
Microsoft Excel - Level I
This course covers basic skills including basic parts  
of an Excel window, formatting, alignment, indenting,  
merging cells; creating a simple spreadsheet with 
formulas, conditional formating, functions, format  
painter, absolute reference, quick sorts, freezing 
columns and rows, split windows, copy & paste, paste  
special, using multiple windows of the same file, 
printing options,comments, creating charts and graphs,  
non-adjacent cells, creating a list, and mail merges.
Jan 26 & Feb 2 - 12:30-4:30 pm; Apr 4, 11, 18, & 
25 - 10:00 am - Noon        $175

Microsoft Excel - Level II
This course covers grids, If Statements, insert or move  
columns or rows, autocorrect, naming a range, special  
printing titles of rows & columns, paste between work- 
sheets, pasting values and links, viewing and working  
with multiple work-sheets, 3D formulas, templates, 
protecting a workbook \ worksheet, & cells, What-If tables, 
Vlookup & Hlookup functions, text to columns, checking  
for duplicates, Excel as a database, autofilters, slicers,  
and creating a graph with two axis.
Feb 9 & 16 12:30 - 4:30 pm; May 2, 9, 16, & 23 
10:00 am - noon       $175

Transitioning into a Leadership Role
Learn to define roles and responsibilities and adopt a  
leadership mindset, build foundations such as account- 
ability, responsibility, and trust, set expectations and  
goals and delegate effectively, and iIdentify leadership 
styles and when to use influences and persuasion.
Feb 16     8:00 am-12:00 pm      $175

Feedback and Coaching
Success as a Manager or Leader requires being able  
to deliver feedback and coach effectively. Valid feedback, 
when adequately given, provides your employees with  
information as to what is working and what is not working. 
Feedback is an opportunity. Use it to enhance under-
standing and as a tool for achieving positive results. 
This course will introduce several concepts and tech-
niques to help you learn to consider the importance of 
respectful feedback. You will be able to apply practical 
skills and learn basic techniques for confidently and 
effectively delivering praise or feedback for behavior 
or performance issues.
Apr 20 1:00 - 5:00 pm $175

Microsoft Excel - Level III
This course provides advanced tools for solving real- 
world problems in Microsoft Excel 2019: lookup and 
decision-making functions, auditing and error-handling, 
array functions, date and text functions, importing and 
exporting, what-if-analysis, and macros. 
Mar 3, 10, & 17 - 9:30 - 12:30; Jun 6, 13, 20, & 27 
9:30 - 11:30 am  $175

MS Word Overview
This course shows a new or experienced user of Micro- 
soft Word tools available to improve productivity in 
developing documents. Topics covered include  
formatting, setting special tabs, line spacing, format  
painter, creating outlines, styles to create uniformity,  
header and footers, page numbering, footnotes / end- 
notes, tables,creating forms, graphics, and templates.
Mar 7, 14, 21, 28 10:00 am - Noon $175

Conflict Management
Learn to prevent conflicts in the workplace in a con- 
structive way. In this way, everyone can avoid or mit-
igate conflict, and be aware of the benefits of certain 
types of conflict, to take advantage of the creativity it 
can foster. This course will help you understand and 
learn the skills and techniques to manage situations 
in which people are pushing against one another in 
this way. We will also explore ways of responding to 
these situations so that everyone gets what they need.
Mar 23 1:00  - 5:00 pm $175
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Microsoft Power BI
Power BI (Business Intelligence) works with many 
data sources (Excel, Access, SQL Server, and etc.) to 
develop an interactive data visualization, or dashboard,  
giving valuable insights for business reviews and 
decisions. Those who work with data from multiple 
sources, to create reports  regarding data analysis, 
marketing, sales, inventory control, production, edu-
cation, and etc. will benefit most from this course.
Requires experience with Excel or other computer  
applications dealing with data, and different database  
type software. You should be comfortable developing 
reports such as PivotTables and charts in Excel.
May 5, 12, 19, & 26- 8:30 am - 12:30 pm      $350 

Software Applications

Leadership

In this course you will learn to identify sources of  
challenges in leadership, manage challenges that arise  
from leadership roles, overcome internal barriers for  
effective leadership,set team expectations, and identify 
and manage external challenges.
Feb 16  1:00 - 5:00 pm $175

Overcoming Leadership Challenges

Get foundational knowledge in computer-aided 
design (CAD), computer-aided manufacturing 
(CAM) and the practical use of CNC mills. Begin 
in Fusion 360 CAD by learning how to read basic 
blueprints, how to properly sketch and model 3D 
parts. We’ll then explore CNC milling basics to en-
sure we have the knowledge needed to effectively 
define toolpaths.
TTh Jun 19 - Jul 21 10:00 am - 2:00 pm     $275

Intro to CAD/CAMNEW!

‘Inventor provides professional grade designs and 
engineering solutions for 3D mechanical design, 
simulation, visualization, and documentation. 
Learn the basic features of Autodesk Inventor that 
includes opening existing drawings, modifying 
drawings, and creating new drawings.  This intro-
ductory course exposes students to basic design 
concepts, computer skills, and drawing skills used 
in product and process design within the field of 
industrial manufacturing.
TTh- Jun 19 to July 21 - 8:00 - 10:00 am      $275

Autodesk InventorNEW!

Building Trust (Ken Blanchard)
Building Trust focuses on helping individuals build or  
repair trust, using a simple yet powerful trust model and  
framework. Building Trust workshops teach partic-
ipants The Elements of Trust framework, focusing on 
how to engage in more trust-building behaviors and a 
three-step process for rebuilding trust.
Call to Schedule - 4 hrs - $175

NEW!

Developing Effective Teams
Learn how to identify a team versus a group, how 
diversity impacts a team, to identify stages of team 
development, how to set team expectations, and 
to identify types of team dysfunction.
Mar 23 8:00 am-12:00 pm       $175

Organizing Your Time for Maximum 
Productivity

Learn to understand time management and identify 
any shortcomings, effective organization techniques  
and goal setting, implementation of productivity,  
efficiency, prioritization, and delegation, time manage- 
ment in a practical work setting, and aids to increase 
productivity.
Call to Schedule - 4 hrs $175 



Root Cause Analysis is a method of solving problems  
that is used to diagnose the true cause, faults, 
variations and/or problems. This course will give  
participants the skills to identify and resolve problems 
rooted within your organization, and prevent them 
from occurring again. This saves your organization 
time, money, and resources. Learn what a Root Cause  
Analysis is, impediments to Root Cause Analysis, 
symptoms vs. root causes, determining the real root 
cause, types and tools for Root Cause Analysis, 
pitfalls, identifying possible factors, effective corrective 
actions, and who should be involved  in root cause 
investigations.
Mar 9 - 8:00 am - Noon $175

Root Cause Analysis

Customized Training
Do your employees need training that you don’t see 
listed?  Give us a call!  We offer customized trainings 
at your location for groups.  Usually, the minimum 
requirement is only 10 people.  Call (870) 933-9788 
or email workforce@asun.edu.

The Forklift Operator course satisfies OSHA training 
standards for employees who operate forklifts as part  
of their job. Topics Include forklift basics, types of forklifts, 
forklift body parts, inspection checks, safe operation, 
and material handling.
The course includes three hours of classroom instruc-
tion and a skills demonstration that allows participants 
to practice the safe operation of a forklift.
Apr 11  10:00 am - 4:00 pm  $200

Forklift Operator

A+ Hardware
Introduces the architecture, structure, functions, 
components, and models of the Internet and 
computer networks. The principles of IP addressing 
and fundamentals of Ethernet concepts, media, and 
operations are introduced to provide a foundation 
for the curriculum. Basic configurations for routers 
and switches and IP addressing schemes will also 
be introduced. Includes books, practice tests, and 
test vouchers.
Call to Schedule - 36 hrs - $750

A+ Software
Teaches baseline security skills for IT support 
professionals, troubleshooting and problem solving 
core service and support challenges while applying 
best practices for documentation, change man-
agement and scripting, implementing basic data 
backup and recovery methods and applying data 
storage and management best practices. Includes 
books, practice tests, and test vouchers.
Call to Schedule - 36 hrs - $750

The 6 Critical Practices for  
Leading a Team™

Leaders at every level make a significant impact on 
every metric in your business: employee productivity 
and engagement, customer satisfaction and loyalty, 
innovation, and financial performance. Leaders are 
the “Difference-Makers” in your business.
From new and emerging leaders to those in the 
executive suites, the role of a leader has always been  
tough – and today’s realities make it even tougher. 
People skills typically account for 80 percent of success  
in this role. Yet many people are promoted into lead-
ership because of their technical capabilities, without 
mastering the skills of managing and motivating oth-
ers. Without these basic skills, leaders at every level 
can struggle with leading teams in today’s workplace.
The 6 Critical Practices for Leading a Team™ is a 
special collection of relevant, practical resources that 
provide leaders with the mindsets, skillsets and tool-
sets needed to excel in their critical roles of leading 
others effectively.
Call to Schedule -  11 hrs  $300

NEW!

IT Fundamentals
‘IT Fundamentals is designed for individuals who are  
considering a career in information technology (IT) or  
for those who work in an allied field that requires a  
broad understanding of IT. Topics include basic com-
puter concepts, types of computers, hardware and 
software components, networking, network protocols,  
information security, maintaining, monitoring, and 
troubleshooting computer systems, and future tech-
nologies. This course provides instruction on the 
CompTIA IT Fundamentals Certification Exam.
Call to Schedule $450 

NEW!

(CFOS/T) Certified Fiber Optics  
Specialist in Testing

This specialist program focuses on the testing &  
maintenance of singlemode networks. With emphasis  
on the OLTS and OTDR, this course presents extreme,  
real world challenges to the  attending student.
Requires the CFOT Course as a prerequisite.
Apr 26 - 27 - 8:00 am - 5:00 pm $1,000

NEW!

(CFOS/S) Certified Fiber Optics  
Specialist in Splicing

‘‘This specialist program focuses on mechanical and 
fusion splicing of fiber optics networks. The student 
will be expected to build their own fiber network using  
a variety of mechanical and fusion splicing techniques.
Requires the CFOT Course as a prerequisite.
Apr 28  - 8:00 am - 5:00 pm $1,000

NEW!

(CFOT) Certified Fiber Optics  
Technician Course

‘The student will find that the Basic CFOT Course 
from BDI DataLynk offers a real  world approach to 
fiber network understanding. This fiber optic training 
course is a recommended prerequisite to the other 
BDI DataLynk Courses.
Apr 23 - 26 - 8:00 am - 5:00 pm $1,000

NEW!

The 7 Habits of Highly Effective People 
Signature Edit. 4.0 (Covey)

No matter how capable a person you are, you will not  
have sustained and lasting success unless you are 
able to effectively lead yourself, influence, engage,  
and collaborate with others—and continuously improve  
and renew your capabilities. The seven habits of 
highly effective people are at the heart of team, 
organizational, and personal effectiveness.
Renowned as the world’s premier personal leader- 
ship development and training program, The 7 Habits  
of Highly Effective People aligns timeless principles 
of personal effectiveness with the relevancy of today’s  
practices as well as modern technology. The new  
Signature 4.0 seminar takes the 7 Habits teachings  
to a whole new level. The new 7 habits seminar by  
ASUN includes even more tools and processes to  
help you live and apply the 7 Habits, including more  
than 30 new, world-class videos, new Skill and 
Practice cards with 20 new 7 Habits practices, and 
much more.
Call to Schedule - 14 hrs   $350

NEW!

Conversation Capacity (Ken Blanchard)
‘Conversation Capacity® teaches people how to 
engage in constructive, learning-focused dialogue 
when challenging topics or conflicts arise.Con-
versational Capacity® will help both individuals 
and teams reach new levels of performance by 
learning how to engage in open, balanced, nonde-
fensive dialogue about difficult topics.
Call to Schedule - 6 hrs       $275

NEW!

Computer and Internet Basics
Computer Fundamentals is the ideal starting point for  
anyone interested in learning computer and Internet 
basics. The program gives students the sufficient 
Internet and computing literacy skills to enter current  
job markets or begin higher education programs. This  
course prepares students fo rthe IC3 Certification. 
Prime candidates for IC3 certification are job seekers,  
employees who use technology on the job, and 
anyone-young or old-who wants to gain a working 
knowledge of computers and the Internet.
Tue & Thur - Mar 6 - Apr 27 - 5:00 pm to 8:00 pm 
- $450

NEW!

Computer Technology / IT

Health & Safety



OSHA 10 for General Industry
This course provides in-depth training for employees 
and employers on the recognition, avoidance, abate-
ment, and prevention of safety and health hazards in  
the workplace. The course is for all management levels 
- 1ST responders, safety professionals, manufacturing 
/ production, and healthcare. Course covers how to 
identify safety and health hazards in the workplace, 
how to file an OSHA complaint, electrical Safety, gen-
eral ergonomics, personal and protective equipment, 
workplace emergencies, blood-borne pathogens, 
machine Guarding, and more.
Jan 31 & Feb 1      9:00 am to 4:00 pm       $225

OSHA 10 for Construction
The OSHA “Construction Industry” standards apply  
to new construction, installation, repair, renovation, 
painting, demolition, and decorating.
This course is intended to provide entry-level con- 
struction workers with information about worker rights,  
employer responsibilities, how to contact OSHA, and 
how to identify, avoid and prevent related hazards on a  
job site. Specific topics include fall protection, electrical 
safety, health hazards in construction, materials han-
dling and storage, and  personal protective equipment.
Feb 21 & 22 - 9:00 am - 4:00 pm        $225

ServSafe Manager Certification
Developed by the National Restaurant Association, 
this course teaches you food safety best practices 
for handling food sanitation risks. The ServSafe Food 
Protection Manager Certification (CFP) exam is 
included. 
March 14-16     9:00 am - 4:00 pm     $200  

NEW!

NEW!

This three-hour Hand Tool Safety class covers OSHA 
guidelines for hand and power tool safety, proper tool 
maintenance and handling, selecting the right tool, 
types of commonly used hand tools, types of common-
ly used fasteners, ergonomics of proper tool use, and       
personal protective equipment (PPE). 
Participants must be OSHA 10 certified before class 
begins.  After completion, participants receive a card 
from University of Texas at Arlington to verify attendance.
Feb 2 - 8:30 am - 1:30 pm      $250

Hand Tool SafetyNEW!

Programmable Logic Controls 
Level 1

This course is for new and seasoned maintenance 
employees, training coordinators, supervisors, and any- 
one looking to advance to a maintenance position.
Learn how to read schematics, diagrams, and flow charts, 
how to identify maintenance concepts for bearings, 
couplings, brakes, valves, pumps & V-belts, how to 
identify industrial components and controls, routine 
maintenance procedures, and proper use of PPE.
Mar 6-11    8:00 am - 4:30 pm       $1,400

Variable Frequency Drives
Students will learn Allen Bradley VFD Powerflex HMI,  
including lockout procedures for safety. This class 
includes the following units of instruction; introduc-
tion to various types of AC motors, AC motor basics 
of voltage, speed, power factor, torque, and motor 
starting methods, VFD Basics, VFD Working Principle 
and Operation, VFD Control, VFD Installation (hard 
wiring VFD-cable termination), VFD Start-up, Soft 
Starter working principle, Drive software start, and 
Troubleshooting VFD Drives.
Also includes introduction to Allen-Bradley PanelView 
Plus operator interface configuration and complemen 
tary ControlLogix programming, using FTView, Studio 
5000 and RSLinx. Variable frequency drive basics 
taught are the same for all VFDs regardless of brand. 
Includes the Laboratory Manual,  Final Exam, and 
Certificate of Completion.
Apr 11-14 or Aug 8-11 - 8:00 am -4:30 pm    $1400

This course is not just meant for electricians, but for 
all employees that deal with electrical work or may be 
exposed to potential arc flash hazards, including but 
not limited to facility managers, plant or manufacturing 
personnel,  and maintenance personnel. It is also for 
safety directors employed by companies that deal with 
electrical work.  
Jan 24 or April 20     8:30 am - Noon      $200

ARC Flash Electrical Safety 
NFPA 70E Training 

NEW!

Manufacturing Welding
This course is designed to introduce the skills and 
knowledge necessary to enter the manufacturing 
welding workforce. Items covered will include: shop 
safety, tool use, material handling, set up and oper-
ation of GMAW equipment, set up and operation of 
thermal cutting equipment, basic blueprint reading, 
welding symbols, weld joints and positions, welding  
of carbon steel using the GMAW short circuit process. 
Upon completion of this course, students should be 
able to layout and fit-up materials, set up equipment 
for GMAW short circuit process, and produce welds 
on carbon steel in all positions in accordance with 
AWS entry-level welder standards. Up to 180 hours.
Jan 17 - Mar 10 - Call to Schedule $900

NEW!

AWS Certification Test Prep 
This course is designed to prepare welders for welder 
qualification testing in various codes and welding  
processes. Extensive welding experience is required. 
Material covered will include joint design, acceptance  
criteria, essential variables, and extent of qualification. 
Students will receive guidance on welding techniques  
and hands on welding practice. This course includes 
one welder qualification test and 4 hours of training. 
Students will need to inform the instructor on which 
code and process they will be testing in before the 
course begins. 
Students must supply Welding helmet, safety glasses,  
gloves, welpers, chipping hammer, and wire brush.   
Call to Schedule              $250  

NEW!

AWS Certification Exam
1 certification exam - no instruction
Call to Schedule $100

NEW!

In this 30-hour introductory programming course, 
students learn how to design basic CNC programs 
for a three-axis CNC milling machine. Students will 
be instructed on G codes and machine and control 
definitions. In addition, the class will cover basic 
aspects of post configuration, variable definitions, 
formatting, post lines, post text, modality, and 
control definitions.  
Previous CNC operator experience required.
Jun 19 - Jul 21     8:00 - 10:00 am MWF      $325

Intro to CNC Programming - MillNEW!

In this 30-hour introductory programming course 
students will learn to use the language to operate 
CNC lathe machines. 
Previous CNC operator experience or required.
Jun 19 - Jul 21     8:00 - 10:00 am      $325

Intro to CNC Programming - TurningNEW!

This course will increase your knowledge of the Control- 
Logix 5000 controller capabilities. You will gain a  
deeper understanding of project development tasks 
and applications, learn how to create and organize a  
RSLogix 5000 project, creating new programs, routines,  
periodic event tasks and applications. You will also 
learn to configure Addon instructions, User Defined 
Data Tables, Producer Consumer Messaging and PID.
May 8-12      8:00 am - 4:30 pm $1,400

Programmable Logic Controls 
Level 2

Manufacturing

Mental Health First Aid
Just as CPR helps you assist an individual having a  
heart attack, Mental Health First Aid helps you assist  
someone experiencing a mental health or substance  
use-related crisis. In this course, you learn risk factors 
and warning signs for mental health and addiction 
concerns, strategies for how to help someone in both  
crisis and non-crisis situations, and where to turn for 
help.  Learn how to apply the Mental Health First Aid 
action plan in a variety of situations, including panic 
attacks, suicidal thoughts or behaviors, nonsuicidal 
self-injury, acute psychosis (e.g., hallucinations or 
delusions), overdose or withdrawal from alcohol or 
drug use.
Feb 22, or 23, or Mar 1, or 2, or Mar 22 or 23, or 
Apr 19 or 20 - 8:30 am - 4:30 pm No charge 

NEW!



CRN Advanced Manufacturing  (College Credit Hours) Credits Dates of Class Time Days

10765 ADVM 1093 Mfr Engr Design & Prob Solving 3 cr Jan 17 - May 12 11:30 am - 12:50 pm MW

10759 ADVM 1223 Manual Milling 3 cr Jan 17 - May 12 10:00 am - 12:00 pm MW

10767 ADVM 1223 Manual Milling 3 cr Jan 17 - May 12 10:00 am - 12:00 pm MW

10760 ADVM 1233 Manual Lathe 3 cr Jan 17 - May 12 10:00 am - 12:00 pm MW

10768 ADVM 1233 Manual Lathe 4 cr Jan 17 - May 12 10:00 am - 12:00 pm TR

10764 ADVM 1242 Surface Grinding 2 cr Jan 17 - May 12 10:30 am - 11:30 am MW

10770 ADVM 1242 Surface Grinding 2 cr Jan 17 - May 12 10:30 am - 11:30 am TR

10761 ADVM 1253 Geometric Dim and Tolerancing 3 cr Jan 17 - May 12 12:30 pm - 1:30 pm MW

10763 ADVM 2264 Advanced CAD/CAM 4 cr Jan 17 - May 12 8:00 am - 9:50 am MWF

CRN Industrial Maintenance  (College Credit Hours) Credits Dates of Class Time Days

10646 TECH 1023 Industrial Mechanical Maint 3 cr Jan 17 - May 12 8:00am - 8:50 am MTWR

10769 TECH 1033 Computer Aided Design 3 cr Jan 17 - May 12 8:00 am - 10:00 am TR

10651 TECH 1043 Princ of Industrial Hydraulics 3 cr Jan 17 - May 12 10:00 am - 10:50 am MTWR

10655 TECH 1053 Basic Elect Schem & Motor Ctrl 3 cr Jan 17 - May 12 12:00 pm - 12:50 pm MTWR

10653 TECH 1073 Mechatronics 3 cr Jan 17 - May 12 11:00 am - 11:50 pm MTWR

10648 TECH 1083 Ind Motor Controls & PLC’s 3 cr Jan 17 - May 12 9:00 am - 9:50 am MTWR

CRN Welding (College Credit Hours) Credits Dates of Class Time Days

10615 WELD 1016 Manufacturing Welding 6 cr Jan 17 - May 12 9:30 am - 3:30 pm MW

10755 WELD 1016 Manufacturing Welding 6 cr Jan 17 - Mar 10 9:30 am - 3:30 pm MTWR

10616 WELD 1026 Heavy Manufacturing Welding 6 cr Jan 17 - May 12 9:30 am - 4:30 pm MTWR

10617 WELD 1036 Shielded Metal Arc Welding 3 cr Jan 17 - May 12 9:30 am - 3:30 pm TR

10618 WELD 1046 Precision Welding and Cutting 3 cr Jan 17 - May 12 9:30 am - 3:30 pm TR

10658 WELD 1503 Maintenance Welding 3 cr Jan 17 - May 12 8:00 am - 3:30 pm MW

For more information on Arkansas State University Newport - Jonesboro credit courses, please contact  
Samantha Dunavion at (870) 680-8901 or by email at samantha_dunavion@asun.edu.
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