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Logging In 

Your Username and Password 
When you first go to http://knowledge.newhorizons.com, you will see this screen: 

 

Your username will be your 
email address. 

When you first begin, your 
password will be “florida” (all 
lowercase.) 
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Forgot Your Username or Password? 
If you have forgotten your password, you can click the link that says, “Forgot your Username 
or Password?”  You will get this screen: 

 
 

All you have to do is enter your 
email address; you’ll have your 
username and password 
emailed to you. 
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Overview 

List of Links 

Number Description 
1 Shows any training you may have bookmarked for future reference. 
2 Shows various categories of training available. 
3 Links to certification requirements, and Brainbench™ tests. 
4 Links to message boards:  Training, For Your Information, and KnowledgeShare. 
5 Allows you to change username, password, and other personal information. 
6 Links to a variety of help topics. 
 

Technical Requirements for Success: 
In order to take full advantage of the DGS Training Website, you should make sure you have 
the following installed on your computer: 

•  Internet Explorer 5.0 or higher (to check, just open Internet Explorer.  Go to “Help,” 
and choose “About Internet Explorer.”) 

•  Shockwave (a free download from www.macromedia.com) 
•  Adobe Acrobat Reader (a free download from www.adobe.com) 
•  Make sure that if you have popup blocking software turned on, that you allow popups 

for this site 
 
For more information, see the Appendix at the end of this guide for more information on how 
to determine if you have the right plug-ins. 

1 2 3 4 5 6 
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Home 

All training currently in process 
will be listed in this table. 
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Catalog 
 
Clicking on each heading shows a summary of course offerings.  For example, clicking on 
“Business and Soft Skills” presents us with a screen like the one below: 

 
Clicking on each heading shows a summary of course offerings.  For example, clicking on 
“Business and Soft Skills” presents us with a screen like the one below: 

 
 

Each of these links is to a 
course.
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Professional Development 
Clicking on the link for “Certification Plans” brings up this screen.  From here, we can click on 
links to get further information on Microsoft Office Specialist certification. 

In the example below, I clicked “Office Productivity;” I get the following screen: 

 
In this example,  I clicked “Microsoft Office 2003 for Expert Certification:” 

Links to self-paced courses to 
achieve expertise for the exam.

Links to Microsoft’s web site to 
review the exam requirements.
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Message Center 
The purpose of the Message Center is to allow you to exchange information with other users 
on the DGS Training website. 

Messages relevant to your 
current training schedule. 

General information messages. 

Messages related to a particular 
topic of study. 
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Account Info 

Personal Information 
The Account Info page is where you can change your username, password, and change your 
preferences. 

 

Fields with an asterisk (*) are 
required. 
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Account Info – Preferences 

This is pretty handy – if you’re 
using the florida Training Site 
on your own computer, you 
don’t have to keep logging in. 

You can turn on or off the 
sound for all of your courses at 
once.  Otherwise, you have to 
do it module by module. 
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Help 

Click on a link for specific 
information on a given topic.  
Remember, these will open in a 
new window. 
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Appendix:  How to Check your Browser Information 

Check your browser version 
Open Internet Explorer. 
 
Go to “Help,” and choose “About Internet Explorer:” 

 
 
You should see a screen like this: 

 
 
Look at the “Version,” and make sure it’s 5.0 or higher. 
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Checking for necessary plug-ins 
Go to Tools, and choose “Internet Options.” 

 
 
On the tab called “General,” choose “Settings:” 
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You should see a screen like this: 

 
 
Click “View Objects.” 
 
See if something called “Shockwave ActiveX Control:” 

 


