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Facilicom, a pape r l e s s p roduc t line, 
o f f e r s facil i tators, t rainers, and pre-
senters the opportuni ty to record, or-
ganize, and display information with-
out using paper . 

Not o n l y d o the p a p e r l e s s p r o d -
ucts save trees, but they also enhance 
the ef fect iveness of training sess ions 
and improve the visual aspects . T h e 
p r o d u c t s a d a p t w e l l to a n y g r o u p 
size and a re compac t , por table , and 
reusable. 

The W o r k s h o p Kit offers a choice 
of an 8-foot roll-up whi teboard ; a 6-
foot static-stick wallboard; or six pan-
e l s . T h e kit a l s o i n c l u d e s a set of 
hexagon pos ts for recording and or-
ganizing ideas that stick to the white-
hoard or panels, as well as black lines 
f o r t a b l e s , b l u e l ines fo r c o n t r a s t , 
recording sheets with a folding easel, 
e rase markers , a c lean ing kit, and a 
user's guide. 

All of the items fit into a tote bag, 
w h i c h can be o r d e r e d separa te ly or 
with the kit. 

The company also offers three oili-
er k i ts : T h e M e e t i n g S ta r t e r Kit. 
The Panel & Past Kit, and The Flip Kit. 
Prices range from $119.95 to $535.95, 

with some items sold separately. 
For more information, contact Fa-

cilicom. Austin, Texas, 888/256-9385. 
Circle 261 on reader service card. 

EVALUATE SMARTER, 
N O T H A R D E R 

SAY IT R I G H T Q U I Z SHOW 

Neal Publicat ions presen ts its eighth 
edition of Effective Phrases for Perfor-
mance Appraisals, a guide to employ-
e e p e r f o r m a n c e e v a l u a t i o n s . T h i s 
convenient book lists phrases, adjec-
tives, and verbs that cover all areas of 
c o m m o n l y r a t e d f a c t o r s . It c a n b e 
modif ied easily for use by managers 
and supervisors as well as by employ-
ees for self-evaluations. T h e phrases 
are positive and reflect super ior per-
fo rmance , but may be a l tered to re-
f lect a r e a s that n e e d i m p r o v e m e n t . 
Phrases are listed under 50 categories. 
For ins tance , "a sel f -s tar ter" can be 
found under the heading "Initiative," 
whi le a c c e p t s n e w job a s s i g n m e n t s 
willingly falls under the heading "Re-
sponsibility." 

The book costs $11.95. For more in-
formation, contact Neal Publications, 
Perrysburg, Ohio. 419/874-4787. 
Circle 262 on reader service card. 

Communicate clearly through writing 
with Amacom's The Complete Human 
Resources Writing Guide. It p resen ts 
wr i t ing t e c h n i q u e s fo r job pos t ings , 
e m p l o y m e n t ads , app l ica t ion forms, 
newsletters, a n n o u n c e m e n t s , perfor-
m a n c e appra i sa l s , e m p l o y e e w a r n -
ings and commendat ions , orientation 
materials, policy manuals , e m p l o y e e 
handbooks , and more. 

The author. Diane Arthur, has pub-
lished books and articles on such top-
ics as in t e rv iewing skills and e q u a l 
e m p l o y m e n t o p p o r t u n i t i e s . In th is 
book , she leads readers th rough the 
seven stages of writ ing, with an em-
phasis on objective, style, and tone . 
More than 100 sample documents fill 
the second section of the book. 

The Complete Human Resources 
Writing Guide costs $55. For more in-
f o r m a t i o n . c o n t a c t A m a c o m . N e w 
York, 800/262-9699. 
Circle 263 on reader service card. 

Quiz Show is sof tware that combines 
Jeopardy-like ques t i ons wi th tic-tac-
toe. Because ot the automatic scoring, 
it can be used in c l a s s rooms and at 
h o m e for p rob lem-so lv ing exercises 
and quick answer reviews. Quiz Show 
runs under Windows 3.1 or higher and 
requires 2MB of hard-disk space. 

This S229 tool is available from the 
Center for Accelerated Learning, Lake 
Geneva, Wisconsin, 414/248-7070. 
Circle 264 on reader service card. 

M E N T W O R K I N G M A D E EASY 

This workbook, published by Career-
systems International, in t roduces the 
concep t of men to r ing and ne twork-
ing, or mentworking, a term co ined 
by the authors Beverly Bernstein and 
Beverly Kaye. Mentworking is a way 
to manage your career in the face of 
downsizing. To plan and direct your 
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career proactively, you should master 
m e n t o r i n g a n d n e t w o r k i n g s o y o u 
can avoid the pitfall of complacency. 
T h i s p r o d u c t b r i d g e s t h e g a p b e -
t w e e n m e n t o r i n g and n e t w o r k i n g , 
and s tops at all points a long the way 
t o h e l p y o u iden t i fy n e t w o r k s a n d 
create lasting relationships. 

T h e w o r k b o o k , in a t h r e e - r i n g 
binder, splits networking and mentor-
ing into two parts, with exercises that 
apply to each category. 

O n the n e t w o r k i n g side, you will 
find such topics as "Know What You 
Want . " O n t h e m e n t o r i n g s ide , you 
will find "Know the Rewards." 

For more information, contact Ca-
reersys tems Internat ional , Scranton, 
Pennsylvania, 800/577-6916. 
Circle 265 on reader service card. 

FIRST A I D FOR MEETINGS 

Learn h o w to plan and set u p effec-
t ive a n d r e w a r d i n g m e e t i n g s w i t h 
First Aid for Meetings: Quick Fixes 
and Major Repairs for Running Effec-
tive Meetings. This 190-page p a p e r -
back f rom BookPar tners w a s written 
by Char l ie H a w k i n s , a p ro fe s s iona l 
g roup facilitator. 

First Aid for Meetings includes for-
mulas, tips, and common-sense meth-
ods for enhanc ing communica t ion in 
meetings. It is divided into four parts: 
Before the Meeting, During the Meet-
ing, The Final Steps, and Beyond First 
Aid: Skills fo r Dis rup t ive Behav io r s 
and for Specialized Meetings. 

T h e b o o k costs Si4 .95. For more 
i n f o r m a t i o n , con tac t B o o k P a r t n e r s , 
Wilsonville, Oregon. 503/683-9821. 
Circle 266 on reader service card. 

W E B - B A S E D EMPLOYEE 
SELF-SERVICE APPLICATIONS 

ESS Software offers version 3.0 of its 
r e a d y - t o - i n s t a l l , c u s t o m i z a b l e e m -
ployee self-service applicat ions. This 
version offers full, interactive transac-
tion process ing capability on the In-
ternet or an intranet. A total of 38 dif-
ferent programs are available. 

T h e so f tware he lp s r ep lace c u m -
bersome, paper -based administrative 
p r o c e s s e s — s u c h as c h a n g i n g a n 
a d d r e s s o r p u t t i n g t h r o u g h a p r o -
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m o t i o n — w i t h o n l i n e e n t r y a n d 
transactions. 

There are n ine new modules: 
I Knowledge, Skills, and Abilities 
l Annual Benefits Enrollment 
ft Benefits Statement 
I J o b Postings-Open Positions 
ft Management Actions 
ft Employee Profiles 
ft Employee Status Change 
ft About the Company 
ft Miscellaneous Payroll Deduct ions. 

T h e c o m p a n y a l s o o f f e r s its 
ESS E x p r e s s a p p l i c a t i o n s f o r a 
W e b b r o w s e r i n t e r f a c e , i n c l u d i n g 
full transaction processing suppor ted 
by t h e s e c u r i t y , w o r k - f l o w , a n d 
admin i s t r a t ive f u n c t i o n s of the ESS 
E x p r e s s c l i en t - se rve r sy s t em in f ra -

structure. 
For more information, contact ESS 

S o f t w a r e , P e a b o d y , Massachuse t t s , 
508/977-9800; Web page h t tp : / /www. 
esssoft ware. com. 
Circle 267 on reader service card. 

R O I WORKSHEET 

Training Systems offers "Ten Steps to 
D e t e r m i n i n g t h e R e t u r n o n Y o u r 
Training Investment." This eight-page 
w o r k s h e e t l e a d s y o u t h r o u g h t h e 
process of "costing out" all phases of 

I t ra in ing—from the initial de termina-
tion that t ra ining is n e e d e d t h rough 
design and delivery to planning what 
your return will be. 

T h e w o r k s h e e t w a s d e s i g n e d to 
h e l p c o m p a n i e s s e e exac t ly w h e r e 

I t h e va lue is in thei r o n - t h e - j o b a n d 
group training, whe re training dollars 
wi l l b e s p e n t , a n d w h a t is t h e i r 
p l a n n e d inves tment c o m p a r e d with 
their actual investment. 

This tool costs $10 and is available 
in p a c k a g e s of 10 e igh t -page w o r k -
sheets. For more information, contact 

Training Systems, Frankfort , Illinois, 
815/469-3560. 
Circle 268 on reader service card. 

WORLDWIDE 
VIDEOCONFERENCING 

Intel's ProShare Confe renc ing Video 
System 200 is a full-featured videocon-
ferencing system with high-quality au-
dio and video, and complete data- and 
appl ica t ion-shar ing capabili t ies. You 
can use an ISDN phone line to conduct 
a u d i o , v ideo , a n d da ta c o n f e r e n c e s 
anywhere in the world. An intuitive of-
fice-setting interface lets you make and 
answer calls, access conferencing tools, 
a n d organize meet ings with multiple 

callers. 
Integrated LAN-WAN suppor t lets 

you conduct point-to-point videocon-
ferences or multipoint data-only con-
fe rences over an intranet. Users can 
view local and remote video windows 
at the s a m e t ime and focus only on 
t h e p e r s o n s p e a k i n g o r u p to f o u r 
other participants. 

Other features include 
ft a video answering machine 
ft a multipoint notebook 
ft high-speed file transfer 
ft electronic business card exchange. 

The ProShare Conferencing Video 
System 200 includes conferencing soft-
ware. a video capture board, an ISDN 
board , a color v ideo camera , and an 
aud io headset . A ful l-duplex speaker 
phone is optional. 

R e q u i r e m e n t s i nc lude a Pen t ium 
p r o c e s s o r - b a s e d PC; 16MB RAM 
(20MB r e c o m m e n d e d ) ; 45MB avail-
able hard-disk space; 256-color SVGA 
or VGA monitor; and Microsoft Win-
d o w s 3.1, W i n d o w s for Workgroups 
3.11, or Windows 95. There are addi-
t ional r e q u i r e m e n t s fo r f u l l - s c r een 
video display and for LAN-WAN use. 

For more information, contact Intel, 
800/538-3373; Web page http:// 'www. 
intel.com/comm-net/proshare. 
Circle 269 on reader service card. 

Send press kits and items of interest 
to N e w Lea rn ing Tools , T ra in ing & 
Deve lopment , 1640 King Street, Box 
1443. Alexandria, VA 22313-2043-
E-mail tools@astd.org. 
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