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	Distribution Date:
	March 2, 2016

	To:
	All NASA HQ Personnel

	Subject:
	Learning Opportunity: “Teleworking Today” Sessions

	What’s Happening:
	All HQ personnel are encouraged to attend an ITCD “Teleworking Today” session.  Learn how to effectively prepare for telework in today’s environment and to understand the ins and outs of connecting remotely to the HQ network.  You will learn about the tools available to help you telework efficiently, stay "plugged in" to the office, and manage interactions with your co-workers and customers. 
For a complete schedule, visit the Teleworking Today Web page.

	Class Schedule:

	See below for a few upcoming sessions.  Registration in SATERN is required.  For best results, bring your NASA issued laptop to experience full hands-on training.

	Date
	Time
	Room
	Registration Deadline

	Tuesday, March 8
	10-11 a.m.
	MIC-6A
	March 7

	Thursday, March 10
	1-2 p.m.
	MIC-7A
	March 9

	Wednesday, March 16
	10-11 a.m.
	MIC-6A
	March 15

	Tuesday, March 22
	10-11 a.m.
	MIC-6A
	March 22

	Tuesday, April 5
	1-2 p.m.
	MIC-6A
	April 4

	Thursday, April 7
	10-11 a.m.
	MIC-3A
	April 6


Additional dates are available on the Teleworking Today Web page.

	[bookmark: registration]Registration:
	Registration in SATERN is required to attend:
1. Access SATERN. 
2. Click the red Log Into SATERN icon. 
3. An “Attention” notice will appear | click Continue. 
4. Type “Teleworking Today” in the Search Catalog box in the upper right corner and click Go. 
5. Once the search results appear, click “HQ-TELEWORKING TODAY.”
6. Click Register Now and available offerings will appear. Click Register Now on the course you wish to register for. 
7. A confirmation screen will appear. Click Confirm to complete your registration.

	Learn More:
	Teleworking Today Training:
http://itcd.hq.nasa.gov/teleworking-today.html 
Telework Tools: http://www.hq.nasa.gov/office/itcd/telework_tools.html 

	Questions:
	IT Training Team, 358-1281 

	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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