THIS IS HOW OUR TRAINING WORKS.







Using the Navigation Bar 

Use the course navigation bar at the bottom of each page to navigate in a course. 


The Exit button closes the course and marks your current page.
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The Notes button opens a new window in which you can take notes while using a course.
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In courses with instructional audio, the Audio button lets you turn the audio on or off. The Replay button replays the instructional audio.
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The Print button allows you to print the current course page.
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The Back button goes to the previous page.
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The Forward button goes to the next page.
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Move your mouse over the buttons below to see their functions: 
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Using the Feature Tabs 


Click a tab to view its contents. Click the Course Tools tab in the image to the right to see the feature tabs opened...

To access a particular option, click the appropriate link on the tab. The information will either display in the course window on the right or in a new browser window. 

To close the tabs, you can either click the Close X image at the top or click the name of the tab that is currently open.

As shown below, when you move your mouse over an option in the feature tabs, an explanation of that option is displayed in the course window. After you become familiar with the options on the feature tabs, you can turn off these tips on the My Preferences page.
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Determining Your Course Location 

The lesson title is displayed in the lower left corner of your course window. Below that, your location in the course and the current lesson is also shown. 

If you move your mouse over the lesson location information, a progress bar showing your overall location in the course is displayed. 
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Viewing the Course Topics 
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Using the Glossary 

Press G or click View Glossary on the Course Tools tab to open the glossary. You can minimize the glossary window so that you can refer to it at any time. 

To search for a term, enter a term in the text box at the top of the glossary window and click the Search button.
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Using Find-A-Word 

The Find-A-Word feature lets you quickly search for more information on a word or phrase. To use this option, make sure you have the Find-A-Word feature selected on the My Preferences page.

To use Find-A-Word, double-click a word or select a phrase on any course page to display the following search options. (All options may not be displayed, depending on your course adminstrator's settings.) 


Search the Glossary, which highlights all instances of the term in the course glossary.
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Search the Course, which displays a search window listing all pages in the course containing the term.
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Search the Web, which uses Google.com to search for all references to the term on the Web.
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Dictionary, which displays the term's definition on Merriam-Webster OnLine.
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The Close link closes the Find-A-Word box.
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MERRIAM-WEBSTER ONLINE (www.Merriam-Webster.com) copyright 2002 by Merriam-Webster, Incorporated. Included within Merriam-Webster Online are Merriam-Webster Online Dictionary copyright © 2002 by Merriam-Webster, Incorporated and Merriam-Webster's Collegiate Dictionary, Tenth Edition copyright © 2002 by Merriam-Webster, Incorporated 
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Using Exercises 

Some courses contain exercises that allow you to practice a procedure in the actual application being taught. Application exercises require that you have the application installed on your PC. You can open the application, and size the application window and the course window so that you can view them simultaneously. 





Using Simulations 

Simulations let you practice the steps of a particular procedure by simulating how the application really works. On a simulation page within a course, click the Do It button to open the simulation in a separate window. Follow the instructions on the left side of the page and perform the procedure steps by clicking on the simulated application screen. 
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If you perform a step incorrectly, a hint is displayed to help you to respond correctly. Selecting the show hints checkbox automatically shows a hint for each step. Simulations are not scored within the course. 

The simulation window closes automatically when you continue in the course. 





Using Show Mes 

Show Mes are movies that illustrate how to perform the steps in a procedure. When a procedure is explained in a course, you will often see a Show Me button on the navigation bar: 
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Click the Show Me button to open the Show Me in a separate window. It will demonstrate the procedure under discussion, including the step on the current course page. 

Note that the icon on the Print button on pages with Show Mes displays multiple pages. Clicking the Print button opens a new window that allows you to print the entire procedure, with or without images. When you print a procedure including images, be sure to set your printing options so that the background color of text boxes will be printed. 
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Using Activities 

Activities let you apply the course concepts you have just learned in an interactive questioning environment. On an activity page within a course, click the Do It button to open the activity in a separate window. Follow the instructions at the top of the page. 
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Although activities are not scored, they display your total number of correct and incorrect answers. 

The activity window closes automatically when you continue in the course. 





Using the Keyboard 
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Answering Questions 

After answering a question, click [image: image56.png]
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. The following visual elements are part of the feedback to your answer. 


Indicates that your answer is... 
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Correct.
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Not correct.
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Not correct and that you have another try. Use the hint to help with your second try.
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Taking the Skill Assessment 

Skill Assessment gives you the opportunity to answer questions, chosen at random, about the topics covered in the course. You can take the Skill Assessment as often as you like. 

To access Skill Assessment, press A or click Take Skill Assessment on the Course Tools tab. 





Interpreting Your Scores 

To view your current scores for a course, press S, click the Scores button on the course navigation bar on any lesson's Summary page, or click the View My Scores link on the Course Tools tab. 

The Scores table shows your scores for the current course and its Skill Assessment. Move your mouse over this scores table to view information about each part: 
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You must answer every question in a lesson before your scores are calculated. From the Scores page or Course Tools tab, you can display a course Progress Report, which shows a list of the questions you haven't yet answered. 

You can improve your score for a lesson by answering all the questions in that lesson a second time. You must answer all the questions in the lesson a second time if you want to change your score. 
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Searching the Course 

Click the Search tab to search for a particular word or phrase in the course. You can search for course pages that contain all the words, any word, or the exact phrase you entered. Check the Synonyms box if you want the search to find variants (for example, both singular and plural occurrences) or synonyms of your search terms.

When you click the Search button, links to the found pages are displayed in a separate window. Click a link to go to that page.

[image: image68.png]


[image: image69.png]atou

lts - Microsoft i

Dreamweaver MX: Introductior]

=lojx

Enter the words to search fol
[tables
Search for: tables
© il words Course: 1 of 1
@ any word

Search Results

Dreamweaver MX: Introduction
Matches: 25

Lesson Enhanced Table Editing or.
Question: Which of the following.
Lesson The Insert Panel The Inse.
Search Lesson The Insert panel has the
Lesson The Property Inspector Th.
Lesson When vou select any eleme.
Lesson This example shows the Pr.
Lesson You can also use the Stat
Lesson The Check Tarqet Browsers
N BeEbi Tha Vit Rer) The Vit fi.

€ Exact Phrase

¥ Search for Synonyms










Setting Your Preferences 

Click My Preferences on the Course Tools tab to customize how your course is displayed. For example, you can use My Preferences to turn of or off multimedia features, turn smooth page transitions on or off, or to display or hide tool tips in the course. 

Use the What's This links on the My Preferences page to view detailed descriptions of each option. 
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Taking Notes 

Press O or click the Notes button on the Navigation Bar to open the Notes window. Leave this window open while you are taking a course and type your notes here. Use the Get Course Text button to insert text from your current course page. 
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Before closing the Notes window, save or print your notes. Use the Save button to save the notes to your computer. Use the Print button to print a copy of the notes.

[image: image75.png]


[image: image76.png]soei DR 000 | ¢ BIckER

i Gocuments
2y computer
y ek Plces

Fiename: [ intemet Explrer 7 - Learing the New Itetface. Save

Save as type: [Text File (0] < Cancel

Language:  [Liricode (UTF6) -

e online
ne banking,
banking










Exiting a Course 

To exit a course, click the Exit button or close the browser window. The next time you choose the course from the course list, you will return to the page where you exited. 


