E-target familiarisation

This event would last around 3 hours and will work with groups of around 6 people

Costs: TBA

Pre-requisites: delegates should be familiar with a keyboard

This course is aimed at new users to the system who are working within voluntary and community organisations.  The key topics that will be covered are:

· Why share data and how to share

· Accessing the database (user names and passwords)

· Initial screens and navigation

· Finding an organisation

· Initial search screen

· Key word search

· Advanced Search

· Edit organisation details

· Name and Label Name

· Sector and business type

· Address

· People

· Keywords

· Attributes

· Facilities

· Relationships

· Finding People

· Edit person details

· Add an organisation

· Add a Person

E target: Using the data

Costs: TBA

Pre-requisites: delegates should be familiar with a keyboard and e-target through attendance on the Familiarisation event

This course is aimed at new users to the system who are working within voluntary and community organisations.  The key topics that will be covered are:

· Using the selection Function

· Select on postcodes

· Select on attributes

· Saving selections

· Using saved selections

· Data protection for Mailings

· Using selected data

· Actions

· Labels and reports

· Mailshots

· Adding new attributes (private for an organisation)

A significant part of the ability to generate mail shots, labels, forms is based on Microsoft Word. Illuminate offers training in Mail merge, including creation of part completed forms, labels, letters, catalogue lists etc. 

Etarget: Communication Logs and diary actions

This event would last around 3 hours and will work with groups of around 6 people

Costs: TBA

Pre-requisites: delegates should be familiar with e-target through attendance on the familiarisation and selection events

This course is aimed at new users to the system who are working within voluntary and community organisations.  The key topics that will be covered are:

· What is a communication log

· Who can see what

· Create a communication log

· Create a diary action from the log

· Create Diary Actions

· Email actions

· Protocols and ways of working

E:target Workshops and Consultancy

This is not a training event it is a facilitation exercise where small groups of users can explore ideas for enhancing the use of the system and look at solving specific needs and issues. For example:

· Importing Data

· Merging duplicate records

· Deleting records

· Complex merges and reporting

These exercises will be delivered in the afternoons 1:30 to 4:30 and can be delivered at a venue to suit the group or at IlluminateICT offices in Weddington terrace
