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The Water Board is providing on-site, hands on Outlook training through New Horizons Computer Learning Centers.  This training is designed to answer post migration questions on using Outlook including the terminology translation between GroupWise and Outlook.

The course content covers the following topics:    

· Email

· Ribbon & Office button
· View reading pane on bottom
· Address Message
· Out of office assistant
· Message options & more
· Contacts
· Distribution Lists

· Calendar

· Schedule/modify appointments, meetings and events

· Share calendar

· Open (another user’s) calendar
Instructors: 

New Horizons Computer Learning Center
Dates/Times of Classes:

Choose one session on any of the three dates.
Tuesday, July 17th

     Session 1 – 8:30AM to 12PM

     Session 2 – 1PM to 4:30PM

Wednesday, July 18th
     Session 1 – 8:30AM to 12PM

     Session 2 – 1PM to 4:30PM

Thursday, July 19th

     Session 1 – 8:30AM to 12PM

     Session 2 – 1PM to 4:30PM

Location: 


Training Room 18

Cal/EPA Building, 1001 I Street

Sacramento

Registration Fees: The course fee to attend training is $70. The Water Board will be invoiced by OTech for each enrollment. As back up payment documentation, a Training Request Form must be completed and turned into to your training liason.
To Register:  Online at:  

http://www.trainingforce.com/6/lp/gowater.aspx?ot=8&otid=426.  Click on “details” to see the times for each session.  Questions concerning registration may be directed to Jami Ferguson jferguson@waterboards.ca.gov.
Questions concerning the course may be addressed to Tisha Wong at TWong@waterboards.ca.gov
Travel Restricted:  There will be no traveling for this class unless otherwise specified by your training coordinator. This means your supervisor must determine if you are approve in order for you to be reimbursed for travel costs associated with attending this class.

Academy Cancellation Policy:  Registration for a training session is a commitment to attend.  If for any reason you cannot attend, you must cancel your registration soon as possible, and at least five days prior to the class. Sessions may be cancelled if not full, and enrollees may be move to other sessions with openings. Please be aware that space is very limited.  
If you have special accommodation or language needs, please contact Tisha Wong at TWong@waterboards.ca.gov
Microsoft Outlook Training


3 ½ hours














