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WHAT IS UNIVERSAL CLASS?

Universal Class is a continuing education 
database that offers over 500 courses in 
everything from scrapbooking to how to 
write a grant proposal. There are seemingly 
endless choices. 

The highlighted courses in this brochure are 
just a few of the many options.

IS THERE A COST?

No. Universal Class is provided to all North 
Dakota residents by the North Dakota 
State Library. The database is available to  
any resident with a public or ND State  
Library card. 

HOW DO I ACCESS IT?

When accessing the database for the first 
time, go to bit.ly/NDUniversalClass and 
register using your ND State Library or local 
library card barcode; this will allow you to 
make an account. 

After you’ve made an account, you can 
access the database by going to https://
northdakotastatend.universalclass.com/. 
 

For assistance creating an account, contact 
the State Library (ndsltrain@nd.gov or  
701-328-4622) or your local public library.

CONTACT US

Administration
701-328-2492

Information Services
701-328-4622

1-800-472-2104

Talking Books
701-328-2185

1-800-843-9948

Training Department
701-328-3495

604 East Boulevard Avenue
Bismarck, ND 58505-0800

www.library.nd.gov

statelib@nd.gov

Open Monday - Friday
8:00 a.m. - 5:00 p.m.

Mary J. Soucie
State Librarian

North Dakota State Library, a division of the 
ND Department of Public Instruction  
Kirsten Baesler, State Superintendent 
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MARKETING FOR SMALL 
BUSINESS 101

Marketing is such a dynamic field, but 
sometimes the tips and tricks that the  
large companies swear by won’t work for 
a small business. This course will introduce 
many marketing issues that will help you 
create your marketing plan and tackle 
the challenges of marketing in today’s 
economy. You will learn how to implement 
basic marketing principles; networking  
and marketing strategies that you can 
use in your community; and the required 
components for selling your marketing plan 
to investors.

This course consists of 15 lessons and  
includes 20 exams and assignments; it will 
take an average of 7 hours to complete. 

HOW TO WRITE EFFECTIVE 
POLICIES AND PROCEDURES

In every company, there needs to be a  
place where employees can go to find 
information when they get sick or injured  
on the job. This is where a policy and 
procedure manual comes in. The lessons  
in this course will guide you step-by-step  
through developing effective policies 
and procedures that communicate your 
company’s goals and behavioral standards. 
After you are finished with this course,  
you will be ready to create a policy and 
procedure manual from scratch or update  
the one you already have.

This course consists of 12 lessons and  
includes 24 exams and assignments; it will  
take an average of 10 hours to complete. 

ACCOUNTING & BOOKKEEPING 101 
FOR EVERYONE

This course covers the fundamentals of 
accounting with the novice in mind. The 
course works with the assumption that 
the student has no prior knowledge about 
accounting or finance, and will help create 
those accounting skills. The class will address 
accounting terminology, revenue, expenses, 
net income, the accounting equation,  
debits, credits, balancing the accounting 
formula, and so much more. If you have no 
experience in accounting and bookkeeping, 
or need a refresher, this is the course for you 
and your business. 

This course consists of 24 lessons and 
includes  29 exams and assignments; it will 
take an average of 32 hours to complete.

SUCCESSFULLY NETWORKING 
YOUR CAREER

One of the hardest parts of being a  
professional is networking. Many people 
face anxiety when confronted with having  
to network. This quick course will go over  
the benefits of networking, quality versus 
quantity networking, how introverts can 
network, and many more options so that  
you will be a networking pro by the time 
you’re done. 

This course consists of 10 lessons and  
includes 11 exams and assignments; it will 
take an average of 3 hours to complete.

Check Universal Class for more courses!


