30-Second Trainings: Making them Your Own
This instruction sheet was created to assist you in understanding how to take the completed 30-Second Trainings, and insert your name and contact information prior to sending them out in your local areas.

Step 1:  After you open the Power Point Presentation file, you should see the first slide, and all the other slides to the left.  If you do not see slides to your left, go to View, and select Normal.
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Step 2:  Looking at the slides to the left, scroll down to the last slide, and left click, or choose this slide.  You will now see this slide in your main viewing panel.  This is the slide that will contain your contact information. 
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Congratulations!

Thank you for choosing to learn more about
this topic. It is important to know how to
help each and every customer in the One-
Stop Center. Please take the time to follow
up on one of the suggestions made in the
show.

Thank you
From “your name”, your
Disability Program Navigator

“phone” or “Relay number”
“email address
30-Second DPN Trainings are a National Disabilty Program Navigator collaborative effort.
Please contact your local DPN to add a friend or colleague to this list.
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Step 3:  You can now edit information in this slide.  Where it says “your name”, simply add your name, as well as phone and email contact information.
Step 4:  You can now save this document.  We recommend saving the document as a Power Point Presentation first.  This will allow you to edit this Power Point at a later date if you choose to.  To do this, simply choose File, and then choose Save As, and then a box will open up.  Next you will need to choose a name for the training, or leave it the same, and below the Save As box, you will see a Save As Type box with a drop down menu.  This will default to Presentation.  You are ready to save now.  Tip: We have found that having a folder dedicated to these trainings can help keep you organized.
Step 5:  Now that you have the Power Point Presentation saved, you need to convert to a Power Point Show.  To do this, simply choose File, and then click on Save As.  Again the dialogue box will open up.  You can keep the file name the same, but drop down the menu in the Save As Type box, and choose Power Point Show.  Now you’re ready to send your training out!
Contact Information:
	Toni Costales-Servin

Disability Program Navigator

Sutter County One Stop

256 Wilbur Avenue

Yuba City, California 95992

(530) 822-5120 Ext. 3052

TTY: (530) 822-5104

tcostales-servin@sutter.k12.ca.us

	Kevin Nickerson

Disability Program Navigator

Tompkins Workforce New York

Center Ithaca, Suite 241
171 E. State St.

Ithaca, New York 14850

(607) 272-7570 Ext. 136

TTY: (607) 272-3285

kevinn@aboutchallenge.org


