COURSE

GUIDELINES AND DESCRIPTION

Course Title:  

Outlook – “It’s your Time” Part I

Sponsoring Agency: 
DoDDS-Europe/Heidelberg District/Hainerberg ES

Semester Hours: 
1.0 (15 hours)

Course Dates: 

Jan. 16, 2007 – Mar. 6, 2007

Location: 

Hainerberg Elementary School

Number of participants:
50 (max)


Tuition:


$55.00

Course Code


6270Z2  Ashland University (Outlook 2003 (1))


593TB    University of San Diego  
Course Guidelines

A.  Course Registration – To register for the course the participants must submit an online registration form located at http://www.usd-online.org/DoDEA.aspx (University of San Diego) or http://www.ashland.edu/pds/sp-offerings.php (Ashland University).  The registration deadline is January 18, 2006. (No later than ten days after the start of the class as per the agreement.)

B. Course Requirements –  
1. Attend all sessions. There will be one introduction and one closing session together after school (TBD). The remainder of the course will be online using the collaborative tools of Outlook and receiving/posting assignments to and from the School Intranet.

2. Completion of all assigned readings from:

· http://www.atomiclearning.com/outlook_2003
· Completion of weekly project(s) and tip sheet(s) provided by the course instructor.

3. A course project is required and must include one of the following:

· A 2-page “Reflection Paper” clearly reflecting how you would incorporate the information, learned through class participation and assigned readings, into your classroom.

· Three completed projects including at least two of the following below:

· Create and schedule a meeting with others including an agenda

· Create an email that uses voting buttons

· Create an appointment and share your calendar with the instructor

The finished course project paper must be sent to

Scott R. Barlow CMR 467 Box 3475 APO AE 09096 Scott.Barlow@eu.dodea.edu
and postmarked by no-later-than Mar. 13, 2006. The paper must be typed and include a cover sheet with the course title, course number, location, dates, participant’s name and mailing address.

C.  Course Description –

In this course, you will learn important skills to improve how you manage your time and e-mail for efficiency, providing effective communication and collaboration, and sharing of information with colleagues, parents and students. 

The training will focus on the following areas:

Before You Begin 
An introduction to become familiar with how to access the powerful features of Outlook and where they appear on your screen. Teachers will learn to work with others using the collaborative features of Outlook 2003 by managing resources, scheduling meetings, and sharing calendar.

Organization/Collaboration

· Working with Folders 
Learn how to organize your incoming and outgoing e-mail into folders you create, to keep your messages organized by topic, individual, or whatever way you like. 

· Using Rules 
Get rid of junk e-mail and organize incoming mail automatically as it's received, with rules that direct how Outlook sorts your mail into folders. 

· Using the Calendar 
Use the calendar to keep track of your daily schedule and interact with others' schedules to book meetings. 

· Using Outlook Today 
Customize the at-a-glance view of your day with selected items from your calendar, task list, and message statistics. 

· Taking Your Schedule with You 
Print your schedule in a variety of formats. 

· Using Delegates and Assigning Permissions 
Appoint a delegate and create permissions for others to access and update your e-mail and calendar while you're away.

· Using Tasks 
Track tasks by percent complete and assignee. 

Addressing

· Using To, CC and Bcc 
When to use To, CC or Bcc Bcc routing is a great way to simplify your messaging, improve its appearance to your recipient, and keep e-mail a little more private.

· Using Personal Distribution Lists 
Create and use personal distribution lists to consolidate a group of contacts -- students in a class, faculty members, or any group with whom you need to communicate regularly -- into one, easy-to-use group name. 

· Using External Contact Lists
Import a list of parent emails into your address book from SMS as a text file.

· Using Flags 
Place flags in messages that need follow-up action.

Getting Help
· Where to go to get additional information about Microsoft Outlook, getting answers to questions and more.

Outcomes - Participants will be able to:
· identify options for addressing e-mail messages.

· identify options for responding to messages.

· identify options for organization.
· identify options for creating and/or responding to an assigned task.
· identify options in the appointments window.
· identify options in the calendar options dialog box.
D.  Course Instructors 

      Scott R. Barlow: 
Masters Degree + 27 hours of advanced study in multimedia, internet technologies, current trends in education and methods of Professional Development. Has served as a 4th grade classroom teacher with DoDEA schools. Has experience in teaching at the university level with the University of San Diego as well as experience in professional staff development. Currently serves as the Educational Technologist for Hainerberg Elementary School and as a participating member of the technology implementation team and as the co-chair of the SIP team at the school.
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*Courses are for teaching professionals only and are generally limited. If the audience is not noted in the course description, please check with the instructor.
