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I Product Information

If you would like more informa-
tion on a product listed in ‘“New
Training Tools,” circle the cor-
responding number on the
Reader Service Card at the back
of the magazine and drop it in
the mail. The manufacturer will
send the information you need
directly to you.

If you would like to telephone
the manufacturer, you will find
the phone number on the RSVP

page. But please be sure to say
that you read about the product
in the Journal\

| Getting Literate. . .

You may think that aroot directory
isacatalog of tulip bulbs, or you
may not know what the acronym
DOS stands for or why people want
to boot up the system rattier than
simply turn it on. And in your job,
you may not have to work with
computers at al. Your day will
come, however—you'll have to work
on aproject for which you need to
know a little something about those
electronic workhorses. Worse, you
, may have to work on one yourself.
LEARN-PC Video Systems has in-
troduced "The Computer Literacy
Training Series," a three-part pro-
gram designed for people who have
computers in their organization—
new computer users, experienced
ones, and people who do not use
computers at al. For neophytes, the
course tries to dispel computer-
phobia by showing exactly what a
computer can and cannot do; for
the more experienced, it describes
the ways hardware and software can
combine to create additional
capabilities.
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The three parts of the series are
» "Introduction to Computer
Literacy";

» "Hardware: The Power of Your
Computer";
» "Software: Productivity a Your
Fingertips."

"The Computer Literacy Training
Series" includes three videotapes,
two guidebooks, and demonstration
disks from other software manufac-
turers. It is available for $495 in VHS
or Beta, and $595 in three-quarter-
inch U-Matic. Additional guidebooks
and disk sets are available for $30
each. For more information, contact
LEARN-PC Video Systems, Minne-
apolis, Minnesota.

Circle 190 on reader service card.

.. .And Putting That
Literacy To Work

Here are some software programs
for the training and development
professional.

Managing apprentices

If you manage an apprenticeship
program, then perhaps this software
isfor you. "Apprentice-1," by Ap-
plied Technetronics, is designed to
store required information concern-
ing apprentices and to create prog-

ress evaluations, rosters, transcripts,
and a variety of summary reports. It
also maintains most of the necessary
state, federal, and local records.
"Apprentice-1" runs on an IBM-PC
or compatible, and requires DOS 2.0
or higher, a 512K memory, and a
hard disk. The price is $495. For
more information, contact Applied
Technetronics, Cygnet, Ohio.
Circle 191 on reader service card.

| 1-2-3-60

For those who use Lotus 1-2-3in
training applications, InfoSource has
released "Worksheets-on-a-Disk," a
collection of more than 60 ready-to-
use spreadsheets. Each may be mod-
ified to suit your needs, whether
you need to track employees or cre-
ate a project-management system.
"Worksheets-on-a-Disk" includes a
disk and amanual that describes
each application, and provides tips,
troubleshooting hints, guidelines,
and procedures. The program is
available for either 5 1/4-inch or 3
1/2-inch disks. The price is $59.95,
and the program is not copy-
protected. For more information,
contact InfoSource, Inc., Maitland,
Florida
Circle 192 on reader service card.

All the Software
Ifou Need

The second annual edition of The
Personnel Software Census has just
been published by Advanced Per-
sonnel Systems. It covers more than
850 microcomputer-based programs
for such human-resource-manage-
ment functions as compensation,
benefits, employment, training
management, career development,
and safety.

Also covered are 65 human-



resource-information systems.

A condensed version of Micro-
computers in Human Resource
Management (aloose-leaf, 450-page
directory), The Personnel Software
Census (90 pages) briefly describes
each program and provides contact
information for each of the 425 sup-
pliers. The larger directory gives
lengthier descriptions.

The Personnel Software Census is
available for $29-95. Microcomput-
ersin Human Resource Manage-
ment goes for $125, plus $95 for a
series of six supplements. For more
information, contact Advanced Per-
sonnel Systems, Roseville, California.
Circle 193 on reader service card.

Managing everyone

"The Human Asset Management Sys-
tem," recently released by People
Sciences, is a training system de-
signed to address employee and or-
ganizational development and career
needs. With it, you can

» determine strengths and
weaknesses;

* prepare strategic training plans;

* target training budgets to improve
skills needed for the future;

» search for job candidates;

 track and schedule training
courses;

e maintain training records.

Each employee completes an on-
line skills profile and individual de-
velopment plan. The system uses
skills models that reflect industry
standards for functionsin informa-
tion services, for example, or saes.
The skills and proficiency standards
are tailored to each position and
depict the conditions and skills nec-
essary for the organization. To help
employees assess their proficiency, a
skills glossary defines proficiency
levels, and the company's course
catal ogue lists course descriptions
aligned by skill.

The system runs on personal and
mainframe computers, and is avail-
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able at a base cost of $16,500. For
more information, contact People
Sciences, Inc., Parsippany,

New Jersey.

Circle 194 on reader service card.

Surviving the Customer

Is the customer always right? What
is she thinking about while she's on
hold? Why is that customer so angry
that he's about to burst?

You can find some of the answers

Compiled by the Editors of CUSTOMERS

in anew book compiled by the edi-
tors of Customers. It's called The
Customer Service Rep's Survival
Guide: How to Keep Your Customers
Coming Back and it's published by
Dartnell. Fully illustrated with
humorous sketches, it contains en-
tertaining stories, tips, and tech-
niques designed to inspire customer-
service reps to perform at their best.
The book is 112 pages long. You
must buy at least 10 copies of it—
the price for 10 is $24.95. For more
information, contact Dartnell Cor-
poration, Chicago, Illinois.
Circle 195 on reader service card.

Keeping Executives
| on Track

Many executives work hard, often at
the expense of their personal lives.
They work on their jobs, their
careers, and their organizations, but
by doing so, they run the risk of
burnout and depression and often
become what they fear most—
ineffective.

The Center for Creative Leader-
ship has published areport called
Why Executives Lose Their Balance.
Based on case studies, it examines
the causes and consequences of
spending too much time on the job
and not enough time tending to per-
sonal needs.

There are three main sections:
®m “The Time and Energy Imbal-
ance,” which discusses some of the
unhappy side effects of imbalance
and how managers begin to live a
life too focused on work;

m “The Inner Imbalance,” which
looks at the characteristics of an im-
balanced executive and how organi-
zations often reinforce them
through rewards and advancement;
m “Addressing the Imbalance,”
which shows how balance of per-
sonal and business life can enhance
managerial effectiveness.

Why Executines Lose Their Bal-
ance is available for $15. For more
information, contact Center for
Creative Leadership, Greensboro,
North Carolina.

Circle 196 on reader service card.

Telling 'Em What To Do

Learning to delegate can be difficult
for many people. Some know how
to do it naturally—just think of our
parents, for goodness' sake—but
most managers have to go through
doing too much before they are
comfortable with telling others to
do things.
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|ISYOUR MESSAGE
GETTING THROUGH?

And will they take action after your presentation?

With The Effective Speaker Program, an experiential skill
development program, individuals in your organization will
learn how to speak with confidenceto any size group.

The Effective Speaker Program will teach you how to
deliver more effective, persuasive presentations. More than
that, both you and your organization will experience greater
productivity through clear, concise oral communications.

We're confident The Effective Speaker Program will im-
prove your presentation skills, and those of your employees.
For more information about this exciting program, call us at:

1-800-622-3231

HBJLEADERSHIP"

The Exceptional Performance Company

Union Square *10101 Reunion Place * Suite 200 » San Antonio. Texas 78216

A HARCOURT BRACE JOVANOVICH COMPANY

Circle No. 152 on Reader Service Card

DECISION ANALYSIS TRAINERS

Kepner-Tregoe, Learning Intl, Alamo, BPI

"Theperfect softwarefor decision Stud_en_tswil_l get a better payback on
analysis. I'm using it myselfin a your training with DECISON PAD PC
new series of classes.” software. It makes the methodology easy
Dr. Charles Kepner to use. They return to their job able to
Charles Kepner Associates - . .
"Highly recommended"” put deC|s_|qn analys_sto work r_egu!arly._
Ezra Shapiro, BYTE A decision matrix comes alive in plain
"I'm hooked" English with instant updates, graphics,
Esther Dyson, FORBES what-if testing and reports everyone will
understand. Easy graphical operation.
DECISION PAD has fast become the
leader — practical software created by an experienced line manager.
Our Free Introduction Kit below letsyou give students who
already use PCs a quick look, enough for them to decide whether to
tey DECASION PAD on it's no-visk guarantee.
Think of it like this: you are teaching
people a great way to pound nails -- might
as well show them the best hammer too.

e e el R el 00 el LA T e e g
FREE INTRODUCTION KIT + DEMO DISK l
CALL TODAY 800-237-4565, Ext 133 or 415-851-8496
or just attach your business card and mail to I
Apian Software Box 1224 Menlo Park, CA 94026

New Traning Todls

The American Management Asso-
ciation has come out with an audio-
cassette program titled Successful
Delegation. It is designed to take the
guesswork out of deciding how and
what to delegate. Through a series
of vignettes and workbook activi-
ties, managers learn to
» give employees the right amount
of independence;
 gpell out accountability in spe-
cific, measurable terms;

* match delegated tasks with
abilities;

* monitor performance without en-
gendering frustration in an
employee;

» encourage subordinates to make
decisions on their own.

The program includes six cas-
settes for six hours of learning and a
workbook with self-review ques-
tions, role-playing exercises, a case
study, and a pre- and post-test. Suc-
cessful Delegation costs $155 for
AMA members and $165 for others.
For more information, contact
American Management Association,
Saranac Lake, New York.

Circle 197 on reader service card.
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"New Training Tools" is compiled
and written by Eric R. Blume.
Send items of interest to Tools,
Training & Development Journal,
1630 Duke Street, Box 1443,

Alexandria, VA 22313-
]
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