Training Correspondence

Region 1


Location:  VOLPE, Boston


Training Dates:  September 11-12, 2001
· 7/17/2001:  Emailed Donna Laidley requesting TPOC information and type of TEAM training that would be performed.

· 7/26/2001:  Receive email from Ms. Laidley confirming that she was the correct contact and that they would be renting their equipment (gave specs and numbers)

· 7/26/2001:  Sent reply to Donna with additional questions and forwarded her support personnel names and contact number.

· 7/30/2001:  email from Donna answering some of the questions that Naeela needed to assist her during her training session.

· 8/21/2001:  email from Donna providing various training info and requesting how to do new screenshots of TEAM-Web

· 8/21/2001:  sent a reply to Donna thanking her for the info and addressing her questions.

· 8/23/2001:  called Roy Lucas to get a feel for what role he was playing on the technical end.  He was aware of the session and when the PC’s would be set up.  He has been tasked to insure that the 13 PC’s that were being delivered have IP addresses assigned to them in order to get through the firewall.  He set network Internet connection will not be a problem.  He has no knowledge of those providing the computers, and is not aware of or responsible for IE 5.5 being on them.

· 8/23/2001:  emailed Donna to ask her if Rent-A-PC verified the specs for her on these computers (Internet/network connection capability, and IE 5.5).  If they haven’t I asked if she had a number for them where we could verify those things for her.

· 8/23/2001:  Donna replied back with the info (which was included in an earlier info

· 8/23/2001:  I replied with a thank you and noted that she had sent it to us previously. 

Region 2


Location:  Albany, NY


Training Dates:  July 12-13, 2001

· 7/6/2001:  I called Maureen Moritz and left a message explaining that I would be the new primary contact for training coordination; I gave her my contact info

· 7/9/2001:  Left a message for Maureen Moritz for her to please call be back concerning training TPOC’s and information.  We had been unable to contact their TPOC Tom Vaughn since he remained out on vacation.

· 7/9/2001:  Jim Davis informed Ali that TEAM 5.1 was installed on every machine and successfully tested for a connection
· 7/9/2001:  Maureen called and informed me that there would be 13 computers for about 26 people and that she was continually trying to contact Grantees with no clear cut definition of what they wanted and/or were expecting.  They seemed to want hands on using the same project number, which is not possible from different computers.  She sent emails to them asking what they wanted and stated that she would get back to me.  
· 7/9/2001:  Ali sent her an email with the training emergency contact number.
· 7/9/2001:  sent email to Maureen asking her if she needed any manuals and if she would contact me if she did.
· 7/11/2001:  Maureen informed Naeela that she had the manuals she needed
· 7/11/2001:  I emailed Maureen to confirm that everything was a go and re-gave her the support contact number.
· 7/16/2001:  Naeela did a follow up call to Maureen to see how the training went.
Location:  Brooklyn, NY

Training Dates:  August 15-16, 2001
· 7/23/2001:  Emailed Maureen asking her what kind of training she would be doing and who her technical contacts were.

· 8/2/2001:  called for Maureen and was informed that she would be out of town on business until Monday.

· 8/6/2001:  left a message with Maureen asking her what kind of training she was going to perform, if she had a technical contact, and to please call me back.

· 8/7/2001:  left another message with Maureen asking about the type of training and technical contact information.  Again asked if a return call.

· 8/7/2001:  called Faye Ellison, who was aware of the upcoming training, but was not given any of the details.  She believes that Maureen will be doing 5.1 training however.

· 8/8/2001:  Called Maureen and was able to speak with her.  She is still trying to confirm that the session is on and if so, who would be involved with the training.  Depending on who will be trained will depend on whether TEAM 5.1 or TEAM-Web training is conducted.  I let her know that if she was able to find out who the technical contacts were, that we would ensure that everything was set up correctly for her.  She will get back in touch with me with more training information and who the technical contacts are.

· 8/8/2001:  Maureen called back and let me know that training is off for next week.  Nothing officially ended up being scheduled.  She will try to schedule something for the end of the month or early next month.

· 8/8/2001:  sent and email to Maureen stating that September training might warrant a higher level of direct support since there were fewer concurrent sessions then.

· 8/8/2001:  received a reply back from Maureen stating that she would pass the information on to MTA

Region 3


Location:  Harrisburg, PA


Training Dates:  July 18-19, 2001
· 7/6/2001:  Made initial call to Pat Kampf explaining that I would be the new primary contact for training coordination; I gave her my contact info.  She explained that she had been trying to contact her TPOC for information concerning supplies (projector, etc).

· 7/10/2001:  Tried to contact TPOC Ginnie Reynolds at 9AM, and was informed by her message that she would be out until 7/16/2001.

· 7/10/2001:  Tried to contact Calvin Cassidy numerous times and also left a message for him to please give us a return call.

· 7/10/2001:  Tried to contact Jim Grier- was not available for each attempt.

· 7/10/2001:  Tried Pat Kampf; got her on second attempt.  She informed us that she would need a few TEAM 5.1 CD’s sent to Calvin Cassidy, who would get them to the TPOC Ginnie Reynolds for installation and testing.  She relayed his mailing address.  Pat confirmed that the training facility was equipped with Explorer 5.5.  She still was trying to get in touch with a training TPOC as well as Calvin Cassidy, just as we were.  Mark informed Pat that she would be using the Training Database of TEAM for her training.  We are going to send her 15 user ID’s and passwords, the train the trainers guide for her TEAM-Web demo, a “cheat sheet” and Mark’s revised training guide.  Pam is going to go the training site on 7/17/2001 to confirm all is well.

· 7/10/2001:  obtained Ginnie Reynolds’ supervisors contact number (Joyce Black) and tried to contact her- was unavailable.  Talash called again later at 2:45 PM and left a message asking her to call him.

· 7/10/2001:  Emailed Pat the Train the Trainers guide she requested

· 7/11/2001:  Sent Pat a Training “cheat sheet” to help her with her training.

· 7/11/2001:  Received return phone call from Calvin Cassidy.  He informed me that he sent TEAM 5.1 disk that he had to Ginnie’s back up Scott Kiester this morning.  He asked if we could send just 1 more 5.1 CD and that would be fine.  He confirmed his mailing address.  8 have currently signed up for training on Wed. and 8 for Thurs.  There are still 12 computers involved in the training and he expects more attendees

· 7/11/2001:  Calvin Cassidy emailed me Scott Kiester’s contact info.

· 7/11/2001:  contacted Scott Kiester.  Said has one TEAM 5.1 cd and will start installs.  Has student accounts that he will use to test- said would start testing in a couple days.  Confirmed E5.5.  We will call on Fri to confirm valid testing.

· 7/11/2001:  emailed Calvin Cassidy and confirmed his mailing address for the 5.1 CD

· 7/11/2001:  overnighted 2 TEAM 5.1 CD’s to Calvin Cassidy for Harrisburg, and then sent him an email to notify them that the CD’s were sent.

· 7/12/2001:  Sent email with support contact number and IP address for Scott so they could get through the firewall.

· 7/12/2001:  replied to Calvin Cassidy’s questions over email.  Continued email correspondence with Pat and Mark for her training needs.  Contact with Harrisburg TPOC on Pats supply requests.  Pat confirmed that the site contacted her and had what she needed

· 7/12/2001:  Checked in with Scott Kiester regarding training equipment and received a response.

· 7/12/2001:  Mark sent Pat his training scenario

· 7/16/2001:  called Scott Kiester and left message (more than once)

· 7/16/2001:  Talash called Ginnie, and she was unaware about the status of the install and testing.

· 7/16/2001:  emailed Calvin stating that we were unable to get in touch with Scott and that Ginnie was unaware of the current status- we asked if there was another individual available should Scott be out again tomorrow.

· 7/17/2001:  Received email from Calvin Cassidy assuring that the tech people installed and tested adequately- I responded.

· 7/17/2001:  Emailed Pat to give her an update on the current status

· 7/17/2001:  Email from Scot Kiester stating that he would be out and Mark Swartz would be his back up.

· 7/17/2001:  Tried Mark Swartz (Scott Kiester’s back up), and left a message

· 7/17/2001:  Contacted Mark Swartz.  5.1 was loaded and tested by Calvin (probably in Production).  We gave him a dummy ID and password to test in either Training or QA.  He tried it in Training and it worked out fine.  He also confirmed that IE 5.5 was installed for the TEAM-Web demo.

· 7/17/2001:  Emailed Pat another status update.

· 7/17/2001:  Mark sent Pat her recipient ID’s and passwords

Location:  Headquarters

Training Dates:  August 7-8, 2001

· 7/17/2001:  Email to Jackie Hathaway requesting info (if she was the correct contact)

· 7/20/2001:  Received email from Jackie, that Pat was the correct contact.

· 7/20/2001:  Follow up email to Pat for Harrisburg training and general questions for HQ training

· 7/23/2001:  Email correspondence among Fred May, Don Higgs, Patricia Kampf, and myself concerning HQ training.  Received confirmation that the training room there is fully equipped and prepared for both TEAM 5.1 and TEAM-Web training for all the HQ training sessions.

· 7/26/2001:  emailed Pat to ask her the questions that Naeela needs answered to provide training support.  Also gave her the support numbers.

· 7/26/2001:  Pat replied back answering all of my questions.  If forwarded the answers off to Naeela.

· 8/2/2001:  received email with new/additional HQ training dates

· 8/3/2001:  called Jackie Hathaway and left a message asking if CA would be supporting these new sessions as well, and if so, in what way.

· 8/6/2001:  received a call from Jackie Hathaway explaining that the training on August 9, 14-15, and 28-29 were HQ only training that did not need to be supported with technical assistance and user ID’s/passwords.  

Location:  Headquarters

Training Dates:  August 21-22
· 8/9/2001:  received an email from Pat explaining that those people who had signed up for training at this time slot would be reschedule for September 11, and that she would not be doing any more training in August.  She also stated that she will only be doing TEAM-Web training (no more 5.1).

Location:  Headquarters

Training Dates:  September 11-12

· 9/6/2001:  Emailed Pat some of the standard questions the helpdesk trainers need (for user id’s/passwords, etc.).  Also notified her of her support personnel and support phone number.

Region 4


Location:  Puerto Rico


Training Dates:  July30- August 3, 2001
· 7/6/2001:  Made initial call to Derek Scott explaining that I would be the new primary contact for training coordination; I gave him my contact info.

· 7/10/2001:  contacted Marta Bernier for general information, since we were unable to get in touch with the new TPOC contacts.  She informed us that there were 15 computers that were all on a network.

· 7/10/2001:  Got in touch with Ms. Rolon (the new lead TPOC).  She claimed that they had adequate Internet connection and transferred us over to David Perraro to confirm Explorer version.  He claimed that they had 5.5 available on their network server and that he would install it on any machine that was not yet up to date.  He will call us when all of the installations are confirmed (we asked if it could please be completed no later than 7/27/2001).

· 7/12/2001:  Called Derek Scott (was out)

· 7/12/2001:  Called Leonard Tennessee.  Was not available, but I did not leave a message.

· 7/13/2001:  Asked for information concerning whether or not a server would be used for the training.

· 7/16/2001:  Emailed Leonard trying to address his concerns.  Let him know which TPOCs we spoke to and what the current issues were (they would be upgrading to IE 5.5, etc.)

· 7/16/2001:  Called Puerto Rico TPOCS… all lines busy

· 7/16/2001:  confirmed call time with Leonard.

· 7/16/2001:  call with Leonard and Derek.  Derek, Leonard, and Mira will be there, so they felt no need for a CA person.  We must make sure all CPU’s are connected and tested.  3 days of training- completed each day.  Scripts will be run from the training database.  Hands on TEAM-Web training.  15 terminals… are asking for 20-25 passwords.  Confirmed that we are not sending anyone unless connection is not adequate.  Informed them that the user guides were on the web.  Nathan and Naeela were going to call Derek concerning training needs.

· 7/16/2001:  Informed of Puerto Rican Holidays by Leonard to avoid missing technical contacts.

· 7/16/2001:  Nathan and Naeela contacted Derek.

· 7/16/2001:  Nathan and Naeela contacted Derek.

· 7/19/2001:  contacted Puerto Rico (Gricelle Rolon) and confirmed that IE 5.5 installs were completed, and Internet connection was tested for all workstations.  They have a projector and a smart board.  I relayed this info in an email to Derek and Leonard.

· 7/19/2001:  Tried Gricelle Rolon to perform another test- not available

· 7/19/2001:  Tried Jesus Ramos and explained testing situation, and that we would contact him again tomorrow.

· 7/20/2001:  spoke to Angie (Maria Fred) at 10:30 AM and explained the Logon and query test

· 7/20/2001:  called Angie again at 11:00 AM and she ran the test in an office computer with us over the phone.  We asked her to run the same test at each of the stations in the lab.

· 7/20/2001:  called Angie again at 2:10 PM- left a message

· 7/20/2001:  Angie returned our call and confirmed that all of the computers tested fine.

· 7/20/2001:  Sent update to Derek and Leonard, and also asked if they successfully sent off their agenda to Philis.

· 7/25/2001:  Left a voice mail message to Leonard requesting a call back to see if they have already created any projects for their training sessions that they would like to remain in the Training DB.  If not we would like to do a refresh of the data.

· 7/25/2001:  Leonard called back and forwarded me an email that was sent to Naeela and Nathan with set up requests.  Those things have not yet been performed (so a refresh of the database may be ok).  Naeela will call him back to answer some of his other training questions.

· 7/25/2001:  Naeela and Leonard played phone tag

· 7/26/2001:  Nathan resent contact number for support as well as the Training user ID’s and passwords to both Leonard and Derek.

· 7/30/2001:  Derek called help desk to say can’t get in due to volcano ash, but will be arriving in San Juan tomorrow.

· 7/30/2001:  Derek confirmed over the phone and said will postpone Tuesday’s training session until 1:00 PM.

· 7/31/2001:  Derek called and notified me that he was having trouble getting the users to log in.  We looked into and corrected the problem.  In the meantime Derek was have the users log on with their own id’s and passwords and was going to call me with an update- especially if that did not work as well.

Location:  Atlanta, GA

Training Dates:  August 6-10, 2001
· 7/17/2001:  emailed Derek to confirm type of TEAM training that would be performed

· 7/18/2001:  Derek confirmed TEAM-Web training only for the remaining Region 4 sessions (per Hiram’s instructions)- I responded.

· 7/18/2001:  Called Kenny Jones.  Projector and screen are available.  Currently only has IE 5.0 installed, but will begin installs of 5.5.  All computers connect to the Internet.  I asked him to please contact me when the 5.5 install were completed.

· 7/26/2001:  Spoke to Kenny with Ali.  Currently Internet is down, and don’t have definite date on when it should be back up.  We will check back with them on the status.  Kenny said he believes he downloaded 5.5 from Microsoft, but Ali will check into sending him an IE 5.5 disk.

· 7/27/2001:  Derek Scott called and said he would send his technical/training requirements to me.  I informed him about the current network problems and he said he would look into it and we would make sure we have back-up plans.

· 7/27/2001:  Received email from Derek containing some of his training requirements

· 7/30/2001:  Called Kenny to see status of Internet.  They are trying to install a T1 line and fiber optic cables.  He doesn’t seem optimistic that it will be ready in time.

· 7/30/2001:  Spoke to Derek and he said he will call the facility to get a cheaper room and simply dial up with his laptop and walk the grantees through the system using a projector and projector screen.  He said he will contact us with updates should things change.

· 7/31/2001:  Called Kenny Jones again to relay that we had spoken to Derek.  Derek had been in touch with him as well.  Ali asked if he had an analog line for dial up.  Kenny said he believed he did.  We asked him if he could confirm and give us a call back- he said he would.

· 7/31/2001:  Kenny called back and said that the line in the lab is digital.  He does not know anything about the ones in the other rooms that Derek may look in to.

· 8/2/2001:  tried numerous times to reach Derek, and finally got through.  Asked if there was an update for Atlanta’s training.  There was not, so we will have to continue checking into it and looking for another alternative.

· 8/2/2001:  left a message with Kenny to see if there was any update for another room with an analog line, or an Internet connection.

· 8/2/2001:  Kenny called back saying that he spoke with Nadia and she stated that they had a conference room available with an analog line and gave me her number.

· 8/2/2001:  contacted Nadia to confirm conference room and analog line.  She said only a small room was available on Tuesday (20 people max), but the rest were ok Monday, and Wed-Fri for the possible 25.  She stated that she was positive that each of the rooms had an analog line.

· 8/2/2001:  called Derek Scott in Puerto Rico to see if the Tuesday small room would still be acceptable.  Left a message and was told that he would call back in 30 minutes (time of call 2:18 PM)

· 8/2/2001:  received call from Derek and explained room situation… he said it was fine even in the small rooms.

· 8/2/2001:  Numerous call correspondence with Kenny confirming analog lines

· 8/3/2001:  more correspondence with Kenny concerning training situation

· 8/3/2001:  emailed Derek notifying him of the situation

· 8/3/2001:  Called Derek and left a message letting him know of the email and summarizing it should he want to call right away.

Location:  Murfreesboro, TN

Training Dates:  August 20-24, 2001

· 8/6/2001:  left a voicemail message for Kathy Dannenhold with some general information and asking for her to please call me back at her nearest convenience.

· 8/6/2001:  Genie Jarrel (maiden name Shaw) called me back to answer some of my questions.  She confirmed that all of the computers had Internet connection and that there was a projector and projector screen available.  There are 24 computers and a master, which is connected to the projector.  She was not sure what version of Internet Explorer they had, but gave me Linda Floyd’s number to call and confirm.  The lab room reserved is S-137-F for August 20-24, 9 AM to 4 PM daily.

· 8/6/2001:  Called Linda Floyd to see if they had IE 5.5, she checked and said no.  She said she would look into getting it installed and call me back.

· 8/6/2001:  Linda called back and said that only IE 5.0 was installed and that Carlos said he would try to get the 5.5 done, but would not guarantee it would be done in time.  I said the training could not take place without 5.5 and Linda gave me Carlos’ direct number.

· 8/7/2001:  Called for Carlos, who was not available… Linda picked up and I told her that I would try back later.

· 8/7/2001:  Linda called and stated that she spoke with Carlos, and that he would begin the Internet Explorer installs today.  

· 8/15/2001:  Called Linda to get a status update concerning IE 5.5 she said she would call back.

· 8/15/2001:  sent Derek an email detailing the status an informing him of his support personnel and support contact number.

· 8/17/2001:  called Carlos since I did not yet receive a call back, and his voice message stated that he was on vacation

· 8/17/2001:  Tried Linda, and let it ring about 20 times without an answer or voicemail.

· 8/17/2001:  Tried Linda, with no answer

· 8/17/2001:  Tried Linda with no answer

· 8/17/2001:  Check Carlos’ answering system again to see if he had another contact number- he directed his calls to Linda’s number

· 8/17/2001:  Tried the 800 number for Genie Jarrel and got an answering system.

· 8/17/2001:  Tried Linda again with no answer.

· 8/17/2001:  Contacted Genie Jarrel and explained that I needed IE 5.5 confirmation, and could not get a hold of anyone.  She said she would call around and get back in touch with me.

Region 5


Location:  Chicago, IL (Sears Tower)


Training Dates:  August 27-29, 2001

· 7/13/2001:  Received forwarded email from Rick concerning TEAM-Web training presentation that would be performed by Oscar.

· 8/15/2001:  sent email to Oscar detailing what kind of information we would require to provide support, outline a few things concerning our support, and asking if he had a technical contact, etc.

· 8/16/2001:  received email from Oscar addressing some of my questions.

· 8/16/2001:  responded 

· 8/16/2001:  Ali and I tried to call a few times and were unable to get through

· 8/16/2001:  emailed Oscar to see if he had another contact number.

· 8/16/2001:  Oscar gave a reply with new name and number

· 8/17/2001:  called Cherisse Lowderman with Ali and she said they had an ISDN connection to Net if you had the card, but they also had an analog line as well.

· 8/17/2001:  sent Oscar an email update.

· 8/22/2001:  sent Oscar an email detailing the info Naeela may need for the training and checking on the status of the network card.

· 8/22/2001:  reply from Oscar with info concerning his planned modus operandi

· 8/22/2001:  replied to Oscar and let him know I would forward the message on to Naeela and have her contact him if there were any problems with it.

Region 6


Location:  Unknown


Training Dates:  Unknown

· 7/26/2001:  Sent an email to Ruth Johnston asking if there would be a Regional TEAM training session held for Region 6.  Also requested if so, what dates, what kind of training, and if they had a technical contact.

· 7/27/2001:  Received email from Martin Kelly stating that a date has not yet been set, but they are looking towards October.  A site has not yet been set either, but may be at Fort Worth Texas DOT.

· 7/27/2001:  Received email from Donna Murray with a few questions.  I responded back explaining the procedure that has been underway thus far.

Region 7


Location:  Kansas City,


Training Dates:  August 30-31, 2001
· 7/17/2001:  Emailed Shannon Graves requesting information on TPOC contacts and type of TEAM training

· 7/26/2001:  Received an email from Mr. Graves that contained some of the information we needed as well as some of his expectations of what would be done during the training session

· 7/26/2001:  Sent email to Mr. Graves with an extensive list of information that we need for his training session.

· 7/26/2001:  Mr. Graves responded answering a few of the questions (TEAM-Web only, he is the technical contact, etc.)

· 7/26/2001:  Since Mr. Graves is also the technical contact according to his email, I asked him if he could verify for us that all of the computers could connect to the internet and have IE 5.5 installed on them.

· 7/26/2001:  Mr. Graves replied and stated that all have Internet connectivity, and that he was told all had IE 5.5.  He said he will be going to the lab tomorrow to confirm IE 5.5, and will notify me if he was misinformed.  Sent thank you response.

· 8/15/2001:  emailed Shannon to confirm what he was told concerning IE 5.5

· 8/15/2001:  received an email from Shannon stating that he was having trouble getting to FTA sites in the computer lab

· 8/15/2001:  replied back stating that Ali and I would talk to him, and I asked if he had a phone available in the computer lab.

· 8/16/2001:  Ali and I called Shannon to see what the problem was and he gave us the name and number of the lab tech

· 8/16/2001:  called Jesse Freeze and left a message… is out until tomorrow.

· 8/17/2001:  Spoke to Frank Ruth with Ali concerning the connection.

· 8/22/2001:  sent Shannon the support number as well as Naeela’s training support questions.

· 8/22/2001:  received email from Shannon with training answers and question on whether or not we were sending anyone to Kansas City, etc.

· 8/22/2001:  replied that we would only provide phone support (no one will be sent), and that Naeela would call him to address his training questions.

Location:  Ames, Iowa

Training Dates:  September 5-6, 2001

· 8/15/2001:  Received an email from Shannon Graves stating that there will now also be a training session in Iowa for September 5th and 6th.

· 8/22/2001:  sent email to Shannon asking if he had any updates (if there was a technical contact).

· 8/22/2001:  Shannon replied with Frank Ruth’s name and number. 

· 8/22/2001:  I checked to see if the facility would be the same as Kansas City, or if there was another confusion.

· 8/22/2001:  Shannon replied with Donna Johnson’s name and number

· 8/23/2001:  Tried to call Donna 4 times, and none of the calls would connect.

· 8/23/2001:  Emailed Shannon to see if he had another contact number for her.

· 8/23/2001:  received an email from Shannon with a new number for Donna

· 8/24/2001:  left a voice mail for Donna Johnson with some general info asking a return call at her convenience.

· 8/24/2001:  Donna called back and left a message.

· 8/24/2001:  sent Donna an email message detailing some of the information I needed.

· 8/28/2001:  received a call from Beth Collins (due to email from Donna) stating that there are 12 computers all with Internet connection, but they only have IE 5.0.  She will check with her tech to see if they can get IE 5.5.

· 8/28/2001:  Beth called again after speaking with her tech support and said that they will begin 5.5 installs today.  She is also installing Virtual machine (side note).  She confirmed a Data Display projector for the master/instructor computer.  I asked if she could please call and confirm when the IE 5.5 installs were complete and she said she would.

· 8/28/2001:  sent Shannon an update.

· 8/30/2001:  received a call from Beth Collins confirming IE 5.5 install and test.

Region 8


Location:  Grand Junction, CO


Training Dates:  September 10-11,2001
· 7/17/2001:  Emailed Debbie Duggan requesting information on TPOC contacts and type of TEAM training.

· 7/18/2001:  email correspondence with Debbie letting her know you would be her support personnel, etc.

· 8/24/2001:  sent Debi an email asking if she has a technical contact that we could get a hold of and detailed who her support personnel were and what her support number was.

· 9/4/2001:  received a response from Debi stating that they were not actually going to be doing hands on training, but would be performing a PowerPoint presentation with handouts (they won’t actually connect).

· 9/4/2001:  sent an email to Debi addressing some of her questions.

· 9/6/2001:  called Debi concerning a recent email from her stating that she may dial in as well.  Explained how we would support her depending upon what she wanted to do for training.  Mark called her to also address her needs.

· 9/6/2001:  emailed Debi some of the standard training questions (user id’s/passwords, etc.), as well as notifying her of her support personnel and support number.

Region 9


Location:  San Jose, CA


Training Dates:  July 23-27, 2001

· 7/6/2001:  Made initial call to Philis Yue and her back up Ingrid Libao explaining that I would be the new primary contact for training coordination; I gave them my contact info.  I also noted asked when would be a good time to get some information about the upcoming training

· 7/9/2001:  tried to contact Ingrid again, but did not get a hold of her

· 7/10/2001:  spoke to Ingrid.  She asked if a CA person would be at any of Region 9’s 5 training locations.  I informed her that we would be available for support both technically and in the form of training support over the phone.  She said that was ok, and I gave her the “temporary contact” support number.  She asked about hardcopy training manuals.  She informed me that everything was adequately prepared for the training.  

· 7/10/2001:  Left message with Ingrid concerning hardcopy training manuals.  I informed her that they were available online to be downloaded and printed; and gave the location

· 7/10/2001:  Again tried to contact all TPOCs, and was unable to get a hold of any of them.

· 7/10/2001:  Emailed Eric Lowe (their TPOC) requesting him to contact me to set up a good time to speak with him

· 7/11/2001:  Eric emailed his desk # and asked what the training was and who gave his name- I responded.

· 7/11/2001:  Email response from Eric with his cell number

· 7/11/2001:  Returned email and notified him we would contact him today.

· 7/11/2001:  Ingrid and Philis confirmed that the training would only be for TEAM-Web.  They asked if a TPM individual would be available.  Shaila contacted Jackie Hathaway about question and found that they would contact the region head if they would be attending.  We confirmed that they would be using the most current version of TEAM-Web.  They requested 15 User ID’s and passwords with pinning rights, (all rights).  We said we would supply 20.  They want hardcopies of Training guide sent to them.  We recommended the Recipient Users guide when asked which would be the best manual.  Tried to discuss alternatives to sending out hardcopy, but none worked out.  Sent them an email confirming what we had discussed and answered a few questions.

· 7/11/2001:  tried calling Eric Lowe several times- his cell phone was out of order

· 7/11/2001:  emailed Eric and told him to please confirm Internet connectivity and IE 5.5, and that we were unable to reach him by phone.

· 7/11/2001:  Relayed TPM representative information.  Verified that we would be sending out a training manual next week.  Verified that Modify Recipient would not be ready in time for her training session (it is still under development)

· 7/11/2001:  Emailed Philis and Ingrid informing them that the Recipient screen would not be available

· 7/12/2001:  called Pedro Guzman for San Jose and he said that he or Eric will get in touch with me to confirm internet connectivity and IE 5.5

· 7/12/2001:  Hardcopy request for user guide forwarded from Patricia Valentine

· 7/13/2001:  Email from Philis concerning user guide contacts

· 7/13/2001:  Email from Eric stating internet connectivity and currently IE 5.0

· 7/16/2001:  Emailed to let Eric know who our technical contacts would be, answered some of his inquiries and restated that IE 5.5 was needed.

· 7/16/2001:  (not positive on date).  Received call from Eric asking why have to have IE 5.5- said he would have to see if he was allowed to do the upgrade.  We informed him that the training could not take place unless the upgrade was performed.

· 7/16/2001:  Philis called me and asked for the training manual early (a hardcopy).  She asked for a copy for herself and one sent to Jerri Bradby (202-366-2478).  The class registration will be around 8-8:30 and the class will begin at 9:30.  She is expecting to be finished with the training by 3:30 pm.  She asked that we send the user names and passwords to both herself and Ingrid to insure that they are received especially if there are to be new ones for each training that follow each other.  She asked me to email her if/when the Recipient training screen is ready for one of her training sessions.

· 7/16/2001:  called Jerri Bradby to confirm her address

· 7/16/2001:  email correspondence concerning hardcopy send out

· 7/16/2001:  hardcopies sent

· 7/17/2001:  Tried Eric Lowe, and was not available

· 7/17/2001:  Email Eric asking for an update on IE 5.5 (if it was going to happen and when).  I also informed him of the training times.

· 7/18/2001:  Sent out a request to Philis for user name and password specifics.

· 7/19/2001:  Philis asked if she could use the recipient ID from the training manual.  The manuals got there and are ok.  She asked if we could send out the user ID’s and passwords today.  We sent 25 to Philis and Ingrid.  She confirmed that she would like the same privileges for the User ID’s and passwords for all of her training sessions.

· 7/19/2001:  Derek from Region 4 was going to send his training agenda to Philis

· 7/19/2001:  Expressed concern in and email to Mr. Guzman that we were not able to contact their Technical group and needed to confirm IE 5.5 installation

· 7/19/2001:  Received email from Eric stating that he would email me when he received confirmation of successful upgrades

· 7/19/2001:  Eric emailed me with confirmation of IE 5.5 installs on training computers.  I responded with a thank you.

· 7/21/2001:  User ID concern for Philis expressed in an email.  Addressed by Naeela.

Location:  Los Angeles

Training Dates:  July 30- August 3, 2001

· 7/17/2001:  Called Charlene Lee Lorenzo as the LA TPOC for this Region 9 training session.  I left a message asking her to please call be back.

· 7/17/2001:  Charlene called back.  Confirmed that there are 8 terminals with IE 5.5 installed and confirmed Internet connection for each.  Projector and screen are available as well as a laptop.  She can’t confirm reliability of spare laptop and suggests bringing a backup.  She informed me that Bob Fisher would be the TPOC for anything “in depth” technically.  I passed on this info to Philis.

Location:  Phoenix, AZ


Training Dates:  August 8-9, 2001

· 7/17/2001:  Called Tami Price for Phoenix.  She is out July 16-18.  I left a message and asked her to call back when she’s back in the office.

· 7/24/2001:  Tami Price put a message on my voice mail stating that she was not sure that she should be the contact for this training, but to please call her back to confirm, or be put in touch with the correct person.

· 7/25/2001:  Called Tami back and left another voice message

· 7/25/2001:  Another missed call, and 2 more missed attempts at return calls.

· 7/25/2001:  Emailed Tami the information we need

· 7/30/2001:  Called Tami to see if she received my email.  Said she did and was working on getting some of the information needed for a response.

· 8/1/2001:  Received Cced email from Tami to Philis asking for guidance.

· 8/3/2001:  Called and left a message for Scott Friedson explaining that I had been in contact with Tami and asking if he had been contacted by Philis as well as if he had any information regarding the presentation set up.  I also asked if he would please call be back at his nearest convenience.

· 8/3/2001:  Tried training center number and was given and not in service message.

· 8/6/2001:  Left a message with Ingrid asking if she had received word concerning any updates with Tami.

· 8/6/2001:  Tried to contact Tami, but her voice mail noted that she was out on sick leave today.

· 8/6/2001:  Tried the number she left as a back up  (Bob Lowks… unsure of correct spelling ) and he was not available (I did not leave a message at this time).

· 8/6/2001:  Sent email to Ingrid and Philis asking if they had any new information since Tami’s last email.

· 8/6/2001:  Received email from Philis saying that she responded to Tami claiming that she would like to utilize the facilities’ laptop, and had not yet received a response.

· 8/6/2001:  Called Bob again and spoke to him concerning the presentation.  He noted that the laptop would definitely have IE 5.5 and that the room did not currently have an internet connection, but that they would be installing a Ricochet modem with 128 bit connect, which he says doesn’t need a line to connect to the Internet.  I asked him to please call and confirm IE 5.5 and Internet connection with the installed modem and he said he would.

· 8/7/2001:  emailed Philis and Ingrid asking if they had any last minute needs and again giving them the support number.

· 8/7/2001:  Called Bob and left a message to see what the status was and asked him to please call me back.

· 8/7/2001:  Also called Tami, but she was not available either (did not leave a message this time).

· 8/7/2001:  Bob Lowks called back and he informed me that the Ricochet modem is no longer supported, but they did find out that the room that is going to be used does have a network connection and the laptop has Internet Explorer 5.5 on it.  I asked if there was a successful test performed and he said yes, and that it tested out fine
Location:  Reno, NV

Training Dates:  August 13-14, 2001

· 7/17/2001:  Called Carolyn Henrikson for Reno.  I left a messaged asking her to please call back at her nearest convenience.

· 7/31/2001:  Tried Steve Brown and left a general message and asking him to please give me a return call.

· 8/3/2001:  Called and left another message with Steve Brown stating what information I needed to confirm (Internet connection and IE 5.5), and asked if he would please call me back

· 8/6/2001:  Received a call from Steve Brown saying that they had 12 computers in the lab, but that some laptops may be utilized, so there may be as many as 15 computers.  All have successful Internet connection.  All are new with Windows 2000 on them.  He said he would confirm that they had IE 5.5 and would install it if they did not.

· 8/8/2001:  Left a message with Steve Brown asking about the IE 5.5 status and asking for a call back at his nearest convenience.

· 8/9/2001:  Left another message with Steve Brown concerning the IE 5.5 status, and again requested a return call.

· 8/9/2001:  Steve Brown called back and confirmed that all the computers had IE 5.5 and had successfully been tested connecting to the Internet.  He asked how many trainees were expected.  I relayed Philis’ original estimate of 20 maximum, which he said would be no problem.

· 8/9/2001:  sent Philis and Ingrid an update concerning the technical situation as well as the support contact number, contact personnel names, information regarding the ‘Modify Recipient’ screen and user guide, and general info for user ID’s and passwords should she want any changes from her previous.

Location:  Oakland, CA

Training Dates:  August 28-29, 2001

· 7/17/2001:  Called Norma White.  Video projector is available as well as a microphone and modesty panel.

· 7/17/2001:  Emailed Philis and Ingrid to see if they would be providing their own laptop to connect to TEAM-Web for the presentation.

· 7/17/2001:  Return email stating that they would be providing their own laptop.

· 7/17/2001:  Left message for Michael Stringer asking for a call back

· 8/15/2001:  Tried Michael Stringer again and got a voice message stating that he was on vacation and would not be available until Sept. 4.

· 8/15/2001:  contacted Irving Maxwell to verify Internet connection in the training/presentation room, and what kind of connection would there be.  He said he believed the room had Internet capability, but was not sure what kind.  Said he would get back to me.

· 8/17/2001:  called Irving Maxwell again to see if he found out what kind of Internet connection was available, and he said again he would get back in touch with me.

· 8/17/2001:  Received a return call from Irving and he said that there was Internet connection, but was unsure of what kind Gave us name and number of Frank Harris 510-464-7805

· 8/17/2001:  called Frank Harris and he informed us that there was a ceiling mounted projector and more than one network Internet connection in the room

· 8/22/2001:  emailed Philis and Ingrid the support number and asked if they needed any training set up (user Id’s, etc).

· 8/22/2001:  Ingrid replied with a thanks for the support

Region 10


Location:  Salem, OR


Training Dates:  July 24-27, 2001

· 7/6/2001:  Made initial call to Beth Sier explaining that I would be the new primary contact for training coordination; I gave her my contact info.

· 7/10/2001:  Ali and I tried to contact their TPOC Jason White.  He was not available.  We left a message asking him to please call us back.

· 7/11/2001:  contacted Beth Sier.  Confirmed that she would only be doing TEAM-Web.  If anything was necessary for TEAM 5.1, then she would show it on her laptop

· 7/11/2001:  again no answer or return calls from Jason White

· 7/11/2001:  Ali left another message for Jason White

· 7/12/2001:  Paged Jason White- no response

· 7/12/2001:  Spoke to Beth Sier.  Said she needed 13 user ID’s and passwords and that she would also be using her own.  She asked for an email with them.  She asked for passwords and Pins for everything.  She would be doing both the FTA and grantee side for training.  She asked for a check on whether or not the data would refresh daily (create something one day and have it gone the next).  She will be doing reservations.  I told her we would get her 15 user ID’s and passwords.  Her training would begin at 8:30 am at the latest.  I told her I would email her the support #.  The 20th of July is the last day she will be available in the office, but she will have her cell phone and laptop with her.  I sent an email with the info she requested from our conversation.

· 7/16/2001:  contacted Jason White.  He confirmed that all training computers had internet connection and IE 5.5

· 7/16/2001:  called Beth… out of the office.  Naeela will email her to confirm/request her training needs.  

· 7/18/2001:  Beth got her user name and password information to Naeela.

Location:  Boise, Idaho

Training Dates:  August 13-17, 2001
· 7/19/2001:  Helpdesk received email from Roxanne Gunner concerning what internet browsers were on the computers

· 7/25/2001:  Emailed Roxanne Gunner asking if IE 5.5 was installed, how many computers, and if projector available (already had confirmation that internet connectivity was available).

· 7/25/2001:  Gwen Smith replied and stated that she will be handling the correspondence for the training event since Roxanne will be out that week.  They are currently installing new computers and will install 5.5.  They have 20 PCs, a digital projector and screen.  I sent a reply

· 8/2/2001:  Sent an email to Gwen requesting the status of the new computer installs.

· 8/2/2001:  Gwen responded telling me that the lab should be ready August 6.

· 8/7/2001:  sent Gwen an email asking her if the lab was ready and had successfully been tested to connect to the Internet using Internet Explorer 5.5.

· 8/7/2001:  Gwen replied back and confirmed that all of the computers successfully connect to the Internet and all had Internet Explorer 5.5 on them.

· 8/7/2001:  sent email to Beth explaining the update from Gwen, and giving her the support contact number, etc. 

· 8/7/2001:  received email from Beth asking for Gwen’s email address

· 8/7/2001:  emailed Gwen’s email address to Beth

· 8/9/2001:  called Beth to discuss the user ID’s and passwords, as well as to inform her that the user guide she had should be the latest

· 8/9/2001:  emailed Beth a reminder about her contact support number and who her support personnel were.

· 8/9/2001:  received confirmation email from Beth that she received mine and noted that she would call us before each day and as each day’s session ends.

Location:  Seattle, WA

Training Dates:  August 27-31, 2001

· 7/11/2001:  Contacted (emailed) Evelyn Cabrera for Seattle training.  Gave general info regarding the need for Internet connection and IE 5.5.

· 8/13/2001:  Sent Evelyn an email asking her to please confirm Internet connection with all of the computers in the training lab, and that they all are running Internet Explorer 5.5.

· 8/17/2001:  received email from Evelyn stating IE 5.5 and Internet connection for all computers

· 8/20/2001:  emailed Evelyn asking if the facility provided a projector and projector screen.

· 8/20/2001:  received email from Evelyn stating that she believed that they were available, but it was not something that she set up.

· 8/20/2001:  sent Beth an update email with the support number and also asking if she had any user id needs.

· 8/20/2001:  email from Beth asking me to confirm they have a projector

· 8/20/2001:  reply stating that I would check and update her.

· 8/20/2001:  called Evelyn to confirm projector

· 8/20/2001:  received a call from Monica Right concerning projector

· 8/20/2001:  called Monica back- she confirmed that they have reserved a projector for Beth and she will check to see if they have a screen or not.

· 8/20/2001:  sent Beth an update email on the projector

Location:  Seattle, WA

Training Dates:  August 27-31, 2001

· 9/6/2001:  emailed Beth asking if she had a technical contact yet for this training session.  Also sent her the standard user id/password questions and support number and personnel.

