[image: image31.png]vy Homeland
% Security




[image: image32.png]oh) 1
Be B Vew Imet Fome: Tos Tae wndow e Type 2 queston for e
DEEHRSSA B4 B9 0 R 2RREEBE T v - @ uell

i Fralshowngtiaks - show- |93 93 G- - | A% -] 2| @B ¢ FE a0 BAA AR

-[B]z u ] b= - P e | 0-%-A-
R

§ A4 Normal + (Latr - Franklin Gothic Bool - 10

] T [EEEEEEEE SRR EERE RN EEEE SN EREY SRR RREE SRR R 2
/2 SkillSoft Course Player - Microsoft Internet Explorer Eolx
Course Menu
Current Course Score:
Complstion Staius Started
To continue atyour bookmarked locaton, selectthe Returnto Bookmark buon Twe  Status Curemt Take Course
o hegin a fopc ortes, select any actve fapic or test ik Score Tost
Course Overview Overview. O s
Email Fundamentals Take Test
Lesson Overview. Overview. (@)
The E-mail Revolution instruction | O
‘The E-mail Difference atWork instruction O
Witing Effective E-mail Take Test
Lesson Overview. Overview. (@)
E-mail Etiquette instruction | O
Style and Form Instruction O
Using Form Letters instruction | O
Protecting Your E.mail - TakeTest
" Lesson Overview Overview (@]
Virus Protection Instruction O
Safeguard Your Privacy instruction | O
- E-mail as a Legal Document Instruction O
Backing Up Your E-mail instruction | O

3

w<
fpraw~ L | Autoshapes~ N\ N 1O Al o 22 (@ 1| - S - A
HEIEE RO RO RS =R A RO |

77 AL 4 Col o REC| TRK| [EXT | OVR [Englsh (U5 || O

[ fa & A la



DHScovery JOB AID

Taking a Skillsoft Course

Overview

DHScovery is an on-demand learning management solution that provides preloaded course content with access to thousands of additional learning courses.

Objective
The objective of this job aid is to orient Learners to using DHScovery SKillSoft Course Content including how to:
· Validate Your PC configuration

· Launch and Navigate the SkillSoft Player
· Take Tests for Course Credit 
· Monitor Test and Topic Status
Resolution/Procedure 
Validate Your PC Configuration

Before taking a SkillSoft Course for the first time, please verify that your PC is properly configured to run the SkillSoft player.

To do this, go to the login page at https://dhscovery.dhs.gov/plateau/user/login.jsp.  Click Go.

Click the SkillSoft Browser Capabilities Check button.  Enter your email address and click Submit.

The browser check will scan your PC to ensure your browser has the proper settings and that your PC Software will support the SkillSoft player.  The checker displays a report on your screen and sends a copy to your email.  If you have a result in the report other than Pass, please contact the Help Desk at 888.898.8204.

[image: image1]
Launch the SkillSoft Player

Step 1:
After launching the SkillSoft Course from the DHScovery Content Structure page, a new browser window opens to display the course overview page.  You may read the course description to verify this is the course you want to take.  Click Play this Course to actually begin download of the SkillSoft Player.

[image: image2]

[image: image3] To access the Section 508 compliant SkillSoft player, click the Enable Web Accessibility check box and then click Play this Course.
Another window opens to display the following graphic requesting that you wait.

[image: image4] Before launching a course for the first time, run the SkillSoft Browser Capability Check.  Instructions are on page 1 of this document.
When launching a SkillSoft course for the first time, expect a longer load time.  DHScovery is executing a one time load of the Course Player files to your browser.   If the course does not load within 7 minutes, please contact the help desk at 1-800-898-8204 for assistance.
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Step 2:
The Course Menu displays on completion of the player load.  From the Course Menu screen you can either begin reviewing the course content or take a test.
To begin the course, click the Begin Course button at the bottom right of the page.  To get additional course information such as SkillsBriefs and Job Aids, click the Resource Tab.  
The left side of the course menu displays the course hierarchy down to the topic level. It contains links that allow you to go directly to a particular topic. 

The right side of the course menu provides status information about each course component or allows you to take a specific test.
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Overview/Description
Target Andience
Espected Duration
Objectives

OverviewDeseription

Everyone seems to be using e-maillately--Eamily members keeping in touch, university stadents submitting assignments,
companies offering products for sale, and office workers carrying out their daily business tasks. Most e-mail users can improve
their e-mail skills by learning more about the basic features and potentials of e-mail. Any business person will beneft from
developing an understanding of e-mail essenfials.

Target Audience
Individuals who use e-mail for their personal correspondence or while doing their jobs; managers and business leaders who
want to masimize business opporfunities and strengthen their organizafion as a whole.

Expected Duration
15

Objectives

E-mail Fundamentals

o identlfy benefits of learning the fundamentals of e-mail

o identlfy ways that e-mail has improved communication.

o identify how e-mai has made a difference in the workplace.

Whiting Effective E-mail

o recognize the benefits of writing effective c-mail

identify the rules of e-mail etiquette.

recognize the rules for proper form and style in an e-mail.

apply the rules for proper style and form for e-meail for a given scenario,
identify the points to consider when using form letters in e-mail.

Protecting Yowr E-mail

o recognize the benefits of defensive e-mail practices.

o identlfy methods vsed in protecting against e-mail viruses.
o identify methods of safeguarding e-mail privacy.

o recognize three truths that apply to c-mail law.

o identlfy important rules for backing up e-mail les.

ID: COMMO231
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Before taking a SkillSoft Course for the first time, please verify that your PC is properly
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Click the SkillSoft Browser Capabilities Check button. Enter your email address and
click Submit.
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Navigate in the SkillSoft Player
Step 3: The graphic below displays the SkillSoft Player Navigation Bar.  This bar changes somewhat depending on where you are in the course.  

The table below provides more detailed information about the icons seen in the Course Navigation Bar.
Table 1 Description of Navigation Icons

	Control
	Definition
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Course Menu
 
	Displays the Course Menu in the Content Area.  Clicking this button from within a course chapter returns you to the Course Menu.
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Return to Bookmark
 
	When returning to the Course Menu of a topic you entered previously, the Return to Bookmark button displays on the right side of the Navigation Bar. You can use this button to enter the last page you were viewing when you exited the instructional content. 

	[image: image8.png]


Show Learning Points
 
	Select to display the Learning Points dialog box. Use the Learning Points dialog box to view and navigate to the learning points in the selected topic.
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Hide Learning Points
 
	Select to hide the Learning Points dialog box. 
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Show Captions
 
	Select to show the page notes (captions) dialog box.
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Hide Captions
 
	Select to hide the page notes (captions) dialog box.
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Show Resources
 
	Select to show the resources dialog box.
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Hide Resources
 
	Select to hide the resources dialog box.
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Auto Advance On
 
	Turns on the Auto Advance feature. If Auto Advance is on, the page automatically advances to the next page. 

Note: The Auto Advance feature will by default be enabled for all CCA Business Skills content.
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Auto Advance Off
 
	Turns off the Auto Advance feature. If Auto Advance is off, you have to navigate to the next page by clicking the Next Page button. 

Note: The Auto Advance feature will by default be enabled for all CCA Business Skills content.
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Turn Audio Off
 
	Turns the audio off during the current course play session.
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Turn Audio On
 
	Turns the audio on during the current course play session.

	[image: image18.png]


Previous Page
 
	Displays the previous page in the course. 
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Play
 
	Plays the audio track if the page contains audio. Plays the video and audio if the page is a recorded session. 

Note: If the audio or video is in paused mode, then the button changes to Pause.
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Pause
 
	Pauses the audio track if the page contains audio. Pauses the video and audio if the page is a recorded session. 

Note: If the audio or video is in play mode, then the button changes to Play.
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Replay
 
	Replays the audio track if the page contains audio. Replays the video and audio if the page is a recorded session. 

Note: If the audio or video is in play mode, then the button changes to Pause.
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Begin Course
 
	When viewing the Course Menu, the Begin Course button is displayed on the right side. You can use this button to navigate to the first page of the course.

If you have previously entered a topic in the course, the Return to Bookmark button replaces the Begin Course Button.
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Next Page
 
	Displays the next page in the course.
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Skip Topic
 
	Select to skip to the next topic in a course.
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Exit
 
	Select to exit the SkillSoft Player. 

Note: Upon clicking Exit, a confirmation dialog displays. Click Yes to exit or No to cancel the exit command and continue.
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Help
 
	Select to open the SCP Help


Click Exit to leave the course at any time.

Take Tests for Course Credit
Step 4:
Click Take Course Test or Take Test to begin the testing process. SkillSoft offers two methods for test taking. You may take a full course test or take segments of the test by lesson or topic as explained below:

· Topic level testing assesses your knowledge of the learning objectives as presented in each topic. As you complete each topic test, the results contribute towards the completion of the course test. You can take a topic test at any time, regardless of whether or not you have reviewed the course content for that topic.    Note: Topic tests may not be available in all courses. 

· Course level testing assesses your knowledge of the learning objectives as presented throughout the entire course.  

Click Take Course Test or Take Test to begin the testing process.


[image: image27] To get credit for a course, you must score 80% or better on the course test.  On passing, the course is automatically moved from your learning plan to your learning history.  If you do not score an 80% or better, you may retake the course test(s) as many times as you like.

Upon successfully completing the course test, the system will automatically move the course from your learning plan into your learning history, which means you are credited with successfully completing the course.  The course will remain in your learning plan until you successfully complete the test with a score of 80% or better.
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Monitor Test and Topic Status

Step 5:
The system will track your topic and test status.  

In the example below, the user completed the ‘.NET Remoting basics’ topic.  We know this because the status button is shaded green.  We know the ‘Designing a .NET Remoting service’ topic is in progress because the status button is only partially shaded green.  Any topics that haven’t been started appear as totally white circles.  

The user has taken the ‘.NET Remoting basics’ topic test.  The score of that test is 64%.  

[image: image29] The system automatically bookmarks the last topic accessed with the bookmark icon.

[image: image30]

































Bookmark





Topic Test Score





Completed Topics





Topic in Progress





Resource Tab





Exit Course





Get Help








Taking a Skillsoft Course
4 of 7

