NORTHEAST REGION

TRAINING OPPORTUNITY





COURSE TITLE
Files and Folders - Efficiently Organize and Understand Windows




VENDOR
Program Plus Computer Training, P.O. Box 192, Ogdensburg, NJ 07439




DATES/LOCATION
28 Jan 04, Picatinny, NJ




LENGTH
1/2 Day




START/END TIMES
08:30 -11:30




COST
$70




REGISTRATION DEADLINE
23 Jan 04
Please have your Training Coordinator email Programs Plus at: programsplus@earthlink.net with your intent to attend class.  Email MUST include your name, office phone number, bldg number and your email for confirmation. 

DO NOT ATTEND UNLESS YOU RECEIVE NOTIFICATION/CONFIRMATION from Programs Plus




COURSE MANAGER
Deborah Prue, DSN 458-1203, or (410) 306-1203, deborah.prue@cpocner.apg.army.mil




COURSE DESCRIPTION





Overview: Learn how to easily organize (so you can quickly find) your files and folders. Beyond Start, Shutdown, and Open, our instructor will teach you how to move, arrange and close windows, switch between applications, (multi-tasking), customize toolbar menus and shortcuts, get a better understanding and customize the desktop, web integration, set toolbar options, and using the secondary mouse button. This may enable students to participate in conversations, make appropriate requests, and troubleshoot problems related to personal computers.






WHO SHOULD ATTEND AND PREREQUISITES





No prerequisite 

Check your Army Civilian Training Education and Development System Plan at http://cpol.army.mil/train/acteds   to see if course will satisfy the core competency requirements in your Career Program or Career Field.





METHOD OF INSTRUCTION





Hands on at computer workstation







HOW TO NOMINATE





Training Coordinator: email Programs Plus at: programsplus@earthlink.net with individuals intent to attend class.  Email MUST include students name, office phone number, bldg number and email for confirmation. 

DO NOT ATTEND UNLESS YOU RECEIVE NOTIFICATION/CONFIRMATION from Programs Plus





 CANCELLATION POLICY





Contact the Course Manager to withdraw your nomination prior to the registration deadline to avoid being charged for the course. After the registration deadline, you will need to contact the course manager to cancel and determine whether your organization will be charged. We will avoid charging whenever possible but if we have contracted for the course and only have the minimum number required to pay the bill, we have no choice but to bill for late cancellations and "no shows." 





BILLING INSTRUCTIONS





DD Forms 1556 cannot be processed unless blocks 27, 29 and 37 are properly completed. Click here http://cpolrhp.army.mil/ner/hrd/02tp/payment_options.htm for instructions. 





