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DOWNLOADING AND INSTALLING





Here is a brief overview of how to download and install our computer-based training programs.  For full instructions, visit:





www.eainet.net/downloads/cbt_directions.pdf





Log on to www.eainet.net.


Click on the ‘PC-Based Training’ option under “Member Services” on the left.


Choose the program you wish to download.


Enter your Username and Password.


Save the file to your desktop.


Unzip the file.  If you need a file expansion program, visit www.winzip.com.





If you have downloaded a computer-based training program before, skip to Step 9.





Double-click the folder and the file that reads “Setup.exe”.


Follow the instructions to install “Design-A-Course”.


Go to your ‘Start’ button, move your arrow over “Programs,” then “Design-A-Course Catalog,” then over “Install New Course”.


Click “Select a Course to Install”.


Browse to find the folder on your desktop.  Click on the file that ends with the extension “.bk0” and click “OK.”


Go to your “Start” button, move your arrow over “Programs,”, then “Design-A-Course Catalog”, then over “Courses.”


Choose the course you wish to take.
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COMPUTER-BASED TRAINING





Excellence Alliance has developed several computer-based training programs that can be taken right at your computer or that can be taught to a group. These courses are designed to track the student's progress and can deliver reports to keep with their personnel files. These programs (valued at over $300 per program) are all included free-of-charge with your EAI membership.





AVAILABLE COURSES:





Commercial Service Sales Program - This course helps sales professionals to develop or enhance the fundamental skills required to sell commercial HVAC/R service contracts, and instructs them in the following areas: 





•	Capabilities and Market Position	•	Competitor Profiles


•	Market Sector Basics	•	Prospecting Strategies


•	Qualifying Opportunities	•	Target Marketing Strategies


•	Territory and Time Management





Customer Excellence Program - When a prospective client calls your company, the first person they have contact with is your receptionist or dispatcher. If this person makes a bad impression, it could set the stage for all future dealings with the client, or even cause the client to call someone else. These program materials are designed to help users more clearly identify the skill-sets needed to promote effective customer service. By identifying those traits, the student can then compare their current level of customer service proficiency and enhance their knowledge base making them more customer-focused.





Strategic Sales Management Program - You need strong, effective, and educated people leading and making decisions for your sales team. This course helps sales managers to develop essential skills to aid in growing new business and implementing performance plans to stay on track, and instructs them in the following areas: 





•	Competitive Intelligence	•	Enabling the Sales Team


•	Performance Management	•	Recruitment


•	Sales Coaching	•	Sales Compensation


•	Sales Meetings	•	Sales Team Training





Train-the-Trainer Program - It's important that the person training your staff is professional and accurate in the information that they present. This program will instruct and test the individuals establishing training programs in your organization.





Contact Shannon Poe at 877-324-3444 or � HYPERLINK "mailto:shannonp@eainet.net" ��shannonp@eainet.net� if you have any further questions about the computer-based training we offer or need your username and password to download items from our website.








