AHEC Tracker User Training

Training Schedule
	Oregon Pacific
	Sept. 12 

11 am - 3 pm
	Don Skinner, Judith Self, Shelley Dougherty, Wendy Lopez

	Northeast Oregon
	Sept. 18

10 -11 am and 1-2 pm
	Amy Dunkak, Meredith Lair, Geoff Robinson

	Southwest Oregon
	Sept. 25

10-11 am and 1-2 pm
	Chris Guastaferro, Dianne Halbert,  Rose Zoellner,  Laura Williams,  Janet Golden

	Cascades East
	Oct. 2

10-11 am and 1-2 pm
	Jeff Papke, Patsy Dryden, Debbie Cole, Kasey Mason


Logistics
I am planning to do the training remotely. This means that we must have a method for sharing desktops. Participants will need to be assembled in a conference call either at their desks or in a conference room with a PC projector.  I will need the ability to observe a participant work through the hands on training that I have planned. We do not want to wait until the last minute to devise our strategy for sharing desktops. Google Chrome has a “Chrome Remote Desktop” feature. This is free but we would need to make sure that there are no security issues at your workplace that would prevent us from using this tool. Another desktop sharing utility is WebEx. You can subscribe to it at http://www.webex.com/. Having the ability for me to observe a user's desktop will be extremely important to me when your users have issues or want to demonstrate something to me in the future.

I have asked each region to schedule a short meeting with me to test out the desktop sharing strategy before the training.

I would like to break the training into two parts, each at least one hour long. I would prefer to do the first session before lunch and the second training session two hours later.

In advance of the meeting each region will need to have some program and student data that can be entered into the system. This can be in the form of paper forms that students have filled out or Excel spreadsheet data. We will review the data to be entered prior to our training day.

The participants listed above have already be entered as users in the system. If additional users will participate in the training, I will need their first name, last name and email address in order to make them users in the system.
Pre-Work
I have entered all of the user accounts. I have to enter the list of schools, cities, counties for each region myself. Doing this ahead of time can save a few minutes.

Hands On Activities Part 1
1. Login, logout and login again.

2. Change your temporary password, if you have not done it already.

3. Add a student. If real student info is unavailable add a test student (yourself … just preface your last name with an underscore).

4. Required fields … asterisks mean a field is required.

5. Update a student.

6. Delete the student and then undelete the student.

7. History feature. Notice that you made several revisions to your student record. This feature is built in to almost all of our forms.

8. Change the size of the student list with the Size feature.

9. Reset the form to blank out all of the fields. Now you can add another student.

10. Add work/career information for a student using the work subfocus.

11. Add education information for a student using the education subfocus.

12. Note the usefulness of the “next date” field for scheduling followup student surveys.

13. One person adds a program.

14. One person adds a program event.

15. Register your student in the program event. Now unregister and then reregister the student.

16. Does a Participation table show at the bottom of the student's form?

17. What about Education and Work?

18. What happens when you click the select links in the participation, education, and work tables at the bottom of the form?

Hands on Activities Part II
 1. Use the search feature to 

 a) Find all the students with a first name of John. List first name, last name and birth date in your report.

 b) Find all the students born after Jan 1, 1998.

 c) Order the previous list by birth date.

 d) Save the search with a title and click the Save button.

 e) What happens when you click the Select link in the search report?

 f) Save the search, but this time make it global, so others can view your saved report.

 g) Export the report to Excel. Once the data is in Excel the sky is the limit for formatting, column totals, etc.

 2. Request Feature. Were you able to identify a bug today that you can enter? Enter a bug or enhancement request if you can.

 3. Attendance Feature. Demonstrate how days can be added and attendance recorded for program events.

 4. Bulk import feature. I can do bulk imports of student data once the data is compatible with AHEC Tracker … there is usually a fair amount of work involved in this, but it can be a huge time saver for long lists.

 5. Google Chrome Remote Desktop … demonstration for future support purposes. I will need the ability to observe your desktop when you have questions about how to do something or when you have a defect to demonstrate.
