Kenneth P. Dietrich School of Arts and Sciences and College of General Studies
Professional Development Program
Fall 2024

Workshop Topics:

Information Session: Diversity, Equity, and Inclusion Programs in Dietrich

@@ \aking the Most of Microsoft Teams 2024

Faculty Recruitment

Outlook 2024: Navigating Emails & Calendars with the New Look

Concur Training
@B reating Digitally Accessible Word Documents

Guest Management: Tips and Tricks for Hosts

DEI Foundation 4 Day Training Series

iy Understanding & Using the Built-In Microsoft Office Accessibility Checker

@E®New to Higher Education?

@I \astering Social Media: Best Practices for Dietrich and CGS

@ Generational Differences: Communicating Across the Lines

DASH - Understanding the Ancillary Budget Tool

@\ ent Planning in the Dietrich School and CGS

Running an Effective Meeting

If you are having difficulties with any of the registration links, clear your cache, web history, and cookies. If the issue continues, try the
Microsoft Edge browser and/or contact Maureen Lazar at lazarm@pitt.edu.



mailto:lazarm@pitt.edu
https://pitt.sharepoint.com/sites/dsas/training/Training Resources Media Library/Forms/Thumbnails.aspx�

Remote Trainings

Workshop Title | Presenter(s) Description Target Audience Dates/Times/Registration Information
m Antonio Glaze Looking for ways to engage with diversity, All Faculty & Staff September 4, 2024 — 12:00 pm-1:00 pm
. . . o

Information equuty, and '|nclu5|or1 programrnmg. Jom' us for Register and add to calendar here.
Session: an information session that briefly explains the
Diversity, Equity DEI Foundation Series that makes you part of
and Inclljsion ’ our DEl community. As part of the community,
Programs in you are eligible for our mentoring program,
Dietrich CONNECTED, our hands-on community

experience, DEI 2.0, and bi-monthly Diversity

Discussions. All programs will be outlined and

there will be an opportunity to ask questions.
[ NEW ] Antonio Glaze Microsoft Teams can do more than justinstant | All Faculty & Staff September 5, 2024 — 1:00 pm-2:00 pm
Making the Most m?ssage and host virtual meetings. Join us for Register and add to calendar here.
of Microsoft this walkthrough of some Teams features to
Teams 2024 liven up your meetings and best practices.
Faculty Sara Abbott This session provides an overview of the All Staff September 10, 2024 — 10:00 am-11:00 am

Recruitment

faculty recruitment process. Questions will be
addressed throughout the presentation.

Register and add to calendar here.

Back to Index



https://events.teams.microsoft.com/event/fca284a0-e3be-4a16-9ae7-9ce3c256305c@9ef9f489-e0a0-4eeb-87cc-3a526112fd0d
https://events.teams.microsoft.com/event/fc6f8965-8394-4156-a4e0-b07e0192a73c@9ef9f489-e0a0-4eeb-87cc-3a526112fd0d
https://events.teams.microsoft.com/event/448e6bbe-9715-4c25-961e-1a01a607a70a@9ef9f489-e0a0-4eeb-87cc-3a526112fd0d

Outlook 2024:
Navigating
Emails &
Calendars with
the New Look

Antonio Glaze

Worried about switching over to the new
outlook? Worry no more! This training will walk
you through items such as setting up your
Outlook for yourself, to managing emails and
calendars, to tips and tricks to make work
easier for you. Join this course to make sure
you aren't left behind when all computers
switch over to the new look.

All Faculty & Staff

September 12, 2024 — 11:00 am-12:00 pm

Register and add to calendar here.

Concur Training

Sam McClelland,
Wynn Maloney

Getting started in Concur - This course will
provide Concur users with foundational
knowledge needed to navigate the Concur
Travel System successfully. Topics covered
will include basics on profile settings,
delegate access, booking travel, creating
expense reports, how OneCards work with
Concur, what informational resources are
available, how to check the status of a
submitted expense report, and tips for
troubleshooting some of the most frequently
encountered issues.

All Staff

September 19, 2024 - 9:00 am-10:00 am

Register and add to calendar here.

Creating
Digitally
Accessible Word
Documents

Kristy Bodnar

Join this interactive session to learn how to
create a Digitally Accessible Word document.
Learn about how to format text, use of color
and spacing, as well as using alt text when
your document includes images. You will also
learn how to use the built in accessibility
checker to review and correct accessibility
issues in your document.

All Faculty & Staff

September 26, 2024 — 11:00 am-12:00 pm

Register and add to calendar here.

Back to Index



https://events.teams.microsoft.com/event/3c8b5de0-9d13-4e24-b62f-57a361071b10@9ef9f489-e0a0-4eeb-87cc-3a526112fd0d
https://events.teams.microsoft.com/event/196f1c3e-d927-4706-812b-4f4423d2b588@9ef9f489-e0a0-4eeb-87cc-3a526112fd0d
https://events.teams.microsoft.com/event/3524d564-005b-43db-a958-2ceb53ae917b@9ef9f489-e0a0-4eeb-87cc-3a526112fd0d

Guest Taylor Pipkin Interested in learning the necessary steps to All Staff October 9, 2024 —2:00 pm-3:00 pm
Management: succgssfully bring a guest to campus? qun us Register and add to calendar here.
Tips & Tricks for for this comprehensive workshop that will
Hosting explore the common tasks associated with
Research coordinating a guest visit. You will be learning
Guests, Job about university systems that help in
Candidates, and managing a guest visit, how to access them,
Grad Applicants and a short overview of possible contacts for
efficiently coordinating their time on campus.
Learn all you need to know to provide the best
assistance for visiting research guests, job
candidates, and prospective graduate
students.
Dietrich Maureen Lazar The Dietrich School’s DElI workshops are anti- | All Faculty & Staff October 10, 2024 - 9:00 am-11:00 am
School’s bias educational programs that establish

Diversity, Equity,
and Inclusion
(DENTraining
Foundation

welcoming, inclusive, and diverse
environments where faculty and staff can
engage in productive conversations on topics
such as identity, the impact of stereotypes,
bias, and discrimination. Participants
experience each of the four consecutive
sessions as a cohort through interactive and
engaging discussions and activities. Each
individual gains strategies to positively impact
the campus climate in the Dietrich School and
CGS. This is a 4-part, cohort style series.

October 11, 2024 -9:00 am-11:30 am
October 14,2024 - 1:00 pm-3:30 pm
October 15, 2024 - 1:00 pm-3:30 pm
Register here

An outlook calendar invitation will follow within a week.

Back to Index



https://events.teams.microsoft.com/event/d247f12f-361e-40e1-8000-0f9d42c1f07e@9ef9f489-e0a0-4eeb-87cc-3a526112fd0d
https://pitt.co1.qualtrics.com/jfe/form/SV_e9804TrdAd6zZC6

[ NEW ) Kristy Bodnar Many Microsoft 365 apps have a built-in All Faculty & Staff October 17, 2024 — 10:00 am-11:00 am
Understanding & Accessibility Che.cker that .|d.e.nt|f|es a”‘?' Register and add to calendar here.
Using the Built- suggests how to fix accessibility issues in your
In Microsoft content. Join this class to learn how to use the
Office Accessibility Checker in Outlook, Word,
Accessibility PowerPoint and Excel. Learn how to find
Checker accessible document templates and

understand the rules and limitations of the

Accessibility Checker.
m Sara Abbott, Do you know what a state related school is All Staff October 21, 2024 —2:00 pm-3:00 pm
New to Higher Mgureen Lazar, ' apd why that matjcers? Do you wonglgr what Register and add to calendar here.
Education? Jaime Wesoloski | different faculty titles mean? Transitioning to a

career in Higher Education is different than

many industries with lots of unique aspects.

Join us to learn a bit more about Pitt and the

Dietrich School as we take a closer look at

how Pitt operates!
m Carly Petree This session will explore how to utilize the All Faculty & Staff October 22, 2024 — 10:00 am-11:00 am

Mastering Social
Media: Best
Practices for the
Dietrich School
and CGS

power of social media to effectively engage
with the community, attract prospective
students, and share valuable information from
your department. Learn best practices for
creating content that resonates, strategies for
building an online presence that reflects your
unit's mission, and techniques for measuring
the impact of your social media efforts.
Whether you're new to social media or looking
to enhance your current approach, this
workshop will provide the tools and insights
needed to leverage social media as a dynamic
resource for your work.

Register and add to calendar here.

Back to Index



https://events.teams.microsoft.com/event/6368343e-6e30-4c84-8b08-e37c5ad176a7@9ef9f489-e0a0-4eeb-87cc-3a526112fd0d
https://events.teams.microsoft.com/event/1158033b-0594-45fc-9c59-106931a3c174@9ef9f489-e0a0-4eeb-87cc-3a526112fd0d
https://events.teams.microsoft.com/event/8cc02d1e-61b2-4289-9848-7eef9fd4e551@9ef9f489-e0a0-4eeb-87cc-3a526112fd0d

U NEW ) Brigid Crawford, Learn about the five generations in today’s All Faculty & Staff October 29, 2024 —12:00 pm-1:00 pm
Generational LifeSolutions workplaces. Dlscovgr each genera'tlon' S Register and add to calendar here.
Differences: workplace expectations and contributions.
Communicating Learn strategies for engaging and interacting
Across the Lines with all generations.
Faculty Actions Sara Abbott This session provides an overview of faculty All Staff November 5, 2024 — 1:00 pm-2:00 pm
actions, th.e process for uploading documents Register and add to calendar here.
to perceptive content, and answers any
questions presented.
DASH - Kristy Bodnar The Ancillary Budget tool is used to collect All Staff November 26, 2024 — 10:00 am-11:00 am

Understanding
the Ancillary
Budget Tool

information to prepare the academic year
budget. Join this class to learn about what
information is collected in each section, how
to complete each section, and how to add,
modify, delete and save information in the
tool.

Register and add to calendar here.

Back to Index



https://events.teams.microsoft.com/event/d916229e-02af-4a11-baf5-b56bb5bc98af@9ef9f489-e0a0-4eeb-87cc-3a526112fd0d
https://events.teams.microsoft.com/event/1bb22255-69f8-4e27-ad5d-46bfc27a7ab8@9ef9f489-e0a0-4eeb-87cc-3a526112fd0d
https://events.teams.microsoft.com/event/2cd4fa62-a310-4825-a64c-f50522e46574@9ef9f489-e0a0-4eeb-87cc-3a526112fd0d

Event Planning
in the Dietrich
School & CGS

Taylor Pipkin

Unlock the keys to successful university event
planning with our comprehensive workshop!
Whether you're organizing intimate workshops
or large-scale conferences, this session will
equip you with practical tools and strategies to
ensure every event is a success. Get
introduced to necessary internal systems and
learn how to streamline the planning process
to better serve your departments. If you’re
interested in learning the essentials of
planning, coordinating, and executing
memorable and impactful events at the
university, please join us!

All Staff

December 3, 2024 — 10:00 am-11:00 am

Register and add to calendar here.

Running an
Effective
Meeting

Maureen Lazar

All meetings can be productive with great
planning, facilitation, and follow up. Through
interactive experiences, participants practice
techniques introduced, are provided with
effective tools for planning and strategies to
overcome meeting distractors.

All Faculty & Staff

December 10, 2024 — 10:00 am-11:00 am

Register and add to calendar here.

If you are having difficulties with any of the registration links, clear your cache, web history, and cookies. If the issue continues, try the

Microsoft Edge browser and/or contact Maureen Lazar at lazarm@pitt.edu.

Back to Index



mailto:lazarm@pitt.edu
https://events.teams.microsoft.com/event/776aa3ac-aba3-4537-99d4-f2b68e9eb26e@9ef9f489-e0a0-4eeb-87cc-3a526112fd0d
https://events.teams.microsoft.com/event/4271b9d4-be47-47b7-8276-7cd0a19d1460@9ef9f489-e0a0-4eeb-87cc-3a526112fd0d

Kenneth P. Dietrich School of Arts and Sciences and College of General Studies
On-Demand Trainings & Community Hub

TechStravaganza Recorded Trainings August Visit and Favorite KennyNet,

2024 (click below) our Community Hub that includes a calendar
with all of the trainings in this document and
more! (click below)

-

Dietrich School/CGS

ravaganza KennyNet

Back to Index
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