SYMPOSIUM SCHEDULE

*Check In and Registration each day 8 AM —8:30 AM
*Welcome and Introductions each day 8:30 AM — 8:45 AM

February 9

Check Your Sessions. You must have photo ID and ticket to enter.

Afternoon Session 1:00PM —4:00PM

Track I; Session Two D

Making MS Word Work For You

Morning Session 9:00 AM —12:00 Noon

Track I; Session One D

Understanding Crystal Reports

Track Il; Session One D

Making The Transition From
Employee to Supervisor

Track II; Session Two
Principles Of The Extraordinary Leader

February 10

Check Your Sessions. You must have photo ID and ticket to enter.

Morning Session 9:00 AM —12:00 Noon Afternoon Session 1:00PM —4:00PM

Track I; Session Three D

The INS And OUTS Of Excel

Track Ill; Session One D

Time Saving Tips And Strategies
For Getting the Most Out of Your Workday

Track |; Session Four
Tips And Tricks For Presenting With
PowerPoint

Track llI; Session Two
Balancing Your Career, Your Family
and Your Life

February 11

Check Your Sessions. You must have photo ID and ticket to enter.

Afternoon Session 1:00PM —4:00PM

Track Il; Session Four D

Process Improvement And Problem
Solving for Supervisors And Managers

Track Ill; Session Four D

Dealing With Difficult Employees

Morning Session 9:00 AM —12:00 Noon

Track II; Session Three I I
Harness Employee Motivation

Track lIl; Session Three D
Communicating With Confidence
and Clarity

Register online at
http://baltimoresymposium2010.eventbrite.com

o Or Call Toll Free K
518 1-888-474-8534 189
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SESSION ONE
UNDERSTANDING CRYSTAL REP

The first step in creatwystay Report is
connecting to your data source. Discc
connect to practically any @axiedlasece
text, SQL Server and others. Learn Cr
Reportdés Wizards,
Crosstab Report Wizards to easily cre:
looking reports. The Mail Ladlieizarc
to create professional looking labels in
steps! Finally, formatting options, the ¢
of any report is a reflection of you and
Learn exactly how to make any report
way you want.

SESSION ONE
MAKING THE TRANSITION FROM EM
SUPERVISOR

Welcome to the Secret Society of Sup
this session you will learn the secret pi
and the highly guarded Supervisor/Ma
Handshake (OK, juss&itddiigMore
importantly yallilearn ysuccess as a
supervisor will depend on how you set
Discov@iimportant elements for delege
effectively. Discover your leadership s
to use it to accomplish the mission anc
your teah this session you will learn st
take to build a cohesive team. Supervi
than just being the boss.

SESSION ONE
TIME SAVING TIPS AND STATEGIES FC
MOST OUT OF YOUR WORKDA

If you ever feel that no matter how late
you still dondt g

wor kshop for you.

expected to get more out of the same
workday as béfangl with fewer people!
Between monthly reports, staff medsn:
the day extends even longer. With so 1
requests and responsibilities, how can
effectively handle your workday and st
youdre actually ¢

SESSION TWO
MAKING MS WORD WORK FOR Y

Yes! You can make your text look EX/A
want it. Create your own custom Quick
toolbar. Learn faster ways to perform ¢
and byass cumbersome Tabs and Ribl
control of tables, breaks, margins, hea
footers! Save time; take any data sour
seamlessly blend it into letters, reports
even emails! Master tricky formatting it
as indents, line spacing, #hel s
advanced techniques sugbeatepudrop
caps and more! Finally, bidnigfé/Neitd
stunning®8 shadowed and textured gra

SESSION TWO
PRINCIPLES OF THE EXTRAORDINA

Extraordinary leaders come from all w
and various backgrounds. Are you goc
you do? Or are you extraordinary? Le¢
difference and inspire to be the later. 1
is for EVERYONE. We are all leaders
ondourselves. Discover the principals
laws. . tifeandamental truths of leaders
Theydre in play w
Like the garden,

until August and expect to harvest it in
Principals and natural laws are in effec
the five principles of the extraordinary
the POWER of Character. Be Extraorc

SESSION TWO
BALANCING YOUR CAREER, YOUR FAI
LIFE

You keep saying that you wish you hau
to exercise, read a book, spend with fe
take a vacation. Now add in the respol
managing an entire department and yc
make time for lunch, let alone a family
was a lot easier when you only suppor
director and no¥u
can barely get out of the office on time
come and youdre e
then this sesisifon you. Find out six con
strategies for managing every area of

SESSION THREE

THE INS AND OUTS OF EXCEL
In this japacked session, learn theptbe
secrets to execute any command quic
ever knew you could. Make changes t
ranges, and sheets instantiyuitskas
reports in 5 easy steps! Turn any repo
custom template that you can use ove
The most powerful part of Excel isdits f
discover tools to help build ANY formu
successfully the first time. Learn to ust
Table tool to instantly create multiple r
any set of data. Get your repo@gsatatict
graphs and charts wétimghe click. And |
7 secrets to ensure your reports look €
professional as you!

SESSION THREE
HARNESS EMPLOYEE MOTIVATI

Do you wish your employees were mo
motivated? Would you like for them to
initiative? Employee motivation is deps
how you answer two very important qu
Learn what these two questions are a
answers to them. Learn the ONE thing
motivateseveryone . | ncl u
money! And itdés n

the key to using discipline as a motiva
everyone widtsyou buy into the old phil
of oTakipwgurapeop

session discover why you should STO
of your people and instead start . . .

SESSION THREE
COMMUNICATING WITH CONFIDENC

How could she mess this up? | thougt
instructions were pretty clear and so d
Just because wedr

communicating. Sometimes our comn
style gets in the way of our point. Whe

donét realize is
that gets in the way. From the person
with their pen, t
your when youor e

on the things that get in the way of cor
effectively.

SESSION FOUR
TIPAND TRICKS FOR

PRESENTING WITH POWERPOI
In a hurry? Learn to create a presenta
Veodll explain the
when/why to use them and some print
create customized
an easy stgtep method for building yc
presentation from scratch, as well as
slide management features to save tin
create presentations from existing mat
to usgraphics, animation and sound lik
media professionals do! Learn methoc
your presentation besfimiedséaow, includi
interactive websites and more. Finally
your slides for flawless use in any othe

SESSION FOUR
PROCESS IMPROVEMENT AND PROBL
SUPERVISORS AND MANAGER

Are you faced witlddoawn s, od
|l esso6, or tasked
more effective? P
got to be a bette
doing things better and solving probler
seem unsolvable. Learn hahetbRpply
pat &&omtoggd ed0 Pr ocess
Discover how to tap into your creative
creativity of oth
learn about ways fiar igentiiyocesses th
are ripe for improvement? In atime ar
of diminishing resources NOW is the 1

SESSION FOUR
DEALING WITH DIFFICULT EMPLC

Hereshecomesh e e mpl oy e
LATE with a painful and detailed reasc
How about the man
decision? And,
always on the phone with their kids, fa
friends. These scenarios may not app
| dm sure they app
can help you determine how to work w
without causing animosity.



