
eRoom Course Agenda

Description:  Overview of the benefits of using eRoom by reviewing the Plan View case eRoom. Part 1 is a demonstration while Part 2 is hands-on. Attendees can skip Part 2, if desired. 

Objectives: 

· Part 1 is designed to give owners and users of eRooms ideas on how to use it better and some best practices for its use.

· Part 2 is for the active users who will be creating items, databases, templates, and routing buttons and want to learn how to use these features.

Total Time: 3 hours

	Part 1. Plan View Case Overview
	1.5 hrs

	Introduction and Overview of Plan View Project 

· Folder layout, naming and use of icons

· Start Here

· Urgent items
	30 mins

	Review Plan View folders and how the features are used, including:

· Links

· Version tracking

· Routing buttons for archiving or approvals

· Alerts

· Notification 
	60 mins

	Part 2. Hands-on Training
	1.5 hrs

	How to Create Items

· The create menu

· Discussion

· Poll

· Database
	30 mins

	Command and Right-click menus

· Adding files

· Setting access

· Setting notification


	15 mins

	Features Inside folders 

· Routing buttons

· Templates
	20 mins

	Left bottom menu items

· Intercom

· Alerts
	15 mins

	Synchronizing with Outlook

· Outlook Today shortcut

· Calendar
	5  mins
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