HIRING FOR HOPE
LAUNCHPAD LEARNING CENTER
USERS GUIDE - 2011

LAUNCHPAD
LearNING CENTER




Contents

Introducing the Launchpad LearNing CONTEN ........uviiieciiiie ettt ecte e et e e e ctre e e s sta e e e seave e e esaeraeesennreeeean 3
SYSTEM ROGUITEIMEBNTS .o e e e e e e e e e e e e e e e e e e e e e e e e e e eeeeaeeseeeeeesasesaeesesesesasasesasenaeaneens 3
Exploring the Launchpad Learning CENTEN ......ciiiciiii ittt et e e st re e e s saa e e e e sasreeessnsraeeean 3
My Learning Center — The HOME PAGE ...coiuiiiiiciiie ettt ettt e st e e s saaa e e e e sabaeeessnnreeeean 3
SEIf SEUIES .ttt et ettt e s bt e sa b e e s bt e e be e e s b et e be e e ab e e e be e e sabe e e bee e enreenareeenanes 4
Y T 6T =T PSP PP P PRSP PPPUPPUPRUPPO 4
YRV DT - 1 SRR 4
(0o T o¥ oI e T o= 1Y e USRS 5
[ 1) o] o PP OPPP PP 5
YT (el o] g Yedl o T T o TN Y < SRR 6
Using the Course SEArch FUNCLION.........oii ittt ettt e et e e e e bae e e e aba e e e eeabaeeeeenrenas 7
T L0 Y o1 [PPSR 8
I YUY ol oY [ T= 2 e U T Y U SPPP 9
LI e 0] o] 11 g oo 4 oY RSP UP 10
Internet EXPlorer OptimizZatioN ... .....occiiii ittt e e e et e e e e ette e e e ebte e e s ebteeeeesseeeeesrenesannes 10
Ty (o) @ o)l 4 1F2- ) 4 o] o NPt 14

Launchpad Learning Center Users Guide 2



Introducing the Launchpad Learning Center
The Launchpad Learning Center (LLC) is a web based learning environment that enables you to enroll in

a wide variety of existing on-line courses, and track all of your learning activities.

System Requirements
The Launchpad Learning Center is accessed by using a Web Browser. The recommended browsers are

Internet Explorer 7.0 or above or Firefox 3.0 or above. You may also need to install the latest Java
Runtime Environment (JRE), which can be accessed from the following link:
http://java.sun.com/products/archive/j2se/6ul5/index.html

Exploring the Launchpad Learning Center
The Launchpad Learning Center is accessed via the Hiring For Hope website. If you are a new user you

will be asked to fill out a brief form including your name, e-mail address, and the organization that
referred you to Hiring For Hope, for example your church. You will then be asked to create a user name
and password. Returning users can skip the form and log right in using their user name and password.

/5 Latitude Leaming Center: Home - Intemet Explorer provided by Dell

[ 2R N =< https//Imsatitudeleaming.com/fhome/main.aspx ~ G | &[4 | x §*¥ Google £ -
g Favorites | 55 @ Suggested Sites v 2| Get More Add-ons v (45 Internet - Shortcut
25/~ 4 iGoogle 2 Latitude Leaming Cent. i~ B v [0 @ v Pagev Safety~ Tools~ @~
TABS } Courses Test HFH1, welcome to the Learning Center!
My Location
Home || My Details || Certification || Curriculum || History
HO e » Resources
D t 'I 2 Welcome
I - I /Tms is the Left Navigation Welcome to the Hiring For Hope Launchpad Learning Center
iFi H Bar which you can madify J} Thank vou fer signing up te the Hiring For Hope Launchpad Learning Center!
ertirication to meet your needs. "
. [The following links are ] 1
Currlculum examples of the custom
pages yeu can add to your
portal.
H istory Custom Page 1 =
Custom Page 2 E
Custom Page 3
Custom Page 4 There are two majors (groups of courses) available to you
Custom Page 5
Custom Page 6 « The Career Transition Teolkit

Custom Page 7 « The Leadership Success Tools

Custom Page 8

Custom Page 9

Custom Page 10 On the Search Courses page, you may filter your search by selecting the major you're interested in, either Career Transition Teelkit, or Leadership Success Teols. Then click
the Search buttan to start browsing!

click the Launch button for an introductory course on how to use the site. JETTUIETENATEAITESS

Let's get you started browsing the Course Catalog. Click here for the Course Catalog

o Live Courses (0) @ Future Training () Recent Training

There are currently no live courses scheduled.

o self-Studies (0)

o Interest List (0)

@ Internet | Protected Mode: On G v ®100% v

@@ Tbox- Microsoft O "'E Tiring For Hope LV "'E Launchpad Leamino | T Launchpad Leamine. | B MicrosoRt Brcel - Gon | /2 Latitude Leaming C.. | < (@20 #14) 319 M

My Learning Center — The Home Page
Once logged in, you will be directed to your Home page. The My Learning Center Home Page is your

gateway to the entire Learning Center. Along the top you will see five tabs: Home, My Details,
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Certification, Curriculum, and History. By default the Home tab will display when the page is loaded. On
this page you can view:

Self Studies
This table shows the web-based online courses and other Self-Study courses you have been
enrolled in but have not completed. It includes the Course Name and the current Status (e.g.
Launched, Incomplete). Clicking on the course name link will display additional course
information. The Delivery Method denotes if it is an on-line course, CD-ROM or other defined
method and if it requires pre-approval. The links in the tables Action column will allow you to
launch a web based training course or cancel your enrollment in the course.

Mail Center
The Mail Center provides messages, alerts and announcements. The types of messages
you will see include “Course Enrollment Verification” and “Password Change” as well as the
date the message was sent. The Type column denotes if it is a message, an
announcement or a training alert. Click any of the links in the Info column of the table to
view details about a message. Click the Delete checkbox and Submit to delete a message. The
Mail Center displays up to five messages; user can click on View More Messages at the bottom
to display the entire list of messages.

/5 Latitude Leamning Center: Home - Intemet Explorer provided by Dell

5= hitps://Ims latitudelearning.com)/ home/main aspx. > G| & | 4| x §* Google R~

i Favorites | o {8 Suggested Sites = ] Get More Add-ons + (§8 Intemet - Shortcut

22|~ |*Q iGoogle 2 Latitude Leamning Cent... % v B v ) s v Pagew Sofetyv Tools~ @v

Test HFHL - You are here: Home =

» Courses

Test HFHI, walcoma to the Learnir

My Locotion

Home | [y Detaila| [ Certinesti

5 Walkcome

Welcome to the Hiring For Hope Launchpad Learning Center
1 Ty or 55 us o Bising For Hope Launcnpod Leerning Center

Self Studies

ition Toalkit, o Lesdership Success Tools, Than ik the Search butien is siart bramsing!

I

Mail Center

urrently no live courses scheduled.

9 Self-Studies (0)

o Interast List (0)

o Available Subscription Courses (0)

2 Mail Centar (0)

There are no messages.

€ Internet | Protected Mode: On v BIBA v

(@ Inbox - Microsoft .. T Hiring For Hape L., T Leunchpad Learnin... |2 Launchpad Learnin.. | [ Microsoft Excel - G, || /23 Latitude Learning C... | < @M=/ ¥ 231 pM

My Details
The My Details tab shows summary information about you. On this page, you can edit
your personal details such as contact information, address, and the name of your
referring organization. Once you have finished adding or editing your information, click
the Submit button to record your changes. You can also use this page to:
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Change Your Password
To change your password, simply type your new password into the Password box, and
one more time into the Confirm Password box. Then click submit to record your change.

[ Latitude Leamning Center: My Details - Internet Explorer provided by Dell

‘3 Favorites TFB @ Suggested Sites * # | Get More Add-ons @ Internet - Shortcut

og - .‘] iGoogle 3= Latitude Learning Cent...

o
F My Details

Thin page am B wac By o ucr with suficicnt priviloe b awidh Botwers Bhcir acive profica. To S, caier e aperosriaks kociion coic in e Locslion colbams s dick e Activets Profle boce. [4] inicstcs & reosecd

Contact
Information

Address

Password

Submit

History
The History tab will allow you to view your Training History. The Training History Search
Form is the displayed as the default search option when this tab loads. Training history
can be reviewed by using the following Search Options:

. Training Completed After - A date in this field will return all training completed after the
selected date.

. Display (The radio buttons will act as filters on training records)
o Completions Only - Returns only completed training.
o Incomplete/Incomplete No Post Test/Ineligible/No Show Only/Fail - Returns

courses that the student did not complete or was not eligible to take.
Cancelled Only - Returns only training that has been cancelled.
Scheduled/Launched Only - Returns only scheduled training.

All - Returns all training history regardless of type.
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After making selections, clicking Search will apply the selected filters to search results.

A quick way to locate information is to click on All and then click on Search and the system will

return all courses in the History database.

Searching For a Course

The Courses button on the left side navigation panel is your key to explore the available courses.

)fg https:/

~ Latitude Leamning Center: Home - Internet Explorer provided by Dell

ns.latitudeleaming.com/home/main.aspx

{3 Favorites

BBl -" iGoogle

i:s é Suggested Sites = @& | Get More Add-ons @ Internet - Shortcut

3= Latitude Learning Cent... X

Test HFHL -

» Courses

My Location

Courses
Button

} Resources

Customn Left Nav Bar

to meet your needs.

The following links are
examples of the custom

portal.

Custom Page 1
Custom Page 2
Custom Page 3
Custom Page 4
Custom Page 5
Custom Page 6
Custom Page 7

You are here: Home

This is the Left Navigation
Bar which you can modify

pages you can add to your

SITEMAP | @ | LOGOUT | REMOVE IMPERSON?

Test HFH1, welcome to the Learning Center!

Home || My Details | | Certification || Curriculum || History

5 Welcome

Welcome to the Hiring For Hope Launchpad Learning Center

l': Thank you for signing up to the Hiring For Hopt

i

There are two majors (groups of courses) available to you:

* The Career Transition Toolkit
*+ The Leadership Success Tools

Clicking the Courses button brings up the Search Courses button, which will allow you to search for any

course in the course catalogue.

™ Latitude Leaming Center: Home - Internet Explorer provided by Dell

ns latitudelearning.com/home/main.aspx

i Favorites

==k -'l iGoogle

9% & Suggested Sites » @ Get More Add-ons = (&2 Internet - Shortcut

3= Latitude Leaming Cent... X

SITEMAP | a | LOGOUT | REMOVE IMPERSONATION

Test HFH1 - You are here: Home

Courses

Search Courses

Training Calendar

My Location
SearCh } Resources
Courses Custom Left Nav Bar

Button

This is the Left Navigation
Bar which you can modify
to meet your needs.

The following links are
examples of the custom
pages you can add to your
portal.

Custom Page 1
Custom Page 2
Custom Page 3

PP S

Launchpad Learning Center Users Guide 6

Test HFH1, welcome to the Learning Center!

Home || My Details || Certification | | Curriculum || History

=2 Welcome

Welcome to the Hiring For Hope Launchpad Learning Center

l'f Thank you for signing up to the Hiring For Hope Laun

i

There are two majors (groups of courses) available to you:

« The Career Transition Toolkit
* The Leadership Success Tools



Using the Course Search Function
Clicking on the Search Courses button opens a window that allows you to search for courses by

inputting the course name, or if unknown, key words to identify types or like categories of
courses. The Additional Filters function refines the search by major, such as Career Transition
Toolkit or Leadership Success Tools. Once you have typed in a search parameter, click on the
Search button to pull up the course or list of related courses.

= https://Ims.latitudelearning.com/course/user/ course_search.aspx

¢ Favorites | 55 @ Suggested Sites » & Get More Add-ons (52 Intemet - Shortcut

99|~ ‘l iGoogle )‘—f-_ Latitude Learning Cent... % |

SITEMAP | | LOGOUT | REMOVE IMPERSOMNATION

Input course Test HFH1 - You are here: Home » Courses » Search Courses
N My Learning Center E Search Courses
ame or ~ Courses Access the numerous training offerings in the LMS. To search for a course, enter your search criteria and click Search.
name to view detailed information about the course.
Keywords
Training Calendar = Seal
My Location courae S
} Resources (Search Course Code, Name, Description and
OR Notes)

Custom Left Nav Bar

| Additional Filters
Select a This is the Left Navigation

Bar which you can modify

Course Code:
eet your needs.

Major

The following links are — Course Categories : |all[+]
examples of the custom
pages you can add to your Major: |Career Transition Toolkit
THEN portal. (Hold CTRL to select multiple items)  |Leadership Success Tools
Custom Page 1

Custom Page 2

Custom Page 3 Publisher: |GlobalMindset

Custom Page 4 (Hold CTRL to select multiple items)  |HiringForHope
. Custom Page 5
cl |Ck Custom Page 6
Custom Page 7

Custom Page 8

“Search”

Custom Page 9 Delivery Method: |Assessment
Custom Page 10 (Hold CTRL to select multiple items) |CDROM - On Demand

TS

CDROM - Subscription
Class Room
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Example:

Typing the word “Communication” in the Course Search box and clicking on the Search button brought up

the following list of related courses:

iGoogle

7 Favorites | 515 (@ Suggested Sites v 2] Get More Add-ons v (F8 Internet - Shortcut

3= Latitude Learning Cent...

9 @ v Pagew Safety~ Tools~ @~

T CaTenTaT

My Location

b Resources

This is the Left Navigation
Bar which you can modi
to meet your needs.

The following links are
examples of the custom
pages you can add to your
portal.

Custom Page 1
Custom Page 2
Custom Page 3
Custom Page 4
Custom Page 5
Custom Page 6
Custom Page 7
Custom Page &
Custom Page 9
Custom Page 10

TSearar

Page1of1

Record 1-10 of 10

Code Name and Description Delivery Credits Dnrat n (in
Method

xdmp0100_HIRINGFORHOPE

xstm0000_HIRINGFORHOPE

©c0es0100_HIRINGFORHOPE

xdce0100_HIRINGFORHOPE

lund0100_HIRINGFORHOPE

codp0100_HIRINGFORHOPE

bdhc0000_HIRINGFORHOPE

IMPNMGMNT_HIRINGFORHOPE

%=is0100_HIRTNGFORHOPFE

Four Steps to Communication Success eLearning -
This ceurse helps develop strong skills. PP

skills and involvement during a presentation are just as important as the

message...

Communication Chaos eLearning -
Communicate effectively by avoiding miscommunication and confusion. Preapproved
Learn haw to troubleshoot communication issues, tailor your message, and

develop a

Communication Fundamentals eLearning -
This online training course presents the essential skills needed to Preapproved
communicate effectively in the work environment. It uses workplace

examples to...

Communication for Retail Managers elearning -
Online business training for retail managers dealing with the challenges of | Preapproved
managing staff performance. This online learning path focuses on

enhancing...

Listen for Understanding eLearning -
This ceurse is en Listening for Understanding. This enline training course | Preapproved
teaches communications and active listening skills. Effective

Giving an Effective Presentation elearning -
Learn effective skills and aud ppr

that can be used during presentations. Communication skills and
involvement...

But I Don’t Have Customers elearning -
This online course explains the importance of internal customer service, | Preapproved
and should help the student to improve communication with internal

customers...

IMPRESSION MANAGEMENT elearning -
This course describes critical principles and methods of Impression Preapproved

Management, including Company and Interviewer Considerations, General
Attire...

1nh Stratenies for New Fmnlovees &l earning -

75

Leadership
Success Teols

Leadership
Success Tools

Leadership
Success Teols

Leadership
Success Tools

Leadership
Success Teols

Leadership
Success Tools.

Leadership
Success Tools

Career
Transition
Toolkit

I

Click to
Enroll

atitude Learning C... Taunchpad Learnin... Launchpad Learnin. {1 Untitled -

@ Intemet | Protected Mode: On

The search results are sorted by relevance with the most relevant course showing up first. The list can

be sorted by course code or name by clicking on the appropriate titles. The Course list contains high

level information for each course: the course Code, the Name and a brief Description of the course, the

Duration or how long the course is (in hours), Major and Action, which allows you to enroll in the
course. When you click on the “Enroll” button, a Course Summary screen will appear with tabs that

show the course Details and an Enroll tab to continue with the enroliment process.
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Launching a Course
Once in the Course Summary screen, click the Launch button to launch your course

S Latitude Leaming Center: Course Cfferings - Internet Explorer provided by Dell

X https://Ims.latitudelearning.com/course/user/course_schedule_registration.aspx?CourselD=55169

77 Favorites | 5% & Suggested Sites v 2| Get More Add-ons  [#2 Internet - Shortcut

29| . .." iGoogle }-:-_ Latitude Learning Cent... ¢

SITEMAP | B | LOGOUT | REMOVE IMPERSONAT

Test HFH1 - You are here: Home *» Courses » Course Offerings

My Learning Center

F Course Offerings
This page allows you to enroll for courses and view current enrollment informatiol

¥ Courses
Search Courses
Gkt
Training Calendar
i Major: Leadership Success Tools | Course Code xdmp0100_HIRINGFORHC Launch
My Location

Course Name Four Steps to Communication Success
} Resources

Custom Left Nav Bar Details || Enroll

. N Action :
Thizs is the Left Navigation

Bar which you can modify
to meet your needs. Status : Not Taken
(MM/DD{YY)

X

The following links are
examples of the custom
pages you can add to your
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Troubleshooting
If you have any problems launching or running any of the e-learning courses, you may optimize your
web browser settings as follows.

Internet Explorer Optimization

1. Within Internet Explorer, select "Tools" from the menu at the top of the screen, and then in the
resulting drop-down menu select "Internet Options".

€ SkillSoft - e-Learning - Windows Internet Explorer

—

&)~ E—'é_, http: /fwww.skillsoft.com/

File Edit View Favorites @ Tools Help

* 49? ‘ @ —_— e-Learrj , Delete Browsing History...
—_—— | Pop-up Blocker »
Phishing Filter
Manage Add-ons

L

oearch |

ABOUT US PF‘\ODU’CT‘E‘
Windows Update
Windows Messenger

Diagnose Connection Problems...
Sun Java Console ]

~ Intemet Options

2. While on the "General" tab click on the "Delete" button under the "Browsing History"
heading. This will start the process to clear your web browser's temporary internet files.
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General | Security | Privacy | Content | Connections | Programs | Advan

Home page
Y To create home page tabs, type each address on its own line.
-
" http: /fwww.skillsoft.com/
[ Use current ] [ Use default ][ Use blank ]
Browsing history
{I_ Delete temporary files, history, cookies, saved passwords,
& ) and web form information.
[ Delete.. ][ setings ]
Search

p Change search defaults.

Tabs
~ || Change how webpages are displayed in Settings

:Jtabs.
Appearance
oo || tengusges [ Fonts | [ Accessbity |

[ ok ][ Cancel ] Apply

In the new window that opens, click on the "Delete files..." button.

Launchpad Learning Center Users Guide 11



Delete Browsing History %

Temporary Internet Files
Copies of webpages, images, and media that Delete files...
are saved for faster viewing.

Cookies
Files stored on your computer by websites to Delete cookies... ]
save preferences such as login information.

History
List of websites you have visited. [ Delete history... ]

Form data

Saved information that you have typed into [ Delete forms... ]
forms.

Passwords
Passwords that are automatically filled in when [ Delete passwords... ]
you log on to a website you've previously
visited.

About deleting browsing history ’ Delete all... ]I Close I

Click "Yes" to confirm the clearing of your browser's temporary internet files.

(v AP
Delete Files w
' Are you sure you want to delete all
temporary Internet Explorer files?

oyes J[ w |

Click "Close" to exit the "Delete Browsing History" window.

3. Next, please click on the "Programs" tab. Click on the "Manage add-ons" button.
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| General | Security || Privacy | Content | Connections | Programs | Advanced |

Internet programs

s You can specify which program Windows automatically uses for
% each Internet service.

HTMLeditor: |
E-mail: | Microsoft Office Outiook v
Newsgroups: | Outiook Express v]
InternetCall: ~ |NetMeeting v/
Calendar: | Microsoft Office Outiook
Contactlist: |Microsoft Office Outiook v/
Default web browser
Interet Explore s not curently the [  Make defaut |

[[] Tell me if Internet Explorer is not the default web browser.

Manage add-ons

(<1, Enable or disable browser add-ons E Manage add-ons ;
! installed in your system.

Lo J[ concel |[ ooty |

Ensure that all "Java Plug-in" versions are set to "Enable", then click "OK".
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Manage Add-ons %%}
S View and manage add-ons that are installed on your computer. Disabling or deleting add-ons might
\{ v : prevent some webpages from working comectly.
Show: [Addons that have been used by Intemet Explorer El
Name = Publisher Status Type File

@Diagnose Connection Pr... Enabled  Browser Extension
[_‘5] HHCtrl Ot_vject Microsoft Corporation Enabled ActiveX Control hhctrl.ocx
QW% Sun Microsystems, Inc. Enabled ActiveX Control ssv.dll
El Java Plug-in 1.6.0_07 Sun Microsystems, Inc. Enabled ActiveX Control ssv.dll
@ Java(tm) Plug-In 255V ... Enabled  Browser Helper Object jp2ssv.dll
@ SearchAssistantOC Microsoft Corporation Enabled ActiveX Control shdocvw.c
Q‘]Shodtwave Flash Object  Adobe Systems Incorpora... Enabled ActiveX Control Flash10a.c
@ SSVHelper Class Sun Microsystems, Inc. Enabled  Browser Helper Object ssv.dll
Sun Java Console Sun Microsystems, Inc. Enabled Browser Extension ssv.dll
@Windows Messenger Enabled  Browser Extension

[_il i} |ﬁ
Settings Delete ActiveX
Click an add-on name above and @ Enable Click the name of an
and then click Enable or Disable. = ActiveX control above and

() Disable then click Delete.
Download new add-ons for Intemet Explorer
Leam more about add-ons

4. This concludes the optimization of the Internet Explorer web browser. Please click on the "OK"
button to return to the main web browser window.

Firefox Optimization

1. Within FireFox, select "Tools" from the menu at the top of the screen, and then in the
resulting drop-down menu select "Options".
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)

e Py Sk [0

/ " - Web Search Ctrl+K .
© D - @ % GU
Downloads Ctrl+) F=
Add-ons
Search | I Books )
Resize Window -
ABOUT US PRODUCTS SOL Java Console \VES
Error Console Ctrl+Shift+]
Adblock Plus Preferences... Ctrl4Shift+E
Page Info
Clear Private Data... Ctrl+Shift+Del
Quick Locale Switcher »
~ Opfons.
Advanced Settings
Live HTTP headers

2. Inthe "Options" window click on the "Advanced" icon. Select the "Network" tab and clear
the browser's temporary cache by clicking on the "Clear Now" button.
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optos A
B o & B & 6 &

Main Tabs Content  Applications  Privacy Security  Advanced

General [ Network | Lpdate Encryption)

Connection

Configure how Firefox connects to the Internet

Offline Storage

L_Jseupt:o] 50@ MB of space for the cache

Tell me when a website asks to store data for offline use Exceptions...
The following websites have stored data for offiine use:

3. Next click on the "Content" icon. Please ensure that "Enable Java" and "Enable JavaScript"

options are both checked.
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7

T olgE A6 @

Main Tabs Content  Applications  Privacy Security  Advanced

Block pop-up windows

Load images automatically
CESR——
Enable Java
Fonts & Colors
Defauit font: | Times New Roman [v] sze: (16 [w] [Advanced. |
Languages
Choose your preferred language for displayina pages Choose...

Lok J [ concel | [ teb |

You may close the window by clicking on the "Close" button.

This concludes the optimization of the FireFox web browser. Please click on the "OK" button to return
to the main web browser window.

Launchpad Learning Center Users Guide 17



