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For Business Workers  

1. From the Elevate America for Business Workers ǇŀƎŜΣ ƛƴ ǘƘŜ ά¦ǎƛƴƎ ¸ƻǳǊ !ŎŎŜǎǎ /ƻŘŜέ ǎŜŎǘƛƻƴΣ ŎƭƛŎƪ ƻƴ 

ǘƘŜ άwŜƎƛǎǘŜǊ ŦƻǊ 9ƭŜǾŀǘŜ !ƳŜǊƛŎŀέ ƭƛƴƪΦ ¢Ƙƛǎ ǿƛƭƭ ŘƛǊŜŎǘ ȅƻǳ ǘƻ ŀ ǎƛƳǇƭŜ ǊŜƎƛǎǘǊŀǘƛƻƴ ŦƻǊƳΣ ŀƴŘ ŀǎǎƛǎǘ ȅƻǳ ƛƴ 
creating a Windows Live ID. 

2. Once you complete the registration form, you will be sent to a new web page that provides the learning 
plans available. Click on the learning plan link of your choice. 

3. Clicking the link will open the learning plan in your browser. 
4. To save the learninƎ ǇƭŀƴΣ ŎƭƛŎƪ ǘƘŜ άSave to My Learningέ blue link in the yellow box. 

 
5. ¢Ƙƛǎ ǿƛƭƭ ŎƘŀƴƎŜ ǘƘŜ ǎǘŀǘǳǎ ƻŦ ǘƘŜ Ǉƭŀƴ ŀƴŘ ƛƴŘƛŎŀǘŜ ƛǘ ƛǎ ƴƻǿ άLƴ aȅ [ŜŀǊƴƛƴƎέΦ 

 
6. You will initially need to redeem your free e-ƭŜŀǊƴƛƴƎΦ /ƭƛŎƪ ƻƴ ǘƘŜ ƭƛƴƪ άRedeem Your Free E-Learningέ 

located below the plan title. This sends you to an elearning access code entry page. Please note the term 
Access Code and Voucher Code refer to the same thing. 
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7. You may have a pop up window that asks if we can automatically sign you in with your Windows Live ID. 

Click to accept. 
8. Accept the End User License Agreement by clicking the check box, and then Input the above access code 

(the code is case sensitive). Click Enter. 

9. You will be sent to a Product Selection page. Choose the e-learning collection you wish to use ς this needs 
to be the collection you were instructed to pick in the learning plan. Simply scroll down and find your 
course, click the check box next to it, and click Submit at the bottom of the page. 

 



 

Page | 3  
 

10. You are sent then to a Thank You page which confirms you have redeemed an e-learning collection. Click 
ƻƴ ǘƘŜ  άDƻ ǘƻ aȅ [ŜŀǊƴƛƴƎ ǘƻ ǎŜŜ ȅƻǳǊ ƻƴƭƛƴŜ ŎƻƴǘŜƴǘΦέ 

 

11. This will take you to a personalized space that stores all of the learning content and learning plans you 
have saved.  

 

12. /ƭƛŎƪ ƻƴ ǘƘŜ άaȅ [ŜŀǊƴƛƴƎ tƭŀƴǎέ ƭƛƴƪ ƛƴ ǘƘŜ ǳǇǇŜǊ ƭŜŦǘ ά.ǊƻǿǎŜ aȅ [ŜŀǊƴƛƴƎέ ōƻȄ ǘƻ ōǊƛƴƎ ǳǇ ŀ ƭƛǎǘƛƴƎ ƻŦ 
your learning plans. 

 
11. Click on the Learning Plan link to open it. 
12. You are ready to begin your courses! Click on the Collection or Course listed in Step 1. If your learning plan 

has a Collection, you will be directed to a page that l ists the collection of courses that have been unlocked 
with your access code. 

a. ¸ƻǳ ǿƛƭƭ ǎŜŜ ŀ ōƻȄ ŀǘ ǊƛƎƘǘ ǘƘŀǘ ǎŀȅǎ ά.ǳȅ ¢Ƙƛǎ /ƻƭƭŜŎǘƛƻƴέΦ Please ignore this collection price and 

do not click on the Add to Cart button.  While this reflects the actual value of the collection you 
are receiving for free, it is a program error which will be corrected soon. 

b. If your learning plan has a single course, you will be directed to a course overview page.  
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13. To begin a course, instead simply click on a course link listed on the left side of the page under the 

ƘŜŀŘƛƴƎ ά¢Ƙƛǎ ƻŦŦŜǊ ƛƴŎƭǳŘŜǎ ǘƘŜ ŦƻƭƭƻǿƛƴƎΥέΦ  
14. This will bring up a course overview page. To launch the course, click on the Begin This Course button at 

right. 

15. Once your course is complete, go back to your internet browser, and click the Back button to navigate 
back to your l ist of courses provided in the collection and launch a next course. 

16. In the Learning Plan, be sure to mark each step complete by clicking the yellow check box for the step 
completed.  

17. ¢ƘŜ Ŧƛƴŀƭ ǎǘŜǇ ƻŦ ǘƘŜ ƭŜŀǊƴƛƴƎ Ǉƭŀƴ ƭƛƴƪ ά¢ŀƪŜ ǘƘŜ /ŜǊǘƛŦƛŎŀǘƛƻƴ 9ȄŀƳέ ǿƛƭƭ ǎŜƴŘ ȅƻǳ ǘƻ ǘƘŜ aƛŎǊƻǎƻŦǘ-
authorized exam provider, Certiport. When you are ready to take a certification exam, and have your free 
exam voucher, you will click the learning plan link to find a local exam testing center, and schedule to sit 
for an exam. 

For users who do not have access to a purchased version of Office 2007, all of the applications are available for a 
60-day free trial at the following website: http://us1.trymicrosoftoffice.com/default.aspx?culture=en-us.  

If you ever get lost and want to return to your learning plan, you can always simply go here:  
http://www.microsoft.com/about/corporatecitizenship/us/communityinvestment/learning/business_workers.msp
x, and click on the link for those already registered at the bottom of the page.  


