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Following is a step-by-step guide for using your learning plan. Please note there are separate instruction 

steps depending on which type of learning plan you wish to take. 

 

For Users New to Computing  

1. From the Elevate America for Users Who Are New to Computing ǇŀƎŜΣ ƛƴ ǘƘŜ ά¦ǎƛƴƎ ¸ƻǳǊ !ŎŎŜǎǎ /ƻŘŜέ 

ǎŜŎǘƛƻƴΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άwŜƎƛǎǘŜǊ ŦƻǊ 9ƭŜǾŀǘŜ !ƳŜǊƛŎŀέ ƭƛƴƪΦ This will  direct you to a simple registration form, 
and assist you in 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 for the one you wish to use. 

 

3. Clicking the link will  open the learning plan in your browser. Note ς if you have never been to the 
Microsoft Learning site before, you will  be asked to fi ll  out one additional informational form. Once 
complete, your learning plan will  open. 

4. To save the learning plan, click the άSave to My Learningέ blue link in the yellow box. 
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5. This will  change the status of the plan and indicate i t is now άIn My Learningέ. 

 

From this point, your instructions change depending on which learning plan you choose. 

1. CƻǊ άLearning Plan for Individuals New to Computingέ ς your courses are linked and ready for you to 
launch. Simply click on a course title for Step 1, and the course introduction page will  appear. 

 

2. To launch the course,  ŎƭƛŎƪ ƻƴ ǘƘŜ ά/ƭƛŎƪ ǘƻ .ŜƎƛƴέ ōǳǘǘƻƴΦ ¢Ƙƛǎ ǿƛƭƭ ƭŀǳƴŎƘ ǘƘŜ ŎƻǳǊǎŜ ƛƴ ŀ ƴŜǿ ǿƛƴŘƻǿΦ 
You may be prompted to allow popup windows in your browser. Ensure your speakers are not muted and 
ǘƘŜ ǾƻƭǳƳŜ ƛǎ ǘǳǊƴŜŘ ǳǇΦ ¸ƻǳ Ƴŀȅ ŀƭǎƻ ǾƛŜǿ ŀ ǘǊŀƴǎŎǊƛǇǘ ƻŦ ǘƘŜ ŎƻǳǊǎŜ ƴŀǊǊŀǘƛǾŜ ōȅ ŎƭƛŎƪƛƴƎ ά{Ƙƻǿ 
¢ǊŀƴǎŎǊƛǇǘέ ƻƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ ǎƛŘŜ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ 

 

3. Once your course is complete, go back to your internet browser, and click the Back button to navigate 
back to your Learning Plan. 

4. In the Learning Plan, be sure to mark each step complete by clicking the yellow check box  for the step 
completed. You are now ready to move on to the next step using the same process as for your first 
course. 

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/new_users.mspx, and 
click on the link for those already registered at the bottom of the page.  

 

 

http://www.microsoft.com/about/corporatecitizenship/us/communityinvestment/learning/new_users.mspx


 

Page | 3  
 

 

1. CƻǊ άLearning Plan for Windows Vista and Office 2007 Essentialsέ ς you will  need to redeem your free e-
learning using the following access code 9039-EAWOB-9882. 

2. After saving your learning plan, click on the link άRedeem Your Free E-Learningέ located below the plan 
title. This sends you to an elearning access code entry page.  

 

3. You may have a pop up window that asks if we can automatically sign you in with your Windows Live ID. 
Click to accept. 

4. 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.  

5. You are sent then to a Thank You page which confirms you have access to the Windows and Office 
Essentials courses. Click on the  άDƻ ǘƻ aȅ [ŜŀǊƴƛƴƎ ǘƻ ǎŜŜ ȅƻǳǊ ƻƴƭƛƴŜ ŎƻƴǘŜƴǘΦέ 

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

have saved.  
7. Click on the άaȅ [ŜŀǊƴƛƴƎ tƭŀƴǎέ ƭƛƴƪ ƛƴ ǘƘŜ ǳǇǇŜǊ ƭŜŦǘ ά.ǊƻǿǎŜ aȅ [ŜŀǊƴƛƴƎέ ōƻȄ ǘƻ ōǊƛƴƎ ǳǇ ŀ ƭƛǎǘƛƴƎ ƻŦ 

your learning plans.  
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8. Click on the Learning Plan For Windows Vista and Office 2007 Essentials . 
9. You are ready to begin your courses. To start, click on the link for the first course, which is linked in Step 1. 

This will  bring up an overview page about the course. Simply click on the Begin This Course button at 
right. 

10. Once your course is complete, go back to your internet browser, and click the Back button to naviga te 

back to your Learning Plan. 
11. In the Learning Plan, be sure to mark each step complete by clicking the yellow check box for the step 

completed. You are now ready to move on to the next step using the same process as for your first 
course. 

12. 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/communityi nvestment/learning/new_users.m
spx, and click on the link for those already registered at the bottom of the page.  

 

 

http://www.microsoft.com/about/corporatecitizenship/us/communityinvestment/learning/new_users.mspx
http://www.microsoft.com/about/corporatecitizenship/us/communityinvestment/learning/new_users.mspx
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User FAQ 
 

vΥ !ŦǘŜǊ LΩǾŜ ŀŎǘƛǾŀǘŜŘ Ƴȅ ǾƻǳŎƘŜǊΣ ƻƴ ǎƻƳŜ ǇŀƎŜǎΣ ƛǘ ƭƻƻƪǎ ƭƛƪŜ L ŀƳ ōŜƛƴƎ ŀǎƪŜŘ ǘƻ Ǉŀȅ ŦƻǊ ǘƘŜ ŎƻǳǊǎŜǎ L 

have selected, what does this mean? 

A: On a few pages in the Microsoft Learning system, you may see a dollar amount shown.  This dollar amount 

indicates the total value of the collection of courses you are pursuing as part of your Microsoft Learning.   

While it may appear to be indicating payment is required, it is not.  As long as you redeemed your voucher at 

the beginning of the process, you can ignore that item and proceed to your individual courses to begin your 

training.  

 

vΥ LΩƳ ƛƴ άaȅ [ŜŀǊƴƛƴƎέ ōǳǘ ŀƳ ƴƻǘ ǎǳǊŜ ǿƘŜǊŜ ǘƻ ǎtart or what to click on. 

A: In the upper lefǘ ƻŦ ȅƻǳǊ ǎŎǊŜŜƴΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀ ά.ǊƻǿǎŜ aȅ [ŜŀǊƴƛƴƎέ ōƻȄΦ /ƭƛŎƪ ƻƴ aȅ [ŜŀǊƴƛƴƎ tƭŀƴǎ ǘƻ ŦƛƴŘ 

your learning plan. 

 

vΥ LΩƳ ŀ ǊŜǘǳǊƴƛƴƎ ǳǎŜǊΣ ǿƘŜǊŜ Řƻ L Ǝƻ ǘƻ ŎƻƴǘƛƴǳŜ Ƴȅ ƭŜŀǊƴƛƴƎΚ 

A: To return to your learning, we have provided a link for returning users on the overview page depending on 

which type of user you identified yourself as.  

New to Computing: 

http://www.microsoft.com/about/corporatecitizenship/us/communityinvestment/learning/new_users.mspx  

Business Workers: 

http://www.microsoft.com/about/corporatecitizenship/us/communityinvestment/learning/business_workers

.mspx 

Technical Professionals: 

http://www.microsoft.com/about/corporatecitizenship/us/communityinvestment/learning/tech_pros.mspx  

 

vΥ LΩƳ Ƨǳǎǘ ƎŜǘǘƛƴƎ ǎǘŀǊǘŜŘ ǳǎƛƴƎ ŎƻƳǇǳǘŜǊǎΣ ǿƘŜǊŜ Řƻ L ōŜƎƛƴΚ 

A: The following web page will  provide you the information and instructions you need to get started: 

http://www.microsoft.com/about/corporatecitizenship/us/communityinvestment/learning/new_users.mspx  

 

vΥ LΩƳ ŀƴ L¢ tǊƻŦŜǎǎƛƻƴŀƭ ƻǊ 5eveloper, what resources are available for me? 

A: Access to full  Microsoft Learning library of E-Learning courses are provided for you when you collect an 

access code voucher from your participating government agency. Go to the following webpage for more 

information and instructions: 

http://www.microsoft.com/about/corporatecitizenship/us/communityinvestment/learning/tech_pros.mspx  

 

Q: Where do I go to activate my E-Learning voucher? 

A: Follow the instructions provided to you via the web pages l isted above for returning users to continue your 

learning. This same set of pages will  provide you details on how to redeem your Certification Exam voucher. 

 

Q: What is the difference between an Access Code and a Voucher Code? 

A: There is no difference in these terms. Both refer to an e-learning activation code which will  allow you to 

redeem a free e-learning course. 

 

Q: How long will I be able to use my E-Learning courses? 

http://www.microsoft.com/about/corporatecitizenship/us/communityinvestment/learning/new_users.mspx
http://www.microsoft.com/about/corporatecitizenship/us/communityinvestment/learning/business_workers.mspx
http://www.microsoft.com/about/corporatecitizenship/us/communityinvestment/learning/business_workers.mspx
http://www.microsoft.com/about/corporatecitizenship/us/communityinvestment/learning/tech_pros.mspx
http://www.microsoft.com/about/corporatecitizenship/us/communityinvestment/learning/new_users.mspx
http://www.microsoft.com/about/corporatecitizenship/us/communityinvestment/learning/tech_pros.mspx
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A: Once you activate your e-learning, you will  have 12 months of access to the courses. 

 

Q: How many courses can I take with my E-Learning voucher? 

A: Your E-Learning voucher will  allow you to redeem either one course or one collection suite of courses 

depending on your learning goals . 

 

Q: How many exams can I take with my Certification exam voucher? 

A: Your Certification exam voucher will  allow you to redeem one free exam.  

 

Q: What do I do if I get stuck? 

A: If you find you need customer support, please contact the Microsoft Regional Support Center  by phone at 

(800) 636-7544, or email e-learn@microsoft.com. More support information is available at the following 

website http://www.microsoft.com/learning/support/northamerica.mspx.  

 

 

 

http://www.microsoft.com/learning/support/northamerica.mspx

