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. Fromthe Elevate America for Users Who Are New to ComputingLJ- 383 Ay GKS a! aAy3a | 2 dzNJ
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and assistyouin creating a Windows Live ID.

2. Onceyou 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.

Elevate America
Learning Portal

Learning Plans for Individuals New to Computing

A Learning Plan is a collection of training resources that are organized into an interactive path
that focuses on your specific learning needs.

The following Learning Plans will help you develop the skills and knowledge that you need to
begin using computers with confidence.

To get started, click the Learning Plan that is best suited to your desired training goals.
Learning Plans

Step 1: Learning Plan for Individuals New to Computing

Step 2: Learning Plan for Windows Vista and Office 2007 Essentials

Note To activate the Step 2 Learning Plan, you will need the following access code:
9039-EAWOB-9882

3. Clicking the link will open the learning planin your browser. Note ¢ if you have never been to the
Microsoft Learningsite before, you will be asked to fill out one additional informational form. Once
complete, your learning plan will open.

4. To save the learning plan, click the 6Saveto My Learning blue linkin the yellow box.
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Whether you are entirely new to computing or have some experience, this curriculum will help you develop a fundamental
understanding of computers. From using the Internet, to sending e-mail, to creating a résumé, the Digital Literacy
Curriculum helps you develop the essential skills you need to begin computing with confidence.

This learning plan has not yet been activated.

To activate and use this learning plan, sign-in with your Windows Live 1D, and then click Save to My Learning.

Page | 1



5. This will change the status of the plan andindicate itis now dn My Learningg.

Learning Plan For Individuals New to Computing L7

Whether you are entirely new to computing or have some experience, this curriculum will help you develop a fundamental
understanding of computers. From using the Internet, to sending e-mail, to creating a résumé, the Digital Literacy
Curriculum helps you develop the essential skills you need to begin computing with confidence.

Status: In My Learning

From this point, your instructions change depending on which learning plan youosko

1. C 2 Ndaraing Plan for Individuals New to Computihgyour courses are linked and ready for you to
launch. Simply click ona course title for Step 1, and the course introduction page will appear.

Step1 Computer Basics
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Click to
Complete

2. Tolaunchthecourse, Of A O1 2y GKS a/ftA01 (2 .S3AAYyE o0dziG2yd ¢KA A

You may be prompted to allow popup windows in your browser. Ensure your speakers are not muted and
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Click to Begin

3. Onceyour course is complete, go back to your internet browser, and click the Back button to navigate
back to your Learning Plan.
4. IntheLearning 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 getlost 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.
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http://www.microsoft.com/about/corporatecitizenship/us/communityinvestment/learning/new_users.mspx

1. C 2 Ndaraing Plan foWindows Vista and Office 2007 Essenti@tsyou will need to redeem your free e-
learning using the followingaccess code 9039-EAWOB-9882.

2. After saving your learning plan, click on the link 6Redeem Your Free-[Eearning located below the plan
title. This sends you to an elearning access code entry page.

Learning Plan For Windows Vista and Office 2007 Essentials L7
This learning plan will provide you the skills and knowledge to navigate the core capabilities of both Windows Vista and
Office 2007 with confidence.

FIRST, please proceed to the Redeem Your Free E-Learning webpage, where you will be asked to enter the following
free E-Learning access code: 9039-EAWOB-9882 for this Learning Plan.

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. Clickonthe ¢ D2 (G2 a& [ SINYyAy3a G2 &aSS &2dz2NJ 2yfAyS

Microsoft |Learning [Search 2]

Learning Manager View Cart | Account History | My Preferences | Online Demo | E-Leamning FAQ | Help

[ My Leaming ][ Leaming catalog |

Training Certifications Special Offers Community Member Sites Help & Support

Find Training Manage My Learning Traning Overview Explore By Product Guide My Traning Academs: Program Learning Solutions Partners

Home > Learning Catalog > E-deamning

Thank You
Your Access Code has been accepted and you now have access to the offer(s) isted below.

E-Learning Expiration
Date
Elevate America Windows and Office Basics 2010-04-09

Go to My Learning to see your online content.

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

7. Clickontheda& [SFENYyAy3 tflyaég Ayl Ay GKS dzLIJLISNI € STG  d&. NJ
your learning plans.
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10.

11.

12.

Learning Manager

’ My Learning “ Learning Catalog

Browse My Learning

My Learning Plans (2 items)
My Subscriptions (11 items)

My Completed Products (0 items)

My Transcript

Click on the Learning Plan For Windows Vista and Office 2007 Essentials.

You are ready to begin your courses. To start, click on the link for the first course, whichis linked in Step 1.
This will bring up an overview page about the course. Simply click on the Begin This Course button at
right.

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

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 canalways 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.
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User FAQ
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have selected, whatloes 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, itis not. As long as you redeemed your voucher at

the beginning of the process, you canignore thatitem and proceed to your individual courses to begin your

training.
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your learning plan.
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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 yourselfas.

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

vY LQY 2dzad 3ISGGAYy3a adGlFNISR dzaAy3d O02YLJzi SNESX 6 KSNB
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

VY LQY |y L ¢ eteNffvhatiesodirgels fre & alabls for me?

A: Access to full Microsoft Learning library of E-Learning courses are provided for you when you collectan
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 | go to activate my-Eearning vouche?
A: Follow the instructions provided to you via the web pages listed 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 €ode
A: Thereis no difference in these terms. Both refer to an e-learningactivation code which will allow you to
redeem a free e-learning course.

Q: How long will | be able taussemy ELearningcourse®
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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 | take with nigLearning vouche?
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 | take witmy Certification exanvoucher?
A: Your Certification exam voucher will allow you to redeem one free exam.

Q:What do I do if | 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 edearn@microsoft.com. More supportinformation is available at the following
website http://www.microsoft.com/learning/support/northamerica.mspx.
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