time and at a low cost?  If so, 
Lean could be your answer. Students will learn 
the concepts and theories needed to transform 
an organization to Lean in this online, expertly-
facilitated program. 

Project Management (40 Hours)	      
Project Management is growing exponentially. 
It’s now used in virtually all industries, such as: 
healthcare, government, education, and banking. 
This online, instructor-led program prepares 
students to be successful in the fast growing 
project management career field. Interested in 
earning PMP certification?  This program meets 
the educational requirement of that certification 
and is compliant with the current edition of 
A Guide to the Project Management Body of 
Knowledge (PMBOK® Guide).

Six Sigma Greenbelt (100 Hours)
Six Sigma is one of the highest standards for 
companies and individuals to achieve. This 
interactive online experience provides the skills 
needed to affect this highly valuable skill as 
well as prep for the national certification. All 
materials included. 

Six Sigma Black Belt (200 Hours)
The Black Belt training program integrates 
online learning with hands-on data analysis. 
The course material provides an in-depth look 
at the DMAIC problem-solving methodology, as 
well as deployment and project development 
approaches. Workshops are incorporated 
extensively throughout the training to challenge 
the student’s analytical and problem-solving 
skills. 
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c o u r s e s
Online

COMPUTER
Comp TIA™ Cisco™ CCNA® 
Certification Training (100 Hours)
In order to prepare students to obtain the 
CCNA® credential, this program includes both an 
Introduction to Cisco® Networking Technologies 
module and an Interconnecting Cisco Network 
Devices (ICND) module. The CCNA® certification 
indicates a professional’s knowledge of and 
foundation in basic networking. CCNA® certified 
professionals can install, configure, and operate 
LAN, WAN, and dial access services for small 
networks (100 nodes or fewer), including but not 
limited to use of these protocols: IP, IGRP, Serial, 
Frame Relay, IP RIP, VLANs, RIP, Ethernet, and 
Access Lists. This program contains e-learning 
and coursework books to aid in your studying. 
In addition, each student will receive an actual 
Cisco IOS® simulation which allows students to 
execute the 22 labs that accompany the Cisco® 
authorized curriculum.

Microsoft Certified System Engineer 
2003 (MCSE) (700 Hours)
The MCSE credential for professionals who 
analyze the business requirements, and design 
and implement the infrastructure for business 
solutions based on the Microsoft Windows® 
2003 platform and Microsoft server software. 
Implementation responsibilities include installing, 
configuring, and troubleshooting network 
systems. The MCSE 2003 credential is one of the 
most widely recognized technical certifications 
in the industry, a credential in high demand.  
Textbooks included. 

Microsoft Certified System Administrator 
2003 (MCSA) (440 Hours)
This MCSA certification program provides expert 
instruction on the Microsoft® Windows® Server 
2003 family, making it easier to deploy, manage, 
and use. Achieving the Microsoft Certified 
Systems Administrator (MCSA) on Microsoft 
Windows® 2003 credential provides a valid and 
reliable measure of technical proficiency and 
expertise to successfully manage and maintain 
the typically complex computing environment of 
medium-to-large-sized companies operating on 
the Microsoft Windows® Server 2003 System. 
Textbooks are included.

Go Green 

Building Analyst Quick Start: BPI BA 
Certification (60 Hours)
The Building Analyst Quick Start Program 
consists of two online programs: Principles of 
Green Buildings and Performing Comprehensive 
Building Assessments.  This program covers 
topics such as insulation, moisture management 
and indoor air quality.  The program is 
designed for students who are engaged in 
conducting building assessments, energy audits, 
performance testing, energy ratings, green 
ratings, rating verifications, quality assurance, 

quality installations, building inspections, home 
inspections, home tune-ups, or any other related 
building improvement, evaluation, or repair 
services that make changes to the building 
as a system.  This program has also been 
designed to help prepare individuals on the path 
to various NATE, NARI, BPI, RESNET, and other 
industry credentials related to green building 
performance. This program is recognized by 
North American Technician Excellence (NATE) 
and Building Performance Institute (BPI) for 
28 hours of continuing education (28 CEHs) 
applicable to NATE and BPI recertification. 
Must obtain a 75% or higher to obtain CEH 
recognition.

Certified Indoor Air Quality Manager 
(CIAQM) (16 Hours)
Are you a facility manager, building engineer, 
or health and safety officer who wants to 
improve the indoor air quality of your building? 
Are you properly prepared to handle air quality 
complaints? Common mistakes can turn a 
small grievance into a wildfire of speculation 
and accusation.  In this program, you will learn 
how to diagnose, resolve, and prevent indoor air 
quality (IAQ) complaints. You will also establish 
a comprehensive IAQ plan specific to your 
buildings.

Certified Green Supply Chain 
Professional (60 Hours)
This certification program will help you learn 
the essentials of green product standards and 
labeling as well as how to develop sustainability 
supplier programs, implement sustainable 
business practices, apply lean and green 
manufacturing strategies, and integrate these 
practices across the extended supply chain.

Senior Certified Sustainability 
Professional (110 Hours)
In this course you will learn the basics of green 
purchasing, corporate social responsibility, 
and carbon strategies. You will also explore 
environmental accounting, green transportation, 
and sustainability consulting.

Additional Career Certifications:
CompTIA A+ Certification
Forensic Computer Examiner
Performing Comprehensive Building 
Assessments
Wind Energy Apprentice

Online Seminars

Featured Courses:

A To Z Grantwriting
A to Z Grant Writing is an informative course 
that will equip you with the skills and tools you 
need to enter the field of grant writing!  You will 
learn how to raise needed funds by discovering 
how and where to look for potential funders who 

are a good match for your organization.  You 
will also learn how to network and develop true 
partnerships with a variety of funders, how to 
organize a successful grant-writing campaign, 
and how to put together a complete proposal 
package. 

Accounting Fundamentals
You will learn the basics of double-entry 
bookkeeping, while also learning how to analyze 
and record financial transactions, as well as 
prepare various financial reports at the end of 
the fiscal period. Accounts receivable, accounts 
payable, payroll procedures, sales taxes, and 
various common banking activities will be 
discussed. Cover all the bases, from writing 
checks to preparing an income statement and 
closing out accounts at the end of each fiscal 
period. 

Speed Spanish
This course teaches six easy recipes you can use 
to glue Spanish words together into sentences. 
With the methods taught in this course, you’ll be 
able to engage in conversational Spanish in no 
time. ¡Qué Bueno! 

Computer Skills in the Workplace
Learn the fundamental computer skills you need 
to succeed in today’s workplace. You’ll discover 
practical applications for email, word processors, 
spreadsheets, and databases, gaining a working 
foundation for the critical computer skills you 
need to survive in the modern job market. 

Additional Topics

Small Business
Creating a Successful Business Plan
Marketing Your Business on the Internet
Performing Payroll in QuickBooks 2010

Health Care
Certificate in End of Life Care (26 contact hours)
Certificate in Legal and Ethical Issues in Nursing 
(23 contact hours)
Spanish for Medical Office Nurses (32 contact 
hours)

Compliance
Confined Space Safety
Control of Hazardous Energy (Lockout/Tagout)
Fall Protection
OSHA Record Keeping and Documentation 

Education
Differentiated Instruction in the Classroom
Introduction to Teaching Online
Praxis I Preparation
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Leadership

Greater productivity. Fewer defects. More effi cient operations. Streamlined 

production lines. For plant and business managers looking to manage time and 

money while improving their product offerings and delivery, it’s an ongoing battle 

that requires an ongoing process: the CTS Operational Excellence platform.

Utilizing LEAN and Six Sigma continuous improvement methodologies, plant 

managers and staff level managers can develop an understanding of operational 

excellence en route to developing “customized” training modules in any or all areas 

as deemed necessary by their organization. 

While Operational Excellence is sometimes defi ned as continuous improvement, 

continuous improvement – a vital part of the plan – is only one part of the cycle.

In the CTS model, customers are at the core in determining how the organization 

must function to accomplish the stated objectives in a simple process. Three key 

areas work together in a loop for continued success, and removing any one of the 

initiatives breaks the cycle.

1. Resource Management – organizations must know how dollars should be 

effectively spent on employees, equipment, and facilities.

Lean, Six Sigma and more can help managers 
make better operational decisions

Leadership

processdo

Customer 
Expectations 
& Satisfaction

Measure & 
Control

Continuous 
Improvement

Resource 
Management
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c o u r s e s
Leadership

Management Leadership

Operational Excellence Overview – 4 hours
This session will provide an overview of the continuous improvement 
process leading to operational excellence.  Training will explain the 
processes required and how they interact to obtain expected results for 
your organization.  Areas will include Knowing Customer Expectations, 
Project and Resource Management, Continuous Improvement Integration 
and Control Plans.

LEAN Overview – 4 hours
This course will describe the purpose of implementing LEAN 
methodologies in the workplace for continuous improvement and cost 
reduction efforts.  Waste identification opportunities will be discussed 
to determine potential focus areas for your organization.  Overall LEAN 
concepts and principles will be reviewed to provide the knowledge and 
foundation the organization needs for future LEAN activities focusing on 
waste elimination and dollar savings.

Six Sigma Overview – 4 hours
This course will provide an overview of the Six Sigma DMAIC 
methodology used to implement improvement projects in both 
manufacturing as well as transactional environments.  This overview 
is designed for business leaders and managers who are interested in 
improving operational excellence.  This overview will walk participants 
through each step in the DMAIC model.
In addition, the participant will be provided with an overview of the 
various practitioner levels including Sponsors, Master Black Belt, Black 
Belt, Green Belt, and White belt.  

Quality Management System (QMS) Overview – 4 hours
This course will provide the participant with an overview of the elements 
of a good quality management system.  The elements discussed include 
Quality Manual review, Customer Satisfaction assessment, Management 
Review process, Quality System Documentation and Document Control, 
Supplier Management, Manufacturing and Process Control, Corrective 
and Preventive Actions, and Measurement and Measurement System 
Assessment. 

Customer Expectations and Satisfaction

Voice of Customer – 8 hours
This course provides training for quality improvement managers 
and business leaders in tools and techniques to assess customer 
requirements.  This activity is typically used in the Define phase of Six 
Sigma improvement projects but is also used by business leaders to 
align business strategies to targeted customer groups.  The following 
areas will be covered in this training: Customer Identification, Methods 
for obtaining customer information, Translating customer information 
into Critical Customer Requirements, Aligning customer requirements 
to your business strategy, SIPOC for understanding Customer-Supplier 
relationships, Kano model, Overview of Quality Function Deployment, and 
Analytical Hierarchical Process (AHP) for ranking customer attributes.

2. Continuous Improvement – organizations must 

continue to attack costs by reducing waste (LEAN 

processes) and variation (Six Sigma).

3. Measurement and Control – systems must be put in 

place to monitor and sustain improvements.

Our LEAN iniatives implement methodologies in 

the workplace for continuous improvement and 

cost reduction efforts.  Overall LEAN concepts and 

principles are reviewed to provide the knowledge and 

foundation the organization needs for future LEAN 

activities focusing on waste elimination and dollar 

savings.

Six Sigma coordinates improvement projects in both 

manufacturing as well as transactional environments 

by eliminating work process defects.

For measurement, HR staff also play an important 

role to develop effective scorecards, stakeholder 

analysis, and communication plans for tracking various 

employee relations functions.

The Quality Management System (QMS) provides 

elements for a complete system including a quality 

manual, management review process, documentation 

and document control, supplier management, 

manufacturing and process control, corrective and 

preventive actions, and measurement systems.

Support your existing 
efforts with only the 
areas you need, or take 
advantage of the entire, 
integrated process. 

19419.530.3307 (Toledo) or 419.267.1332 (Archbold)
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Resource Management

Problem Solving Techniques – 8 hours
The purpose of this course is to illustrate a structured plan for problem 
solving.  Various methods of problem solving will be discussed and 
suggested plans illustrated.  Areas to be covered include Brainstorming, 
Process Mapping, Cause and Effect Matrices, Ishakawa (Fish Bone) and 
FMEA (Failure Modes and Effects Analysis).

Project Identification and Selection – 8 hours
This course provides training for developing a project plan using 
prioritization matrices to optimize project benefits. Benefit and effort 
models will be illustrated and examples of scaling to fit your organizations 
needs demonstrated. 

Delivering Successful Projects – 8 hours
Leaders will be trained on the process of successful project 
implementation. Areas covered include project scope development, risk 
mitigation analysis, resource allocation and developing project teams 
including team selection and meeting facilitation techniques.

Continuous Improvement – LEAN 

Kaizan – 4 hours
This course will train the individual on the process of a successful Kaizen 
or continuous improvement event.  The Kaizan process will be described 
including preparation work and checklists, team selection, scope, 
facilitation and follow up.  Upon completion student should be able to 
conduct a successful event.

5S – 4 hours
5S is the foundation of every LEAN event and activity.  The 5S model 
will be explained in detail.  Included in the training will be preparation, 
facilitation and methods of measuring for long term success.

Set-Up Reduction & Standard Work – 4 hours
The deliverable of this training is an effective plan for any type of 
changeover or project activity to optimize resources.  Students will be 
trained on categorizing internal and external time activities.  In addition 
various tools including diagramming (mapping) and layout of the project 
will be illustrated for standardizing the method of operation.

Total Preventive Maintenance – 4 hours
This course will provide the tools for effective interaction of production 
and maintenance personnel.  Illustrations of checklist utilization and 
communication techniques will be demonstrated during this training.

Value Stream Mapping & Visual Workplace – 4 hours
The purpose of this course is to train students on visualizing the 
entire organization or process.  Various examples will be given and 
demonstrated to allow detailed breakdown of systems and processes.  
Discussion and recommendation of appropriate visual tools for monitoring 
operations will be taught as applicable.

Cycle Time and Efficiency – 4 hours
This course will teach the student the tools to improve (shorten) the time 
required to complete a process.  Value and Non-value add operations will 
be discussed and methods of measuring a process cycle will be reviewed.  
Upon completion student will be able to break down a process into 
various components for optimization.  

Continuous Improvement – Six Sigma Statistical Tools

Statistical Process Control and Capability – 8 hours
This course will provide the student statistical knowledge to determine if a 
process is in control and capable of producing or delivering an acceptable 
output.  Deliverables of this course include understanding of basic 
statistics, control chart analysis and process capability understanding.

Regression Modeling and ANOVA (Analysis of Variance) –  
8 hours
This course will include a review of process control and capability.  The 
student will then be trained on the process of statistical modeling and 
analyzing the variation of alternatives for optimum decision making.  The 
class will include statistics and graphs for evaluation of data.
NOTE: The student must understand SPC and Capability before signing up 
for this class.

DOE – Design of Experiment – 16 hours
This training will provide students with an application of experimental 
design and concepts associated with optimizing the designed output.  The 
entire process including pre-work, facilitation and analyzing data will be 
explained. 
NOTE: Students must have understanding of all statistical applications 
including Regression Modeling and ANOVA prior to enrolling in this course. 

Measurement and Control Methods

QMS –Session 1 – 8 hours
This is the first of two sessions outlining the basics of a good Quality 
Management System (QMS).  This course will outline the requirements for 
Management Leadership and Review, Development of a Quality Systems 
Manual including Documentation control, and Supplier Management.

QMS –Session 2 – 8 hours
This is the second of two sessions outlining the basics of a good Quality 
Management System (QMS).  This course will outline the requirements 
for Product Realization, including Process and Manufacturing Control, 
Root Cause and Corrective/Preventative Action, and Measurement System 
Analysis (MSA).

Organization Measurement – 8 hours
This course will provide the student with an overview of an organizational 
change model and will focus on recommended metrics for measuring 
change and conducting statistical analysis to determine if change has had 
a positive or negative impact on the organization.

Employee Selection and Assessment – 8 hours  
Upon completion of this course the student will have the ability to use 
scaled evaluation matrices for selecting and evaluating existing or 
potential employees.  Statistical methods will also be illustrated for 
evaluating personnel on ability to make subjective decisions on attribute 
metrics.
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picture
Lean6:

the big
Whether you’re interested in the complete, integrated process, or 

just a portion to supplement your existing efforts for operational 

excellence, the process map below illustrates the various training 

modules offered under each area of the process. Specifi c training 

classes or services necessary to insure success of each segment of 

cycle can be coordinated to create your custom training solution.

In addition to individual classes, a full comprehensive course for 

White Belts, Green Belts or Black Belts can be developed to fi t 

customer needs. 

A specifi c or comprehensive LEAN offering to attack costs within your 

organization is also possible. This could include on site assistance for 

a KAIZAN activity as specifi ed by customer.

Do you know 
what your 
customer 
expects?

How do you 
spend your 

money?

What are your 
waste and 
bottleneck 

areas?

Is your 
process 

capable and 
in control?

How do 
you make 

improvements 
stick?

VOC

Purpose Output – 
Deliverable

Input – Training 
Subjects

Resource 
Utilization LEAN Six Sigma –

WB, GB, BB
Systems & 

Metrics

Customer 
Identifi cation

CCR 
Development

Kano Model

AHP

SIPOC

QFD

Project Selection

Project Defi nition 
and Risk Analysis

Resource 
Allocation

Effective Teams

Problem Solving

Kaizan

5S

Set Up Reduction 
& Standard Work

TPM

Cycle Time and 
Effi ciency

VSM & Visual 
Workplace

Data Analysis – 
Basic Statistics

Process Control

Process 
Capability

Regression 
Modeling 

Analysis of 
Variance

Design of 
Experiment

QMS

Process Metrics

Organization 
Metrics

Employee Metrics

Customer 
Satisfaction

Operational Excellence – Process Map

Legend

Resource 
Management Continuous Improvement

Maintain & 
Control
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Safety

watch 
your

There’s a comparison that can be made of new 

licensed drivers stepping behind the wheel of a 

vehicle and that of new employees making his/

her way into the workforce for the fi rst time. 

Unfortunately, the same standard of competency 

and training isn’t applied. 

Some progressive companies take the time to 

ensure new workers are fully trained, certifi ed and 

are able to function in a safe environment. On the 

other hand, however, many organizations don’t see 

the safety “big picture.” 

From a front-line supervisor’s perspective, new 

and untrained employees can cultivate numerous 

problems in the plant. For example, absenteeism 

will become rampant, potentially putting undo 

stress on co-workers. 

Staff turnover is another concern for supervisors, 

as they may end up having to spend the majority 

of their time training a constant fl ow of new 

employees on job specifi cs. Through this process, 

health and safety issues often take a back seat. 

For management, new and untrained employees 

present a different set of costly challenges. For 

example, productivity will drop due to lost time, 

there may be overtime expenses, insurance costs 

will rise and there can be potential lost customer 

steps OSHA, BWC, 
Arc Flash 
Training & 

Certifi cations...

Today’s safety 
needs require 
well-planned 
and monitored 

programs

sales. Worker’s compensation claims will also 

increase and lead to higher premiums. 

How can these problems be avoided? What are 

some steps that can be put in place to help 

alleviate these concerns for new and untrained 

workers already in the workforce? Ideally, health 

and safety programs that offer basic training will 

fi t the bill quite nicely. New and untrained workers 

need to learn about personal protective equipment 

(PPE), back-injury prevention, health and safety 

regulations and hazard recognition. 

Health and safety components 

• Personal protective equipment: The purpose 

of PPE is to shield or isolate individuals from 

chemical, physical and biological hazards that 

Do You WAnt to protect 

Your emploYeeS’ SAfetY AnD 

HeAltH, but neeD Some eXpert 

ASSiStAnce??

CTS has partnered with many OSHA 

certifi ed instructors and consultants in 

the NW Ohio and S.E. Michigan area to 

provide a comprehensive and inexpensive 

solution to meeting your safety needs.  

We offer many courses, e.g., Incident 

Command, Confi ned Space, OSHA 10-

hour and OSHA 30-hour, Tow Lift, Drug 

Free Workplace, CPR and First Aid. If 

there is a class for which your workforce 

needs certifi cation, please contact us and 

we will fi nd the right instructor/consultant 

that fi ts your needs. Due to new laws 

and federal guidelines changing, feel free 

to ask for updates in regulations. CTS 

understands these are diffi cult times, and 

we have several resources that provide us 

new updates as the law changes.

steps
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CTS has recently entered into a 
partnership with the Safety Council 
of NW Ohio to offer OSHA and Safety 
training for employees and employers.  
We are proud to offer such a wide 
offering of training to the community.

Confined Space

Incident Command

Contractor Liability for Multi-
Employer Worksites

Control Conflict; Confrontation 
and Emotions for a Safer 
Workplace

Curbing Workplace Violence; 
The Human Factor

Driving classes for insurance 
discounts & corporate policy

Emergency Response & Fire 
Protection

Electrical Safety

Ergonomics: Improving Human 
Performance While Reducing 
Injury 

Fall protection

Fire safety

First-Aid/CPR/AED/ Bloodborne 
Pathogen training for the 
workplace

Forklift training and certification

40 Hour First Responder

Hand & Power Tools

Hazard Communication

Accident Analysis: A 
Management Approach

Job Safety Analysis : Effective 
Methods for controlling hazards

Legal Issues and Safety: Your 
Rights and Responsibilities

Lockout/Tagout Safety

OSHA Annual Update

OSHA 10/30 Hour Program for 
General Industry

OSHA 10/30 Hour Program for 
Construction

OSHA Inspections

OSHA Recordkeeping

PPE: Personal Protective 
Equipment

Respiratory Protection

Safety assessment walk-
through

Train-the-Trainer courses

Vehicle Accident Investigation 
Phase 1 & 2

Voluntary Protection Program

Walking & Working Surfaces: 
Slips, Trips and Falls

Welding, Cutting & Brazing 
Safety

Workzone/Flagger Safety
 

If what you would like to be trained or 
certified in is not on this list, please 
contact CTS at 419.530.3307 in 
Toledo or 419.267.1332 in Archbold. 
We are able to design and offer a 
customized program at your site, as 
well. 

may be encountered at a hazardous work site when 

engineering and administrative controls aren’t feasible to 

control exposures. This must be the last option for worker 

protection, as PPE doesn’t reduce potential hazards at 

their source. Examples are steel-toed footwear, work 

gloves, work coveralls, hard hats, eye glasses/goggles, 

ear plugs, fall protection and respirators. 

• Back-injury prevention: Back injuries cost American 

employers an estimated U.S. $10 billion per year. This 

is a staggering statistic that companies can’t ignore. 

Back-injury training increases the awareness about back 

care and develops a positive attitude towards proper back 

maintenance. Instruction should include proper posture, 

lifting techniques and stress the importance of good  

body mechanics.

• Health and safety regulations: Employees must learn 

that they’ve got the right to refuse unsafe work. This 

doesn’t put all the responsibility solely on the shoulders 

of employers, as both employers and employees have an 

obligation to ensure a safe workplace. 

• Health and safety committees: Through legislation, 

workers will also learn how health and safety committees 

promote awareness and interest within the company. The 

committee identifies and helps solve safety concerns. 

• Hazard recognition: A hazard is the potential of an 

activity, material or process that could result in injury to 

workers, damage to equipment, structure or property or 

degradation of the function of the process.

Workers must be aware of all potential hazards in their 

workplace and how to protect themselves. This will  

help them effectively eliminate costly industrial  

workplace hazards. 

In an ideal world, these health and safety training initiatives 

should begin as soon as high school students start applying 

for part-time work at the local fast-food restaurant, in a 

plant, warehouse or store. It’s important to engrain a safe 

working attitude at a young age. 

Looking to the future, these young workers will carry a 

safety consciousness with them through their entire work 

life. This will lead to a safer workplace, reduced accidents 

and improved performance.  

(Published in part from Gerry Ward www.maintenanceworld.com)
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Business

culture
“A Culture that focuses on people and their 

development is key to consistently delivering 

outstanding business results.” 

Does this statement remind you of your organization’s 

current cultural environment or the culture you want to 

create?  

CTS has partnered with DDI and Certifi ed Instructors 

to deliver high quality leadership and customer service 

modules to deliver to your workforce.  Each session 

can be customized and specifi cally geared to provide 

solutions to meet your workforce where they are 

at. Front-line supervisors, team leaders, managers, 

directors and even senior executives will benefi t from 

these sessions.  

Get ready to close the leadership gap. Leadership 

development, after all, is a proven necessity for 

organizations if they are to have the leadership 

capability they need.

leadership
the

A WorK in proGreSS

DDI’s Global Leadership Forecast 2008-2009 

survey reveals 5 major failings of current 

leadership development efforts: 

1. Leaders are not getting the right development.

2. Poor execution is undermining leadership 

development success.

3. Succession management is narrowly focused 

and incomplete.

4. Multinational leaders aren’t getting the 

development and support they need.

5. HR and executives are still not on 

the same page.

TARGETED
FEEDBACKSM/PATENT PENDING

AN ALTERNATIVE 360° MULTISOURCE
APPROACH TO DRIVE BEHAVIOR CHANGE 

DDI’s Targeted FeedbackSM/Patent Pending is a
breakthrough alternative multisource
approach designed to accelerate behavioral
change and to overcome common barriers
to traditional 360° implementations.
“Targeted”means targeted toward focused
development—it uniquely shifts the focus
from employee evaluations and ratings to
actionable development.

Targeted FeedbackSM energizes development
by revealing an individual’s top-priority
strengths and growth areas. Subjects come
away with clearer direction and an under-
standing that people are willing to help
them effectively change specific behavior in
a positive way. Thus,organizations receive a
greater return on investment (ROI) in the
form of measurable development results.

BENEFITS

The primary benefits of the Targeted
FeedbackSM approach include:

> Feedback is perfectly suited for develop-
ment purposes.

> Feedback focuses subjects’ attention on
the top three strengths and growth areas.

> Subjects are not overwhelmed by feed-
back data.

> The process is faster and less tedious for
all involved.

> The process engenders a support network
among managers,peers, and direct reports.

> Feedback is more actionable, increasing
your ROI.

THE DETAILS

Who Should Use Targeted FeedbackSM/Patent Pending

Targeted FeedbackSM is appropriate for 
associates at all organizational levels, from
individual contributors to executives.

Actionable Outcome 

Targeted FeedbackSM is based on DDI’s 
36 years of research, design, and practical 
application of assessment practices with
thousands of leading organizations world-
wide. As with traditional 360° instruments,
Targeted FeedbackSM gathers observational
information from multiple respondents
about a person’s performance based on key
organizational competencies. The survey
results provide insightful comparisons
between the subject’s view of his or her
strengths and areas for growth, and how 
others perceive them in terms of strengths
and development needs.

In some organizations, the “report card”
feel of multisource instruments creates 
indifference or defensiveness among 
subjects. Some subjects receiving traditional
multisource results often are confused by
the large number of competencies about
which they receive feedback and the 
apparently small differences among the
competency ratings. Conflicting data can
shroud intended outcomes and confuse 
subjects. After receiving their reports,
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DDI (Development Dimensions International) 
is one of our leading partners in offering 
solutions for your organization’s hiring process, 
building leadership or workforce skills, 
providing extraordinary customer service, or 
improving the management of your people’s 
day-to-day performance. We offer a blend 
of learning options that include our Certifi ed 
DDI instructors in your classroom or ours, 
web-based, virtual classrooms, and electronic 
performance support. DDI’s solutions are built 
around compentencies and are designed to 
give people at all levels the skills needed to be 
increasingly effective in their jobs. Several of 
the courses we provide 
with DDI are approved 
and offer CEU’s in 
cooperation with Society 
for Human Resource Management.
Courses and Offerings we can provide under 
the DDI partnership and with our DDI Certifi ed 
Instructors:

SCREENING, TESTING, and ASSESSMENT 
FOR INDIVIDUALS
• Career Batteries testing
• Sales Insight Inventory
• DDI Skills Tests
• Phone-Based Assessments
• Manufacturing Simulations
• Leader Career Battery
• Leadership Insight Inventory
• Assessing Talent: People Leader (With Sales, 

Service and Manufacturing)
• Assessing Talent: Sales Professional
• Fundamentals of Leadership: (With Sales, 

Service, and Manufacturing)

TRAINING AND DEVELOPMENT FOR 
WORKFORCE DEVELOPMENT
Personal Effectiveness
• Adapting to Change
• Building Trust
• Communicating and Listening
• Feedback Fundamentals
• Infl uencing Others
• Personal Empowerment - Taking Initiative
• Working Through Confl ict
Group Effectiveness
• Contributing to Meeting Success
• Fast Start for Teams
• Optimizing Team Performance
• Supporting Others
• Training Others
• Valuing Differences
• Working as a Team
Leadership Development 
• Achieving Your Leadership Potential
• Adaptive Leadership
• Boosting Business Results

• Building an Environment of Trust
• Building Winning Partnerships
• Coaching for Improvement
• Coaching for Success
• Creating a Service Culture: The Service 

Leader’s Role
• Delegating for Results
• Developing Others
• Getting Started as a New Leader
• Infl uential Leadership
• Launching a Successful Team
• Leadership: Facilitating Change
• Resolving Confl ict
• Retaining Talent
• Supporting Leadership Development
• Building Advanced Coaching Skills
• Driving Performance and Accountability
• Leading in a Healthcare Environment
• Leading Rapid Change
• Taking Action to Boost Business Results

Essential Skills of Leadership 
Learn the skills required to manage the 
individual while also leading the team. This 
program focuses on three critical management 
skills and establishes a methodology for 
productive interactions. One of two basic 
building block seminars, it builds a foundation 
that enables leaders to manage their 
team toward a shared goal:  achieving the 
organization’s strategic objectives. 

Essential Skills of Communicating 
Even experienced managers can improve 
their messages by making them clear, 
well-organized and aimed at the needs and 
interests of the listener. This module focuses 
on improving relations with team members and 
increasing productivity by creating a climate 
of open communication and understanding 
communication as a two-way process.  This is 
one of two basic building block seminars.  

Managing Complaints 
Managers acquire the tools necessary to 
approach complaints in a way that is supportive 
of employee and team goals.  Understand 
why dealing with team member complaints 
is important, how the effective team leader 
manages complaints, how to use listening 
skills to manage complaints, and how to ask 
questions.  

Resolving Confl icts 
Acquire the tools needed to recognize confl ict 
and deal with it quickly and effectively.  By 
understanding the signs of confl ict and getting 
to the root cause, managers can eliminate 
the issue and minimize the impact.  Facing 
these confl icts head-on allows the manager 
to preserve the integrity of the team and to 
demonstrate a commitment to individual 
performance and growth.  

Supporting Change 
Supporting Change helps managers learn 
to understand and to interpret change.  By 
understanding it, managers can more clearly 
communicate change to their team, helping 
to reduce misunderstanding and anxiety.  
Clear communication also helps the change 
initiative gain acceptance more quickly thereby 
minimizing lost productivity and decreased 
performance.  

Effective Discipline 
Effectively addressing problem behavior 
requires working to preserve an individual’s 
self-respect and encouraging the best kind 
of discipline – self-discipline. This workshop 
provides tools for successfully handling one 
of the most diffi cult functions of the manager/
supervisor and includes role plays of 
discipline situations selected by the 
participants.  

 viDeo Job AiD

Workforce Development Video Media: 

Custom Training Solutions offers services 

in designing and creating job-learning 

aids that helps employees execute 

their jobs effi ciently.  These workforce 

development media can take several 

forms such as stand-alone videos 

or slide presentations with voice-

over narratives. Upon reviewing the 

materials, workers can go to the job/

task and perform that assignment.  Also 

available are student assessments that 

can be built into the job-learning aids 

to measure individual learning and 

application. Contact CTS for 

further information.
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Improving Work Habits 
Poor work habits are a major cause of disciplinary action. Addressing 
absenteeism, language issues, and dress and grooming habits can be 
a difficult but necessary part of leading a team and requires careful 
attention and skill. This module provides the tools necessary to recognize 
and to address poor work habits – even those of a team member who 
may be successful in his or her job.  

Communicating Up
The ability of managers to effectively communicate up the line to their 
managers affects team member retention, overall productivity and 
even profitability.  An important part of that communication is mutual 
agreement on what needs to be done, why it’s important, and when it will 
be accomplished.  That fundamental agreement is what Communicating 
Up helps managers to achieve. 

Coaching Job Skills	
Spark commitment to your team’s success by utilizing effective coaching 
skills.  In this workshop, you will learn the importance of carefully 
planning one-on-one discussions to gain each individual’s commitment to 
achieving results. You will also learn the coaching process of observation, 
analysis and communication and how to implement it. 

Providing Performance Feedback 
A performance assessment is not a disciplinary session but rather an 
opportunity to build a team member’s self-esteem by acknowledging 
what he/she is doing well.  It is also a chance to eliminate any 
performance errors at an early stage.  Learn how evaluation is done by 
the experts -- establishing performance standards, soliciting the team 
member’s evaluation, and summarizing a credible evaluation. 

Emotionally Intelligent Workforce
The ability of the individual and organization as a whole to recognize and 
manage emotions in ourselves and others is essential for the organization 
to be adaptable.  Emotional-social intelligence is a cross-section of 
interrelated emotional and social competencies and skills that determine 
how well we understand and express ourselves, understand and relate 
with others, and cope with daily demands.  Emotional Intelligence (EQ) is 
measurable and can be developed. This seminar is for trainers, mentors, 
counselors, managers and supervisors interested in behavior-based 
training and leadership. 

Leading Organizational Change
Leadership acts as change agents as well as enlists the help of carefully 
selected volunteers to be part of a change team.  These internal change 
agents are the ones who ultimately lead a change project or business-
wide initiative by defining, researching, planning, and building business 
support.  Numerous driving forces motivate the behavior of change 
agents.  An agent who is constantly adapting to new practices is often 
motivated from a desire to make change.  Change agents must have the 
conviction to state the facts based on data, even if the consequences are 
associated with unpleasant outcomes. 

Controlling Stress in the Workplace
Stress is an inevitable part of life; however, employees suffering from 
stress are not as productive as they could be, nor are they as healthy.  
For the well-being of your employees, the workplace should be as free 
of stress and of fear as possible.  In this workshop, you will learn to 
identify and reduce stress-inducing situations while helping employees to 
manage their stress levels and become more productive. 

Employee Engagement	
High levels of employee engagement correlate positively to improve the 
individual, group and corporate performance in areas such as retention, 
turnover, productivity, customer service and loyalty.   This course will give 
those leaders the tools necessary to enable staff in the supervisory and 
leadership roles the ability to motivate their staff in day-to-day operations.  
The outcome of this course will show the benefits of positive relationships 
and the impact on motivation within your organization. 

Retaining Winning Talent
As the American workforce changes in age, ethnic makeup, lifestyle and 
motivation, the agreement between the employee and the employer is 
also changing.  It is no longer an exchange of loyalty for security, but 
rather a multi-faceted give-and-take between employee and employer. 

Customer Oriented Selling
Customer oriented selling techniques teach the salesperson to 
understand the customer’s perspective, focus on customer objectives, 
and guide the sales process toward a logical win-win result.  Customer 
Oriented Selling sales training is based on a foundation in “consultative” 
and “strategic” selling with a strong pre-call planning process. 

Conflict Management 
Acquire the tools needed to identify conflict and use an effective model 
to resolve it. Conflict is basic human nature.  Persistent, unresolved 
conflicts can be costly to the organization in lost work productivity and 
to individuals in decreased effectiveness and unsatisfying relationships. 
Learn characteristics of conflict, signs of conflict, and common sources 
of conflict along with different styles of, and useful behaviors in, dealing 
with conflict. 

Effective Communication 
Communication is the imparting or conveying of knowledge or 
information.  It is a two-part activity involving listening as well as 
speaking with its object not so much the exchange of words as it is the 
exchange of ideas. In this module, participants will learn about the many 
ways we communicate and how to use them most effectively. 

Practical Project Management
Practical Project Management is a three-day seminar for professionals 
who are new to managing projects or experienced managers who 
wish to review and reinforce best practices in project management.  
It offers a foundation in the rationale, tools, and techniques for each 
of the phases of the project management life cycle as defined by the 
Project Management Institute’s Guide to the Project Management Body 
of Knowledge (PMBOK® Guide).  In addition, this program provides an 
overview of the “people-side” skills so critical for project success: leading 
and motivating people, communication and managing performance. 
Participants will learn project management skills through case studies, 
hands-on exercises and practical application to their own current  
real-life projects. 

Kepner-Tregoe Problem Solving And Decision Making (PSDM)
This workshop teaches a logical process approach for solving complex 
problems, making good decisions, and analyzing plans for potential risks 
and opportunities.  Participants learn to use the following tools; Situation 
Appraisal, Problem Analysis, Decision Analysis, and Potential Problem 
and Potential Opportunity Analysis.  Certified instructors use business 
related examples and case studies to make learning stick.  These time-
tested, flexible business tools can be applied across disciplines to achieve 
excellent professional results.  Target audience includes all levels of 
management, professional staff and anyone else who participates in 
problem solving and decision making. 
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CUSTOM TRAINING SOLUTIONS 
CAN PROVIDE ASSESSMENT TOOLS  
TO EVALUATE, HIRE, TRAIN, AND 
DEVELOP THE RIGHT PEOPLE FOR 
Y0UR ORGANIZATION
• More Than 1000 Assessments from 50 of 

the World-Leading Test Publishers

• Assessments That Measure Knowledge, 
Skills, and Abilities

• Objective, Valid, and Reliable Assessments 
That Improve Organizational Performance

• Pre-Screening before Hiring or Pre-
Screening Before Selection into Training 
Programs

• Post-Assessments to Measure Training 
Program Improvement and Outcomes

• Career, Promotional, and Leadership 
Development of Job Incumbents

• Assessments Delivered Over the Internet 
Anywhere (24 hours a day, 7 days a week)

• Quick Delivery of Assessment Results

PRE-EMPLOYMENT OR TRAINING/
DEVELOPMENT ASSESSMENTS 
FOR JOB POSITIONS
• Architecture/Engineering

• Athletics/Coaching

• Food Service Related

• Healthcare Practice

• Healthcare Support

• Information Technology

• Legal

• Maintenance/Repair

• Management

• Offi ce/Administrative Support

• Production/Manufacturing

• Protective Service

• Offi ce/Administration

*Sales/Customer Service

TYPES OF ASSESSMENTS
• Coaching/Leadership Development

• Job Analysis

• Professional/Management Selection

• Pre-Employment Screening

• 360 Multi-Rater Feedback

• Team/Organizational Development

• Personality/Personal Skills

• Self-Development

• Organizational

• Information Technology

• Mechanical/Technical

• Career/Vocational Exploration

employee assessment
services

Many organizations are recovering from 

the hiring slump of the past year.  But, 

most are still operating on a limited set 

of resources, which makes it critical that 

every single hire count.  HR Managers 

are examining every option in selection 

toolkits to make this happen.  Many 

are forced to drop the “nice-to-haves” 

for those initiatives and programs 

that clearly demonstrate an impact on 

business performance.

Are candidate assessment programs 

really “nice-to-have”? To the contrary, 

they have shown to have the highest 

business impact of all HR initiatives.

Given tight budgets in today’s 

environment, assessment tools are a 

more important tool to be utilized in 

selection of the right candidate as a new 

hire or for selection of the right candidate 

for a training program. What is the cost 

to you of a wrong hire or a wrong training 

selection decision?

LET CUSTOM TRAINING SOLUTIONS HELP YOUR ORGANIZATION:

• Establish hiring and promotion processes with demonstrated validity.

• Identify and retain top talent resulting in positive business results.

27419.530.3307 (Toledo) or 419.267.1332 (Archbold)



eLearning

what you need:

Is your staff or sales force still traveling?

If so how much is the cost of your time spent 

in the car, mileage, travel costs? The training 

professionals at CTS have been delivering 

training, meetings, depositions, interviews, 

sales calls and professional conference 

meetings via Video Conference Systems. 

Employees do not have to travel. If you cannot 

send employees off site to train, need to train 

or meet through multiple locations, and do not 

want to incur the expense of bringing people 

to one location then CTS can provide your 

organization with a choice that is economical 

and fi ts all sizes of companies no matter where 

you are located in the U.S., North America or 

even overseas. 

If you would like a demonstration of our Video 

Conferencing capabilities please contact CTS 

at 419.530.3307 in Toledo or 419.267.1332 

in Archbold. Training and meetings can be 

done at times and places that best fi t your 

schedule. CTS also provide assistance with 

webinars for professional development along 

with registration and billing. 

An internet connection

High-speed cable or DSL, or a dedicated 

connection such as a T1, will provide 

the best results.

what you need:

High-speed cable or DSL, or a dedicated 

face-to-face
with savings

come
-fa-fa-f ce

with savings

28 Look for course times in our schedule guide or at TrainWithCTS.com



eLearning
c o u r s e s

who uses it:
• Businesses that rely heavily on travel for 

face-to-face meetings.

• Corporations with multiple plant or facility locations 

needing frequent or impromptu meeting interaction.

• Companies that want to deliver training solutions to 

multiple groups while allowing them to stay on their 

own sites.

• Companies looking to interface with other 

technologically advanced partners.

• Businesses looking to save costs associated with 

travel time and expenses.

cAmerA AnD monitor

CTS provides rental of equipment, or we 

can help you select and install the best 

system for your needs and budget.

meetinG room

You can use a conference room and 

capture the entire table, or an individual 

can be seated at his/her own desk.

Screen images simulated.

Internet Meetings/eMeetings
Does your company spend a lot of time and money traveling for 
meetings in your supply, customer or corporate chain?  Find out 
how you can become more effi cient by using basic services you 
already have (internet and phone lines).  Learn how to use Webex, 
Goto Meeting and Web Conferencing software, as well a phone 
conferencing services.  This seminar is a must for any size business. 

E-Learning Overview
This overview is intended to discuss what distance learning is.  
The seminar will be based on Web Conferencing, Video Conferencing 
and Web Courses/Seminars.  Participants will experience and learn 
how the systems work and discuss how it would apply to various 
industries.  

 [ Let CTS help you determine the best scenario to meet your needs. ]

CTS provides rental of equipment, or we 

can help you select and install the best 

SAY Hello to efficiencY

The group you are talking with can appear 

full screen, while a view of what the others’ 

are seeing can appear in a smaller 

picture-in-picture (shown lower right).

29419.530.3307 (Toledo) or 419.267.1332 (Archbold)



It’s all in the delivery.

> Instructor led, in person, at your place of 
business or ours.

> Video Conference Training (Multiple Sites).

> Web Conferencing Training (Webinars).

> Web Courses (Online training to 
take any time you like).

1

2

3

4

WWW



bits&bytes
CTS

Extra, extra

cAn You DiGG it?

Social networking is all the rage, but if you need 

a quick refresher to keep up with the 

most current technologies and site 

available, here’s your cheat sheet. 

Facebook: Connect with friends, 

keep up with family, share your day in words 

and pictures and posts. Also available on mobile 

devices. FREE, at www.facebook.com

Twitter: Post your most current thoughts in a 

“Tweet” or read up-to-the-minute posts 

from celebrities, businesses, friends and 

more. Also available on mobile devices. 

FREE, at www.twitter.com

FourSquare:  Keep track of your friends 

and let others know your location.  All while trying 

to earn mayorships of various venues. 

www.foursquare.com

TinyURL:  Need to mince words when 

communicating on Social Media? TinyUrl will 

pare down those weblinks you are trying to share. 

www.tinyurl.com

Digg:  Tag and share 

content from around the 

web. www.digg.com

Do you know who is 

talking about your company on the web?  Your 

customers?  Your competition?  Managing your 

digital reputation is a hot topic right now.  Contact 

Tami Norris at 419-530-3321 to schedule a 

consultation or to book a speaking engagement for 

your organization.

Do tHe robot

The word robot was introduced to the public 

by Czech writer Karel Capek in his play R.U.R. 

(Rossum’s Universal Robots), published in 1920. 

The term “robotics” was coined by Isaac Asimov 

in his 1941 science fi ction short-story “Liar!”.

Elektro is the nickname of a robot built by 

Westinghouse Electric Corporation in its 

Mansfi eld, Ohio, facility between 1937 and 

1938. He made his fi rst appearance at the 1939 

New York World’s Fair. Seven feet tall, weighing 

265 pounds, and humanoid in appearance, he 

could walk by voice command, speak about 

700 words (using a 78-rpm record player), 

smoke cigarettes, blow up balloons, and move 

his head and arms. My, we’ve come a 

long way, haven’t we?

Elektro

All in A DAY’S...

Ever look back and 

wonder “what did I do all 

day?” Here’s the time-use 

on an average work day 

for employed persons ages 

25 to 54 with children.

in Your fAcebooK

Did you know you can organize your 

FB contacts into manageable groups? 

Wonder how many of the nearly 

500 million facebook users know that!

70 YeArS in tHe mAKinG

While video conferencing still seems 

like new-age technology, the idea has 

been around for more than 70 years 

since the days of the fi rst televisions!

feWer inJurieS, 
lonGer recoverieS

In recent government studies, both the rate and 

the number of nonfatal occupational injuries 

and illnesses requiring days away from work in 

private industry decreased 7 percent from 2007 

to 2008, according to the U.S. Bureau of Labor 

Statistics. Median days away from work – 

a key measure of severity of the injuries 

and illnesses – increased to 8 days in 

2008 after holding steady at 7 days for the 

previous four years. 

– United States Department of Labor web site, www.bls.gov

Hours
Working/work-related .... 8.8 
Sleeping ....................... 7.6 
Leisure and sports ........ 2.6 
Other ........................... 1.7 
Caring for others ........... 1.3 
Eating and drinking ....... 1.0 
Household activities ...... 1.0
Total ........................... 24.0

&bytes
Elektro

NOTE: Data include employed persons on 
days they worked, ages 25 to 54, who lived in 

households with children under 18. Data include 
non-holiday weekdays and are annual averages 
for 2008. SOURCE: Bureau of Labor Statistics

31419.530.3307 (Toledo) or 419.267.1332 (Archbold)



Computer eLearning LeadershipTechnical

Training offered at UT’s Scott Park Campus, 
Archbold, Bryan, Metamora and Perrysburg, 
or learn online at your own pace.

Visit TrainWithCTS.com or call 419.530.3307 (Toledo) or 419.267.1332 (Archbold) for more custom training options.

Classes as low as $25 per session

22600 State Route 34
Archbold, Ohio 43502-9542

eLearning


