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Sample Training Announcement for FAS Outcomes

Hello,

As you know, we have recently decided to begin using an exciting new tool, FAS Outcomes®, that will help us manage and improve outcomes for the youth we serve.  FAS Outcomes is a web-based assessment and outcomes tracking tool from the makers of the Child And Adolescent Functional Assessment Scale®(CAFAS®).  The purpose of this message is to provide you with details about our upcoming trainings on the new system.

Training Details 
The trainings are <<duration of training>> and will be held at <<location of training>>, on <<date of training>> from <<time of training – i.e. 12pm-5:00pm>>.  


The following are important items to consider prior to attending training:
· The training is interactive and each single attendee will need to <<depends on how you are running the training – do you need users to bring a laptop, come prepared to work on the computer, etc>>.
· Laptops at the training will need to connect to the Internet using a wireless network.  Please be sure your laptop can connect to a wireless network prior to attending the training.

A general overview of the training agenda is as follows:

· Welcome and Introduction 
· Personal introductions, introduction of the software
· General overview of the system 

· Login, Client Creation, Complete Assessments

· Dashboards, Reporting, Help 

· Episode Management, Service Areas & Programs

· Supervisor Details 
· Supervisor Dashboard, Aggregate Reports

· Managing a Program, Tracking EBTs

· Wrap-up
· Q&A, Next Steps

Again, we think you’ll love this software.  There are already many organizations using it who think it’s a great improvement and that it helps them drive toward better outcomes.   

Please let me know if you have any questions and I look forward to working with you on this exciting new endeavor.  

Thank you,

<<Your Name>>
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