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Information Resource Center Training Center Petaluma

Welcome

Introduction Wecometo SWIII Migration training. Thistraining is designed to give you

an introduction to the SWII1 and some of its gpplications.

Course Objectives The objective for the end user training is:

Given a SWIII and SWIII basic leve training, the end user will
begin to produce outputs on thejob in accordance with established
guidelines.

The objective is accomplished through the completion of the nine enabling
objectivesincluded in thisworkbook. By completing the enabling
objectives, you will demondgtrate that you have completed the course
objective.

Teaching Approach  Thetraining isfacilitated, saif-paced learning utilizing CBT, on-linehdp and
books. Each person can use the learning materias in the fashion that best
suit their needs and work through the exercises at their own pace. If
assstance is needed the facilitator isthere to help, but the training is not
ingtructor led.

This dtrategy is designed to accommodate al skill levels anong the learners.
Some will finish very quickly, while others will take longer. However,
everyone is asked to complete al the exercises. Thiswill hep ensure that
everyone has the same basic level of <Kills.

Once the training is complete, people are welcome to continue utilizing the
learning materids. The books provided can easily double as Jobaids.

The training is sequenced o that each lesson builds on the previous lesson.
This meansthat, for the mogt part, the exercises at the beginning are
prerequisites for the later exercises. The skills from one lesson may not be
applied in the very next lesson, but will apply to alater lesson.

About this All the lessons in this workbook are presented in the sameway. Each has
Workbook an objective, prerequisite skills, and recommend learning resources.

All computer files mentioned in this workbook can be found in the Student
Data folder. Ondite participants can locate the Student Data Folder under
the Start Menu, Programs, Tracen Apps, Shortcut to SWIII Training.
If you downloaded this course from the Web, dl of the files you will need
should have been included in the download.
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Throughout the workbook the following typographica conventions are used:

Folder and filenamesarein bold face.
Text to be entered by the learner is in Courier.

Menu itemsareinitalics

Buttonsto click are bold italics.

Jobaids All Jobaids referenced in the workbook will be distributed to each learner.
Copies of the Jobaids can also be found at the IRC's web pages at
http://mww.usca.mil/ha/tcpet/irc/ or http://coweb.tcpet.usco.mil/ltce/

Learning Materials  There are severd types of learning materids that you can use during the
training. For on Ste participants these include CD-ROMS, videos, and
severd books. Web based participants will have to rely on the materials
included in the Ingtructiond Materids download. If you can not locate an
item, please contact the facilitator or IRCHelp

Using Help Perhaps the most valuable resource you have when using Microsoft
Officeisthe help system. For questions about the Office applications,
Help will usudly give the answer you are looking for. For the Word and
Outlook exercises most of the information you need to complete the exercise
isavalable usng Hep.

SWIII Training Program Page 5



Information Resource Center Training Center Petaluma

Getting Help

Help with SWIlI Asyou work with the new SWIII you will no doubt need hdp. Thefirg
place you should look for help isthe ontline help system. Microsoft Office
and Outlook have very comprehensive Help systemsthat are easy to use.
Thisis known as the Office Assstant. For most of your questions or
problems the Office Assistant will be able to provide you with the answer.

Other programs such as JetForm Filler aso have help systems available.
While they may not be as user friendly as the Office Assgtant, they do offer
some good information.

I nformation When Help is unable to solve your problem you can turn to the Information
Resour ce Center Resource Center (IRC) a training Center Petdluma. The gtaff istrained in
al the Office programs.

When you have a question that Help can not answer you should call,
e-mail or phonethelRC at (707) 765-7523 any time the IRC is open,
including evenings and weekends. IRC hours are posted on the web page.
On the WWW at: http://mww.uscg.mil/hg/tcpet/irc or on the Coast Guard
Web at http://cguweb.tcpet.uscg.mil/ltc/

If you have questions that do not require immediate, assstance you can e-
mail questionsto IRCHelp. To do this smply open anew mail messagein
Outlook and enter IRCHelp inthe To: fidd of the e-mall. The IRC daff
will respond to your e-mail as soon as possible.

Summary To summarize, your resources for getting additiond help are:
- Online hdp functions
Course Modules (SWIII Training Program)
IRC-at (707) 765-7523
IRC Web Pages hitp://mwww.uscg.mil/hg/tcpet/irc or
http://cgweb.tcpet.uscg.mil/ltc/
IRCHelp e-mall

When you have a known hardware or system problem you should contact

System your Systems Administrators,

Administration
(Hardwareor
Softwar e problems)
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Before You Can Continue

On Site Participants  On dte participants should have been provided the course modules and all
of the training materias necessary. If you should discover thereisa
reference missing, please notify the facilitator.

Y ou will need to copy the Student Data Directory onto your U:/ drive
from the SWIII Training Folder, located on Petaluma0l/Usersl.

Thefacilitator should assist you with accomplishing thistask.

Web Based Web based participants will need to download the SWIII Basic Training
Participants. Package and unzip it to the Student Data Folder on their U:/ Drive. The
download attempts to perform this function autometicaly, and has probably
aready been accomplished if you are reading this book. If not, please refer
to our web page at http://cgweb.tcpet.uscg.mil/ltc/jobaids.htm or
http:/Amww.uscg.mil/hg/tepet/irc/jobaids.htm for the files and ingtructions on
how to ingall them.

For more help please contact the Information Resource Center at
(707) 765-7523 or e-mail IRCHéep.

SWIII Training Program Page 7



Information Resource Center Training Center Petaluma

Exercise 1: Overview of Windows NT

Introduction The section is designed to familiarize you with the basics of the Windows
NT interface and how to use the learning materids. The materid inthis
section is a prerequisite for the rest of the exercises.

Objective Users will be able to manage and access files using Windows NT 4.0 on a
SWIII by completing the enabling objectives.

Enabling Objectives By completing this task users will be able to:
Log ontoaSwill
Create a folder
Copy afile from one folder to adifferent folder.
Use amouse to execute commands

Evaluation Successful completion will be demongrated by the creation of afolder
cdled Training Folder in your directory and copying afile from the
SWIII Training folder into your Training Folder.

Prerequisite Skills ~ None

Before you begin:

On Site Participants: You must have already copied the Student Data
Folder to your U:/ Drive. (AsK the facilitator for assstance).

Web Based Participants: Y ou must have downloaded and unzipped the
Student Data Package to the Student Data folder on your U:/ drive. (For
assistance please see the "Before Y ou Continue" page of this book).

- OnlineHdp
Recommended . User Startup Kit for Windows NT 4.0
Resour ces - SWIII Training Program Windows NT 4.0 Module 3 of 3
- SWIII Jobaids Booklet
On Site Participants
Windows NT 10 Minute Guide - Lesson 1,2, 8, 9, 11, 12, 18
Using Windows NT 4.0 - Chapter 2, 3, 6, 20
ISI CD-ROM - NT 4.0 Fundamentals Lessons 1-4
- Microvideo Windows NT 4.0
1. Inyour (U)) drive, creste afolder caled Training.
Tasks 2. COPY thefilememo from the Student Data Folder into your
Training Folder.
When you are done you should have afolder on your U\ drive named

Getting Started

SWIII Training Program Page 8



Information Resource Center Training Center Petaluma

Training and afile within the training folder caled memo.
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Exercise 2: Using Help Files and Printing

Introduction Thisexercise is designed to give you practice in accessing help filesand using
Help Wizards (How to and Show me) in the Windows environment. It will
also show you how to connect to a printer.

Objective Given a SWIII and the embedded help system, users will be able to connect
to a printer and print a document.

Enabling By completing this task the user will be gble to:
Objectives - UseHelpto set up anew printer
Print ahdp file (usng the hp file to do it!)

Evaluation A printed document containing the ingtructions on how to connect to a printer.

Prerequisite Skills None

- OnlineHdp

Recommended . User Startup Kit for Windows NT 4.0

Resour ces - SWIII Training Program Windows NT 4.0 Module 2 of 3
- SWIII Jobaids Booklet

On Site Participants
Windows NT 10 Minute Guide - Lesson 5
Using Windows NT 4.0 - Chapter 4
User Startup Kit for Windows NT 4.0

Tasks Using the Recommended Resour ces and Help complete the following

tasks:

1. Usethe Online Help Functions to find information on how to set up anew
printer.

2. Connect to the IRC printer - \\Petalumal3\IRC.
Web based participants: Y ou will need to determine the location and
printer names nearest your workstation. Contact your Systems
Adminigrator or supervisor for more information.

3. Print the help topic by dicking Options and sdecting Print Topic.

Y ou should now have a printed copy of the help topic on how to set up anew
printer.
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Exercise 3: JetForm Filler

Introduction The god of thisexerciseisto get you acquainted with JetForm Filler and
enable you to produce and save completed forms. JetForm Filler replaces
Forms Plus and Forms Menu. Most forms used by the Coast Guard are
avalablein JetForm Filler.

Objective Userswill fill out aform in JetForm Filler, save the form data, and then print
the form.

Enabling Objectives By completing this task userswill be able to:
Open Jetform Filler
Locate and open ablank form
Fill form datafields
Save form data
Print aform

Evaluation Userswill have aprinted form and a saved JetForm file in their Training
Folder.

Prerequisite Skills  Familiarity with USCG Forms

JetForm Filler Jobaid (SWII1 Jobaids Booklet)
Recommended . JetForm Online Help
Resour ces On Site Participants:

JetForm Filler Companion CD-ROM

Tasks Using the Recommended Resour ces complete the following tasksin

JetForm Filler:

1. Complete a Procurement Request Form DOT 4200.12 in JetForm
Filler.

2. To complete the form, use the informetion from the sample on the next
page. Useyour namein the first block.

3. When you are donefilling out the form name and save the form as
JetForm.dat inyour training folder.
NOTE: JetForm will only accept file names up to 8 characters

long!
4. Print thefirg page of the form.
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Exercise 4: Outlook - Sending and Receiving Mail

Introduction The god of this section isto introduce you to Outlook and e-mal in
Windows NT. In thisexercise you will creste an e-mail message, atach
your Procurement Request form to the e-mail, and then mall it to the
facilitator. Y ou will dso reply to an e-mall.

Objective Using Outlook on a SWIIT userswill:
1. Read and reply to an e-mail message.
2. Send e-mail using Outlook with an inserted (attached) file..

Enabling Objectives By completing this task users will be able to:
- Read e-mal
Reply to e-mall
Create an e-mail message
Look up namesin the Globa AddressList
Insert thefile into an e-mail message
Send an e-mail message and inserted file

Evaluation Successful completion will be based on the facilitator receiving the reply e-
mail and another e-mail with an insarted file

Prerequisite Skills ~ None

About theOutlook  Before you begin using Outlook, there are afew things you must do to

Inbox configure the program. The User Startup Kit for WindowsNT 4.0
walks you through the process of configuring Outlook. All users must
follow the set up ingructionsin chapter 3. The main reason for thisisto
ensure that your mail is delivered to the correct Inbox and backed up with
your files
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All users have two Inboxes as shown in the illustration below. One Inbox is
on the mall server (Exchange server) under Mailbox- Username. The
other iswith your user files under Archive Foldersor ~M essages (it may
appear asether) . By default Outlook is setup to ddiver mail to your Inbox
under Mailbox- Username on the mail server.

The User Startup Kit for Windows NT 4.0 will show you how to transfer
e-mail to your other Inbox stored with your user files.

= Qj “Messages

© L Calendar
o Contacts
-3 Deleted ltems
[+ Inbox [13]
{ﬁ Journal
Sor Motes
o Outhox

L5732 Sent ltems

— @ Mailbox - Hegenbart, Gary
© L Calendar

o Contacts
i3 Deleted ltems

8 Outhax

Thisisimportant because if the mail server crashes dl messages in the inbox
that were received since the last back up will be lost.

If you have not done so aready, complete the Windows NT 4.0 Users
Configuring Outlook  gtartup Kit.

- OnlineHep
Recommended - User Startup Kit for Windows NT 4.0
Resour ces - SWIII Training Program Basic Outlook 98
On Site Participants

User Startup Kit for Windows NT 4.0
10 Minute Guide to Outlook 97 Lessons 1-5, 8, 10 (attaching itemsto

messages)
ISI CD-ROM - Outlook Introduction Lessons 1-5
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About the Global In Outlook, the Globa Address List lists every member of the Coast Guard

AddressList aswell asdigribution ligts. When looking up names in the Globa Address
List those with a globe to the left of the name and the unit in brackets to the
right of the name are CTOS mall addresslistings. An exampleisgiven
below.

© Muray, PO J <tcpets [fF07] 7EE-7523

Personne from units that are migrating will be listed twice in the Globdl
AddressLig. Oneligting istheir CTOS address, the other isther new
SWIII address listing. When sending mail to the facilitator do not use the
CTOS mall address. Y ou should use the SWIII liging, as shown in the

example below.
turray, John PO TO7-765-7523 225.INB
Tasks- Use the Recommended Resour ces to complete the following tasksin
Sending Mail Outlook:

1. Create anew e-mail message and use the Globa AddressLigt to
addressiit to the IRC Help Desk

2. Enter autlook Task 1 asthesubject.
Note: The subject line must be entered EXACTLY asit gppears here
or you will not receive aresponse.

3. Insert the Procurement Request created in the previous exercise.

4. Send the e-mail and the inserted file to the IRC Help Desk.

When you are done you will have inserted afile into amail message and
sent the message to the IRC.

SWIII Training Program Page 15



Information Resource Center Training Center Petaluma

Exercise 5: Word - Basic Formatting

Introduction Thisexercise is designed to get you acquainted with Word 97. In this
exercise you will open afile, spdl check, save and print the document. This
exercise introduces you to some basc formatting functionsin Word.

Objective Using the example, the user will be able to format a document in Word.

Enabling Objectives By completing this task userswill be able to:
Apply font formatting
Apply paragraph formatting
Adjust the document margins
Clear and set tabs
Spell check
Save the document

Evaluation Successful completion will be based on the user's document having the
same formatting as the sample documen.

Prerequisite Skills - Know how to ingart filesin mail messages
- Know how to namefiles
Know how to print
- Online Help (Office Assigtant)
Recommended . SWIII Training Program Basic Word 97
Resour ces On Site Participants

10 Minute Guide to Word 97 Lessons 1-5, 9-10, 14-15
Using Microsoft Word 97 Chapters 1-6, 9-10

ISI CD-ROM - Word Introduction Lesson 1
Microvideo Segments 1-3
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Tasks Use the Recommended Resour ces to complete the following task in
Word:
1. Fromyour Training folder, open the memo file and reformet the
document according to sample document on the next page.

2. Savethe document in your Training Folder. Namethefile
Trainingmemo.
Print and close the document.

4. Using Outlook, e-mail the document as an attachment to the IRC Help
Desk with the subject: word Task 1
Note: The subject line must be entered EXACTLY asit appears here
or you will not recelve aresponse.

w

When you are done you will have a printed document thet is formaited the
same as the sample and will have mailed a copy to the IRC Help Desk.
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Exampl e of the conpleted Trai ni ng Meno

5-ul-98

From:  Commanding Officer, Coast Guard Training Center
To: Commanding Officer, Coast Guard Training Quota Management Center
Via Commander, Coast Guard Group New Orleans

Commander, Eighth Coast Guard Digtrict (@)

Subj: REQUEST FOR TRAINING

Request two quotas for the Senior Petty Officer Leadership Management (SPOLAM) course
convening in two months and the Prospective Commanding Officer/Executive Officer
(PCO/PXO0) course convening in three months.

The Senior Petty Officer course provides theory and practicd training in the following disciplines
interpersona communications, interviewing and counsgling, power and authority, leedership styles,
group dynamics, critica path method, time management, and problem solving.

Upon the completion of the Senior Petty Officer Leadership Management courseit is requested
that BM1 Jones and QM1 Michad be enrolled in the Prospective Commanding Officer/Executive
Officer (PCO/PXO) course. This course prepares officers and senior petty officers for command at
sea. The course includes classroom, lab, case studies and practica ingtruction in ship handling, rapid
radar plotting and radar collison avoidance, military justice, sability, and public affairs. Ingructionin
search and rescue, law enforcement, and helicopter operationsis aso provided during the three-week
course.

Enclosed are CG-5223 sfor BM1 B. A. Jonesand QM1 M. J. Michadl.
R. THOMAS

Encl.: CG-5223 for BM1 Jones
CG-5223 for QM1 Michadl
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Exercise 6: Word - CG Macros 97

Introduction In this exercise you will create a sandard Coast Guard letter using the CG
Macros97 in Word 97. A Macro is smply used to enter information into a
document in a predefined format. The macro will ask you questions, then
format your responses on the page automaticaly.

This exercise will give you more practice usng Word and will also introduce
you to copying and pasting text from one document into another document.

Objective Userswill create, save and print a Coast Guard letter using the CG
Macros97 in Word 97.

Enabling Objectives By completing this task users will be able to:

Create anew USCG Correspondence document using a CG Macro
Work with multiple documents
Copy and paste text between two documents

Evaluation At the end of the exercise, you will have created aUSCG Letter document,
saved the document, printed the document, and e-mailed the document to the
fecilitator as an attached file.

Prerequidte Skills - Opening Word
- Familiarity with USCG Correspondence

SWIII Jobaids Bookl et

Recommended - SWIII Training Program Basic Word 97
Resour ces - Online Help (Office Assigant)
On Site Participants

10 Minute Guide to Word 97 Lesson 3, 25
Using Microsoft Word 97 Chapter 5
Microvideo Segment 2

Tasks To complete these tasks you will be copying and padting text from the file you
crested in the previous exercise. Use the Recommended Resour cesto
complete the following task in Word:

1. Open TrainingM emo.doc from the previous exercise.

3. Using the CG Macros97 Jobaid, open the Basic L etter Macro.

4. Usethe"Example of aMacro Document” on the following pagesto help
you fill in the fidds in the macro. When you get to the point where you
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can type the letter, use the Copy and Paste commands to copy the body

of the letter TrainingMemo, into the Basic Letter.

Continue following the Jobaids to complete the memo.

6. When prompted, save the memo as TrainingCGLetter into your
Training Folder.

2. E-mall acopy of TrainingCGL etter.doc to the IRC Help Desk with the
subject lineWord Task 2.
Note: The subject line must be entered EXACTLY as it appears here or
you will not recelve aresponse.

o

When you are done you will have a printed |etter that looks like the example
on page 18 and will have mailed a copy of the letter to the facilitator.
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Exanpl e of docunent formatted by a Macro.

|:| Commanding Officer 599 Tomales Rd d
Training Center Petaluma Petaluma, CA 94952-5000 <4+— Namean
United States Coast Guard Staff Symbol: TCIRC Address | nformation

Phone: 707-765-7523
FAX: 707-765-7218

1510 «— SSIC
1199

From: Commanding Officer, Coast Guard Training Center
To:  Commanding Officer, Coast Guard Training Quota Management Center
Via  Commander, Coast Guard Group New Orleans

Commander, Eighth Coast Guard Didtrict

Subj: REQUEST FOR TRAINING

1. Request two quotasfor the Senior Petty Officer Leader ship Management (SPOLAM)
course convening in two months and the Pr ospective Commanding Officer/Executive Officer
(PCO/PXO) course convening in three months.

2. The Senior Petty Officer course provides theory and practical training in the following disciplines
interpersona communications, interviewing and counsdling, power and authority, leedership styles,
group dynamics, critica path method, time management, and problem solving.

3. Upon the completion of the Senior Petty Officer Leadership Management courseiit is requested
that BM 1 Jones and QM1 Michael be enrolled in the Progpective Commanding Officer/Executive
Officer (PCO/PXO) course. This course prepares officers and senior petty officers for command
at sea. The courseincludes classroom, lab, case studies and practical ingruction in ship handling,
rapid radar plotting and radar collision avoidance, military justice, stability, and public affairs.
Ingtruction in search and rescue, law enforcement, and helicopter operations is dso provided
during the three-week course.

4. Enclosed are CG-5223 sfor BM1B. A. Jonesand QM1 M. J. Michadl.
R. THOMAS

Endl.: CG-5223 for BM1 Jones
CG-5223 for QM1 Michael
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Exercise 7: USCG Pubs & Directives on CD-ROM

Introduction The god of this exercise isto introduce you to the USCG Publications CD-
ROM and to introduce you to working with multiple applications.

In the previous exercise you copied text between two documents. The
same process can be used to copy text between two applications.

The CG Pubs & Directives CD replaces volumes of text-based documents
and is updated regularly. Information in the CD can be copied and pasted
into other applications such as Word or the Notepad.

Often thereis confusion about where the CD islocated. The Pubs &
Directives CD's are located on the Network at the Server, and can be
accessed viathe Start button on your task bar. Y ou will not need to insert a
CD into the CD Drive of your termind. In fact, your termina may not even
have aCD Drive.

Objective Given a SWIII with the CG Pubs program, the user will print out a one-
page reference from a publication found on the CG Pubs CD-ROM.

Enabling Objectives By completing this task userswill be able to:
Open the CG Pubs & Directives Program
L ocate a specific publication
Find a specific reference in that publication
Copy the reference
Paste the reference onto an MS Word document
E-mail the message to the facilitator

Evaluation The facilitator will compare the finished document to the sample document.

Prerequisite Skills ~ None.
SWIII Jobaids Booklet )Pubs & Directives Jobaid)

Recommended
Resour ces
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Tasks Use the CG Pubs & Directives Jobaids to complete the following tasks:
1. Find and copy section 3-A (1-2) of the USCG Correspondence
Manual COMDTINST M5216.4B and paste into a Word document.
Reformat the document to match the sample on the next page.
Save the document as CGPub in your Training Folder.
9. E-mall thefinished document as an inserted file to the IRC Help Desk,
with the subject line cG Pubs .
Note: The subject line must be entered EXACTLY asit appears here
or you will not receive aresponse.

® N

When you are done you will have adocument containing the publication
section saved as CGPub in your Training Folder and will have sent a copy
of the document to the facilitator.
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Exanpl e of a Word docunent from CG Directives

A. GENERAL.

1. Normd use. Normaly, use amultiple-address letter when you have more than one action addressee
but fewer than six. Except inits handling of addressees, the multiple-address is the same as the basic | etter.

2. Vaidtions. If you have fewer than six action addressees, separate basic may be used, but this

individuaized approach rarely justifies the added preparation. If you have six or more addressees,
issue and ingtruction or notice.
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Exercise 8: Outlook - Personal Address Book and Folders

Introduction Thisexerciseis designed to show you how to use the address book
capabilities of Outlook.

Objectives Upon completing this exercise learners will be able to:
1. Add namesto their Persona Address Book from the Globa Address
Book
2. Create aPersond Didribution List.
3. Createfoldersfor mail items.

Enabling Objectives By completing this task userswill be ble to:
Access and use their Personal Address Book (PAB)
Create folders for mail items
Move mall itemsinto folders

Evaluation Successful completion will be based on the learner having added one name
to the Personad Address Book and having created one Personal
Didribution List. Learnerswill dso have created afolder to organize mail
items.

Prerequisite Skills  Knowledge of Outlook

Online Help (Office Assgant)

Recommended - User Startup Kit for Windows NT 4.0
Resour ces - SWIII Training Program Basic Outlook 98
On Site Participants

10 Minute Guide to Outlook 97 Lesson 7, 14
ISI CD-ROM - Outlook Introduction Lesson 4
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Personal Address In this exercise you will need to access your Personad Address Book. To
Book get to view persona Address Book follow these steps.

1. Openthe Address Book.

2. Click the down arrow in the Show namesfrom fidd

3. Intheligt that appears scroll up. The persona Address Book is aove
the Global Address, or may be located al the way at the bottom of the
list. You may have to scroll down to locateit.

Show Mames fram the:

| Global Address List j

Fersonal Address Book
EE lobal Address List

Tasks Use the Recommended Resour ces to complete the following tasksin

Outlook:

1. Add at least one person to your Personal Address Book from the
Globa Address Ligt. You may use the name IRCHelp or perhaps a
shipmate or supervisor in your workspace.

2. Inyour Personad Address Book create adigtribution list including the
names of the facilitators.

3. Send e-mall to your newly created Didribution list with the subject:
Qutl ook Task 2.

Note: The subject line must be entered EXACTLY asit appears here
or you will not receive aresponse.

T asks- 4. Create anew folder to file mail items as a sub-folder under your
~Messages or Archive Folders (It may appear as either name) and
nameit IRC Training

5. Add thefolder to the Outlook bar.

6. Move the message from the facilitator to the IRC Training folder.

Organizing E-mail

When you are finished you will have aworking Persond Didribution List
and at least one entry in your Personal Address Book Y ou will also have
moved al the messages from the IRC Help Desk into a folder under your
[nbox.
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Exercise 9: Sharing Files

Introduction Thisexerciseis designed to show you how to sharefiles by using
e-mail to send a shortcut to afile in your Public Folder and by
having you access afile in someone esg's Public Folder. It will
aso show you how to determine where your informetion is
located, so others can access your public folder.

Objective Usarswill copy afileto their Public Folder, set permissonsto the
file, and e-mail a shortcut to the file. Usarswill dso access afile
in another user's Public Folder.

Copy filesto your Public Folder

Sat Permissons

Use Network Neighborhood to accessfiles
Determine where your public files are located

Enabling Objectives

Evaluation Successful completion will be based upon the facilitator receiving
the working shortcut and being able to access your shared files.
For web based participants: The facilitator may not be able to
access your public folder, if your file are located in a different
Domain than the facilitators. Instead, you can evauate thislesson
by sending the shortcut to a person who's User Account iswithin
your Domain, such as aworkmate or supervisor.

Prerequisite Skills - Knowledge of Outlook
- Know how to send e-mall with inserted files

Online Help (Office Assigtant)

Recommended - SWIII Training Program Basic Outlook 98
Resour ces - SWIII Jobaids Booklet
On Site Participants

Using Windows NT Workstation 4.0 Chapter 6
Determining Y our Fileserver Jobaids

NT 10 Minute Guide Lessons 18-20

User Startup Kit for Windows NT Chapter 7

Tasks- Use the Recommended Resour ces to complete the following
Sending Shortcuts tasks:

1. Copy the TrainingCGL etter filefrom theyour Training
folder to your Public Folder.
Set permissions so that Everyone can reed thefile.
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2. In Outlook, send e-mail to the IRC Help Desk with the
ubject line Shortcut Sharing and insert
TrainingCGL etter into the eemail asaShortcut.

Be sure to use the copy of thefilethat isin your Public Folder.

Note: The subject line must be entered EXACTLY asit appears
here or you will not receive aresponse.

When you are done you will have a copy of TrainingCGL etter
in your Public Folder and will have e-mailed a shortcut to thefile
to the facilitator or work-mate or supervisor.

1. Usethe Determining Your Fileserver Jobaidsto determine
Task- your server and user share.

Fileserver 2. E-mail theinformation to the facilitator with the subject:
Fil eserver Info.

Note: The subject line must be entered EXACTLY asit
appears here or you will not receive a response.

1. Read the eemall "Find Exercisg' and follow the directions

Task- )
Using Network gven. . . : .
Neighbor hood For Web based participants. Please skip the find exercise.

Fill out and e-mail the Course Evauation form to IRCHelp.
The form should be located in the Student Data Package that
you downloaded at the beginning of this course.
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