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		For daily training on remote work tools including Jabber, Cisco Webex Meetings, and Microsoft Teams, visit the Tech Café.
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						Adobe Acrobat
						 
					
									
										Become a PDF Master! Adobe Acrobat: Edit & Create PDFs

Description:

Adobe Acrobat is PDF software for your desktop that allows you to easily edit and create PDFs. 

Objectives:

	Demonstrate ability to search, convert, and create PDFs 
	Identify at least three editing options when creating a PDF
	Create a fillable form 


Trainings:

	September 12, 2022   |   9 - 10 AM
	October 10, 2022   |   9 - 10 AM
	November 14, 2022   |   9 - 10 AM
	December 12, 2022   |   9 - 10 AM


	
				

			

						
	
	
		
	
				
		
									
												
	
																		
		
								
									
		
								
						
						
								
								
												
																												
		
										
									
						Office 365
						 
					
									
										Harness the power of Office 365! Share, Collaborate and Connect

Description:

Office 365 is a suite of apps that allow you to get things done more efficiently and safely with its built-in security features and collaboration tools. 

Objectives:

	Identify the basic tools used in Office 365
	Successfully access, save and store files on OneDrive through Office 365
	List at least three apps that can be accessed through Office 365


Trainings:

	September 19, 2022   |   9 - 10 AM
	October 17, 2022   |   9 - 10 AM
	November 21, 2022   |   9 - 10 AM
	December 19, 2022   |   9 - 10 AM


	
				

			

						
	
	
		
	
				
		
									
												
	
																		
		
								
									
		
								
						
						
								
								
												
																												
		
										
									
						Lucidchart & Lucidspark
						 
					
									
										Bring Your Ideas to Life! Lucidchart & Lucidspark Introduction 

Description:

Lucidchart and Lucidspark allow users to visually diagram and whiteboard ideas.

Objectives:

	Identify at least three uses of Lucidchart 
	Identify at least three uses of Lucidspark
	Demonstrate ability to navigate standard tools and create a basic chart


Trainings:

	September 21, 2022   |   9 - 10 AM
	October 19, 2022   |   9 - 10 AM
	November 23, 2022   |   9 - 10 AM
	December 21, 2022   |   9 - 10 AM
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						Basecamp
						 
					
									
										Master the Basecamp Basics! Project Management Made Easy

Description:

Basecamp is a project management solution and team collaboration tool that helps keep teams organized and efficient. project management dashboard allows you to create and assign to-do lists, chat on message boards, schedule events, store documents and files, and more. 

Objectives:

	Create to-do lists, assign tasks, and set due dates
	Keep a conversation on message boards
	Schedule to-dos and events on the calendar
	Store documents and files according to each project


Trainings:

 There are no training sessions at this time. 

 

Although several departments across UTSA use Basecamp, UTSA does NOT have an enterprise subscription for this service. Arrangements/Payment with Basecamp has to be conducted on a per-department/per-person basis.

	
				

			

			

			

					

						
					
				
			
					
	
			
	
					
					
					
							
	
	
		
	
				
		
									
												
	
																		
		
								
									
		
								
						
						
								
								
												
																																				
		
									
		Have questions about a product or service? Wondering how best to use Teams, SharePoint, Adobe Acrobat, or another service? We're here to help. Contact us anytime to set up a custom, on-demand training session. 
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