Dear Staff, (Dates for your diaries!) 
Please find below the training sessions which have been put in place for upgrading to Microsoft Office 2007.  (The upgrade  will take place during the half-term holiday at the end of May.) I have tried to make the same topic available at a variety of times in an attempt to accommodate as many people as possible.  Just turn up at the designated place on time!  
Non teaching staff should contact Linda Palmer to arrange training within the times shown in the table below.

I am aware that some of you requested more intensive training on Microsoft Office applications; however the pressing demand has been for the upgrade training, thus this has been put in place as a priority and the rest will follow when possible.  (However, you are very welcome to speak to me about arranging individual or small group training on a specific topic if this would be helpful.)
The following people will be receiving full training themselves, on May 20th and have kindly expressed a willingness to be available to answer queries outside of the training times I have listed below – but do try to attend these time-tabled sessions if you can.  Each will include an introduction to the new interface in Office.

As always, if you have any queries, please do speak to me.

Thank-you – and don’t worry – I think you’ll like 2007 very quickly!!

Carole-Ann

	Person
	Available to…
	When
	Specialising in…

	Linda Palmer
	All non-teaching staff
	Anytime: Mon, Weds, Thur  9.30am-4pm
	

	Tues, Fri 9.30am – 3pm
	All Office applications
	
	

	Marvin Langley
	Bursary Staff
	Marvin to arrange with bursary staff.
	Excel

	Dawn Whiting
	Teaching Staff
	See timetable below for specific training, but also available for general queries on the application(s) shown on the right.
	Word / Outlook

	Carole-Ann Wright
	All Staff
	See timetable below for specific training, but also available for general queries on the application(s) shown on the right.
	All Office applications

	Lee Miles
	All Staff
	See timetable below for specific training, but also available for general queries on the application(s) shown on the right.
	All Office applications

	James Shackley
	All Staff
	See timetable below for specific training, but also available for general queries on the application(s) shown on the right.
	Outlook


	Topic
	Time
	Place
	Delivered By

	Word 2007 upgrade
	Mon 7th June 4pm
	M10
	CAW

	Word 2007 upgrade
	Tues 8th June, 1.25
	M10
	DLW

	Word 2007 upgrade
	Tues 15th June, 1.25
	M10
	DLW

	Excel 2007 upgrade
	Wed  9th June 4pm
	M10
	LAM

	Excel 2007 upgrade
	Wed 9th June 1.25
	Staff Study Room 
	LAM

	Excel 2007 upgrade
	Mon 14th June 4pm
	M10
	CAW

	Outlook 2007 upgrade
	Tues 8th June  4pm
	M10
	CAW

	Outlook 2007 upgrade
	Tuesday 15th June 1.25
	Staff Study Room 
	J.S

	Outlook 2007 upgrade
	Wed 18th  June 4pm
	M10
	J.S

	PowerPoint 2007 upgrade
	Tues 15th June 4pm
	M10
	CAW

	PowerPoint 2007 upgrade
	On request
	tbc
	CAW


