NYS-ERA-Main Learner Guide

Overview

The NETgLearning courses are designed to meet your individual learning needs. By providing strong
instructional design in a versatile manner, NETgLearning courses offer an interactive learning
experience to increase your skills and job performance. A user-friendly interface allows you to quickly
begin learning even if it is your first time using a course.

NETgLearning courses offers learning flexibility. You have the flexibility to choose what you learn. In
addition, an enhanced targeted learning feature allows you to execute a keyword search to locate and
learn about a specific area of interest within the course. You may have the option of beginning a
course online and at any time downloading desired sections of the course content for offline learning.
Finally, you have the flexibility to customize your learning environment. Customized settings allow
you to designate the use of audio, tool tips, feedback and the interface theme within a course.
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LOGGING INTO NETgLEARNING.COM

Step 1 — Open you browser and type
the following url in your browser:
www.netglearning.com

PR

EDS is Now.

Step 2 — On the NETgLearning.com
log in screen, enter the following:
Company Name = NYS-ERA-Main
Username = your assigned user
name

Password = if this is your first time
accessing NETgLearning.com, enter
elearning. Otherwise enter the
password you established for your

profile.

Step 3 — From the Welcome screen, by T e o -

you may navigate to any of the site <= Thearming ERA) Program o 0T ﬁl

locations shown on the left menu PEUBERRE [ wworcome toutem

bar. If this is you first access of el I iy

NETgLearning.com, complete Steps B | YVelcometo the (W @ i

4 - 6. Otherwise, go to Adding B e

Courses to Your Training Plan. R e

i - — a;l
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Step 4 — Click on User Profile in the
left menu bar to change your
password. Here are some hints
regarding this screen:

e Passwords are limited to a-z,
A-Z, and 0-9.

e Email address must be a
valid email address.

e All other fields accept all
characters.

Click on Change Password.

B

0

E-Learning and Reference Advantage
(ERA) Program

gt | SMART ey | SHAIT Admin

Wt Page
Fivst Tinwe Uaer

Tealenktess Py 700 ot upidate

Onlis Boake

Bt ole & Baleet

Catalon

Pty ares Canin wn bty
Unar Profis

Create Personal Profile for test

Hints

Suppon

SMART Compatency Teol Please Mote

Changs Passwerd | [ Lipedate |

Campany Infarmation

Step 5 — Enter your new password,
retype your new password and enter
a brief Personal Password Reminder
hint. This reminder will be presented
to you if you forget your password
and ask for assistance. Click on
Reset Password to complete this
process. You will receive an indicator
if your password has been
successfully updated. You will also
receive an email with you new login
credentials.

Z} https:/ /www.netglearning.com - PasswordResetPopup - Microsoft Internet Explorer

Password Assistance

* Mew Password: I

* Retype New Password: |

" Personal Password Reminder: |

Step 6 — Click on First Time User in
the left menu bar and read through
the 5 pages of this orientation so that
you can take to get the most out of
your use of the NETgLearning.com
environment. You will learn how to
find and add courses to your Training
Plan, launch a course from your
Training Plan, run learner reports
and obtain support if needed. This
orientation can be viewed at all times
when you are logged into
NETgLearning.com

Reset Passward
|&] Done ’_ ’_ ’_ ’_ ’_ @ Internet 4 |
R E-Learning and Reference Advantage
o S (ERA) Program A

Lt { SN W | ERLANT Aitivers

First Time Uiser
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Catalog and Mainframe Course Catalog

Course catalogs provide detailed descriptions of the courses available in your Thomson NETg library.
Details may include: a summary description, main learning objectives, audience, deployment options,
accreditations, language options, total learning time, unit-level learning time and learning objectives.

Step 1 — Through the Catalog link

. L& Lottt > RUEY M S
on the left menu bar you can view el e
detallt'ad course descriptions of <Rg E-Learning and Reference Advantage [y
NETQ's vast e-Learning library. You i R

can search the catalog by entering a
course number, word or phrase or by
selecting the library you wish to
view. If you are entering a search
phrase, please be sure to use
guotation marks (") around the
phrase.

Step 2 — From the listing of courses
matching your search criteria, click
on the course title to view a detailed
description of the course.

(ERA) Program

< R -] E-Learning and Reference Advantage m

Step 3 — Click on the Mainframe

Or = - =) 2] (8| s rwens €

Course Catalog link on t_he left S e— T TR Ia-

menu bar to aCCGSS detalled course % R .q E-Learning and Reference Advantage m i

description. This catalog is i e o R 05 ;

downloaded by clicking on the link in il

the middle of the page. This catalog Mol

can be saved for viewing in the e e 120

future. st

| x|
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ADDING COURSES TO YOUR TRAINING PLAN

Step 1 — Click on Training Plan on
the left menu bar. If this is your first
time using NETgLearning.com, there
will be no courses or curriculums
shown in your Training Plan. Click on
the Modify My Plan tab to select
courses.

NOTE: Click on the plus sign beside
the curriculum name to see the
courses under that curriculum.

E-Learning and Reference Advantage
{(ERA) Program

Lot { SN W | ERLANT Astivars

Step 2 — The default listing for this
page is for courses. You can change
to see available curriculums by
clicking on the down arrow by
Display and selecting another
option. In the Search box you can
enter a key word or course number
to narrow the courses displayed for
selection. To start a new search, be
sure to change the Display option to
All Courses or All Curriculums.

(ERA) Program

gt | SMART ey | SHIAIT Admin

=]

E-Learning and Reference Advantage

aaa30aaa0

Step 3 — Select the desired
course(s) by clicking in the box to left
of each course name. You can
select all courses in the display by
clicking on the box to the left of Title
at the top of the course list. You can
also increase or decrease the
number of course titles that display
on each page by clicking on List
Size and selecting another option.
Click on Update Training Plan when
you have completed your selection
on this page of courses.

Note: You need to make your
selections on a screen-by-screen
basis.

B e o e St
Ut Profie

Buppot
SMART Compatency Tool

EREEREE kbl

Lsiote T
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Step 4 — A blue box with a check
mark will appear next to each course
you have selected.

E-Learning and Reference Advantage
(ERA) Program

gt | SMART ey | SHIAIT Admin

Step 5— Click on the Training Plan
tab and you will be able to select and
launch courses you have selected.

<R<

Wisleoare Fage

First Tinse ser

Teabeabtng oy

Ondine Books

T ey 8 Bale

Cataley

P e o e Cataleg
Usar Profite

S

SMART Campateno Tool

E-Learning and Reference Advantage
(ERA) Program

gt | SMART ey | SHIAIT Admin

T b Phan bk
METa Leatning St Test 1o Seeuh Asses il O tht St O S
Ennrl A1 | Lree=peaced AR

Training Plan for Test Test
B © 360.0eges Eeedback Seiles
E o Dusiness Waltlng Setles

®m
=

go0oCeR0O®
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REMOVING COURSES FROM YOUR TRAINING PLAN

Step 1 — Click on Training Plan on : L
E-L. i d Ref Ad ta 3
the left menu bar. <«nhg earming ERa) Program o oe ﬂ,

T
Lo | GMART ner | SMART Admin
Wt Page
Fivst Tinwe Uaer
T i Py
Orliien Books  Training Plan (s
sl & Geleed T L st St Tee e Sanh Assen sl O it Tt O Srarnmid

SN0 £ronnd AL Lreemaca AR
st arien Coim we Canabei
User Promas  Training Plan for Test Test
et
SMART Compateney Teol @ 3600 Degies Feesdbinch Series
EH o pusiness Willng Seiles
e

B © ORACLE Doslanes foo- ol swith Onacle Eductient
E @ (odbvidually Assbaned ©
=1 111:2.6 armien e Voekificrve Pt 1

LLh 20 netement Crock ok o Pan.

s~ et e et Eepelienr

Step 2 — From the Display box,
select My Courses. Click on the R‘q Erhearning ERA) Program o o2e ﬂ.

checkmark beside each course you L i

want to delete to remove it from your v

Tra|n|ng Plan. Click the Update L e e "',2"3.'.‘."?'.‘.7l’.':'.'.';.'.".“.‘.':TT.".‘:'.“.‘Z‘('::.'].T.'.T::T”'“”“:"f‘:.‘.".‘.;‘.’._:;" Y
Mttt anse o n Connlon [E=eEn] mearcn

Training Plan button when you have s e e

S

finished selecting course to remove i et
from your Training Plan.

tale T s e T T

Step 3 — When you return to your : R TR e P
Training Plan, the course(s) will no v =~d T-eaming ERA) Program o oe ﬂ,

longer be shown. T

Fivst Tinwe Uaer
Tl
Orliren Booke e ainin Plan (Heis)
sl & Geleed T L st St Tee e Sanh Assen sl O it Tt O Srarnmid
SN0 £ronnd AL Lreemaca AR
st arien Coim we Canabei
User Promas  Training Plan for Test Test
et

SMART Compateicy Tool 8 36 Dagres Fendlinch Seriss
= Duslness Wiltlng Seiles
® ORACLE Daslaner wo-developed with Oracls Eductisng
= Ui ually Assined Couses

ooo0OBBBO®

13038 A2 Corication Fan 1

132 Abemnse FLAGL Pat 2

002 Mcrazan fxem 2003 Fundensrisls

800 oo Dxgel 2003 Proncent Usss -
Pa060 M Yigea 2000

oy 1 B05-Z000 T, & devision ot Thomeon Learmng o EEEErrees |
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REPORTING ON YOUR TRAINING PROGRESS

Step 1 — Click on Training Plan on
the left menu bar. Then click on the
REPO rts tab -6 R ,? . E-Learning and Reference Advantage m i

(ERA) Program

Lo | SBAART e | SAAART Auters

Step 2 — Click on the report title of e

the report you want to run. You can
. ) < R - E-Learning and Reference Advantage

view or print the each report. To e (EaLtrevtan 1)

print, click on Printer Version. To gy

exit this report, click on Close

Window.

NOTE: The NYS-ERA-Main site
contains thousands of courses.
Please keep this in mind if you
decide to print the Course Catalog.

.........

Course Catalog Report — This report provides course information for all courses available for you to
participate. The course information included in this report is Course Name, Number, Description, Estimated
Time and Scoring Type.

Curriculum Catalog Report — This report provides a list of courses associated with each available
Curriculum.

Training Plan Report — The Training Plan report provides a list of the courses that have been assigned to
your Training Plan. This report contains the status of your course progress, including the number of times
you have attempted a course, the last date you accessed a course, the total amount of time you have spent
in a course and your score.

Certificate Report — This feature allows you to print a certificate for courses that you have mastered. In
order to master a course, you must first attempt all assessments and simulations and obtain a score equal
to or greater than your company’s mastery certificate percentage setting.

THOMSON
————
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LAUNCHING COURSES

Step 1 — Click on Training Plan on
the left menu bar. Select the course
you want to launch but clicking on
the course title in your Training
Plan.

E-Learning and Reference Advantage

(ERA) Program

Logout | SMART Uner | SHART Admin

Training Plan for Test Test

330-Dugiee Feedback Serles

E o pusiness Willing Seiles
B @ OBACLE Daslaies fco-aleveloped witly Onacls Edactisig
E ©  ndbiduoslly Assigned Courses
© 3000 A Cariacation Part 1
o s Adbearesd PLIGGL Pait 2
©  reoar Msroron Excel 2000 Furdersoisls
o  7som Masan Licel 000 Profceot Uses =
(=T S ik 000

Copysigne €1 HUS.2006 NITTY, & dwision ot Thomson Lasrmngin [-=- -~ -~ -~ -~ - 5]

Step 2 — Review the brief course
description so ensure this is the
course you want to launch. Click on
Take Training to launch the course.

NOTE: A number of screens will
display as the course goes through
its launch sequence. Do not close
any of these screens. You may also
see security warning screens. You
should select Yes or Always Accept
to continue the launch process.

< R - E-Learning and Reference Advantage
(ERA) Program
T — o
Logroi | SMART st | SMART Adimin
Wesleoae Page
Flst Tie Wasr
Tialerieg Plan
Owditen Books
Tt ele & Galet
© 75032 - Microsoft Excel 2003 Fundamentals
Usar Profils Th lang with course 78033, magps to the Microsof Office 5 et cort objectives for
St Sxpar sxama. Learmars compling these courses b el el for the
&, and have a sold foundateon in basic Excel skils. This course was 1 masntamed
7t il FEN32-008-10
o Drapation [ ke T |
Pl O Sy

Med Stared

Step 3 — The course launch process
is completed when you see a screen
similar to this one.

Start-up Options

Excel 2003 Fur

Starl Tutorial - 'Using This Course”

Start the Course

Assess My Knowledge

Fast Track to a Topic

THOMSON
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COURSE START-UP OPTIONS OVERVIEW

Most of the courses available in your library will have the user interface described in this document.

Each time you launch a course, you will see the Start-up Options screen. The links on this screen
provide you with quick and easy access to the NETg environment functions. The available links
depend upon the method you are using to access the course, as well as whether it is the first time
you are using it.

Start-up Options

Start Tutorial - 'Using This Course”

Start the Course

Assess My Knowledge

Fast Track to a Topic

& Start Tutorial -'Using This Course'
Clicking this link opens a new window containing an online tutorial that walks you through how to
take a NETg course. This link only appears the first time you launch the course. However, the
tutorial can be accessed through the Help option on the menu bar at the top of each screen.

¢ Start The Course
Clicking this link starts the first unit. You will only see this link the first time you launch the course.

¢ Continue Using This Course
Clicking this link takes you to the page where you last exited the course. You will only see this
option when you re-enter a course where you have previously accessed the course content.

¢ Assess My Knowledge
Clicking this link takes you to a list of available course assessments. Preassessments measure
your prior knowledge of a subject and is intended to be taken before training begins. Based on
the results of your preassessment, a personalized Training Track is created with only those topics
within the course for which you need additional instruction. Using your Learning Track may
enable you to reduce your total learning time within the course. Preassessments can only be
taken once, so allow sufficient time for completion. Post-assessments measure what you have
learned. Post-assessments can be taken as many times as desired. Please note that each
assessment score is recorded.

¢ Fast Track to a Topic
Clicking this link takes you to an alphabetical list of all topic titles in the course. You can perform a
search for a specific topic title from this list.

THOMSON
____*____-
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COURSE NAVIGATION OVERVIEW

There are many ways to proceed through a NETg course. The Start-up Options screen presents a
“Start the Course” link the first time you start the content. The first pages of a course provide an
overview of what to expect in each unit of the course.

When you launch the content, you will notice a small window called the narrative text box on top of the

main screen that displays each page’s narrative text. You will also notice a Navigation Bar in the upper-
right corner.

[ Microsalt Lucel 2003 Fundsment als

Microsoft Excel 2003 Fundamentals

[ o= -
" .
ﬁ 5
9 h a
h [
Course Dvervire £l
= 101he NETQ Cour 0t Lacel 200,
Tres course covers the basics of Locel 2007, and Tormattng and
swirting.
Jiva Agplel Wirndor
apvir Applet Window

Narrative Text Box

The narrative text for each page appears against a white background.

Starting Word x|

Wiard 97, like any ather Windows application, must be started before
wou begin using it. This iz an easy process and will take only seconds
tocomplete. Starting Vord requires anly a fewy mouse clicks.

When your participation is requested on a page, the background color changes to yellow and you will
see an interactivity (mouse) icon.

Starting Word x|

i ™y Begin by clicking on the Start button on the Wincdowss 95 Taskbar. The
Tazkbat iz the thick, gray bar &t the bottam of the zcreen. The Start
hutton is to the left on the bar. Click on the Start button nowe.

THOMSON
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Navigation Bar

—veun

Menu + Help ~ g ) > A

You will see the following icons in the menu bar of most courses:

Audio
Click to display a drop-down list of audio options. You can choose to replay the audio for the current
page or turn the audio feature on and off.

User Links

This button appears when links are available to additional information supporting the course content.
Click to display a drop-down list and select the link that you want to view. This button may not always
be available.

Print
Click to open the Print dialog box and print the current page.

Notepad
Click to launch a text editor application. During instruction, you can use this feature to type and save
your own notes.

Page Back
Click to move backwards through the course one page at a time. You can also press the Ctrl and left
arrow keys.

Page Number Indicator

This area displays the current page number and the total number of pages in the current topic. Click to
view a drop-down menu of additional navigation options: Next Topic, Previous Topic, and Go To Page.
Go To Page opens the Page Jump dialog box. To select a page within the current topic, highlight a
page number and click the Go To button.

Page Forward
Click to move forward through the course one page at a time. You can also press the Ctrl and right
arrow keys.

THOMSON
————
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Unit Post Assessments

When you click the Page Forward button to leave the last page of a unit summary, the Assessment
Introduction screen appears. Post Assessments are a performance-based evaluation following a unit of
instruction.

Asszessment Introduction

Instructions

Each unit of this course contains a Preassessment and a Post Aszeszment. The Preassessment for each unit may only be
taken once. The Post Assessment for each unit may be taken as many times az you choose.

FOINTS TO REMEMBEER:

- Make sure you have enough time to complete the entire assessment in one session.
Once you have started an assessment, if you decide to leawve it for any reason, all unananered questions
will be mated as incorrect.
 Follow instructions carefully.
In the aszessment, you will be asked to complete a3 number of tases. Although there may be multiple ways to pedform many of
these tasks, please complete each task exacthy as specified in the question.
+ Only one attempt is allowed per task.
If you complete a task incorrecthy, wou will not receive another apportunity to perform that specific tash.

- Skip tasks that you are unable to complete.
If wou are unable to complete a task, use the Hext Step button to skip to the next tash.

: Feedback.
Atthe end of each question, you may receive feedbad specific to that question. 'When you have completed the entire

aszessment, ywou will receive both a total szore and percentage correct.

0 Go to detailed instructions Start Assessment Cancel

You
can launch a Post Assessment at the end of a unit by clicking the Start Assessment button on this
screen. Post-assessments measure what you have learned and they can be taken as many times as
desired. Please note that each assessment score is recorded. (See the “Taking Assessments” section
of this guide for more information.)

THOMSON
————
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STARTING A SPECIFIC UNIT, LESSON, OR TOPIC

The Start-up Options screen changes slightly after you launch the course at least once. The course
“bookmarks” the last content page viewed before you exited the previous session. The “Start the
Course” link on the Start-up Options screen changes to “Continue This Course,” and clicking this link
will return you to the bookmarked page.

Using the Main Menu to Display Content Views

In addition to simply playing a course from start to finish, the NETg course can display other features
such as the course structure and searchable topic lists, available assessment lists, and score
summaries. You can launch any part of the course from several different views. The main Menu list in
the upper-left corner of the screen provides you with a selection of all available content views.

kenu h Help Exit

Assesréahﬂy Enowledge
Wiew My Learning Track
Wiew by Results

Wiew Caurse Map
Topic Index
Fast Trackto a Topic

Diwenload from Course Map
Dixwenload from My Learning Track

Download from Fast Track to & Topic

Start-up Options
Liser Preferences

Exit

Launching Content from the Course Map

The Course Map is an arrangement of content in unit / lesson / topic order. The Course Map view is
similar to the folder list in Windows Explorer. Units and lessons can be expanded or collapsed to control
the level of content that is visible on this tab.

To display the Course Map, select View Course Map on the main Menu. Click the (+) icons to expand
a unit or lesson. Click the (-) icons or use the Collapse View button to collapse units and lessons.

To launch content from the Course Map:

1. Switch to the View Course Map.

2. Expand the units or lessons if necessary.

3. Point to the unit, lesson, or topic you want to start. The title text will change color.

4. Click the title.

5. Click the Start button to the right of the selected title.-or-
THOMSON
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Click the Start Selected ltem button at the bottom of the screen.

From the Course Map, you can click the other two tabs to switch to the Topic Index view or to the Fast
Track to a Topic view.

Launching Content from the Topic Index

The Topic Index is a list of content topics, assessments, unit overviews and objectives, and unit
summaries in alphabetical order. To display this list, select Topic Index from the main Menu.

To launch content from the Topic Index:

1. Switch to the Topic Index view.

2. Point to the content you want to start. The title text will change color.
3. Click the title.

4. Click the Start button to the right of the selected title.

-Or-
Click the Start Selected ltem button at the bottom of the screen.

From the Topic Index view, you can click the other two tabs to switch to the Course Map or to the Fast
Track to a Topic view.

Performing a Topic Search

If you are already in a course, you can use the Fast Track to a Topic view to search for and launch
content that includes specific characters or words in the topic title. If not, use Search & Select. For
example, if you want to launch a topic in a Microsoft Word course that relates to printing a document,
load the course first and go to the Fast Track to a Topic page and type “print” as the search term. Once
you locate the topic that you need, you can launch it directly from the Fast Track to a Topic page.

To begin a topic search, select Fast Track to a Topic from the main Menu. You can also choose Fast
Track to a Topic from the Start-up Options screen.

To launch content from Fast Track to a Topic:

Switch to the Fast Track to a Topic page.

Type your search string. The search string can be a whole word or just a few characters. The topic
search is not case-sensitive.

3. Click the Search button.

4. Point to the topic you want to start. The title will change color.

5

6

N

Click the title.
Click the Start button to the right of the topic title.

Click the Start Selected ltem button at the bottom of the screen.

To start a new search, click the Clear Search button.

THOMSON
————
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TAKING ASSESSMENTS

The NETg courses include Preassessments and Post Assessments for each unit. Both assessment
types can be launched from the Course Map, Topic Index, and Fast Track to a Topic views.
Preassessments measure your prior knowledge of a subject. Post-assessments measure what you
have learned. Please note that each assessment score is recorded.

In addition to these three content views, the course provides three assessment views: Assess My
Knowledge, View My Learning Track, and View My Results. The Assess My Knowledge page
(accessible from the Start-up Options screen) displays a list of currently available assessments. When
you first launch a course, only the unit Preassessments are visible on this page. Preassessments will
continue to be available until you take them (you will only have the opportunity to complete them once),
or until you take the Post Assessment for that unit.

Post Assessments can be taken as many times as you like. Once you have taken a Preassessment,
that unit's Post Assessment will become available on the Assess My Knowledge page.

Starting an Assessment

1. On the Start-up Options screen, click Assess My Knowledge and select the assessment title.
-Or‘-
On the main Menu, click Assess My Knowledge and select the assessment title.
-Or-
On the Course Map, Topic Index, or Fast Track to a Topic pages, select the assessment title.

2. Click the Start button that appears to the right of the assessment title.
_Or_
Click the Start Selected Item button.

3. Read the instructions and click the Start Assessment button.

4. Click the Page Forward button to progress through the assessment.

From the Assess My Knowledge view, you can click the other two tabs to switch to the View My
Learning Track or to the View My Results pages.

Reviewing Your Assessment Results

At the end of an assessment, the View My Results page is displayed. You can display the View My
Results page at any time to see all of your assessment scores by selecting the View My Results option
in the main Menu.

To begin the next available assessment, click the Start Next Assessment button.

If you need additional information about this screen, click the ? button.

THOMSON
————

NET:
= Page 17



NYS-ERA-Main Learner Guide

From the View My Results page, you can click the other two tabs to switch to the Assess My
Knowledge or to the View My Learning Track pages. You can also click the Go to Course Map button to
switch to the content view.

Using My Personalized Learning Track

Your assessment results are used to create a personalized Learning Track. Only those topics where
you may need additional instruction appear in your Learning Track. Each time you complete an
assessment, the View My Learning Track page is updated. Using your personalized Learning Track
allows you to focus your learning efforts and may significantly reduce your total training time.

If you are still on the View My Results tab, click the View My Learning Track tab to display your
personal Learning Track. You can also select View My Learning Track from the main Menu.

THOMSON
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CUSTOMIZING YOUR LEARNING ENVIRONMENT

The User Preferences page lets you customize some of the features of your learning environment.
These preferences can be changed as often as you like while you are in the course. Some preferences
may be unavailable if course audio is not provided or if other restrictions have been set.

1. On the main Menu, select User Preferences.

Options

Description

Font Size

This setting controls the size of the text that appears in the
narrative text box. By default, this text will display in a 12 point
font. Click the Select Preferred Font Size option, then increase or
decrease the text size as desired.

Audio Play Options
(Only for courses
with audio available)

For courses with audio available, you may choose whether the
audio is active. Select Audio On to play the audio while you are
taking the course. Select Audio Off to turn the audio off.

Page Forward
Options

(Only for courses
with audio available)

For courses with audio available, select the Automatically page
forward option if you want to advance to the next page when the
audio for the current page is finished. This feature does not work
when you are asked to use the mouse or type in text on the page.

If this option is disabled, you need to use the Page Forward
button on the Navigation Bar to proceed to the next page.

Select Show Tool Tips or Hide Tool Tips to indicate whether
labels or other prompts are displayed when you move your
mouse pointer over navigation areas of the learning environment.
The default amount of information you receive following an
assessment is selected when a course is installed. You may have
the option of changing this setting at any time to receive feedback
in lesser or greater detail.

Emphasis Pointer Emphasis pointers appear on pages in the course to identify an
Types area of the screen that requires particular attention. You can
choose between two styles of emphasis pointers.

Select an option from the drop-down list to change the graphic
look of the learning environment.

Tool Tips Display

Assessment
Feedback

Interface Themes

Please Note: If you are using a course in Download Only mode, the Font Size, Tool Tips Display,
Assessment Feedback and Emphasis Pointer Type options will be unavailable. After content has been
downloaded, these options will be enabled when using the course on your local workstation.

2. Select an option and change the setting as desired.

3. To save the setting changes and remain on the User Preferences page, click Apply.

_Or-

To save the setting changes and return to the previous view in the course, click OK.
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Click the Default Settings button to restore all learning environment options to their initial (default) state.
The default settings are as follows:

Default font size (12 points)
Full Feedback

Audio on

Show Tool Tips

Simple arrow emphasis pointer
Standard Interface (Default)

THOMSON
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EXITING A COURSE AND BOOKMARKING

1. Click Exit on the menu bar at the top of the Navigation Bar to close the learning environment
window.

_Or_
Select Exit from the main Menu.

2. A pop-up box will appear that says "Do you wish to exit?" Click on Yes if you want to exit the
course.

Important: Do not click the ‘X’ button in the upper-right corner of the window to exit the
course. You must use the Exit menu to end your course session to allow NETgLearning to
record your scores, bookmarking, and usage information correctly.

THOMSON
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BUSINESS & PROFESSIONAL DEVELOPMENT

Introduction

COURSES

NETg Business and Professional Development courses are launched as described in the section above.
The Navigation Bar, Narrative Text Box, launching a course and other general navigation features are also
the same. The difference in these courses is that each course unit gives you access to a learning activity,
an assessment, and a simulation. In each unit, you are challenged to learn important skills about the
program topic and apply your knowledge in simulations that mirror experiences you will have on the job.

Course Map

Each course provides
several units. Each unit
gives you access to a
learning activity, an
assessment, and a
simulation. In each unit,
you are challenged to
learn important skills about
the program topic and
apply your knowledge in
simulations that mirror
experiences you will have
on the job.

Learning Activity

Each unit begins with a
learning objective. You
are also given in-line
exercises to practice your
ability to perform the
learning objectives, as well
how the examples
illustrate how the concepts
discussed in the content
apply to real world
situations.

_

Diversity - What Employees Should Know

@

= ®Course Startup
® Howw to Take 5 Skill Builder Course

= ©The Fundamentals of Diversity

®LUnit 1 Overdiew

CUUnderstanding Diversity
=}

O Assessment - The Fundamentals of Diversity

© Simulation - The Fundamentals of Diversity
< OuUnderstanding Differences
< OOwercoming Barriers to Diversity

“F O Communicating in a Diverse Workforce

Start Selected Iterm

| “F - Expand = - Collapse = - ot Started © - Started ® - completed ¥ - Mastered

Menu - Page o121

‘elcome to Lesson 1: Understanding Diversity. Here are
yyour learning ohiectives for this lesson:

Lesson 1: Understanding Diversity

Your learning objectives:
* Understand the meaning of diversity

* Know what makes people diverse

* Identify common misconceptions about diversity

*Recognize the three approaches used to address
diversity

THOMSON
__+__-

NETa

Page 22




NYS-ERA-Main Learner Guide

Assessments Menu = Helg = Exit
An assessment is a

performance-based ) A ,
. Which uf the _fnllnfnﬂng _descrlhes the approach |i’=\\‘_ Select the correct answer to the question
eva| uation Of you r current for dealing with diversity that assumes all

minorities will eventually blend in to the

skills and familiarity with EEEDorear et
Course tOpICS A. The "Salad Bowl" approach

The assessment
guestions may appear in
several different formats,
including:

B. The legal approach

€. The acceptance approach

& multl ple Ch0|ce D. The "Mefting Pot™ approach

£ matching
&  simulation

&  sequencing

Simulations

A Simulation may also
be available as an
assessment.
Simulations mirror
situations you may
experience on the job B | . e e o
where you can apply '

your knowledge. You
can take a simulation
many times as you like.

To interact with a character, select a response from the available choices by
clicking on it or by using the Up and Down Arrow keys and pressing Enter.
Click the Speak button or press the Enter key to submit your response. After
you click Speak, you will be given feedback on the quality of your response.
The feedback text appears in the narrative text box in addition to a feedback
gauge that identifies your response as appropriate (green and full), mediocre
(yellow and middle level), or inappropriate (red and low level).

Strengths and

Opportunities When you complete a social simulation, you will be given a breakdown of

your individual strengths and opportunities for improvement. Each of these
items then links to a job aid that is customized based on the decisions you
made in the simulation. These job aids provide you with personalized
information to help you improve your performance on the job.

&  Simulation Strengths

By default, a social simulation objective is "mastered" and listed as a
Strength if you achieve a score of 80% or higher. Your training
administrator may change this mastery percent value. You can click on

THOMSON
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strength to open a pop-up window and view additional information that
may help your performance on the job.

Opportunities for Improvement

A social simulation objective is listed as an Opportunity for
Improvement if you achieve a score that is lower than the mastery
percent value set by your training administrator. The default value is
80%. You can click an opportunity for improvement to open a pop-up
window and view additional information that may help your
performance on the job.

THOMSON
————

NETa

Page 24




NYS-ERA-Main Learner Guide

Online Books
Using Online Books, you can access an online repository of thousands of technical, desktop, business and
professional development books. There are several ways to search in books and when you find a book
you'd like to reference, you can “bookmark” it or put it on your “bookshelf”.

Finding a Book

Step 1 — Click on Online Books in D L=
the left menu bar. On the Online | — R e
Books page, click on the Safari

Enterprise Library that you have
access to. Access is identified by a
Safari library title being in blue text
and underlined designating an active
link. Contact you elearning
administrator for more information.

E-Learning and Reference Advantage [
(ERA) Program :

Step 2a-1 — There are several ways
to find a book in this library. In the
Search box, type a key word, topic e B e

or even a programming Code [Pty e e foradem byl bk o
fragment. Select either All Books or
My Books. Press Go.

- =

e

Step 2a-2 — The results of the
search are displayed by Relevance.
The Book Title, Relevance (1to 3
stars) and the Most Relevant
Sections are shown. Click on the
Book Title to see the Table of
Contents or click on the Most
Relevant Sections to see particular
search results.

THOMSON
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Step 2b — From the Browse by
Category list, select the library that
you want to browse and the topic
that is of interest. The screen to the
right shows the results for the
category “Business Books”, and the
topic is "Professional Skills”. Notice
that there are no Relevance or
Relevant Sections columns.

THORMSOMN
—.—

Step 2c — From the Find a Specific
Book option, type in an Author,
ISBN, Title or Publisher. The screen
to the right shows the results of a
search for the author, James
Despain. Notice that there are no
Relevance or Relevant Sections
columns.

Selecting atitle

Step 3 — To select a book, click on
the book cover to obtain a brief
overview, click on the Table of
Contents to review the contents of
the book, click on any of the
Relevant sections shown for this title
or Add the book to your bookshelf

THOMSON
____*____-

NET:
= Page 26



NYS-ERA-Main Learner Guide

Printing and eMailing

Tod1mn  reausrdn salardesk sl setrs et ST s Bk b ral) 8 (0w Dbk s Sirmssl) It Dapbarer

Step 4 — While viewing a book, print
and email options are available to
you. Print allows you to print the
page or section of the book in which
you are viewing. Email allows you to
email the section to an email
address. Only licensed Safari users
can see the full text of information
you email.

About the CD
Tho sy LI st sipit i s ol sk iy ol e s £ il g gt o s, it of s il

What's On the CD

My Bookshelf

Tod1en rirauscdn salardmsh sl aers bl ST s Bk | el Intevet Eagbirer

Step 5 — To access a book that you
have added to you bookshelf, click
on My Bookshelf and then select
the title that you want to access.

Exiting Online Books

Step 6 — To exit Online Books on
any page, click on Logout on the top
menu bar. We you see this screen,
close the application by clicking on
the X in the upper right corner of
your browser.

THOMSON
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Step 7 — You will return to the e

Online Books screen. T — T LTS i e T e

E-Learning and Reference Advantage m [

T T T ——

(ERA) Program

Lo | SMART thsss | EMARET Actries
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Search & Select

Need to brush up on an existing skill? Want to obtain training on a specific topic? Search & Select allows
you to search the library of IT, Desktop Computing and Business and Professional courses for desired
training. Simply locate an area of interest, type in your question, and click Go. The result will produce a list
of solutions that you can choose from. Select the topic that is most relevant to your question and it will
launch the topic and you can start learning immediately.

Step 1 — Click on Search & Select - g s Rf & d
on the left menu bar. &g THearning ERA) Program o oe ﬁl

SMART Admmin

cmenssen  VVElCOMe to the new
NETglLearnin

Waiiety arren o ne ot
[ ——

b
SMART Compaternoy Tool

Step 2-a-1 — Using the tabs, select
the best way to conduct your search.
The first screen you will see if for the

ot ot | | ——

e T

R . R E-Learning and Reference Advantage
Basic Search. Type in your ?'4 ‘....,_,...,‘......‘EEM Foaren m
guestion and click on Search. e
NOTE: Several valuable hints can - e I
be found in the Search & Select Tips | |© wra ' _
document that can be downloaded ———

from this screen.

Step 2-a-2 — The results of your 2 =

search will consist of: e o
W - @ e o] @ - e e @

e Topics - any topic within a R E-Learning and Reference Advantage
coSrse con%laingd in the = = i Ll
Thomson NET(g library of e-
learning content that may be
relevant to your question.
Each Topic is autonomous
from any other topic. Click
on the topic title to access
the topic. Depending on
your training pace, the Gam——— o
launched topic should only | e — : — i
take about 5-10 minutes to
fully review.
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e Courses: any full Thomson
NETg e-learning courses
within your organization’s
specific library of content
that may be relevant to your
question. You can add a
course to your Training Plan
from here by clicking on
Add to Training Plan.

e Resources — job aids from
courses within your
organization’s specific
Thomson NET(g library.

Step 2-b-1 — Use the Browse &
Search option, to narrow your results
by selecting a specific category,
subject area, product or even topic
to search. Click on the Browse and
Search tab. Type your question in

e ey e

> 1) e = e £ - 1T | e Y ks
Bt ek (B =] mbiess [ 57 e arirs comsma o destotoct 0 set s rait— FEm) d0=
B T e [y R T Y | | [ e e
E-Learning and Reference Advantage
(ERA) Program a

Lopen | SAARE Saas | SMART Addte

the question box. Select the -

appropriate Category, Subject Area, m—=m

Product, and Topic. Click on !

Search. ' §
s |

Step 2-b-2 — Again you will be
presented with several training
Opportunltles’ ConSIStlng Of course Q, R,q E-Learning and Reference Advantage ﬁi:
topics, complete courses and other | S (ERA) Program =
resources from the NETg courses. mmm—

4,

[iow 1a create Micion s Ext Sawch
AT Competomey Task Ig!
il

|

o
ligibre B bt
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Step 2-c-1 — The third way to use . S DR | e e

this feature is to use the Advanced e e T I e T E
Search tab. Similar to a Basic %R - N )
Search, an Advanced Search begins T S
with asking a question. There are bl 2 e
then several options to narrow your e =)
search results. Type in your_questlon o, T PaE el
and then select the appropriate e ——a
search options.

) o -] 1 b
Step 2-c-2 — Your results will be e 2
presenteq_wnh sevgrz_il training L — T D e
opportunities, consisting of course <R4 E-Learning and Referance Advantage ﬂl

topics, complete courses and other T —
resources from the NETg courses.

Th 1 Semrch b Skt - Mhcresolt Inbormet Erplerer

Step 3 — No mater which search Qe = o — (2
method you use, click on the %’:-; — __’:"%U::}..ﬁ._ ;,5;';‘5"'f::':ﬁi:;:::; e Tas
underlined title of the item to access <R T e T ﬂi

any of the items in the display. For S (ERA) Program _

items listed under the Courses T

section, you can add a course to Rt

your Training Plan by clicking on e comse g P

Add to Training Plan.

o -
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Support & Technical Requirements

Support
Step 1 - Click on Support in the left | f ”"'“‘“ e S —
menu bar to view the ways in which g ELANITIN0 ERA) Frogram e ﬁ.
you can obtain assistance with the T
NYS-ERA-Main site or the courses. L

tachnician will respond ta your

METg Online Mulii Lingual HelpDesk: Intemational Customer & Praduct Suppart

Technical Requirements

The following hardware and software requirements are required to access and launch the courses on the
NYS-ERA-Tax site. NOTE: The latest technical requirements can be found at
http://netg.com/TechnicalSupport/sysreds.asp.

Hardware Requirements:
e Pentium with 233 MHz or better
64 MB RAM minimum (128 MB RAM recommended)
800 x 600 resolution; 256 color (1024x768,16-bit is recommended)
Audio hardware is preferred, but not required.
Mouse
15" monitor (17" monitor recommended for best results)
Network Connection: 56K modem bandwidth is the recommended minimum for download mode.
ISDN, DSL or Cable Modem bandwidth is recommended for browser-playable mode.

Workstation Software Requirements:
e Microsoft Windows ME, Microsoft Windows 2000 and XP compliant
e Solaris 8 (Netscape 6.X and higher only)
e QuickTime 6.4 for Java with the Sun JRE for optional video content
¢ QuickTime 6.4 setup is available on the NETg Learning Studio CD-ROM.
Please Note: If using Windows XP, a JVM or JRE may need to be installed. Video feature not
supported on Solaris.
e Browser Requirements:
0 Microsoft Internet Explorer 6 with SP1 or higher MSVM 5.0.0.3809 or higher or Sun JRE
14.20r15.0
0 SunJRE 1.4.2 04to1.4.2 06 or 1.5.0 are not supported with SCORM interface
0 Netscape Navigator 6.x to 7.x and Sun JRE 1.4.2_05or 1.5.0
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0 Browser must support cookies, Java and JavaScript
0 AOL browser not supported
0 Pop-up blocker must be turned off.
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SMART Competency Tool

Skills Measurement Assessment Resource Tool (SMART)

This tool provides users with the ability to develop a training path specific to their learning needs by
assessing competencies against predefined job roles. This assessment will identify skill gaps which will lead
to appropriate NETg courses. Access to this tool is initiated by the Program Administrator who creates a
login and grants access to the user to one of the job role assessment options below. If you do not have
assess to this tool and are interested in participating please contact your manager or agency ERA
administrator. A list of agency ERA administrators can be found on the NYS-ERA-Main site.

Step 1 — Contact your Agency ERA - : i —
Administrator to obtain access to the | | < ?‘4 Frleaming Ga) Program o ooe ﬁl
SMART tool. Click on SMART R e e

Competency Tool in the left menu B

bar to obtain an overview of the sedemea VVelcome to ﬁl‘gT”eLW _

SMART tool. Mo S swae oty

b
SMART Compaternoy Tool

Step 2 — Once you have access to " pam— o T =
the SMART tool, click on the <Rg ELsaring and Raference Advantace Il
SMART User link at the top of the IS S

page. A new window will open with B oo TThSInhant Ausessment Resource Toot 1SMART)

the SMART login page. sied o o e T et ety U
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Step 3 — Enter your SMART
UserName and password and click
on Login to use the SMART tool.

Welcome to SMART / CareerBooster Single Login Page

SMART s sohustion for kentifying arganizational Skill Gaps, creating and managing
Personalized Carser Dafiniion, andior proviing specific Eucation ABgnament.

® v
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