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Log In

To access the Army e-Learning courses, log in to the SkillPort site at http://usarmy.skillport.com
To log in:

1. Open your web browser

2. Type in http://usarmy.skillport.com
3. Press Enter

4. Enter your User ID and Password if you are already registered.  If you are not registered, click on the Register button.

5. Click on Login
The SkillPort site is displayed.
SkillPort features

Home page

The Home page appears when you login to SkillPort. It presents summary information to help you develop your individualized learning plan and track your progress. You can access all of SkillPort's various features and learning resources from this page. Along the left side is a Short Cuts menu that provides access to SkillPort features and informational pages related to your e-learning program. The SEARCH-and-LEARNtm feature is located at the top of the screen. The My Plan section contains links to the learning events that have been added to your formal learning plan, either by you or by your training administrator. The My Favorites area is where you can store links to certain types of learning event, such as SkillBriefs, Job Aids, and books, for quick access. The My Report section contains information regarding the number of courses you have started and completed. The Company News scrolling list displays links to various topics relating to news and learning events relevant to your company. Below is an example of a typical SkillPort Home page.
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Catalog

SkillPort presents learning events in an expandable catalog. Depending upon the size of your course library, the SkillPort catalog may contain thousands of learning events, including:
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 Courses
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 Job Aids
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 Mentoring objects
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 SkillBriefs
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Test Prep exams
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 Express Guides
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 Simulations
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 Custom content
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 Course evaluations


Note: SkillBriefs and Job Aids are available from the Course summary page. Mentoring objects, if available for your organization, appear in the Certification View.

Learning events are organized into curricula that keep related subjects together. The curricula are organized by subject-matter, represented by a folder icons that contain additional sub-categories or the actual learning events. As you select a category, the contents of the selected item are displayed in the catalog.
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To view the contents of the catalog, click through the catalog hierarchy. A breadcrumb trail at the top of the course information panel will show you where you are. You can also click the View Expanded Catalog link to see the entire catalog, however, this may take some time to display, depending on the amount of content you have access to.
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To access a learning event, click the hyperlink title text next to the icon.

To quickly search for a specific learning event, you can also use SEARCH-and-LEARN.

Certification View

SkillSoft's IT skills and business skills library offer content mappings to the professional certification programs of a number of vendors, including Microsoft, Cisco, and CompTIA. 

The Certification View, available in the Catalog, allows you to see SkillSoft's content organized by vendor certification and by vendor exam. The Certification View also offers brief overviews of the required and elective portions of each certification within the Catalog, enabling you to determine where to most appropriately direct your efforts.

Shortcuts

Use Shortcuts to link the areas of SkillPort that you use most often. Shortcuts can be one-click links to other areas within SkillPort or to completely different web sites. Shortcuts appear in the left-hand column of the SkillPort interface
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SEARCH-and-LEARN

Use SEARCH-and-LEARN™ to quickly find information on a specific subject using keyword searches. You can search for all the different learning event types available on SkillPort, including courses, simulations, books, SkillBriefs, and Job Aids. 
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Using SEARCH-and-LEARN

1. In the SEARCH-and-LEARN panel, type a keyword or phrase in the Search for field. 

2. Select a learning event category from the Category drop-down list. Alternatively, you can search all content categories.

3. If content in more than one language is available to you, choose a language from the Language drop-down list.

4. Click Search.

5. The search results appear below the SEARCH-and-LEARN panel. If you searched for all categories, the results will be grouped by category. The results will be ordered according to relevance, as indicated by a thermometer icon [image: image16.png]


. 
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Refining your search

You can refine your search by

· clicking a learning event title to display a summary page for that event.

· clicking the View more ... link to display more search results for a particular category

Do a related search

6. After doing an initial search in SEARCH-and-LEARN, click a learning event title in the search results.

7. The learning event summary page appears in the main pane on the right and the other search results are shown as a list on the left.

8. Click the Related Search button to display a list of learning events that relate to the event you have selected.

For example, if you do a search on the word "programming", SEARCH-and-LEARN will likely return a list of events relating to a number of different programming languages. If you select one of those learning events, say a course on Java, and then do a related search, only learning events about Java will be returned.

Note: Once you have performed a related search, the Related Search button will not reappear until you have opened the summary page of another learning event.

My Plan

My Plan contains items that are part of your formal learning program. You, your training administrator, or your manager can add learning events to your My Plan and assign them a goal and a completion date. 
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· The My Plan Display can appear empty - with a user prompt to click and get help assigning courses to your plan.

· My Plan contains only items that have scores tracked by SkillPort, such as [image: image19.png]


 courses, [image: image20.png]


 simulations, [image: image21.png]


 Test Prep exams, and [image: image22.png]


 custom courses.

· The My Plan Display lists items by: "Learning Event" title, "Due" date, "Assigned" check (appears when an administrator or manager assigned the course to you)

· You can click the [image: image23.png]GO




 button beside the learning event name to launch it directly.

· You can click the title to access a summary page where you can view details about the learning event.

· Learning events that your administrator assigned to a user group to which you belong are displayed separately from events that were assigned to you directly and from events that you assigned to yourself.

Adding learning events to My Plan
9. Find a learning event by browsing the Catalog or by specifying a word or phrase using SEARCH-and-LEARN.

10. Click the name of the learning event that you want to add to your plan.

11. In the learning event summary page, click Add this Course to My Plan. You will be presented with a Details dialog that permits you to enter Due Date, Goal, and Reminder information.

12. Click the Submit button.

The learning event is now listed under My Plan.

Adding folders to My Plan

You can add folders to My Plan in which you can store related learning events.

13. In My Plan, click the Add New Folder to My Plan button.

14. In the Add to My Plan page, type a name in the Folder field.

15. Enter a goal and select a due date for the folder.

16. Select the appropriate email reminder option.

17. Click the Submit button. 

The new folder should now be listed under My Plan.

Adding learning events to a folder

18. Find the summary page for the learning event, either by browsing the Catalog or by using SEARCH-and-LEARN.

19. Click Add to My Plan.

20. In the Select Folder page, click the Select this Folder link next to the name of the folder.

21. Enter the goal, due date, and email reminder.

22. Click Submit.

My Favorites

My Favorites is an area where you can store links to certain types of learning event for quick access. It supports [image: image24.png]


 SkillBriefs, [image: image25.png]


 Job Aids, and [image: image26.png]


 books - learning events that are considered part of your informal learning and do not have scores tracked by SkillPort. 

You can click the [image: image27.png]GO




  button to launch the learning event directly, or click the title of the event to view its summary page.
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Adding an item to My Favorites

23. Select a learning event by going to the Catalog tab or by specifying a word or phrase using SEARCH-and-LEARN.

24. Select the learning event you wish to add to your favorites by clicking on the underlined name of the event.

25. Click Add to My Favorites.

26. Click the Close this Window button.

27. Click the Home page tab. 

The learning event now appears under My Favorites.

My Report

My Report displays a record of all your learning event activity. Your Learner Records Progress Report indicates your status with items currently in your learning plan, as well as those completed in the past and no longer part of your plan.

A summary of your report is shown in the My Report panel on the Home page. Click the Take me to detailed reports ... button or the My Report shortcut to view the full report.

Completion certificates

When you complete a learning event a completion record will be sent by SkillSoft to ATRRS.  ATRRS will automatically send a completion certificate to your AKO e-mail address within 5 days of completing the course. 
Note: SEARCH-and-LEARN will only return results for learning events that are available to you. For example, if your organization has not subscribed to SkillSoft's mentoring service, no mentoring objects will be returned in the search. 

Customizing SkillPort 

You can customize the following aspects of SkillPort:

Update your User Profile

This option lets you update your User Profile which includes your name, email, and password information.

Configure Language Settings

This allows you to choose the language in which the SkillPort site appears. You can also choose a language preference for search results that will override your company's default language for the site.

Personalize your Shortcuts

This option lets you personalize which Shortcuts appear in the Shortcuts list as well as the order they appear.

Select Business Skills Player Skin

This option lets you customize the appearance of the Business Skills Player by selecting a skin. A skin changes the appearance of the Business Skills Player by presenting different colors, fonts, and graphics. Skins downloaded via the SkillSoft Course Manager are not altered by selection, these courses will need to be downloaded again. 

Note: Skins may not be an available option on your SkillPort.

Taking Courses

Once you have located a course, click on the underlined course or topic title to view the course summary page. In the upper left hand corner of the information page, are buttons that enable the following actions:
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	Click this button to take a course live over the web. This will immediately launch the course in a separate browser window. 
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	Click this button to add a course to your My Plan page to take at a later time. 
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	Click this button to download a course to your PC, so you can take it offline. The first time you choose this link, you will be prompted to install the SkillSoft Course Manager (SCM) to manage your offline course content. Once the SCM is installed clicking this link will launch the SCM and enable you to download content. 
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	Click this button to display a list of related Job Aids and SkillBriefs. 
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	Click this button to access the online evaluation form associated with this course. (An Evaluation has to be created and assigned to the course(s) in order for the link to appear) 


A SkillSoft Course [image: image34.png]


is web-based instructional content delivered to you on your computer. During the course you practice and are assessed on your mastery of skills and knowledge learned in the course. Instructional content includes business skills and information technology courses. The following course types are available on SkillPort: Business Skills courses, e3 courses, and Classic courses
Optional features

Communities

Your community is a starting point where you view and post messages to online discussions or hold real-time meetings with your coworkers. Select the Click here to go directly to the community link to view the message boards and chat rooms available in your community.

Note: Communities is an optional SkillPort feature and may not be available on your system.

Chat Rooms

Use Chat Rooms to host and participate in virtual conferences or meetings with one or more people. Select the Click here to view your community Chat Rooms link to go directly to view your community chat rooms. Select a chat room from the list of chats that are available.
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To verify you are logged in to a chat room, a message stating "[Your name] has just entered the chat" should appear in the in the right-panel.

For assistance with participating in a chat, select the Help button located within the Chat room window.

Message Boards

Use Message Boards to post messages that can be read immediately or viewed at another time. Select the Click here to view your community message boards link to go directly to your community message boards. Select a message board from those listed to participate in a discussion.
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A discussion is a collection of messages on the same topic.

You can post messages to an existing discussion, or click "Add Discussion" to begin a new discussion ( the conference manager must set up the site to allow you to add discussions).

For assistance with posting a message, select the quick-edit help link located within the message board window.

Ask My Mentor

Ask My Mentor provides you with access to a mentor who can answer course and certification related questions. Ask My Mentor is available for specific IT courses listed in the Catalog.

You can access mentor support by selecting a link from the course summary page or from the Ask My Mentor button in the e3 Player screen. You are then taken to the Ask My Mentor page, where you have a choice of entering into a Chat or sending a question to your mentor via email. 

You can also access mentoring through special mentoring objects which appear in the Certification View of the Catalog and in SEARCH-and-LEARN in the same way as other trackable learning events. 
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Enter Chat

If you have a short course or certification question, your Mentor can provide you with a quick answer. To enter a live chat with a Mentor, select Enter Chat.

Email my Mentor

If you have a detailed course or certification question, your Mentor can provide you with a detailed answer via email. To create and send an email to a Mentor, select Email my Mentor.

Note: Ask My Mentor is an optional SkillPort feature and may not be available on your system.

SkillMatch

SkillMatch is an assessment tool that comes with the SkillSoft's Multi-Modal Learning for Business Skills product. It allows you to quickly assess your progress and needs by assessing current skills and skill-gaps according to a set of behaviors and competencies - all organized into Job Families and Job Roles. 

SkillMatch recommends courses, based on a scale of 1 to 3, indicating relevance of the course to the specific key behavior. Courses can be launched immediately or saved to SkillPort's My Plan. 

Business Skills Course Features and Navigation

You launch a course from your Learning Management System. The following features and navigation items are found in all courses.

When you launch a course for the first time, a welcome screen will be displayed. You can start the course by clicking on the Start button.
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When you exit a course by clicking on the Exit button, your location is bookmarked. When you return to a course with a bookmarked location, a Welcome Back screen is displayed
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Course Controls & Legend

When you are in a course topic, preassessment, or mastery assessment, you’ll see the following items in the Variable Area.

Audio

The audio control buttons are only active when you are playing course content or actively taking assessments. They are replaced by the Legend when on the Course Menu, Accelerated PATH or Assessments screens.
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	Click this button to turn on audio during the current play session. When this toggle button is shown, audio is on.
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	Click this button to turn off audio for the entire course during the current play session. When this toggle button is shown, audio is off.
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	Click this button to play audio for the current page.
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	Click this button to stop audio for the current page. Audio will resume playing on the next page you view.


Page Control

The page control buttons are only active when you are playing course content or actively taking assessments. They allow you to move forward and backward through the course and assessment content:
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	Click this button to page backward.
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	Click this button to page forward.


Course Menu

When you are in the Course Menu, the items in the Variable Area change to show a Legend and Return to Bookmark button.

· The Legend explains the icons used to note course progress.

· Click Return to Bookmark to return to your last place in the course.

· Clicking Course Menu takes you to the course menu screen. Here you can access the course Lessons, Topics, Preassessments and Mastery Assessments.

· Use the blue arrows to expand and collapse the Course Menu.

· To play content from the Course Menu click the Lesson, Topic, or Assessment title.
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Assessments

Clicking the Assessments button takes you to the Assessments Page.  Here you can access Preassessments and Mastery Assessments for the course, and review your results. You may take each Preassessment only one time. You may take the Mastery Assessments as many times as necessary to validate your mastery of the content.

To start a Preassessment or Mastery, click the corresponding colored button under Preassess Results or Mastery Results. You can also access individual assessments from the Course Menu.

Note:  When you click Assessments, a Print button will appear on the sidebar. Click Print to print your assessment results.
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Accelerated PATH

The Accelerated Path can decrease your learning time by letting you skip course material that you already know. You create an Accelerated Path by taking the Preassessments found on the Assessments or the Course Menu page. Based on your Preassessment results, an Accelerated PATH through the course is identified for you. The lessons and topics for which you have demonstrated mastery are marked as Mastered, indicating that you do not need to complete them.

You can access the Accelerated Path by clicking the Option Button in the Navigation Area or by clicking on the Accelerated Path tab at the top of the content area on the Course Menu or Assessments Panel. When you start any topic (or lesson overview) from the Accelerated Path, an explanatory transition screen is displayed. Click the Accelerated Path button at the bottom of the screen to enter Accelerated Path Mode.

Features of Accelerated Path Mode

· At the beginning of each topic, you are informed whether or not you have mastered its contents. You then have the option to start or skip the topic. 

· You can skip any topic, whether it is mastered or not. To use the Accelerated Path, skip mastered content and concentrate on the parts of the course you have not yet mastered. 

· You have the option to start any topic whether it is mastered or not. You may want to review material that you have already mastered. 
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End of Course

The End of Course transition screen appears when you navigate past the last page of the course. This may occur by navigating forward after playing the last topic or mastery, or skipping the last topic or mastery. The screen indicates that you have reached the last page of the course. 

· To exit the course, click on the Exit button on the End of Course screen.  Or, you have the option to continue reviewing course content by selecting any of the buttons on the right.
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Reference

Clicking the Reference button will open a separate browser window from which you can view: Course Objectives, Glossary, Job Aids and Additional Resources. 

To navigate within the References section, use the navigation buttons within your browser.  To return to the course player, click the X in the upper right corner of the browser window.

Job Aids

Clicking the Job Aids button will open a separate browser window from which you can view the job aids for the course. Job Aids are tools and forms that complement and support the content presented in the courses. 

Print

Clicking the Print button enables you to print your assessment scores. This button is only visible when you are viewing the Assessments page.

Help

Clicking Help launches a separate browser window.  Here you have access to the online Help documentation.  

Exit

Clicking Exit will close the course player. Note:  Using the Exit button to close the course player enables the player to Bookmark your place in the course so when you return to the course, you will have the option to return directly to that spot.

IT e3 Content Features and Navigation

You launch a course from within SkillPort. The following features and navigation items are found in all courses. 

When you launch a course, the course map is displayed. This map provides information about the course, such as its objective, duration, and test score, and lists its topics. The map enables you to start the course or a topic, and where available, to take a test or download content to your local machine.

· To start the course, click [image: image50.png]© start Course



.

· To take the course test, click [image: image51.png](E) Take Course Test



.
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Course Navigation

When you first start a course, the course map is displayed. From the course map, you can choose to run the course from the beginning, by clicking the [image: image53.png]© start Course



 button. Alternatively, to start an individual topic, click its title in the list. 

When you click to start a topic or a course, you are brought to a Topic Information page. This page displays the learning objective, topic type, and approximate duration of the topic. To start the topic, click [image: image54.png]


.

Navigating a topic

The e3 content window is divided into three areas. 
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	[image: image56.bmp]
	The options bar: This area contains links to facilities such as Ask My Mentor, Resources, Transcript, and Help

	[image: image57.bmp]
	The content area: Learning content and content navigation buttons are displayed in the content area.

	[image: image58.bmp]
	The content navigation bar: The content navigation bar allows you to navigate through the content of a topic.

	[image: image59.bmp]
	The topic navigation bar: The topic navigation bar allows you to move from one topic to the next, return to the course map, and exit a topic.


When you open a topic as part of a course, you can move from one topic to another using the [image: image60.png]


 and [image: image61.bmp] buttons. If a button is grayed out, you cannot navigate in that direction. If no other topics are available, the buttons are not displayed. 
When you start the topic, its content area displays the content of the topic and the content navigation bar. Use the Forward [image: image62.bmp] and Back [image: image63.bmp] buttons to navigate through the content. The other available content navigation buttons will alter depending on the content type. 

Note: In some older content, the content navigation buttons appear differently: [image: image64.png]



When a topic contains audio content, audio is automatically enabled. To disable audio, click the Enable/disable audio icon [image: image65.bmp]. To replay audio content, click the Replay button [image: image66.bmp]. 

Note: In some older content, you do not have the options to enable/disable audio or to replay audio.

The Topic navigation bar appears at the bottom of the e3 content window.

It allows you to navigate within the topic and jump from one topic to another. You can see which learning point each number refers to by rolling your mouse pointer over it. Clicking a number will bring you to the start of that learning point. Clicking the Objective link returns you to the start of the current topic. This page displays the learning objective and the learning points within the topic.

To return to the course map at any stage, click the [image: image67.bmp] button. The course map shows the topic's place in the course hierarchy. Note: When you click Course Map, your position within the current topic is automatically saved.

Course Features

There are a variety of features in the courses including demonstrations, questions, simulations and animations. Not all courses contain all the features listed.

Demonstrations

You can move through screens by using the Forward or Back button in the navigation bar. You may also be presented with instructions to complete a task by clicking on a hotspot, or obtain additional information by rolling the mouse over a specified object on the screen.

Questions

User-selection and user-input questions appear at intervals throughout the topic, together with the controls to allow you to answer them. These exploratory questions require you either to select an answer from a number of options or to enter the text yourself. Once you have completed a question, you will be given feedback on your response.

Simulations
Simulations require you to perform tasks in a simulated environment. When you complete a task, the system judges whether you did so correctly and lets you proceed to the next task. If you perform the task incorrectly, you can repeat it or move on to the next part of the simulation.

Extra buttons appear between the Forward and Back buttons during simulations. These include:
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· Task button, which allows you to view the task statement 

· Steps button, which allows you to view a complete list of the steps in the simulation 

· Done button, which triggers the system to judge your performance when you have finished a task 

· Show Me button, which launches an animated sequence that performs all the steps in the simulation and displays accompanying text

User-controlled animations
At certain points during a topic, a user-controlled animation will be triggered. When this happens, a Play/Pause button will be added to the navigation bar to allow you to control the animation. Clicking the Back button will bring you to the first frame of the animation.

Taking Tests

Taking tests in Proficiency Mode

When you launch a test, you are assessed in Proficiency Mode. Proficiency Mode tests allow you to assess your competence before or after you take a course or topic. Answers you give will be marked correct, incorrect, or partially correct, and you can check your score at any time against a specified mastery level.

During a test session, you can review all your answers but you cannot change any answers. However, once you have ended the test, you may return to the questions that you answered incorrectly and retake them. By comparing your score against the required mastery level, you can easily assess your competence in any course or topic.

Your test score is saved and you can return at any time to retake the test.

Launching a test 
To launch a test for content for which there is a course map, click [image: image69.png](E) Take Course Test



 on the course map.

If you want to take an individual topic test, click the relevant Take topic test [image: image70.png]


 icon on the course map.
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· When you launch a course or topic test, the main test page is displayed. From here you can launch the test and view the progress you have made if you have already completed some questions. 

· The name of the course or topic that you are being tested on appears in the top bar.

· For a course test, the table lists all the topics in the course and, if you have already taken any of the topic tests, the results that you attained. These results are plotted graphically to illustrate whether you have reached the specified mastery level. For a topic test, the title and mastery level are displayed along with a test result if you have taken the test before.

· The three main controls for the test appear below the table. Click [image: image72.png]


 to begin taking the test. If you have taken the test before, you can click [image: image73.png]


 to review any questions that you did not answer or answered incorrectly. Click [image: image74.png]


 to view the Status page for this test and to review the status of your answers.

NOTE: The Take Incomplete/Failed Parts button is displayed only if you have already answered at least one question in the test.

Answering test questions
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· When you click the [image: image76.png]


 button on the main test page, you are presented with a series of questions, each of which you answer in turn. There are six question types, any or all of which may be included in a particular test

· When you answer a question, click the [image: image77.png]


 button to submit your answer.

· After you click the [image: image78.png]


button you will receive feedback telling you whether your answer is correct, incorrect, or partially correct. If you do not answer a question, it is marked as incorrect. Click [image: image79.png]


 to take the following question. 

· Use the [image: image80.png]


 button to review the questions that you have already answered. Note that you cannot change any of your answers during a test session. Once the test has ended, however, you may choose to retake those questions that you did not answer correctly.

· If you do not want to answer the question immediately but want to return to it after answering some other questions, click the [image: image81.png]


 button.

· You can click the [image: image82.png]


 button at any time to review your progress on the status page.

· When you click the [image: image83.png]


 button after you have received feedback for the last question in the test, a message is displayed indicating that the test is ending, after which you are returned to the main test page where you can view your test score.

Viewing the status page

The status page indicates the progress that you have made in a course or topic test and is accessed by clicking the [image: image84.jpg][ Status |



 button on the main test page or on any of the test question pages.

Note: Once you have completed a test, you can view your progress by clicking the Review Previous Test button.

Exiting a test

When you have answered the last question in a test and clicked the [image: image85.png]


 button to receive feedback, clicking the Next Question icon causes a message to display, indicating that the test will now end. You are then returned to the main test page where you can see your test progress.

If you want to exit a test before the end, click the [image: image86.png]


 button. Progress for any questions that you have attempted will be returned to your learning management system. Any questions that you have not completed will be recorded as incorrect.

IT Classic Content Features and Navigation

You launch a course from your Learning Management System. The following features and navigation items are found in all courses. 

When you launch a course, the course map is displayed to the left of the screen. The course map is arranged by units. You can choose to start the course at the beginning, or at any of the units. 

[image: image87.jpg]



The course map displays the structure of a course. Each course is divided into units. Each unit is made up of topics. Topics are divided into a series of screens.
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Course Navigation

When you first start a course, the course map is displayed. From the course map, you can choose to run the course from the beginning, or jump into the course at any unit, topic, or screen of your choice. 
· Click the unit title to view the topics within the unit.

· Double click the topic title to start the topic at the beginning screen for that topic.

· Double click a screen number to start the topic at that screen.

Course Map Control Panel Buttons

Along the bottom of the course map, are control panel buttons.
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· The 
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 button returns you to the beginning of the topic last visited. This applies even if you have exited and re-entered the course. This button is only available if you have accessed at least one unit. Clicking the Exit button will bookmark your location.

· The [image: image91.jpg]


 button displays your progress through course units and any test scores.

· The [image: image92.jpg]


 button starts a selected topic or screen number.

· The [image: image93.jpg]


 button launches your web browser and provides access to the Course Resources web page, which contains all the web links belonging to the course. Web links are provided to supplement and complement the course, as well as to enhance your learning experience. They are not intended to fulfill course objectives.

· The [image: image94.jpg]


 button exits the course after a confirmation screen and sets a bookmark within the course.

· The [image: image95.jpg]


 button displays the Course Help System.

Course Navigation Features

Once you enter a topic, the Smart Controls are displayed by default in the right-hand side of the screen – either fixed or as a floating control palette. The control palette can be maximized by using the maximize/minimize button. You can return to the course map from any point in the course by clicking on the Navigate button.
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· The [image: image97.jpg]


 button enables you to navigate through a course.

· The [image: image98.jpg]


 button takes you to the course map screen. 

· The [image: image99.jpg]


 button displays a Web links dialog box with a link to the Course Resources page on the Internet. Clicking the link will launch your browser and bring you to the page. 

· The [image: image100.jpg]Y Take riotes ™ )



 button allows you to launch a text editor, copy the onscreen text to a text editor, or copy the text of the entire topic to a text editor. Once you have copied the text, open the application you want to paste it to and save as normal.

· The [image: image101.jpg]


 button displays extra information relevant to the point being discussed in the course. When a footnote is available, a small yellow icon appears to the right of the text. Click on the icon or Footnote button to access the information.

· The <Audio> button allows you to take an audio-enabled course in one of three different ways – text and audio, text only, or audio only.

· The [image: image102.jpg]


 button displays the Course Help System.

· The [image: image103.jpg]


 button exits the course after a confirmation screen.

· The [image: image104.jpg]


 button maximizes or minimizes the Smart Control palette.

Course Features

There are a variety of features in the courses ranging from Notes and Web Links to Lab Exercises and Simulations. Not all courses contain all the features listed.

Unit Aim and Objectives

This screen displays the unit aim and learning objectives for the unit.

Notes

Notes appear on screen in a note box separate from the regular text. Notes are used to include additional, useful, interesting, or aside information about the text immediately preceding them. They are also used to refer to relevant sources of information—other SmartCourses, manuals, online Help, and so on.

Footnotes

Footnotes are used for nonessential information relevant to the text being discussed. Sometimes they are used when the information that would normally be included in a note is too long. They are indicated on screen by this icon appearing at the end of a paragraph[image: image105.png]


. The icon stays enabled as long as the information in the footnote is relevant. Clicking the icon displays the footnote on screen.

Web links

Web links are used to access helpful information on the Internet from within a course – these types of web links are refered to as embedded web links. An embedded web link has specific relevance to the information under discussion and is inserted in the course text itself.

Demonstrations

You are guided through a demonstration of tasks that apply the concepts to practical situations. In the case of a software application, this is illustrated by a screenshot, with the relevant feature clearly indicated. This improves your understanding of how to use a given tool in a real-world environment.
Course Questions

Course questions (or "discovery" questions) encourage you to think about the material and anticipate the correct answer. Unlike the course or unit tests, no record is kept of your answers to questions in the course, and you are only scored on your performance when you choose to take a test.

There are nine different types of course question, such as true/false, yes/no, and multiple-choice. 

Unit Summary

Each unit ends with a unit summary screen. When you enter the unit summary screen, a brief account of what you have covered in the unit displays. If you want to view the full summary for the unit, click the Summary button.

Exercises

Exercises offer a thorough interactive practice session appropriate to the learning points covered previously in the course. 

Both lab exercises and coding exercises are indicated in the list of topics in the course map by a pointing-hand symbol.

A Lab exercise offers you an opportunity to work in a simulated version of an application. 

A Coding exercise gives you an opportunity to analyze and write code or commands. This type of exercise uses a simulated version of a realistic programming environment. This allows you to become actively involved in building one or more coding statements on screen by answering special coding questions throughout the exercise. Appropriate feedback is always given after each question. In all coding questions you can choose to access a question hint by selecting the Hint button.

A Simulation allows you to practice using the application. They differ from other exercises because they are integrated into the course text rather than appearing in a separate dialog box.

A DecisionPath exercise simulates the process of making complex decisions. You are presented with a business problem and asked to come up with a solution by answering a series of questions. Each time you answer a question, your decision—and its consequences—is recorded in the log window. There is no single right or wrong answer, although one decision is generally better than the others. Every decision you make receives feedback. In addition, if you wander too far in the wrong direction—that is, continue to make bad choices—you receive feedback prompting you to move back in the right direction. 
Assessment

Test results provide important information on whether you have successfully assimilated the course content and learned the intended skills. You can take a test at either a unit or a course level. You can choose to take a test on a piece of learning content at any point before, during, or after launching the content.

You can see your score clicking the Status button in the test question box.

Note that no Cancel button is available in test questions. This means that you must attempt every test question. You can, however, choose to exit the test at any point. If you do opt to exit, you will abandon the test completely and you will have to start from the beginning the next time you take the test. 

Unit tests are designed to assess your knowledge of a particular unit. Depending on your performance in the unit test, you may or may not want to complete the actual unit. Your score displays when you finish the test. 
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The Course Test covers material on the entire course. This test can serve as a pretest when taken before going through the course, or taken after you have gone through the course to assess your knowledge. The Course test questions are randomized from a bank of test questions. 
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FastTrack assessment creates a personalized learning path tailored to your particular needs. When you have mastered the questions for a unit, a checkmark appears beside that unit title in the course map. If you are unsuccessful in questions for a unit, an X will appear beside the unit. A dash appears beside the unit when no test has been taken. 
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SkillSoft Simulation (SkillSim)

A SkillSoft Simulation (SkillSim) is a technology-enabled simulation which puts you in an authentic business or professional situation.

You play a major role in a variety of simulated interactions where your decisions have a direct impact on the course of events and result in realistic consequences. The SkillSim is designed to help you practice or assess your mastery of skills and knowledge learned in a series of SkillSoft courses..
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Playing a Simulation

The way you enter into a simulation varies depending on how your company delivers their web-based training. If you are using SkillSoft’s Learning Management System (SkillPort) to deliver your training, you start the Simulation using the same method as you do for starting a course. (Refer to the How to Use SkillPort document)

Regardless of the exact system, each simulation starts from a summary page that provides:

· An overview/description of the simulation
· Target Audience
· Suggested Prerequisites
· Expected Duration
· Lesson Objectives
Click the Play this course link on the summary page to launch the simulation.

Introducing a Simulation

All simulations begin with an introduction page that provides overview information about the simulation. For example, the introduction page may include information about:
· the company you work for
· the characters you will interact with, and
· the resources that are available to you during the simulation.
The specific information available on each introduction page depends on the simulation content. You can review the information from the introductory page (along with other important pieces of information) after the simulation begins by selecting Reference Info from the Simulation Player Menu. 

To start playing the Simulation, click the Start the SkillSim link on the Introduction page.

Tip! Make sure you read and become familiar with the introductory information. This information can assist you in your performance during the simulation!

Explore Mode vs. Score Mode

After you click "Start the SkillSim" on the introduction page, you are prompted to enter one of two modes: Explore Mode or Score Mode. The mode you choose dictates how you experience the simulation.
Explore Mode

Explore mode provides helpful feedback about the choices you make during the course of the simulation. Choice feedback appears when you roll your mouse on one of the available answer choices. You can also navigate back to previously viewed pages and select alternate choices to experience a variety of different outcomes.
Note: You do not receive any assessment scores for simulations taken in explore mode.

Score Mode

Score mode allows you to test your skills within the simulation. Unlike Explore mode, you do not receive any Choice Feedback about the choices you make until you complete a scene within the simulation. You are also restricted from returning to previously viewed pages. Your performance is assessed against the simulations objectives (introduced in the simulation's summary page).

After you complete the simulation, your score is recorded in the learner management system database. Choices in the simulation are rated "Appropriate," "Fair," or "Inappropriate." The Simulation Player uses these ratings to determine your score.

· You complete the simulation making all "Appropriate" choices. Your score is 100.

· You complete the simulation and some of the choices are rated "Fair" or "Inappropriate." Your score is less than 100 but greater than 0.

· You fail the simulation. Even though you may have made "Appropriate" choices, you selected an "Inappropriate" choice that terminated the simulation early. A Final Summary feedback page is displayed and you are not presented with the remaining material in the simulation. Your score is 0.

Navigating through a Simulation

There are several ways to advance through a simulation:
· Select specific choice text

· Choose to use an active resource on the desktop or from the Simulation Player Menu

· Click on the previous button [image: image110.png].



 located near the top-right of the simulation interface. The button allows you to page back through the simulation screens.

Note: The previous button is unavailable throughout a simulation if you are in Score Mode. This prevents the student from scrolling back and re-answering questions they may have answered incorrectly. In Explore Mode, the previous button is inactive on the first page of a new scene. You can only return to a previously played scene by exiting the SkillSim Player and restarting from the beginning.
Simulation Player Menu

All the commands necessary to complete a simulation are available from the SimPlayer Menu.
	Menu Command
	Description

	Client, Phone, Course, Document, Computer
	Resources used throughout the simulation to aid you in making decisions. Sub-menus appear if there are several choices available under each resource (e.g. there are several computer files for you to reference during the simulation).

	Reference Info
	Reference information is available throughout the course (it is always available on the menu). Reference information is background information or other pieces of data that you would always have available (e.g. information on the various characters that appear during the simulation).

	Audio On
	Toggle button that allows you to turn simulation audio on or off.

	Print
	Allows you to print simulation feedback.

	Exit
	Exits the simulation.

	Help
	Opens the web-based help utility for the Simulation Player.


Active Resources

Several resources are made available to you during the course of the simulation. Resources that are available to you at a given point in the simulation are called Active Resources. They appear as clickable items in the interface (a picture of a phone, computer, folder files, etc.) or you can access them via the Simulation Player Menu. The availability of a particular resource depends on where you are in the simulation or on a specific event. There are five different resources available in simulations: Client, Phone, Course, Document, and Computer.

Note: Not all resources will be available during a simulation.

	Resource
	Description

	Computer
	Access to simulated emails and other computer files used during the course of the simulation.

	Document
	Access to various documents that support simulation content (e.g. a company policy memo).

	Client
	Represents interaction with characters throughout the simulation (i.e. clients, coworkers, managers, etc.).

	Phone
	Allows you to have telephone conversations with characters in the simulation.

	Course
	Links you to SkillSoft course content that addresses one of the instructional objectives of the simulation.


Choice Text

Choice text options are available to you as you progress through the simulation. Usually, the response choices are either actions you can take or dialog to respond to another character. Once you have made your decision, click the choice text to continue the simulation. Depending on the situation, you may get a response from a character in the simulation through character dialog.
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Choice Feedback

Choice Feedback is only available in Explore Mode. Choice Feedback appears as you roll your mouse over the various choices you have available during that point of the simulation. The Choice Feedback text box is color coded to help you identify if a choice is good, fair or inappropriate.
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Feedback for an appropriate choice is displayed in a green text box.

Feedback for a fair choice is displayed in a blue text box.

Feedback for an inappropriate choice is displayed in a pink text box.

Events

Events are timed actions that occur at a specific point in the simulation. You have no control over events; their occurrence is predetermined. You are prompted to respond to an event through graphics and audio (e.g. the phone starts blinking or a message saying "You've got mail" appears on the computer screen), pop-up text, or a combination of the two.

Note: It is up to you to choose whether or not to respond to certain types of timed events. However, be aware that the choice you make may impact the final outcome of the simulation. 

Feedback Pages

You will receive feedback for the choices you at the end of each scene on a Feedback Page, and at the end of the entire simulation on the Final Summary Feedback page. Each of the responses you made during the scene are rated as either Appropriate, Fair, or Inappropriate. A list of the objectives covered in the scene also appears at the bottom of the feedback page. You can print a copy of the feedback page by selecting Print from the Simulation Player Menu.
After each scene, you receive feedback based on the selections you made during that portion of the simulation. The options you are presented with on the Feedback pages depend on the mode you selected when you first began the simulation

Explore Mode Feedback

After completing a scene in Explore Mode, you are presented with four options on the Feedback Page:
· Continue - Begins the next scene in the simulation
· Retry Scene - Restarts the scene you just completed
· Retry Simulation - Restarts the simulation at the very beginning. You will again be given the option of choosing between Explore and Score mode. 
· Exit - Exits the Simulation Player
The same options are available on the Final Summary Feedback page (however, the Continue option is not available because the simulation has ended).

Score Mode Feedback

After completing a scene in Score Mode, you are presented with three options on the Feedback Page:
· Continue - Begins the next scene in the simulation
· Retry Scene - Restarts the scene you just completed
· Exit - Exits the Simulation Player
The same options are available on the Final Summary Feedback page (however, the Continue option is not available because the simulation has ended).

Continuing/Restarting a Simulation

You may exit a simulation at any point by selecting Exit from the Simulation Player Menu or from a Feedback Page. When you return to the simulation, you are given the option of continuing or restarting the simulation.
· Continuing a simulation places you back at the beginning of the scene you were in when you originally exited the simulation, not on the exact page. Your previous scores are retained.
Restarting a simulation will place you back at the beginning of the simulation. Your scores will be reset.
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Test Prep Exams

A Test Prep Exam [image: image114.png]


 is a practice test that helps you prepare for a certification exam. You can take a test in Study Mode (where you receive feedback after each question) or in Certification Mode (designed to mimic a certification exam).
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Mentoring objects 

Mentoring objects [image: image116.png]


 are a convenient way of accessing the Ask my Mentor feature for a particular course or certification path. They map to specific certification exams, and appear in the Catalog beneath corresponding exams within the Certification View. 

You can also search for mentoring objects as you would any other learning event type using SEARCH-and-LEARN.

Express Guides

While e-learning courseware can help organizations master new technologies effectively, cost-efficiently and on a globally dispersed basis, there is usually a time gap of several months between the announcement of new technologies and the first emergence of quality e-learning courses. 

SkillSoft Press Express Guides [image: image117.png]


 close that time gap, delivering a cost-effective means of learning new technologies within just a few weeks of the availability of important new technology and certifications.

Express Guides are electronically-delivered equivalents of the student guides that IT professionals receive when they attend instructor-led training classes. They consist primarily of text and graphics and do not contain interactive practice questions or assessments. 

Support

SkillSoft Technical support

From the United States and Canada:

Dial toll free 1-866-SKIL-HELP (1-866-754-5435)

From elsewhere in the Americas:

Dial direct +1-506-462-6612

From Europe and Middle East :

· From France dial toll free 00-800-76-27-84-35

· From the United Kingdom, dial toll free 0-800-973-184

· From Ireland, dial direct 01-283-0380

· Elsewhere, to call Ireland, dial direct + 353-1-283-0380.

From Asia Pacific:

· From Australia, dial toll free 1-300-728-377

· From New Zealand, dial toll free 0-800-738-324

· Elsewhere, to call Australia dial direct +61-2-9941-6371

· Army e-Learning Program Administration Support:  cbt.help@secbmail.belvoir.army.mil
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