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Welcome to your MindLeaders e-Leaming courses. The
following pages will take you through some useful
information to help you make the most of your courses.

The Home Tab

Once any user (including yourself) has self registered
and gained access to the courses, the Home Tab will be
the first page to appear.

As an Administrator, you may get access to the
additional tabs of Administer and Run Reports, but these
will be discussed later.

The Home Tab is where you can access all of the
courses that have been assigned to you. To do this, all
you need to do is click on View All Leaming Resources.
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A list of all of your e-Learning courses will appear. You
can expand out the course series by clicking on the +
next to the fitle.

For Example: We have expanded Access 2003 here so
that you can see all of the courses that make up the
course series.

Click on the course title to access the course. In this
case, Introduction to Access.
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Your course will load in a new window. If the course has
sound, this will begin immediately but can be turned off
by clicking on the Speaker located in the right hand
bottom comer of the screen.
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Welcome

Welcome to Access 2003: Introduction to Access. We hope
this is a rich, interactive leaming experience for you,
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Course pages can be printed by clicking on the Printer
icon, also located in the right hand bottom comer of your
screen.

You can now begin the course or take a Skill Assessment,
which consists of questions on topics coverad in this course.
Taking the Skill Assessment: first allows you to determine which
topics in the course you should focus on.,

To take the Skill Assessment from within the course, simply click

To move onto the next page, use the Arrow button. the Course Tools tab and then click Take the Skill Assessment,
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Take the Skill Assessment ¢ Begin the Course

Course Length: Approx. 2 hours
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Located down the left hand side of your screen
you will see a series of yellow tabs, designed to
help you navigate your courses successfully.

Course Topics: This tab will let you access all of the
separate modules and exercises within the course.

Course Tools: Course Tools will let you take an
assessment, view your current scores and see your
progress report. If you wish to print a certificate of
achievement, you can do this through the Progress
Report link.

Search the Course: Search for particular course
elements by selected words, phrases, or similar words
to your request.

Help: Useful information on how to use your course
and how to contact technical support.
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Now we will move onto the tabs that are only KO N————— | |RunRepm‘ts=
accessible to Administrators.
¥ Reports Reports
View Reporting Queue U
The Run Reports Tab User Reports
. . . Student Progress Shows di
You will receive a full outline on how to run percenta
reports so this is just a brief overview of what beitsklll
you should expect to see when you use this byl
tab.
. User Roles and Privileges Shows t
The Run Reports tab lets you run a selection privilege:
of reports that can be collated by student, by
course, or by subscription. Your Reporting Single-User Curriculum Shows cc
User Guide will explain this in detail.
) ) Student Information Shows d
Through this tab, you can also view Reports when col
that have been placed in the reporting Queue. gﬁgeesntqg‘
Series Mastered Displays
Includes
haours, ar
Single Student Transcript Shows di
student.
User Satisfaction Survey Shows w
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This tab is accessible if you have chosen to be able to
manage your Users yourself.

The Administer Tab

As an Administrator, you can add Users, create User
Groups, or create selected Curricula that your Users will
have access to.

This is just a basic overview of what this tab looks like.
If you wish to manage your Users yourself and do not
have access to this tab, please contact your Account
Manager on 0845 880 3100.

Please contact us if you have any questions.

Enjoy your e-Learmning courses.
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