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	To:
	All NASA HQ Personnel

	Subject:
	[bookmark: _GoBack]Microsoft Office 2013 for Windows Learning Opportunities and Resources

	What’s Happening:
	As referenced in the July 11, 2014 IT Notice, all ACES Windows computers running Microsoft Office 2010 will be upgraded to Office 2013 in a phased approach which started July 29.  ITCD offers various levels of training to assist with preparing for the upgrade, highlight new features in Office 2013, and offer individual help with specific projects.
The following learning opportunities are available:
· “What’s New” Demonstrations:  Includes new features and enhancements in Outlook 2013, Word 2013, Excel 2013, and PowerPoint 2013.  Visit the ”Office 2013 Demos” Web page for times and locations; no registration is required.  A virtual classroom option (i.e., attendance online) is available upon request.

· Outlook Data Management Workshops: NOMAD recommends users decrease the size of their mailboxes and PST files prior to receiving the upgrade to Office 2013.  Attend a 1½ hour workshop on "Outlook Data Management" to get help with cleaning up your mailbox in real time. Visit the Computer Training Center’s “Outlook” Web page for times, locations, and registration information.

· Office 2013 Workshops:   Hands-on workshops for Windows users on the most common Office 2013 applications (Lync, Outlook, Word, Excel, PowerPoint).  See below for details or visit the Computer Training Center Web site for all training offerings. 
For more information on this project, visit the HQ Office 2013 Upgrade Project Web page.

	[bookmark: workshops]Office 2013 Workshops:
	Click on a course title below for description, schedules, and registration information.  SATERN registration is required.  Follow the instructions below to register.  Availability is offered on a first-come first-serve basis.
	Application
	Course Titles
	SATERN Registration Search Term

	Lync 2013
	Link with Colleagues Using Lync 2013
	“Using Lync”

	Outlook 2013
	All Around Outlook (Basic to Intermediate)
Outlook Data Management (All Levels)
	“Around Outlook”

“Outlook Data”

	Word 2013 
	Word Play! (Advanced)
	“Word Play!”

	Excel 2013 
	It Starts with a Cell (Basic)
Excel Edge! (Advanced)
In the Pits with Pivot Tables? (Advanced)
	“SWAC”
“Edge!”
“Pivot”

	PowerPoint 2013
	EnPointe with PowerPoint! (Advanced)
	“EnPointe”

	All applications
	Bring Your Own Project (BYOP)
	“BYOP”


  

	[bookmark: registering]Register in SATERN:
	1. Log in to SATERN. 
2. Search for the designated search term (shown above) in the Catalog box in the upper right corner. 
3. Locate your desired course offering in the list and click Add to Learning Plan at the far right. 
4. Your Learning Plan will be displayed.  Under No Due Date, click on the course title you just added.
5. Item Details will appear.  Click View Offerings.
6. Available sessions will appear.  Click the blue Register button to the right of a session you wish to attend.
7. The Registration screen appears.  Click the yellow Confirm button in the bottom right corner.

	Resources:
	· QRGs: Quick Reference Guides for Office 2013 applications: 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.

	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).
IT  Notice Archives    |    IT Outage Calendar    |    ITCD Products & Services





image1.jpeg
L —
100110001010 0

MMWIW





