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As an IT Academy, we have access to the Microsoft Online Learning modules for
the over 200 programs, attached is a list of some of Office and Windows tutorials
available. These modules are available to learners registered with the school.
For more information please e-mail community@westpark.derby.sch.uk.
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Each module contains a Pre-Assessment test to enable you to identify your

areas of weakness. You can work through all the modules or only those where
you have particular weaknesses.

Access to the learning material is obtained through the web address
https://itacademy.microsoftelearning.com.
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Address | ] https:/jfitacademy. microsoftelearning.com!
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Microsoft | IT Academy Program

Microsoft IT Academy Online Learning Program

Student Online Learning

Online Learning

4 sign In

Demo E-Learning
E-Learning FAQ

Contact Us Experience the power of Microsoft E-Learning

Microsoft IT Academy Online Learning Program
The Microsoft IT Academy Online Learning Program is a powerful web-based resource for both students and instructors that

complements and extends classraam instruction, Studsnts are able to extend classraom instruction with online courssware, refersnce
materials, group collaborstion and mentoring. Instructars will also benefit from using online training.

Enter Access Code
Review and accept the End User License Agrssment. As you are provided with

an aceess code for additional content, enter it in the box below. Each access
code can only be used one time.

(Please note: sccess codes are case-sensitive. Be sure to indude the dashes,
Text raust be enterad exactly as displayed.)

[1 have read and accept the
End User License Agresment,

Access Code:

2
&] Done

S @ Internet
= =
15 Start } E-Learning Home - Mi... P

Click on the Sign In button
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A Sign In - Microsoft Internet Explorer
File Edit Wiew Favorites Tools Help e
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Search Microzoft. com for:

Microsoft | Learning

Microsoft E-Learning Sign In to Microsoft Help

Ta view this specialized content, you are required to sign in

with a Windows Live™ 1D, E-mail address: | J
Don't have a Windows Live™ ID? Password: | ‘
If you have 3 Hotmail address, MSH e-mail address, Eorgot your password?

or Microsoft Passport, it's already a Windows Live 1D,

ou <an sian n hare vk peur aviting & mai acdrass

and password,
Save my e-mail address and passwiord
Sign up now to use one Windows Live ID to sign in ta © ¥ P

Windows Live, Microsoft.camn, MM, and Microsoft © save my e-mal address
¥ Windows Live ID

Passport sites,
Wwiorks with Windows Live, MSK, and Microsoft Passport sites

Windows Live ID Account Services | Privacy Statement

To access this page you are required to sign in with a © 2006 Microsoft Corporation. All rights reserved.
Windows Live I0. This will help secure your infarmation

and protect your privacy,

(5} Aways sk For my e-mail address and password

+ hst is Windows Live 1ID?

Marisne Your Frofils
{© 2006 Microsoft Corporation. Al ights reserved, Terms of Use | Trademarks | Privacy Statsment Microsoft

&] Done S @ Internet

Fig. 2

If you do not have a Windows Live ID, it will be necessary to select the Sign up
now option. The screen below will be shown.

3 Sign Up - Microsoft Internet Explorer,

File Edit View Favorkes Tools  Help
-, Y " ) A B' ), w
Ot © HEAG oo e @22 8 BB
address ] https:ffaccountservices. passport.netreg. srf?cb=_ cid% 30 1033% 26WizID% 3DFbascFab-BF39-4ceb-Bafc-6hTacteb 7 3e%.268r and, DL earning%265UbBrand% Go Lirks ¥ @~

Search Microsoft.com for:

Microsoft | Learning

New to Microsoft? Sign up.

Create your sign in credentials (e-mail and password) once, then use them everywhere on the Microsoft Passport Metwork. You can even set the site to remember your

credentials for youl

Sign in with your e-mail address at any site on the H’Micrusun Passport Network.

Create your e-mail address and password

E-mail address: I
The addrass can contain only letters,
nurnbers, periods (.), hyphens (), or
underscoras ().

Password:

Six-character minimum with no spaces
Lesrn how to crests 5 strong, mermorskls
passuord.

Password strength: Mok rated

Retype password:

Create your password reset option
TF you forget your passward, you can provide the secret answer bo reset it, Learn more about resetting vour password

Question: [ Select one v

Secret answer: ‘ |

v

&] Done S @ Intemnet
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After the appropriate information has been entered a verification e-mail will be
sent to the e-mail address entered.

It will be necessary to access this e-mail and click on the verification link to

complete the process. You then need to sign on by entering your password then
sign on as above.

Once signed on, the student e-learning screen below is displayed.

£ My Learning - Microsoft Internet Explorer |Z”E”z‘

Fie Edt Wew Favorites Tools Help e
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Address | &] https:ffitacademy microsoftelearning.comfeLearning/myL sarning. aspx v BJee ks @y-
Micro n Hary

Microsoft | Learning

E-Learning

Student Online Learning [Sign Out &7
Online Learning R
by Lasrming My Learning
My Transcript My Learning provides information and access to courses that you own. Add to Favarites
Demo E-Learning
E-Learning FAQ E-Learning Progress gs;g:-atlon
Contact Us o : . N
Course 4105: Core Training for Microsoft® Office Word 2003 If—‘ 4-Jan-2007
1of46
Course 4106: Core Training for Microsoft® Office Excel 2003 If—‘ &-Dec-2006
1of 48

Manane Your Profile | ContactUs
@2006 Microsoft Corporation, All iohts ressrved, Terms of Lss | Tradsmarks | Privacy Statsment This sie is hosted for Mierosoft by Element K.

&] Done S @ Internet
4 3 c &= im -
74 start B Document1 - Microsof... 2§ My Learning - Microso.. Ery @ =k M U 1603 Flg 4
¥ .

Initially there will be no content as an Access Code is required to enable you to
access the online learning material.

This code is entered in the Access code on the screen shown in Fig. 1.
Remember to click on the Acceptance of Conditions field before pressing Send.
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Examples of the screens

Course Content - Microsoft Internet Explorer

Fle Edit Wiew Favorites Tools Help [z
) ( e AL R
e Back - () @ @ \/h p Search ¢ Favorites @ k% - &3 9 - ﬂ w
Address | @] https: ffitacademy.micrasoftelearning comfel e armingfcourseContent. aspx?courseld=19000 v Go links > @R~
! ft.com Ho | Map |
Microsoft | Learning
E-Learning
Student Online Learning ign Out
Online Learning My Lesrning
My Learning .. . . T
T Course 4106: Core Training for Microsoft® Office Excel 2003
o Bl Description | Content
E-Learning FAQ
Courss Progress: 2% Complete
Contact Us ‘You may view this content online by using the buttons in the Launch column below. You can start at
the beainning by clicking the "Beqin this Course” button to the right, Alternatively, you may
download portions of the course for offline viewing, synchranizing your pragress later, Tell me e T oD
more about Dffline Wiswing.
Modules & Lessons Launch
Core Training for Microsoft® Office Excel 2003
Pre-Assessment
Pre-Assessment
Getting to Know Excel
Lesson Introduction
Introducing Excel
Saving Changes to an Existing Workbook
Organizing Data
Creating and Using Lists
PRV — )
&] Done S @ Internet

2 https:/fitacademy.microsoftelearning.com - Pre-Assessment - Microsoft Internet Explorer |7 E|§\ iet Explorer
Core Training for Microsoft Office Excel 2003 Pre-Assessment wl Learning
Question 1 of 18 @ Previous  Next @
[] Core Tr:
Microsof “fou have a worksheet open with a large volume of data, You need to find all data with bold
2003 formatting and re-apply italic formatting to it,
[] Pre-A
Starting in the Find and Replace dialog box, shown in the following graphic, place the
[ Pre following five steps in the correct sequence to find data with bold formatting.
Getting thatyou need the mast. Afer you
Settin| @ | e bottorn of the assessment page.
Perfo Find and Replace
on Daf uggests specific lessons in the
Find | Replace | [y already be familiar with, hased
(el the entire course
Appe: Findwhat: || Ea|

save the results ta your desktop

he Pre-Assessment

Findal | [ Erdnes | close |

Enter 3 numnber in each box below.

I:l In the Find Format dialog box, click the Font tab,
I:l In the Fant styls list, click Bold.
[ Jcick rarmat.

o een Ve e e e
&] Done D Internet

[E3

&] javascript:launchasa() D @ Intemet

Fig. 6
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Examples of Courses Currently Available

Collection 5257: Core Training for Windows Vista

Collection 5258: Core Training for Microsoft Office Word 2007
Collection 5259: Core Training for Microsoft® Excel® 2007

Collection 5260: Core Training for Microsoft Office PowerPoint 2007
Collection 5261: Core Training for Microsoft Outlook 2007

Collection 5262: What's New in the 2007 Microsoft Office System
Collection 5263: Core Training for Microsoft Office Access 2007
Collection 5264: Core Training for Microsoft Office Project 2007
Collection 5265: Core Training for Microsoft Office Visio 2007

Course 3392: Working with Windows Vista™

Course 4100: Core Training for Microsoft Access 2003 Fundamentals
Course 4101: Advanced Training for Microsoft Excel 2003

Course 4102: Advanced Training for Microsoft Word 2003

Course 4103: Core Training for Microsoft PowerPoint 2003

Course 4104: Core Training for Microsoft Outlook 2003

Course 4105: Core Training for Microsoft Word 2003

Course 4106: Core Training for Microsoft Excel 2003

Course 4107: Advanced Training for Microsoft Outlook 2003

Course 4120: Core Training for Microsoft® Windows® XP Professional

Course 4127: Core Training for Microsoft Access 2002 (ITA)

Please e-mail community@westpark.derby.sch.uk for access code information.
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