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Logging In

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

Student Login

New Students

cen to enroll
Current Students
Llsername

F: AS ST |j

Forgof your Lisernarme or Pa

Your username will be your
email address.

When you first begin, your
password will be “florida” (all
lowercase.)

Thomas Alvarez 305.265.7576 x 133 — thomas.alvarez@newhorizonsmiami.com
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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:

Username/Password

Forgot your Username or

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

Thomas Alvarez 305.265.7576 x 133 — thomas.alvarez@newhorizonsmiami.com
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Overview

List of Links

W& O O O

Welcoma My Training My Resourcm My Professional Developmant

0 =] d Calitamia [agk af danaral -
Seargh Cataln OESANERE | Gwof Lilis v 135 p-2004 1017 PR
j - ans " | ot P | Logows |

Number | Description

Shows any training you may have bookmarked for future reference.

Shows various categories of training available.

Links to certification requirements, and Brainbench™ tests.

Links to message boards: Training, For Your Information, and KnowledgeShare.

Allows you to change username, password, and other personal information.

OO WIN|F

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.

Thomas Alvarez 305.265.7576 x 133 — thomas.alvarez@newhorizonsmiami.com
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Home
My Training

Use this page io kaap track ofyour fraining acivibes

fou HI[I‘B%[ have no ilems bookmartked. To sdd tems fo this page:

1 Brcreeiie or seanch thi calalog 1o 6nd & courgd of evend
Z  Fromghe course or @venl descripion page, eilber
» Higin ar regisher for & session or eaenl, or
# Click ihi Agd Bookrmark bublen al the bap of e page

Mobe: Courses or evends will display awtomabcally it hey ane required or recommended
for you by yodr iraining provider

Your Transcnpt contains a
complete history of your Fainmg

acivias.

Tala | Session Dates

Complaie

o2

All training currently in process
will be listed in this table.

Thomas Alvarez 305.265.7576 x 133 — thomas.alvarez@newhorizonsmiami.com

6




FOR INTERNAL USE ONLY

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:

3 Entire Catalog

The Entire Catalog caontains all items available. This includes:

o All cantentyou can access with your current subseription
» Suhscription content and other items that are available far you to purchase.

Business Skills and Soft Skills

Communications

Fi Management
inance
— ProfessionalPerzonal Development
Human Resources Zal
. ales
Leadership -
Compliance

Zexual Harassment

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:

Q Communications

Communications

Self-paced Courses
Basics of Effective Communication
Harvard Manage hdentar: Ghﬁnq and Receiving Feedback
Harrard Manage hentor: Makilﬁa Fresentation

Harrard Manage Mentor: Prepari% 3 Business Plan

Harvard Manage Mentor: Bunning a\Meetinq

Harvard Manage hdentor: Writing for Buginess

Intercultural Business Etiquette

Fresentation Skills
Prowiding Effective Feedback

Human Resources Each of these links is to a
course.

Self-paced Courzses
Harvrard Manage Mentor: Managing Lifficult Interactions

Prewenting Sexual Harassment for Leaders {Quicknowledge)

Thomas Alvarez 305.265.7576 x 133 — thomas.alvarez@newhorizonsmiami.com
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Professional Development
Clicking on the link for “Certification Plans” brings up this screen. From here, w slick on
links to get further information on Microsoft Office Specialist certification.

Certification Plans

A Cedification plan lists exams needed to obtain a specific
cetification, and a list of courses that can help you prepare
for each exam. Select a categary link ta view a listing of
cedifications.

Home Computing % Office Productivity
The Home Computing category includes infarmation an Office Productivity cowvers topics such as word processing,
concepts and applications used in the home spreadsheets, databases and other tools used in day-to-day
efwviranment. Itincludes basic computerinternet projects,

concepts aswell as using avariety of applications such
asword processing, spreadsheets, publishing,
graphics, email, and hame finance.

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

A cedification Plan lists exams needed to obtain a specific cedification, and a list of courses that can help ire far each
exam. Select a categary link to view a listing of cedifications.

Microsoft ﬁ)lfﬂce 2003 for Expert Cerification
Microsoft fice 2003 for Master Cedification
Microsoft Office 2003 for Specialist Certification

In this example, 1 clicked “Microsoft Office 2003 for Expert Certification:”
Microsoft Office 2003 for Expert Certification

H +| #Add Bookmark to hdy Professional Dewelopment

Forindividuals looking to prepare for the Microsoft Office Specialist Expert Cerification. Candidates must successfully complete
any one of the Expert exams.

Related Exams
Choose a certification exam from helog

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

0 view the related courses:

Office 2003 Editions Track EBxpert Certification

Candidates must succeassfully complete any one of the Expent Exams.
Wiord 200y Expert
Wiew Exa pecifics

Links to Microsoft's web site to
review the exam requirements.

Excel 2002 Expert
Wiew Exarn 5o

Thomas Alvarez 305.265.7576 x 133 — thomas.alvarez@newhorizonsmiami.com
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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.

Message Center

The Message Center is your connection to important announcements and messages. Youll find information on training and
resources, and general information that may be of interest to you. Select a link to viewr the detailed announcement or messane.

Mess%iges

Training

For Your Information

KnowledgeShare

Messages relevant to your
current training schedule.

General information messages.

Messages related to a particular
topic of study.

Thomas Alvarez 305.265.7576 x 133 — thomas.alvarez@newhorizonsmiami.com
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Account Info

Personal Information

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

Account Information

The Accound Informaton secan of the gibe allows you b werily and updale your personial informalion, set vaur general
prefargnces, view Informeson on he coursas you'yve socessed, snd And detailed infarmaticn on ofders youye placed Flelds
matked with an {7 are requimed

Personal mfbmation

" Llzamame

~ Pas: o

M Password

Rie-tpe Meéw Passwind

N

" FirstMame: | \

Middle Mame: | \

Fields with an asterisk (*) are

*Lasiname | required

Thomas Alvarez 305.265.7576 x 133 — thomas.alvarez@newhorizonsmiami.com
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Account Info — Preferences

General Preferences:

¥ Save username and password (i.e. Automatic Login)

[ Shn%"Fnr‘r‘nu nfarmation” messages

Tirme-zane praferen ;||:GMT -08:00) Pacific Time (US & Canada) (PST) j

Fersonalize site attributig based on the areas of interest selected: {check aif that apond

¥ Business Skills and S8 Skills T Compliance

¥ Databases [T Design & Me . ) ,

- _ - This is pretty handy — if you're
E-Business Hardware, Ny - sing the florida Training Site

™ Home Computing I~ 1T Security on your own computer, you

W Office Praductivity ™ Programming don’t have to keep logging in.

™ Project Management ™ workplace Safety

1}3 Preference for Course Language:

Check the individual boxes nextto all languages that you would like to have listed in your catalog.
Maote: Mot all the courses are translated into all languages listed.

I Afar I Afrikaans
I Arahic ™ Czech

[ German I Greek

¥ English [ Esperanto
™ Spanish T French

I Frisian I italian

[ Japanese [ Korean

™ Dutch ™ Moreeegian
™ Oceitan ™ Polish

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

™ Portuguese [ Tamil
™ Thai ™ Chinese

™ Russian

Self-paced courses:

[T Play audio in sound-enabled Self-paced courses

Thomas Alvarez 305.265.7576 x 133 — thomas.alvarez@newhorizonsmiami.com
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Help

Help
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There mav be features listed helow that are not part of your subscription. Ifyou are not able to access all of the features
displayed below, please contact your training provider for more information.

Site Basics

Site Basics FP&%S
Cverview of e orizons
Site Mavigation

My Training
My Professional Develoxment

Trademarks and Copyrights
Privacy Policy

Feturn Policy
Safe Shopping Guarantee

Catalog Professional Development
Catalog FAGS Professional Development FACS
Types of Courses Lsing Professional Development
Online Instructor-led Courses Certification Plans

Self-paced Courses

» Brainhench Exams

Course Syllabus
Course Assessment

Centra System Reduirements

» ylabs

Ask an Expert

Using Search
Search FAQS

Message Bo3

hessane Boar

Click on a link for specific
information on a given topic.
Remember, these will open in a
new window.

Thomas Alvarez 305.265.7576 x 133 — thomas.alvarez@newhorizonsmiami.com
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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:”
Help

Contents and Index
Tip of the Day

For MNetscape Users
Cnline SUppart
Send Feedback

Abpeit Internet Explorer

You should see a screen like this:

; About Internet Explorer ﬂ

!' Mini'-:nsEﬁ“

Version: 6.0,2800,1106

Product I0:55736-343-6410584-04567
pdate Yersions:; SP1; Q824145; Q330994; Q3325394;
QS37009; QE31167; Q523353; QE67a01;

Based on MCSA Mosaic, NCSA Mosaic{TH); was il
developed at the Mational Center for Supercomputing
Applications at the University of Ilinois at Urbana-
Charpaign, ;I

F I‘j Copwright ©£1995-2001 Microsoft Corp,
'{‘ﬁ J Acknowledgements

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.”
| Tools  Help

Mail and Mews L
Synchronize. ..
Windows Updake

Igkernet Opkions...

On the tab called “General,” choose “Settings:”

General |Seu:urit_l,l| F'rivau:_l,ll Enntentl D:unneu:tiu:unsl F'ru:ugramsl .-’-'-.dvann:eu:ll

—Haome page

% ¥'ou can change which page to use for vour home page.

Address: it A, google. comy

Ilze Current Ilze Default I1ze Blank,

— Temparany Internet files

o Pages you view on the Intermet are stared in a special folder
@& Y for quick viewing later.

Delete Cookies... | Delete Eil@lﬁettings... >

—Hiztary

The Higtory folder containz links to pages pou've vizited, for
quick access to recently viewed pages.

Dayz to keep pages in histony: |2EI 3: Clear Hiztory |

Colaors. . | Fonts... | Languages... | .-’-'-.u:u:gssil:uilit_l,l...l

] I Cancel | Apply |
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You should see a screen like this:

settings 2| x|

‘ Check For newer versions of stared pages:
»
= " Ewvery visit ta the page

f Ewery time wou skark Internet Explorer

£ pever

— Temporary Internet files folder

Current location:  C:\Documents and
Settingst Administratori Local
Settingsi Temporary Internet Files),

Amount of disk space ko use:

} 1 = MB

Maovve Folder, .. | WiE Files...@w Chjects, ., | >
(04 I Zancel |

Click “View Objects.”

See if something called “Shockwave ActiveX Control:”

Fa o wins T Downdoaded Program Files =B =]
| Bl Bk dew Fgordes ook e =
| #mpeck - = - (3] PYsearch Folders (P HS O X | B
| iugirea |j_| L WINNTIDownioaded Frogram Fles j | Wy -
= =l = Program Fis | st | Tokal Size
ol - | (. ] 4D0K00075-5500-D010-B000-0OAADO BT L} Unknown 2B
e ] compid Class Ik slked 06 KB
Downloaded Program oo das It allert 400 kB
Files i DomnloadHanager Control Trist ket 184 KB
&l Class Trosl alsacd 34 KE
This fokder contaire th fles nesded to ERFRManet Devwrdosd Control Classs Tk aked 288 KB
display Wb pages that you have T
f . ] i Turssl et o 'i_lfﬁ Truk aifbaad SEKE
srady openad ] LightSurfuploadSt Clags gt alked 32 KE
Most of thess fles help ron snimatons ﬂL#tmrﬂﬂlﬂE It alleq 33T KE
on & Web page. | if] Microsoft Office Templste and Media Contral  Installed 52 KB
The Bl are ploced in this Folder when (8] OFfice Lipdste Installshon Engine Installad 112 KE
woid it 3 W page 5o that F you W] PopCaploader Ciject Installed 1Z3 KB
open hat pags sgan, the page villbe G GuckTims Chiect Installed 4EB
displayed more: quickly. o TS installed 512 KB
Sedesct iy ke B view ks deser Izt mlled 4EB
LE L g g ) Ik il LLis
W] srpeick brpeinks Ik alhedd 145 KE
ﬂﬁ'rmhc ARl Scannher [T 21ZKE
H]Smmtﬁ P ST LEeEy Class Tk b 154 KB
] Update Class Trisk e 130 KE
] vInstSkanter Class Trusk afhaad 136 KE

1] |

|

21 obgect{s)




