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HBS 101:  Becoming a Manager
Learn what to expect during your transition from individual contributor to new manager. In this topic you’ll understand the crucial differences between being an individual contributor and leading a team or department and how to manage the dynamics behind power and influence. You’ll also learn how to adjust your managerial style to meet your team's or department's performance needs, build effective, well-functioning teams and cope with the stresses and emotions of becoming a manager. 

HBS 102:  Keeping Teams on Target

Designed as a companion to Leading a Team, Keeping Teams on Target covers issues such as turnover in membership, adapting to changes in mission, intra-team conflict, the absent or unproductive member, how to employ self-directed team management, and how to prevent problems as well as cure them. 

HBS 103:  Leading a Team

The keys to establishing and directing an effective team including identifying and achieving your team's goals, selecting team members and evaluating performance. This module covers skills required of an effective team leader and provides self-evaluation tools. 

HBS 104:  Leading and Motivating

A synopsis of the essential tasks of leadership--creating a vision, gathering resources, motivating others, handling conflict--together with advice about how to create a climate that encourages others to take initiative and develop their potential. 

HBS 105:  Making Business Decisions

How to make effective business decisions into a process that requires time and input from many individuals throughout an organization. Learn to identify underlying issues related to a decision, generate multiple alternatives, evaluate those alternatives, and communicate and implement the decision.
HBS 106:  Budgeting

Learn how to build a budget that functions as a critical strategic tool. Discover the advantages and disadvantages of new techniques and approaches. Utilize flexible spreadsheet templates to create detailed budgets for your organization or initiative. 

HBS 107:  Capitalizing on Change

How can you avoid being paralyzed by change? Better yet, how can you turn change into a stimulus for growth? Capitalizing on Change is a practical guide to dealing more effectively with the organizational and emotional upheaval that comes with change, including planning and information-sharing techniques to help keep your team focused on solutions. 

HBS 108:  Finance Essentials

This primer helps non-financial managers navigate and apply financial information. This module includes easy-to-understand explanations of the income statement, balance sheet, and statement of cash flows, and spreadsheet templates for pulling together budget, a breakeven analysis, and an investment proposal. 

HBS 109:  Focusing on Your Customer

Not only is it easier to keep existing customers happy than to find new ones-–it’s also more profitable. This module covers the critical components related to servicing internal or external customers. It outlines the importance of high quality service, and its relationship to customer satisfaction and company profitability. 

HBS 110:  Implementing Innovation
A framework for turning an innovative idea into reality. Innovation is not only about generating creative ideas. Innovation results when a creative idea is put to use. However, the implementation phase is where many good ideas fail. Learn how to implement an innovation, from crafting a vision statement to managing resistance.
HBS 112:  Managing Crises

This topic contains information on how to avoid a crisis through planning, preparing to manage crises you can't avoid and recognizing a crisis and contain it before it spreads even further. The module will also guide you in how to resolve a crisis in the most effective way and learn from past crises. 
HBS 113:  Managing for Creativity and Innovation 
This module shows you how to manage an intellectually diverse work group to produce more and better ideas. It teaches you how to assess and then tailor the physical and psychological environment to stimulate creative thought, and how to manage the process of innovation for maximum results. 

HBS 114:  Preparing a Business Plan 
Whether you are starting up a new business or seeking funding for a new product or market initiative, Preparing a Business Plan will help you develop a thorough, compelling plan. Learn how to take a long, hard look at every aspect of your strategy, and how communicating the right message to the right people can maximize the chance of getting your venture launched. 

HBS 115:  Marketing Essentials

This module, written especially for non-marketing managers, includes fundamentals that will help people throughout the organization better understand the importance of marketing and how it relates to them. 
HBS 116:  Project Management
Learn the nuts and bolts of project management, including project planning, budgeting, selection and allocation of resources, motivation, mid-course correction and evaluation, and after-project review. This module also offers guidance on using GANTT and PERT charts, conducting task analysis, selecting scheduling software, and spotting potential pitfalls. 

HBS 117:  Solving Business Problems 
A straightforward approach to problem solving that makes room for the kind of creativity that leads to breakthrough solutions. This module offers practical tools and techniques for diagnosing and defining problems, identifying root causes, generating options, weighing alternatives, and thinking "out of the box." 
HBS 118:  Making a Presentation
Effective presenters connect what they know with what their audiences need to know, in ways that clarify and inspire. Making a Presentation offers insights on preparing and delivering persuasive presentations, including techniques for rehearsing and using effective visuals. It also discusses the importance of understanding your objectives and your audience in order to create a presentation with impact. 

HBS 119:  Negotiating

A practical guide to the basic concepts of negotiating, this module walks you through the major stages of a negotiation session, from preparation to cementing the deal. It includes tips and techniques for assessing each player’s position and goals, developing win-win strategies, building on small agreements, and making agreements stick. 

HBS 120:  Persuading Others
Master the art and science behind successful persuasion— and begin changing others’ attitudes, beliefs, or behavior to create win-win solutions. Formal authority no longer gets

managers as far as it used to. To do their job—accomplishing work through others—managers must develop and use persuasion skills rather than simply issue orders.
HBS 121:  Running a Meeting

A practical guide to planning and conducting meetings from start to finish. Covers preparation, keeping the meeting on track and follow-up. Plus, Running a Meeting offers advice for dealing with problem behaviors exhibited by meeting participants. 

HBS 122:  Writing for Business
Truly effective writing not only helps you accomplish your business objectives, it can also extend your influence as a manager. Learn to create clearer, more effective, written communications that put your readers’ needs first. Writing for Business provides specific guidelines for preparing memos, letters, e-mails, and other types of documents. 

HBS 123:  Managing Workplace Stress
Learn the difference between positive, energizing stress that enhances productivity, and negative stress that can produce harmful tensions and decrease productivity and job satisfaction in the work environment. This module includes strategies for dealing with the underlying causes of worry and stress, and offers tactical advice and coping mechanisms for dealing with immediate problems. 

HBS 124:  Managing Your Career

Learn a straightforward approach to managing your career–-or to helping others manage theirs. Includes information and tools to identify your most deeply felt business interests, your strongest work reward values, and your best skills, and to help you find the right fit or development opportunity. Offers valuable advice on career-development processes and resources—such as career counselors, mentors, networking, informational interviewing, and professional development reviews. 
HBS 125:  Managing Your Time

Of all of the scarce resources in today’s business environment, time is the scarcest. Managing Your Time offers effective time management techniques and strategies for goal setting, prioritizing tasks, handling time wasters, analyzing time use, and creating and maximizing your schedule. 

HBS 126:  Working with a Virtual Team

In today’s business and technology environment, collaborating virtually is more the exception than the rule. This module offers concrete suggestions for forming a virtual team, including assessing technology and communication needs, and structuring the team to build trust and keep it on track. 

HBS 127:  Assessing Performance

A how-to guide on preparing, conducting and following up a performance evaluation meeting. Includes guidelines on appropriate documentation and handling challenging situations, as well as specific "before, during and after" steps for effective performance evaluations. 
HBS 128:  Coaching (Not Yet Available)
Astute coaches can find a teachable moment in the most ordinary task or interaction. Whether you’re working with a colleague or a subordinate, this module supports your efforts to facilitate the professional growth of those you’ve agreed to coach. Includes strategies on how to plan and conduct effective coaching sessions, as well as tips for establishing post-session action plans. 

HBS 129:  Delegating

Done properly, delegation helps teams work more efficiently, helps employees develop their individual skills, and helps avoid managerial burnout. This module provides practical tools for assessing the assignment, matching employee skills to tasks, selecting the right person, and supporting the delegation to completion. It includes strategies for communicating the assignment, monitoring progress, and dealing with reverse delegation. 

HBS 130:  Dismissing an Employee

This topic contains information on how to make key decisions before, during, and after a dismissal and communicate effectively with employees about a dismissal. You will learn how to decide whether to dismiss a problem employee and how to conduct a dismissal correctly. 
HBS 131:  Giving and Receiving Feedback

A guide to understanding types of feedback, assessing the suitability of and conditions for feedback, and communication techniques which maximize openness and learning. This module covers individual versus group feedback, do's and don'ts, and how and when to ask for feedback. 

HBS 132: Hiring

Hiring decisions have long-term repercussions - just ask any manager who’s been saddled with the wrong hire for a key position. This module offers practical tools and techniques for finding, interviewing and selecting top performers. It includes tools for each step in the hiring process: creating a job profile, screening resumes, preparing to interview, conducting interviews, checking references, and making the hiring decision and offer. 

HBS 133: Laying off Employees

When organizations downsize, the supervisors responsible for communicating the layoffs and managing the repercussions face one of the greatest challenges they will ever encounter. This topic presents some sound advice on how to best manage this process, and presents the perspective of the manager as well as the direct report. 

HBS 134:  Managing Difficult Interactions

Managing Difficult Interactions will help you develop styles and strategies for dealing with conflict, sensitive communications or other difficult interactions. It provides an understanding of the causes of conflict, and techniques for establishing open communication and overcoming barriers to resolution, including defensiveness. 

HBS 135:  Managing Upward

Getting, and keeping, the boss on board is one of the unsung arts of management. Managing Upward helps you learn to communicate and negotiate effectively with your manager. The module includes tips on presenting problems or opportunities to your manager, along with accepting responsibility for your proposed actions. 

HBS 136:  Retaining Valued Employees

Keeping your best employees can give your firm an essential competitive edge in the "war for talent" that many companies are now embroiled in. In this module, you'll learn why people really stay with—or leave—their jobs. Discover strategies that can help all managers attract and keep top performers. Learn how to handle common obstacles to retention, particularly burnout and work-life imbalance, and how to develop programs to better meet employees' diverse needs and interests. 

HBS 137:  Setting Goals

A carefully prioritized set of goals helps ensure that your energy is harnessed for maximum productivity. Setting Goals offers practical tools and techniques for establishing realistic goals, creating a task list, tracking milestones, and evaluating achievement. 
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