OGETS

www.gta.georgia.gov/transformation

Outlook 2010 e-mail system
Access guide to web-based training

As part of the State of Georgia’s technology transformation, your agency will move from
GroupWise to the more up-to-date Outlook e-mail system. The instructions below explain
how to access web-based training courses for Outlook 2010 to help you prepare to use
the new e-mail system.

If you have trouble accessing the training course, please contact the GETS Consolidated
Service Desk at 877-GTA-3233. Tell the agent you are having trouble with the Dell
Learning Server.

Initial considerations:

* These instructions do not apply to staff currently using GroupWise WebAccess only.
Other training options are available.

= You'll need Internet access to get to the training courses.

* Once you've created a login name and password for the training site, keep them for
use on subsequent site visits.

= Set your own pace. Complete the full course or portions at a time.

*» Take advantage of other available courses once you're familiar with Outlook 2010.

= Return to the training site as needed through 2014 (date subject to change).

* DNR employees only: To view the training course you’ll need DNR network access.
Other training options are available for those without access to the DNR network.

Access instructions

1) Ensure you are logged in to your agency’s network.

2) Press and hold the “Ctrl” key on your keyboard, and click this link:
http://g2otraining.gta.ga.gov

Note: GDC employees accessing the agency network via VPN should use this
alternate URL: http://10.179.129.237/

3) At the login screen below, click on "New Student Registration” on your first visit to
the site to create a login name and password.

(On subsequent site visits, you will enter your credentials and log in from this
screen. You’'d then go directly to step 9 below.)
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4) Register by completing the fields framed in red, and then click "Submit.”
In the “Login” field, enter a login name you create.

Note: Hang on to your login name and password for future reference. Your password
will not expire. If you forget your password or user ID, you may create another user
profile to access the training materials.
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5) You will again see the log in screen below. Enter your login name and password, and
then click “Login.”

& Certification
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Login: I

Password: —
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6) You'll now see the front page of the tool. Under the “Student Tools” section, select
“Use Registration Codes.”

Note: This step helps ensure your access to training relevant for your specific agency.

| | student Tools

Download Example Files

Edit Personal Info

Email Course Request
Student User Guide

Use Reqgistration Code(s)
View Avananie Colrses
View Course Expiration Dates
View Course Repors

Live Expert
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7) At the “Registration Code” screen, copy and paste your agency’s registration code
from the table below. (The codes are case-sensitive. Copying and pasting is the
surest way to enter the correct code.) Then, click the “Enter” button.

(ste Registration Code - Wi... [:] @

£ | http:/{167.192,39.4juseregcode. asp D

& Internet H100% v .

Agency Registration Code
DNR CONT-SX0-JGO-ZCE-LKV
GDC CONT-AVC-SDA-CYX-SKH

8) A screen confirming your agency selection will appear. (The example shows a GDC
selection.) Click the red “x” at the top corner of the window to continue to the

training courses.

(_ Use Registration Code - Wi... |Z| ] rz|
£ | httpi/f167,192,39,4/useregrode. asp W

Registration Code
| | I Enter I

You have heen maoved to the Department o
Corrections partition.
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9) A course listing (in alphabetical order) appears at the left side of the page. Scroll
down to select “"Outlook 2010,” then “Level 1.” [Level 1 covers e-mail basics. Levels 2-
4 cover other Outlook functions.]

OpenOffice.org Impress

OpenOffice.arg Writer

Oracle 10g for the Small
Business

Oracle 11g Introduction to SQL
Fundamentals '

Outlook 2002

Outlook 2003

Outlnal- mon>
< 2010 - | Lewel 1
Photoshop s y T
Photoshop C52 . | Lewel 2
PowerPoint 2000 : | Lewvel 4
PowerPoint 2002 : | Live Expert

PowerPoint 2003

Note: If you do not see Outlook 2010 Level 1-4 courses as shown above, go to your
web browser’s “Tools” menu at the top of your screen, then click “Compatibility
View” as shown below. You should now be able to review the courses.

G@" 8] htip://167.192.33.4
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InPrivate Filtering Settings

‘ @ Online Training Center

Pop-up Blocker 2
Smartscreen Filter 4
Manage Add-ons

v Compatibility View
Compatibility View Settings

Login: N A

Password: [N Feed Discovery »

Windows Update
Developer Tools Fi2

MWew Student Registration
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Send to Bluetooth Device. ..

Internet Options
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10) After you select a course, a course

outline appears.

Click on the desired section (e.g. 3.0 Managing Emails) or a specific segment (e.g.

3.2 Email Status Icons) to begin.

Note: If the window shown below does not display on your screen, you may see a
pop-up window asking you to install Adobe Flash. Accept the prompts to do so. If

the training window still does not display, call the Consolidated Service Desk at 877-

GTA-3233. Tell the agent you are having trouble with the Dell Learning Server.
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11)A training window appears, and the audio track guides you. (Check your computer’s
volume settings.)
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12)At the end of a training segment, click "Next” to move to the next section. (You may

log out at any time. When you return to the site, simply log in and select the desired
course and segment to continue.)

Again, if you have trouble accessing the training, please contact the Consolidated Service
Desk at 877-GTA-3233. Tell the agent you're having trouble with the Dell Learning Server.
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