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	To:
	All NASA HQ Personnel

	Subject:
	Preparing for Microsoft Office 2013 for Windows: Learning Opportunities

	What’s Happening:
	As referenced in the July 11 IT Notice, all ACES Windows computers running Microsoft Office 2010 will be upgraded to Office 2013 in a phased approach which started July 29. 
In preparation for the rollout, ITCD has scheduled demos on What’s New In Office 2013.  The demo includes new features and enhancements in Outlook 2013, Word 2013, Excel 2013, and PowerPoint 2013.  No registration required - visit the Office 2013 Demo Web page for times and locations.
Several of these demos may be attended online (see Web page for details).  Contact the CTC at 358-1111 or ctc@hq.nasa.gov to request the online meeting room information and dial-in number.  

	Additional Training:
	NOMAD has recommended that users decrease the size of their mailboxes and PST files prior to receiving the upgrade to Office 2013.  ITCD has scheduled workshop sessions of “Outlook 2010 Windows: Outlook Data Management.”  See the Office 2013 Demo Web page for times, locations and registration details.  
You may also want to review the Outlook 2010 resources shown below.

	Resources:
	· QRGs: Quick Reference Guides for Outlook, Word, Excel, and PowerPoint.
1. Common Feature Comparison Guide: Compares the steps to use common features in Office 2010 and Office 2013.
1. Differences between Office 2013 and Office 2010: A list of new features and functions as well as a list of features that have been removed from Office 2013.
1. FAQs: Frequently asked questions about Office 2013.
1. Using Outlook Personal Folders (PST Files) in Outlook 2010: Shows steps for creating, managing and backing up PST files (helpful to decrease the size of your mailbox).
1. Outlook 2010 QRG for Outlook Data Management: Quick Reference Guide for decreasing the size of your mailbox and working with PST files.

	Support:
	Training - HQ Computer Training Center (CTC): 
· Phone: 358-1111
· E-mail: ctc@hq.nasa.gov 
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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