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	Distribution Date:
	June 28, 2016

	To:
	All NASA HQ Personnel

	Subject:
	New Improved Computer Training Program at NASA HQ

	Date/Time:
	New workshops starting July 2016

	What’s Happening:
	The Information Technology and Communications Division (ITCD) is rolling out a newly redesigned computer training program to include new workshops beginning in July.  Workshops will be launched in a phased approach until September, when all planned courses will be available to HQ users. 
Microsoft Office suite training will feature a brief introductory guide to ensure registrants are familiar with the basic Microsoft tools and terms, as well as restructured workshops designed to target different levels of experience.  Each workshop will also feature Quick Reference Guides (QRGs) and micro-lessons, which are short videos that demonstrate how to perform a particular learning objective. 
The Computer Training Center (CTC) will continue to offer various methods of training such as hands-on classroom training, virtual classrooms (for remote users), and individual assistance for those with specific needs.  Check out our Traveling Training services which allows the CTC trainer to bring customized computer-related training to your organization at your convenience.
Mark your calendar for an Open House event on Thursday, July 14.  Visit the training center, meet the CTC staff, and learn more about the new workshops.  More details when available.
For more information about the Computer Training Program, visit the Computer Training Center (CTC) Web site.

	Computer Training Workshops:
	Workshops to be offered for both Windows and Macintosh users:
	Jabber (Win)
	Jabber (Mac)

	Skype for Business (Win) 
	Lync (Mac)

	Outlook One
	Outlook Two

	Excel One
	Excel Two

	Word One
	Word Two

	PowerPoint One
	PowerPoint Two

	Project One (Win)
	Project Two (Win)

	Visio One (Win)
	Visio Two (Win)


It is highly recommended that trainees review the "Introduction to the Microsoft Office Suite: Capabilities and Navigation" guide, which serves as a prerequisite to Microsoft Office workshops offered by the CTC. 
Microsoft Office workshops are based on level of experience.
· Workshop One = Beginner to Intermediate
· Workshop Two = Intermediate to Advanced
Registration in SATERN is required for all courses; visit the CTC Web site for course descriptions, class times, and registration information.

	CTC Features:
	[bookmark: MicroLessons]Micro-Lessons:  Short videos that demonstrate how to perform a particular learning objective (i.e., apply a master slide in Power Point, use Recommended Charts in Excel, or apply a theme in Word, etc.). Videos will be available on the CTC Web site.
Virtual Classroom:  A Skype/Lync online meeting room and teleconference number can be provided upon request.  Contact the CTC team at least 24 hours in advance if you would like to attend a workshop virtually.
Traveling Training:  Allows the CTC trainer to bring specific computer-related training to your organization at your convenience. Standard workshops using existing training materials can be requested, or classes can be customized (up to 2 hours) and materials developed to fit your needs.

	[bookmark: OpenHouse]Learn More:
	HQ CTC Web page: http://itcd.hq.nasa.gov/ctc/index.html

	[bookmark: Questions]Questions:
	Computer Training Program:
Elaine Bowman, IT Training Program Manager, 358-1342
Training (schedules and content):
Computer Training Center (CTC) Team, 358-1111

	Support:
	Enterprise Service Desk (ESD):  
· Web Site (submit ticket online): https://esd.nasa.gov 
· Phone: 358-HELP (4357) or 1-866-4NASAHQ (462-7247)

	This notice was sent by the HQ Information Technology & Communications Division (ITCD).
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