PAGE  

	WA State Employment Security Department

 (ESD)

  

	

	Simplified Time Activity Reporting System

[image: image1.jpg]



Training Plan

  March 2002

EMPLOYMENT SECURITY DEPARTMENT

Information Technology Services Division

Administrative Services Information Systems





Change Control Page

The change control page will be used to record information for controlling and tracking modifications made to this document. 

Revision Date:  mm/dd/yy

Author:  Author Name

a.
Section(s):  

Page Number(s):  

Summary of Change(s): 

b.
Section(s)

Page Number(s):

Summary of Change(s):

c.
Section(s): 

Page Number(s):

Summary of Change(s):

d.
Section(s):  

Page Number(s):

Summary of Change(s): 

Revision Date: mm/dd/yy

Author: Author Name

Section(s):

Page Number(s):

Summary of Change(s):

Revision Date: mm/dd/yy

Author: Author Name

a.
Section(s):

Page Number(s):

Summary of Change(s):

b.
Section(s):

Page Number(s):

Summary of Change(s):


Title Page
Document Name:
STARS Training Plan

Final Version

Publication Date:
March 19, 2002

Revision Date:
N/A


Service Request Number:


Prepared by:


Approval:
                                 
THIS IS A WORKING DOCUMENT THAT WILL BE UPDATED AS THE PROJECT PROGRESSES.  COMMENTS RECEIVED FROM THE STARS PROJECT TEAM, CUSTOMERS, AND STAKEHOLDERS SHOULD ONLY BE CIRCULATED AFTER COORDINATION WITH THE PROJECT MANAGER 

STARS Training Plan

Table of Contents

1.  INTRODUCTION
1.1    Background

1.2    Scope

2.  POWER USER TRAINING PROGRAM
2.1    Intended Audience

2.2    Objectives

2.3    Content

2.4    Delivery Method

2.5    Materials

2.6    Duration

2.7    Size

2.8    Schedule

2.9    Facilities

2.10  Evaluations

2.11  Updates

2.12  Staffing

2.13  Funding

2.14  Training Update

3.  END USER TRAINING PROGRAM
3.1    Intended Audience

3.2    Objectives

3.3    Content

3.4    Delivery Method

3.5    Materials

3.6    Duration

3.7    Size

3.8    Schedule

3.9    Facilities

3.10  Evaluations

3.11  Updates

3.12  Staffing

3.13  Funding

3.14 Training Update


 HYPERLINK  \l "Payroll" 

4.  PAYROLL STAFF TRAINING PROGRAM

4.1    Intended Audience

4.2    Objectives

4.3    Content

4.4    Delivery Method

4.5    Materials

4.6    Duration

4.7    Size

4.8    Schedule

4.9    Facilities

4.10  Evaluations

4.11  Updates

4.12  Staffing

4.13  Funding


4.14 Training Update
5.  PERSONNEL STAFF TRAINING PROGRAM



 HYPERLINK  \l "Personnel51" 

5.1 
   Intended Audience

5.2    Objectives

5.3    Content

5.4    Delivery Method

5.5    Materials

5.6    Duration

5.7    Size

5.8    Schedule

5.9    Facilities

5.10  Evaluations

5.11  Updates

5.12  Staffing

5.13  Funding


5.14 Training Update
APPENDIX
Power User Location Cities
Power Users
Training Facilities Configurations and Contacts
1.  INTRODUCTIONtc \l1 "1.  INTRODUCTION

1.1 Background

tc \l2 "1.1  Background
The Department of Employment Security has multiple federal and state funding sources. The charge given by top management when time reporting was identified as a process improvement effort was to, “replace the current processes associated with documenting time worked and leave taken with more efficient electronic processes.”   The desired outcomes from the improvement process were as follows:

· Increase customer satisfaction,

· Improve internal control,

· Reduce time required to input and monitor time worked and leave taken, and

· Increase efficiency of time and leave processes for Payroll and employees.

The Simplified Time Activity Reporting System (STARS) will replace the current paper processes associated with documenting time worked and leave taken with more efficient electronic processes and other system improvements.  STARS includes the development of an Employee Master Database (EMD) containing detailed employee information for use by the new system and primarily the Payroll and Human Resources sections.    It also includes the development of an intranet based time and leave tracking and reporting system with interfaces to the Employment Security Financial Accounting and Reporting System (FARS) and the State Payroll System.      

1.2  Scopetc \l2 "1.2  Scope
The document is divided into 4 major sections: Power User Training, End User Training, Payroll Training, Human Resources Training.  Each section will address the following areas:

·
Intended Audience

·
Objectives

·
Content

·
Delivery Method

·
Materials

·
Duration

·
Size

·
Schedule

·
Facilities

·
Evaluations

·
Updates

·
Staffing

·
Funding

2.  POWER USER TRAINING PROGRAMtc \l1 "2.  TECHNICAL TRAINING PROGRAM

2.1  Intended Audiencetc \l2 "2.1  Intended Audience
The Power User Training Program is intended for staff who will be the designated first point of contact for other users in their offices.    Employees designated as ‘Power Users’ will be available to assist other employees by phone or in person for the month prior to implementation and six months after implementation.  We anticipate training 150 employees statewide as Power Users.   All Power Users have been identified.   Each office selected whomever they felt was best able to provide support to other employees.   See Appendix A for the list of Power Users.

2.2  Objectivestc \l2 "2.2  Objectives
The objective of this training is for the student to gain enough knowledge and hands-on experience to coach and troubleshoot problems for non-power user employees who will be completing on-line self-training on the use of the system.    

2.3  Contenttc \l2 "2.3  Content
Power Users will receive intensive training and practice on the three primary end user roles within STARS - Employee, Supervisor and Payroll Contact. 

Employee responsibilities within STARS are:  requesting leave; reporting time worked and accounting codes to bill; and requesting to bank comp and/or exchange time earned.

Supervisor responsibilities within STARS are:  approving or denying leave requests; approving or denying requests to bank exchange and/or comp time; approving time activity reports; entering information for employees when they are unavailable or unable to enter; and recording approved employee schedule changes. 

Payroll Contact responsibilities within STARS are:  adding and removing employee access to the system; maintaining who supervises whom; maintaining employee work locations; and maintaining employee phone numbers.

The following is a list of the areas presented in each 1-day  Power User training session. 

	Session Number
	Agenda Items
	Duration
	Start Time

	1
	Demo of the System and Initial Q & A


	1 hour
	8:30am

	2
	Using the on-line Training Module and Demo Application
	.5 hour
	9:30am

	
	15 minute BREAK
	
	10:00am

	3
	Setting Up New Employee Access, Keeping Who Supervises Whom and Employee Location Up to Date, and Removing Access for Employees Going Off Payroll


	.5 hour
	10:15am

	4
	Time, Leave and Accounting Entry and Corrections during pay period
	2 hours 
	10:45am

12:30pm 

	
	1 HOUR for LUNCH Midway through this session 4
	
	11:30am

	5
	Exchange and Comp Time Worked Entry
	.5 hour
	1:45pm

	
	15 minute BREAK
	
	2:15pm

	6


	Employee Schedule Entry
	.25 hour
	2:30pm

	7
	Approving/Disapproving Comp, Exchange and Leave Requests
	.5 hour
	2:45pm

	8
	Approving Time Activity Reports
	.5 hour
	3:15pm

	9
	Answering Questions with on-line User Manual
	.5 hour
	3:45pm

	10
	Teach Each Other Exercises
	.5 hour
	4:15pm

	11
	Training Evaluation
	.25 hour
	4:45pm

	
	
	7.0 hours Total
	


2.4  Delivery Methodtc \l2 "2.4  Delivery Method
The training will entail classroom instruction, with a one-to-one relationship between attendees and computer workstations.  

Training sessions will use a mixture of auditory and visual explanations, combined with kinesthetic exercises so users can learn by doing with additional exercises to keep people awake and motivated.   This will enable users from each learning style to benefit from the training.

The last portion of their training will include practice training each other one on one using part of the Employee and Supervisor roles within the system.

2.5  Materialstc \l2 "2.5  Materials
Each student will receive the following course materials:

·       Hands-on STARS practice-lesson worksheets

·
Helpful Hints handout which includes Intranet addresses for on-line training manual and demo application.

2.6  Durationtc \l2 "2.6  Duration
Training will take place over the course of 1 workday for each group of Power Users and will be scheduled from 8:30am - 5:00pm. 

2.7  Sizetc \l2 "2.7  Size
The number of students training per session is dependent on the number of computers available at each site. Class sizes ranged from 5 to 15 students when training was initially scheduled.  The preferred maximum number of students per class is 12.   See Appendix  for additional information on training class sizes.

2.8  Scheduletc \l2 "2.8  Schedule
The revised schedule for training has not yet been determined.   It is dependant upon satisfactory completion of testing and scheduling of parallel system pilot test.

2.9  Facilitiestc \l2 "2.9  Facilities
Power User Training will be held in PC labs in the following locations:  

Dept. of Revenue in Tumwater; ESD WorkSource in Spokane; ESD WorkSource in Vancouver; ESD WorkSource in Wenatchee; ESD WorkSource in Sunnyside; ESD WorkSource in Mt. Vernon; ESD WorkSource in Lynnwood; ESD Puget Sound Regional Office in Seattle; and ESD Job Service Center in Olympia.   These facilities have a variety of computer operating systems and versions of Internet Explorer browser.   All combinations will be thoroughly tested before training.   See Appendix for further information.

2.10  Evaluationstc \l2 "2.10  Evaluations
Each section of the training has an exercise to determine how well the objectives of the training have been met.   A course evaluation form will also be given to each student upon the completion of the training session.  The form is designed to gather feedback on the instructor, the course outline and content, and the course materials.  The feedback will be used to update and/or improve future training sessions.

2.11  Updatestc \l2 "2.11  Updates
Power User training is only planned for initial implementation of STARS.   After initial implementation, any updates made to the system will be self-taught through use of the on-line training web site, with any additional guidance from the supervisor and/or payroll contact.

2.12  Staffingtc \l2 "2.12  Staffing
The revised plan is to have 3 experienced trainers split training of the Power Users.   Originally, with one person as the sole Power User trainer, training of all 150 Power Users around the state was scheduled to take 8 weeks.   Training had to be postponed until after further testing of the application.   With the new plan for additional staff training Power Users, we can train in multiple locations at the same time and cut down on the training timeline.

2.13  Fundingtc \l2 "2.13  Funding
The total training budget is $50,000.   Five thousand of this amount was spent for a new web server dedicated for training purposes.    This money will also be used to pay for travel expenses for trainers and Power Users.   

2.14  Training Update

To be completed after training takes place with a summary of the results and actual cost.

 3.  END USER TRAINING PROGRAMtc \l1 "3.  END USER TRAINING PROGRAM

3.1  Intended Audiencetc \l2 "3.1  Intended Audience
The End-User Training Program is intended for all employees of Employment Security Department who have not received training as Power Users.   At the time of implementation of STARS, this will be approximately 2300 employees.   After initial implementation, this training plan covers training new employees and providing additional training to all employees.

3.2  Objectivestc \l2 "3.2  Objectives
The objective of this training program is to provide the end users with the policies, rules, procedures, tasks and practice necessary to teach their selves how to report time and leave using STARS (Simplified Time Activity Reporting System).

3.3  Contenttc \l2 "3.3  Content
An end user’s on-line training web site is under development and will be used to conduct the training.  The end user’s web site covers the roles within STARS of Employee, Supervisor and Payroll Contact.  

Employee responsibilities within STARS are:  requesting leave; reporting time worked and accounting codes to bill; and requesting to bank comp and/or exchange time earned.

Supervisor responsibilities within STARS are:  approving or denying leave requests; approving or denying requests to bank exchange and/or comp time; approving time activity reports; entering information for employees when they are unavailable or unable to enter; and recording employee schedule changes. 

Payroll Contact responsibilities within STARS are:  adding and removing employee access to the system; maintaining who supervises whom; maintaining employee work locations; and maintaining employee phone numbers.

The web site has the following sections:

·
Table of Contents/Index

·
Search

·
Definitions

·
Frequently asked questions and their answers

·
Links to applicable agency policies and merit system rules

·
Procedures

·
Tasks

·
Screen shots with detailed instructions for use

·
Overview of each release of the application

·
Practice exercises and a link to a training version of the application 

·
Feedback via email when the user can't find what he or she needs, or needs to report a problem, or has an idea for an enhancement to the training web site or the STARS application.

3.4  Delivery Methodtc \l2 "3.4  Delivery Method
The training will be at the employee's convenience.  After each Office's Power Users have been trained and approximately a month prior to system implementation, each office's other employees will be given access to the training web site and the training version of STARS.   Security to various roles (Employee, Supervisor, Payroll Contact) will be set up exactly like production.

As employees finish training, they will be encouraged to email verification with their evaluation of training using the feedback form within the training web site.

It is anticipated that training will occur as needed for use of the application.   Power Users will be expected to be available to provide one-on-one additional assistance to the employees in their offices.

3.5  Materialstc \l2 "3.5  Materials
There is no plan to provide training materials outside of the on-line training web site and on-line help within the STARS application.

3.6  Durationtc \l2 "3.6  Duration
We anticipate that employees will spend a couple of hours familiarizing themselves with the application prior to implementation and then really use the on-line training site once the application is in production to guide them through completing their responsibilities.

3.7  Sizetc \l2 "3.7  Size
 Not applicable.

3.8  Scheduletc \l2 "3.8  Schedule
The training schedule cannot be determined at this time due to the delays in the project.

	Site
	Date Available

	
	


3.9  Facilitiestc \l2 "3.9  Facilities
Employee PCs throughout the agency.

3.10  Evaluationstc \l2 "3.10  Evaluations
Evaluation of the on-line training web site will be gathered from feedback submitted through the site.   Additions and/or changes will be incorporated based on feedback received.

3.11  Updatestc \l2 "3.11  Updates
Updates will be provided when there are scheduled releases of STARS or if course evaluations dictate changes.

3.12  Staffingtc \l2 "3.12  Staffing
Marie Dunlap is currently developing the on-line training web site.   The web site's feedback form emails will go to a separate email account that will be monitored by designated IT, Payroll and Personnel staff.

3.13  Fundingtc \l2 "3.13  Funding
There is no cost per person for this training.   Approximately $5000 of the training budget was spent for a web server to host the training version of STARS.

3.14  Training Update

To be completed after training takes place with a summary of the results and actual cost.

4.  PAYROLL TRAINING PROGRAMtc \l1 "2.  TECHNICAL TRAINING PROGRAM
4.1  Intended Audiencetc \l2 "2.1  Intended Audience
The Payroll Training Program is intended for all Staff in Employment Security Department's Payroll Office.

4.2  Objectivestc \l2 "2.2  Objectives
The objective of this training is for each Payroll staff person to gain enough knowledge and hands-on experience to perform his or her roles as Employee and/or Supervisor in addition to understanding the Payroll Contact role and being able to perform all Payroll tasks using STARS.    

4.3  Contenttc \l2 "2.3  Content
Payroll staff will receive intensive training and practice on the three primary end user roles within STARS - Employee, Supervisor and Payroll Contact. 

Employee responsibilities within STARS are:  requesting leave; reporting time worked and accounting codes to bill; and requesting to bank comp and/or exchange time earned.

Supervisor responsibilities within STARS are:  approving or denying leave requests; approving or denying requests to bank exchange and/or comp time; approving time activity reports; entering information for employees when they are unavailable or unable to enter; and recording employee schedule changes. 

Payroll Contact responsibilities within STARS are:  adding and removing employee access to the system; maintaining who supervises whom; maintaining employee work locations; and maintaining employee phone numbers.

Payroll staff will also receive intensive training and practice on Payroll responsibilities within the system and discussion of tasks that are outside STARS.

The following is a list of the areas presented in each of the Payroll training sessions. 

	Session Number
	Agenda Items
	Duration
	Dates

	1
	Demo of the System and Q & A


	4 hours
	Day 1- 3/15/02

	2
	Review of layout and purpose of all STARS Payroll reports
	2 hours
	Day 1 - 3/15/02

	3
	Time, Leave and Accounting Entry and Corrections prior to payroll cutoff
	2 hours 
	 Day 2

	4
	Corrections after Payroll Cutoff and before upload to FARS for Stagger A
	.5 hour
	Day 2

	5
	Corrections after upload to FARS for Stagger B and Special
	.5 hour
	Day 2

	6
	Retroactive pay period corrections to FARS
	1 hour
	Day 2

	7
	Leave adjustments for STARS, DOP
	1 hour
	Day 2

	8
	Holiday Adjustments
	.5 hour
	Day 2

	9
	Exchange and Comp Time Worked Entry
	.5 hour
	Day 3

	10


	Employee Schedule Entry
	.25 hour
	Day 3

	11
	Approving/Disapproving Comp, Exchange and Leave Requests
	.5 hour
	Day 3

	12
	Approving Time Activity Reports
	.5 hour
	Day 3

	13
	Answering Questions with on-line Manual
	.5 hour
	Day 3

	14
	Teach Each Other Exercises
	.5 hour
	Day 3

	15
	Practice generating and using Payroll Reports
	4 hours
	Day 3

	17
	Training Evaluation
	.25 hour
	Day 3


4.4  Delivery Methodtc \l2 "2.4  Delivery Method
The training will be a mixture of classroom instruction, with a one-to-one relationship between attendees and computer workstations and additional one-on-one coaching on payroll tasks at the PCs of individual Payroll staff prior to and during the pilot test period.   The formal classroom training sessions will be one full day during the course of a week for each week Payroll training is scheduled.  

PC training lab training sessions will use a mixture of auditory and visual explanations, combined with kinesthetic exercises so users can learn by doing with additional exercises to keep people awake and motivated.   This will enable users from each learning style to benefit from the training.

The last portion of the classroom training will include practice training each other one on one using part of the Employee and Supervisor roles within the system.

4.5  Materialstc \l2 "2.5  Materials
Each student will receive the following course materials:

·       Hands-on STARS practice-lesson worksheets

·
Helpful Hints handout which includes Intranet addresses for on-line training manual and demo application.

4.6  Durationtc \l2 "2.6  Duration
Classroom training will take place over the course of 3 workdays staggered throughout a two-month window.   Additional one-on-one training has not yet been scheduled. 

4.7  Sizetc \l2 "2.7  Size
The number of students in each formal Payroll training session is 12, all Payroll staff.

4.8  Scheduletc \l2 "2.8  Schedule
Originally, Payroll training was scheduled for 3/15, 3/29 and 4/26.   The first date is being utilized, however, the last two will need to be rescheduled after the application is thoroughly tested and stable.   The revised schedule for training has not yet been determined.

4.9  Facilitiestc \l2 "2.9  Facilities
Payroll classroom training is being held in Olympia using the PC training lab at Department of Licensing.

4.10  Evaluationstc \l2 "2.10  Evaluations
Each section of the training has an exercise to determine how well the objectives of the training have been met.   A course evaluation form will also be given to each student upon the completion of the training session.  The form is designed to gather feedback on the instructor, the course outline and content, and the course materials.  The feedback will be used to update and/or improve future training sessions.

4.11  Updatestc \l2 "2.11  Updates
Payroll training is currently only planned for initial implementation of STARS.   After initial implementation, training on any updates made to the system will scheduled as needed.

4.12  Staffingtc \l2 "2.12  Staffing
Marie Dunlap is providing training for Payroll staff, with the assistance of Joe Earl.

4.13  Fundingtc \l2 "2.13  Funding
There is no cost per person for this training. 

4.14  Training Update

To be completed after training takes place with a summary of the results and actual cost.

5.  PERSONNEL TRAINING PROGRAMtc \l1 "2.  TECHNICAL TRAINING PROGRAM
5.1  Intended Audiencetc \l2 "2.1  Intended Audience
The Personnel Training Program is intended for all Staff in Employment Security Department's Personnel Office.

5.2  Objectivestc \l2 "2.2  Objectives
The objective of this training is for the each Personnel staff person to gain enough knowledge and hands-on experience to perform all Personnel tasks within STARS.    

5.3  Contenttc \l2 "2.3  Content
Personnel staff will receive an overview of STARS and then practice looking up employee time and leave records in STARS, retrieving and using reports, and the new search features for EMD (Employee Master Database).   Personnel staff has been using EMD for approximately one year.  With STARS implementation, the interface is changing from client/server to web browser.   The data is the same, however search options are much improved. 

Personnel will train themselves on the Employee, Supervisor and Payroll Contact roles within STARS.

The following is a list of the areas presented in each Personnel training session. 

	Session Number
	Agenda Items
	Duration

	1
	Demo of the System and Q & A
	1 hour

	2
	Practice Searching for records in EMD Current and History screens.
	.5 hour

	3
	Practice reviewing time activity and leave history for employees.
	.5 hour

	3
	Practice generating and using Payroll and Personnel Reports
	1.75 hour

	4
	Training Evaluation
	.25 hour

	
	
	4 hours Total


5.4  Delivery Methodtc \l2 "2.4  Delivery Method
The training will consist of classroom instruction, with a one-to-one relationship between attendees and computer workstations.  

Training will consist of a mixture of auditory and visual explanations, combined with kinesthetic exercises so users can learn by doing with additional exercises to keep people awake and motivated.   This will enable users from each learning style to benefit from the training.

5.5  Materialstc \l2 "2.5  Materials
Each student will receive the following course materials:

·       Hands-on STARS practice-lesson worksheets

·
Helpful Hints handout which includes Intranet addresses for on-line training manual and demo application.

5.6  Durationtc \l2 "2.6  Duration
Classroom training will take place during one afternoon. 

5.7  Sizetc \l2 "2.7  Size
Personnel anticipate having a minimum of 4 and a maximum of 12 staff participate in this training.

5.8  Scheduletc \l2 "2.8  Schedule
Currently, Personnel training is scheduled for 4/24/02.   This date may no longer be feasible since testing is taking longer than anticipated. 

5.9  Facilitiestc \l2 "2.9  Facilities
Personnel classroom training is being held in Olympia using the PC training lab at Department of Licensing.

5.10  Evaluationstc \l2 "2.10  Evaluations
Each section of the training has an exercise to determine how well the objectives of the training have been met.   A course evaluation form will also be given to each student upon the completion of the training session.  The form is designed to gather feedback on the instructor, the course outline and content, and the course materials.  The feedback will be used to update and/or improve future training sessions.

5.11  Updatestc \l2 "2.11  Updates
Personnel training is currently only planned for initial implementation of STARS.   After initial implementation, training on any updates made to the system will scheduled as needed.

5.12  Staffingtc \l2 "2.12  Staffing
Marie Dunlap is providing training for Personnel staff.

5.13  Fundingtc \l2 "2.13  Funding
There is no cost per person for this training. 

5.14  Training Update

To be completed after training takes place with a summary of the results and actual cost.

APPENDIX

 Power User  Location Cities

	Count of Location City
	

	Location City
	Total

	Aberdeen
	1

	Auburn
	1

	Bellevue
	4

	Bellingham
	2

	Bremerton
	3

	Chehalis
	2

	Colville
	1

	Everett
	6

	Kelso
	2

	Kennewick
	2

	Kent
	1

	Lacey
	31

	Lakewood
	1

	Lynnwood
	2

	Moses Lake
	1

	Mt. Vernon
	3

	Olympia
	27

	Olympia or Tacoma
	1

	Omak
	1

	Pierce Co?
	2

	Port Angeles
	1

	Pullman
	1

	Rainier
	2

	Renton
	1

	Seattle
	11

	Seattle, North
	3

	Seattle, South
	1

	Seattle, West
	1

	Spokane
	8

	Sunnyside
	3

	Tacoma
	7

	Tumwater
	2

	Vancouver
	4

	Walla Walla
	1

	Wenatchee
	3

	White Salmon
	1

	Yakima
	3

	Grand Total
	147


Power Users

	Power User Official Name
	Name Difference
	Location City
	Email
	Training Loc, Date
	Notes

	
	
	Aberdeen
	
	Oly JSC, 5/2
	

	
	
	Auburn
	
	Seattle, 3/28
	

	
	
	Bellevue
	
	Lynnwood, 4/12
	

	
	
	Bellevue
	
	Lynnwood, 4/12
	

	
	
	Bellevue
	
	Lynnwood, 4/12
	

	
	
	Bellevue
	
	Lynnwood, 4/12
	

	
	
	Bellingham
	
	Mt. Vernon, 4/2
	

	
	
	Bellingham
	
	Mt. Vernon, 4/2
	

	
	
	Bremerton
	
	Oly JSC, 5/2
	

	
	
	Bremerton
	
	Oly JSC, 5/2
	

	
	
	Bremerton
	
	Oly JSC, 5/2
	

	
	
	Chehalis
	
	Oly JSC, 5/3
	

	
	
	Chehalis
	
	Oly JSC, 5/3
	

	
	
	Colville
	
	Spokane, 3/19
	

	
	
	Everett
	
	Lynnwood, 4/8
	

	
	
	Everett
	
	Lynnwood, 4/8
	

	
	
	Everett
	
	Lynnwood, 4/8
	

	
	
	Everett
	
	Lynnwood, 4/8
	

	
	
	Everett
	
	Lynnwood, 4/8
	

	
	
	Everett
	
	
	received phone request from Tracy, Everett WS to be included after training was cancelled

	
	
	Kelso
	
	Vancouver, 5/7
	

	
	
	Kelso
	
	Vancouver, 5/7
	

	
	
	Kennewick
	
	Sunnyside, 4/17
	

	
	
	Kennewick
	
	Sunnyside, 4/17
	

	
	
	Kent
	
	Lynnwood, 4/8?
	On vacation from 3/22 - 4/1

	
	
	Lacey
	
	Oly JSC, 5/9
	

	
	
	Lacey
	
	Oly JSC, 5/9
	

	
	
	Lacey
	
	Can't make any
	Has to cover office while Sara Leach is on Honeymoon

	
	
	Lacey
	
	Oly JSC, 5/10
	

	
	
	Lacey
	
	Oly JSC, 5/9
	

	
	
	Lacey
	
	Oly JSC, 5/10
	

	
	
	Lacey
	
	Oly JSC, 5/9
	

	
	
	Lacey
	
	Oly JSC, 5/9
	

	
	
	Lacey
	
	Tumwater, 4/23
	

	
	
	Lacey
	
	Tumwater, 4/23
	

	
	
	Lacey
	
	Tumwater, 4/23
	

	
	
	Lacey
	
	Tumwater, 4/23
	

	
	
	Lacey
	
	Tumwater, 4/23
	

	
	
	Lacey
	
	Oly JSC, 5/9
	

	
	
	Lacey
	
	Oly JSC, 5/10
	

	
	
	Lacey
	
	Can't make any
	On honeymoon until 5/13, do one on one after.

	
	
	Lacey
	
	Oly JSC, 5/10
	

	
	
	Lacey
	
	Oly JSC, 5/10
	

	
	
	Lacey
	
	Oly JSC, 5/10
	

	
	
	Lacey
	
	Oly JSC, 5/10
	

	
	
	Lacey
	
	Oly JSC, 5/10
	

	
	
	Lacey
	
	Oly JSC, 5/10
	

	
	
	Lacey
	
	Tumwater, 4/25
	

	
	
	Lacey
	
	Tumwater, 4/25
	

	
	
	Lacey
	
	Tumwater, 4/23
	

	
	
	Lacey
	
	Tumwater, 4/22
	

	
	
	Lacey
	
	Tumwater, 4/25
	

	
	
	Lacey
	

	
	
	Lacey
	
	Tumwater, 4/22
	

	
	
	Lacey
	
	Tumwater, 4/22
	

	
	
	Lacey
	
	Tumwater, 4/22
	

	
	
	Lakewood
	
	Oly JSC, 5/3
	

	
	
	Lynnwood
	
	
	can't make Lynnwood, on vacation, will get back to me on Seattle, which date works

	
	
	Lynnwood
	
	Lynnwood, 4/8
	

	
	
	Moses Lake
	
	Wenatchee, 4/19
	

	
	
	Mt. Vernon
	
	Mt. Vernon, 4/2
	

	
	
	Mt. Vernon
	
	Mt. Vernon, 4/2
	

	
	
	Mt. Vernon
	
	Mt. Vernon, 4/2
	

	
	
	Olympia
	
	Tumwater, 4/23
	

	
	
	Olympia
	
	Tumwater, 4/23
	

	
	
	Olympia
	
	Tumwater, 4/23
	

	
	
	Olympia
	
	Tumwater, 4/23
	

	
	
	Olympia
	
	Tumwater, 4/23
	

	
	
	Olympia
	
	Tumwater, 4/23
	

	
	
	Olympia
	
	OLY JSC, 5/3
	

	
	
	Olympia
	
	Oly JSC, 5/2
	

	
	
	Olympia
	
	Oly JSC, 5/2
	

	
	
	Olympia
	
	Tumwater, 4/22
	

	
	
	Olympia
	
	Tumwater, 4/22
	

	
	
	Olympia
	
	Oly JSC, 5/9
	

	
	
	Olympia
	
	Tumwater, 4/23
	

	
	
	Olympia
	
	Tumwater, 4/22
	

	
	
	Olympia
	
	Tumwater, 4/22
	wants 4/22 or 23

	
	
	Olympia
	
	Tumwater, 4/22
	

	
	
	Olympia
	
	Tumwater, 4/22
	

	
	
	Olympia
	
	Oly JSC, 5/16
	

	
	
	Olympia
	
	Tumwater, 4/22
	

	
	
	Olympia
	
	Tumwater, 4/22
	

	
	
	Olympia
	
	Tumwater, 4/25
	can only do Tum on 4/25

	
	
	Olympia
	
	Tumwater, 4/25
	

	
	
	Olympia
	
	Tumwater, 4/25
	

	
	
	Olympia
	
	Tumwater, 4/25
	

	
	
	Olympia
	
	Tumwater, 4/25
	

	
	
	Olympia
	
	Tumwater, 4/25
	

	
	
	Olympia
	
	Tumwater, 4/25
	

	
	
	Olympia or Tacoma
	

	
	
	Omak
	
	Wenatchee, 4/19
	

	
	
	Pierce Co?
	
	Oly JSC, 5/3
	

	
	
	Pierce Co?
	
	Oly JSC, 5/3
	

	
	
	Port Angeles
	
	Oly JSC, 5/2
	

	
	
	Pullman
	
	Spokane, 3/19 or 20
	

	
	
	Rainier
	
	Seattle, 3/28
	

	
	
	Rainier
	
	Seattle, 3/28
	

	
	
	Renton
	
	Oly JSC, 5/2
	requested Oly JSC for medical reasons

	
	
	Seattle
	
	Seattle, 3/26
	

	
	
	Seattle
	
	Seattle, 3/27
	

	
	
	Seattle
	
	Seattle, 3/27
	

	
	
	Seattle
	
	Lynnwood, 4/12
	Surgery 3/25-3/28

	
	
	Seattle
	
	Seattle, 3/27
	

	
	
	Seattle
	
	Seattle, 3/27
	

	
	
	Seattle
	
	Seattle, 3/27
	

	
	
	Seattle
	
	Seattle, 3/26
	

	
	
	Seattle
	
	Seattle, 3/26
	

	
	
	Seattle
	
	Seattle, 3/26
	

	
	
	Seattle
	
	Seattle, 3/26
	

	
	
	Seattle, North
	
	Lynnwood, 4/12
	

	
	
	Seattle, North
	
	Seattle 3/27
	wants to switch to Seattle 3/27 to travel with Eileen Dornbush

	
	
	Seattle, North
	
	Lynnwood, 4/12
	off on Mondays - PSR TWTH ok

	
	
	Seattle, South
	
	Seattle, 3/28
	

	
	
	Seattle, West
	
	Seattle, 3/28
	

	
	
	Spokane
	
	Spokane, 3/20
	

	
	
	Spokane
	
	Spokane, 3/19
	

	
	
	Spokane
	
	Spokane, 3/20
	

	
	
	Spokane
	
	Spokane, 3/19
	

	
	
	Spokane
	
	Spokane, 3/20
	

	
	
	Spokane
	
	Spokane, 3/19
	

	
	
	Spokane
	
	Spokane, 3/20
	

	
	
	Spokane
	
	Spokane, 3/20
	

	
	
	Sunnyside
	
	Sunnyside, 4/17
	

	
	
	Sunnyside
	
	Sunnyside, 4/17
	

	
	
	Sunnyside
	
	Sunnyside, 4/17
	

	
	
	Tacoma
	
	Tumwater, 4/25
	

	
	
	Tacoma
	
	Tumwater, 4/25
	

	
	
	Tacoma
	
	Tumwater, 4/25
	

	
	
	Tacoma
	
	Tumwater, 4/25
	

	
	
	Tacoma
	
	Oly JSC, 5/3
	wants Tuwmater 4/23 or 4/25 with Kelly Schwarz

	
	
	Tacoma
	
	Oly JSC, 5/3
	Tumwater 4/23 or 4/25 with Margaret Nelson

	
	
	Tacoma
	
	Tumwater, 4/25
	

	
	
	Tumwater
	
	Tumwater, 4/22
	

	
	
	Tumwater
	
	Tumwater, 4/22
	

	
	
	Vancouver
	
	Vancouver, 5/7
	

	
	
	Vancouver
	
	Vancouver, 5/7
	

	
	
	Vancouver
	
	Vancouver, 5/7
	

	
	
	Vancouver
	
	Vancouver, 5/7
	

	
	
	Walla Walla
	
	Sunnyside, 4/17
	

	
	
	Wenatchee
	
	Wenatchee, 4/19
	Can't do 4/15, daughter's bday

	
	
	Wenatchee
	
	Wenatchee, 4/19
	

	
	
	Wenatchee
	
	Wenatchee, 4/19
	

	
	
	White Salmon
	
	Vancouver, 5/7
	

	
	
	Yakima
	
	Sunnyside, 4/17
	

	
	
	Yakima
	
	Sunnyside, 4/17
	

	
	
	Yakima
	
	Sunnyside, 4/17
	

	
	
	
	
	Tumwater, 4/23
	


Training Facility Configurations and Contacts

Puget Sound Regional Office

The contact is:

9 student PCs

1 – Instructor PC

Projector

Internet Explorer 5.0

Windows 98

Sunnyside WorkSource
The contact there is                 

14 student PCs

1 – Instructor PC

Projector

Internet Explorer 5.0

Windows NT
Spokane WorkSource

The contact is              -   

12 student PCs

Projector – Yes

Internet Explorer 5.5

Windows NT

There is no specific PC for the instructor.  Usually the instructors hook a laptop up to the projector.  There is a laptop there to use, or you can bring your own.

Mount Vernon Job Service Center
The contact is               .  Her number is:              .

They have 11 student PCs 

1 - Instructor PC

Projector – Yes

Internet Explorer 5.5

Windows NT

Department of Licensing, Headquarters on the Capitol Campus
The contact is        .  Her number is:                 .

They have 12 student PCs 

1 - Instructor PC

Projector – Yes

Internet Explorer 5.01

Windows 2000

Department of Revenue, Tumwater
The contact is       .  Her number is:        .

They have 20 student PCs 

1 - Instructor PC

Projector – Yes

Internet Explorer 5.0

Windows 98 or NT until May 2002, then upgrading to XP

Olympia Job Service Center
The contact is      .  His number is     .

They have 12 student PCs (1 is an ADA computer with Windows2000) 

1 - Instructor PC

Projector – Yes

Internet Explorer 5.5

Windows NT

Lynnwood WorkSource
The contact is        .  Her number is:       .

They have 18 student PCs 

1 - Instructor PC

Projector – Yes

Internet Explorer 5.5

Windows NT

Wenatchee WorkSource
The contact is        .  Her number is:      .

They have 12 student PCs 

1 - Instructor PC

Projector – Yes

Internet Explorer 5.5

Windows 98
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