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Scroll down for class descriptions.
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Class Descriptions
U n ive rSity Webinar, Live, Keynote, and eLearning Formats Available

© Reduce inbox clutter, prioritize tasks, and write clear, concise, and actionable messages. Powerful

. Get Control! of Email E :
' inbox tech tips. Cut email time by 20%.

: . . Discover a new way to get organize and prioritize digital info. This class helps you file, find, and '
Get Control! Get Organized

manage your email, documents, folders, and links like a pro!

Run on-time, on track, results driven live meetings. Meet less, save time and get more done.

Get Control! of Meetings

' . Packed with useful Outlook tips. Learn new email, calendar, task, and shortcut tricks that save tons of
: Get Control! of Outlook® : :
: time. Get Control! of Gmail® and Lotus® classes also available. '

. Get Control! of iPad®and : A fun and useful class for iPad and iPhone users. Learn exciting new shortcuts, features, setting '

iPhone® changes, apps, and navigation tips.

) Discover powerful strategies that help leaders boost TQ (Technology Quotient), maximize
Get Control! of Leadership

: team performance, and improve communication in a tech driven, increasingly virtual world. '

Get Control! of Time ' Participants learn how to prioritize, develop and achieve big goals, create extremely useful lists, avoid
Management ' procrastination, and leverage technology to accomplish more every day.

. Get Control! of Presentation : Discover extremely useful public speaking and meeting presentation strategies, tools, and tips in this

Skills . dynamic and innovative new class.

Get Control! of Office 365®,  Discover powerful Office 365, OneDrive, and Windows 10 strategies that help you understand,
: OneDrive®, and Windows 10®E organize, navigate, and manage your digital world.

: Get Control! of E |® " Discover the 5 best features of Excel that most users miss. Discover shortcuts that help you filter, sort,
. Get Control! ot EXce : :
: . manage, chart, and calculate with ease. '

Get Control! of OneNote® . Discover Microsoft’s incredible notetaking tool. OneNote can help you organize and share meeting
: et Control! o neNote : :
notes, project info and much more. :

Get Control! of Skype for ; 5

: Learn how to schedule, record, and run amazing meetings using Skype for Business. ]
. Business® : :

; Get Controll of Sh Point® . Discover exciting, new ways to organize shared information. Learn new shortcuts, hidden team :
: Get Control! o arepPoin : :
. . strategies, and more.

. Struggling with lost or hard-to-find information? Explore amazing Google, Bing, Windows, Outlook, '
. Get Control! of Search
and Gmail search techniques that help you find things twice as fast.

Get Control! of PowerPoint® : Looking for a fast, fun class to boost your PowerPoint and Word skills? This class uses a fun scenario

and Word® © and real documents. Learn exciting new skills as you improve each document.

A global leader in productivity training, Get Control! Training has helped millions of professionals boost TQ

University (Technology Quotient), save time and get more done. Visit our website for more information: www.getcontrol.net
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