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OVERVIEW OF SIMNET

SIMnet® Online is a complete learning management system designed to teach and assess competency
in Office 2007, 2010, 2013, Windows 7™, Windows Vista™, Windows XP®, and computer concepts.

Each school has its own SIMnet online address, for example, https://schoolname.simnetonline.com.
You will need to know this address in order to create your SIMnet account and use the online software.

All student activity in SIMnet® begins at the school’s SIMnet® home page through the SIMnet® student
portal. You can access your SIMnet® account from any compatible computer.

Computer Requirements
SIMnet® is completely web-based. There is no CD-ROM to install and no special installation program to
download.

SIMnet® requires:

e High-speed Internet connection.

e Internet Explorer 9+ or Firefox 12+ or Chrome 18+ or Safari 5+

e Adobe Flash Player* v11.3+

e Adobe Acrobat Reader?

e Cookies enabled

e Javascript enabled

e Pop-up blocker disabled

e Screen resolution of 1024x768 or higher (1920x1280 recommended)

Optimizing Your Computer to Run SIMnet® Online

Changing Pop-Up Blocker Setting

To allow pop-ups from SIMnet® add [*].simnetonline.com to the allowed sites exceptions list.

e In IE9+ go to Tools = Internet Options = Privacy = Pop-up Blocker = Settings

e In Firefox 12+ (Windows) go to Tools = Options = Content = Block pop-up windows =
Exceptions

e In Firefox 12+ (OSX) go to Firefox = Preferences - Content = Block pop-up windows =
Exceptions

Changing Screen Resolution Settings

SIMnet® pages are optimized for display at a screen resolution of 1024x768 or higher (1920x1280
recommended). If you have scroll bars in your SIMnet® window, please check your screen resolution
and change it to 1024x768 or higher. You should also hide all browser tool bars and hide the Windows
task bar for additional vertical space.

* To download Adobe Flash Player and Adobe Acrobat Reader go to www.adobe.com.
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To change your screen resolution in Windows 7:

Right-click an empty area of your computer desktop.
Select Screen Resolution from the menu.

Click the Resolution drop-down list.

Drag the resolution slider to 1024x768 or greater.

Click the Apply button to check the new resolution.

o v kA w N

Click Keep changes or Revert in the display settings pop-up.

e Not every resolution displays properly on every computer. You may need to adjust the screen
resolution again to find the optimum display setting for you.

7. Click OK to accept your changes.

Change the appearance of your displays

g (OOF

Display: 1. Dell 1907FP Digital) |

Besolution:

Crientation: lLandscape vl

Multiple displays: lExtend these displays v]

This is currently your main display. Advanced settings

Make text and other items larger or smaller

What display settings should I choose?

0K ][ Cancel ][ Apply
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Changing Temporary Internet Files Settings

Most web browsers store copies of webpages, images, and
media on your computer for faster viewing. To ensure that
you get the most current version of SIMnet®, change the
Temporary Internet Files settings to refresh every time you
start the browser.

To change this option in Internet Explorer 9+:

1. Expand the Tools menu, and select Internet
Options.

2. Click the Settings button in the Browsing History
section of the General tab.

3. Check that the Every time | start Internet Explorer
radio button is selected. This will ensure that you get
the most up to date pages in SIMnet.

Internet Options

L2 s

General |Sacunty I Privacy I Content I Connections I Programs I Advanced |

Home page

http:/fwnanw.yahoo,com/

/? To create home page tabs, type each address on its own line.
-
i

A

I Use current ][ Use default H Use blank.

Browsing history

/' and web form information.

[#] Delete browsing history on exit

/-l— Delete temporary files, history, cookies, saved passwords,

Delete... ] [ Settings ]
Search
;"7"“ Change search defaults.
£
P
Tabs
Change how webpages are displayed in
tabs.
Appearance
[ Colors ] [ Languages ] [ Fonts ] [ Accessibility ]

Click OK to accept these settings.

a.Each time you log into SIMnet the first lesson and
exam may take a minute or two to load, but
subsequent lessons and exams will load faster.
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General | Secyrity | Privacy | Content | Connections | Proarams | Advanced
=)

Temporary Internet Files and History Settings

Temporary Internet Files

Internet Explorer stores copies of webpages, images, and media
for faster viewing later.

Check for newer versions of stored pages:
() Every time I visit the webpage
(@) Every time I start Internet Explorer
() Automatically
() Never
Disk space to use (8-1024MB) 250 =
{Recommended: 50-250ME)
Current location:

C:\Users\Maggie Shores\AppDatalLocal Microsoft\Windows',
Temporary Internet Files|

Move folder... ] [ View objects ] [ View files

Histary
Specify how many days Internet Explorer should save the list
of websites you have visited.

Days to keep pages in history: 20 =

N OK ] [ Cancel




REGISTERING YOUR SIMNET ONLINE ACCOUNT

| have a username and password

If your instructor has provided you with a username and password, enter them on the log in page, and
then click the Sign In button.

Mc
Graw MHEDUCATION

n
BSIMnet

Keep IT SIMple!  Usemame

Passuord Your school name

Enter your username and should appear here.

password here to log in.

Sign In

¢ Ihave a code

* Buy an account 5

BLOG SUPPORT

Werner Herzog Makes Documentary About Texting While Driving

System Requirements Test
Technical Support

_ SIMnet Instant Help
SIMnet Student Library now contains licensed SIMbooks and Computing Now

INFORMATION
Windows Phone Gains Smartphone Market Share SIMnet Blog

FERPA Statement
Microsoft Cuts Prices on Surface Tablets Accessibility Statement.

[»]ea] £ Jin]

If you log into SIMnet, and your account is not yet registered, you will not have access to any of the

SIMnet materials until you fully register your account — either by entering a registration code or by
purchasing access online.
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| have a registration code

If you have a registration code, type the code into the textbox under Have a registration code? and

click the Register button.

Add Product License

Have a registration code?

You'll find your registration code on a card that either gz Our textbook or

that you purchased separately.

Don't have a registration code?

You can buy access with your credit card, debit card, or PayPal account for immediate
access.
v @2 oo B :I Paprer Buy Online Now

Enter your registration
code here.

Confirm that you are enrolled in the correct SIMnet class. If you need to enroll yourself in a different
SIMnet class, select the correct campus from the Campus: list (if necessary), click the class you want to
enroll in, and then click the > button. Note: Not all schools allow you to change SIMnet class

enrollment.

SIMnet

Temple, shirey @@ EXIT

ASSIGNMENTS ~ LIBRARY  GRADES

Profile
Shirley Temple

Student ID: 948375869
Usemame:  stemple

Licensed Products

Computing Now 2013
SIMnet 2013 - Suite

Select your campus here

Classes

(if necessary).

Campus:  West Campus ~

Available Classes

Class Section

Office 100 MW

Enrolled Classes
Class Section Campus

The Test Class Section 1 Default

Enroll or un-enrollin a

[ | ]
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| do not have a registration code, and | would like to pay for my registration online
If you do not have a registration code, you can purchase your registration from within SIMnet.

1. Click the Buy Online Now button.

Add Product License

Have a registration code?

You'll find your registration code on a card that either came with your lextbook or

that you purchased separately.
. :
Click the Buy Online

Now button to buy.
Don't have a registration code? y

You can buy access with your credit card, debit card, or PayPal accougefor immediate

O SN = Buy Online Now

2. Review the McGraw-Hill license agreement. Click the Check this box if you agree to the
end user license agreement check box, and then click Next.

o : -

Agree Shop Payment Buy
Type
IMPORTANT NOTICE =
CIICk thIS Check bOX to The McGraw-Hill Companies, Inc. All rights reserved. =
accept and agree to the e “Product’) is subject to the terms below ("License Agreement”) and any others that

= Help or About menu of this Product

McGraw-Hill license

LICENSE AGREEMENT
agreement to use SIMnet
o ut this License Agreement, "you" shall mean either the individual or the entity whose
Onlme- lkage. You are granted a non-exclusive and nontransferable license to use the Product

cational purposes only. subject to the restrictions herein

COPYRIGHT\RESTRICTIONS ON USE AND TRANSFER: All rights (including copyright} in and to the
Product are owNgd by McGraw-Hill and its licensors. You may not copy, decompile. disassemble, reverse
engineer, modify, \eproduce, create derivative works of, transmit, distribute. sublicense, store in a database or
retrieval system of Yoy kind, rent or transfer the Product, or any portion thereof, in any form ar by any means
{including electronica\y or otherwise), and may not use the Product except as expressly permitted herein.  +

Check this box if you agree to the end user license agreement
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3. Select the SIMnet Online product you want to purchase, and then click Next. If you are not
sure which SIMnet product to purchase, check with your instructor or your class syllabus.

1 o 3 4 K \
This image shows all of

Agree Shop Payment Buy

Type the SIMnet products

available for online

purchase. The page you
see will probably be much
Select the product required for your class: shorter and only show the
product or products that
@ SIMgrader 2010 ($ )

: . your school uses.

O SIMnet + SIMgrader 2010 - Suite ($ ) \ J
©1SIMnet 2010 - One Application ($ )

©1SIMnet 2010 - Proficiency ($ )

©1SIMnet 2010 - Suite ($ )

©SIMnet 2013 - In Practice - Office ($ )

© SIMnet 2013 - Proficiency ($ )
©1SIMnet 2013 - Suite ($ )

Mote: The registration code will be automatically assigned to your SIMnet login immediately following payment.
All prices are listed in U.S. Dollar (USD).

@rex

4. Select your method of payment — either a credit card (or debit card that can also be used as
a credit card) or a PayPal account. Click Next. (If you select PayPal as your payment
method, the button will appear as the orange PayPal Pay Now button instead of Next.)

@

Agree Shop Payment Buy
Type

Click the radio button for

the payment method you
want to use. Select your method of payment:

Ja =

o
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a. If you selected a credit card, enter the required information. The credit card payment
information and billing address are not saved to the SIMnet database. This information
is only used to process your SIMnet payment. It is not visible to your instructor.

Enter your information, and then click the Buy button to complete the purchase
process. Be patient. The system may take a few minutes to process your payment. Do
not click the Pay button more than once, or your credit card may be charged multiple

times.
1 2 3 o
Agree Shap Payment Buy
Type
Order Details Billing Address
Product: SIMnet 2013 - In Practice - Office First Name on Card:
Shipping: $0.00
Tax: $0.00

_ Last Name on Card: / \
Total: 5 (o Returns)
Enter your credit card

Note: The product will be automatically assigned to your SIMnet Address:

username immediately following payment. All prices are listed in USD Additional Addrass: and bl”lng address
Pactzim-metmd - . sie ) Postat o information on this
e = ' page. The billing
Card Number: i address must match the
Security Code: What's a security code? Country: United States - address your credit card
Expire Date: 1-Jenusry v |f 2013+ State or Province: - \ company has on file. /

Previous Bu:
Iy
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b. If you selected PayPal, you will see a PayPal log in screen.

i. Click Pay with my PayPal account, enter your PayPal username and password, and
click Log In. The SIMnet system does not keep or track your PayPal log in

information.
Deca software is the company that
.‘gdeca processes payments for SIMnet Online
Pay with my PayPal account PayPal
Your order summary 0g in to your accountto complete the purchase
Descriptions Email
SiMnet 2013 - In Practice - Office s . . .
o total s ISP Enter your PayPal login information.
Total § uso

Log In

Forgot email or password?

If you do not have a PayPal
accountl CIICk thls Ilnk to ) Don't have a PayPal account?
create a new PayPal account.J PN o eyl fer st o checke

Click this link to cancel, and
return to SIMnet to select
another payment option.

Cancel and return to dec:

ftware lic (

Confirm your PayPal payment information, and then click Pay Now.

4' Re
, PayPal
Pay Now |
Your order summary

Payment methods 7 Change

rechice & ® CreditDebit Card : Visa JOOX-X0X-X00X-7908 E JSD

item total S
Total § uso

Bill Me Later®, a PayPal service
/ PayPal automatically uses\

$10 back and 6 months to pay on purchases of $99+
ect to credt a 2l See terms (7

your default payment
method. If necessary, click

. . PayPal gift card, certificate, reward, or other discount Redeer
the respective radio button e P s
to switch to another
payment metod linked to Contact information
K vour PavPal account. J Bgmall.com

Click Pay Now to finalize your

Pay Now |
purchase.
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5. This confirms your purchase and SIMnet registration. The system will also send you a
receipt via email (using the email address you entered as part of your SIMnet registration).

You will not receive a registration code — your account is created automatically for you.
Click the Return to SIMnet button to return to the main page where you can now enter
your username and password to log in to SIMnet.

6. When you log back into SIMnet, click on your name in the upper right-hand corner to view
your profile. Confirm that you are enrolled in the correct SIMnet class. If you need to enroll
yourself in a different SIMnet class, select the correct campus from the Campus: list (if
necessary), click the class you want to enroll in, and then click the > button. Note: Not all
schools allow you to change SIMnet class enrollment.

[ | ] b
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LOGGING INTO THE SIMNET ONLINE STUDENT PORTAL

To log into the Student Portal:

Enter your username in the Username field.
Enter your password in the Password field.
Click the Sign In button to log into SIMnet.
The Assignments page appears automatically.

PwNPE

Mc

Graw MHEDUCATION
1]

Education

m
®SIMnet

Keep IT SIMple!  username

Password

Sign T
Forgot credentials?

¢ Ihave acode

* Buy an account =5

BLOG SUPPORT

Werner Herzog Makes Documentary About Texting While Driving System Requirements Test
Technical Suppart

- SIMnet Instant Help
SIMnet Student Library now contains licensed SIMbooks and Computing Now

INFORMATION
‘Windows Phone Gains Smartphone Market Share SIMnet Blog
FERPA Statement
Microsoft Cuts Prices on Surface Tablets Accessibility Statement.

[ ]eo] £ Jin)
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ASSIGNMENTS

All of your SIMnet® assignments are available on the ASSIGNMENTS screen. Assignments are displayed
for one class at a time. Your instructor can assign you six types of assignments: Lessons, SIMbooks,
Exams, Projects, SIMpaths, and Resources.

Viewing your Assignments

To view your assignments:

1. Click the ASSIGNMENTS link.

2. Select your class from the SWITCH CLASS link. (If you are enrolled in more than one class,
click the SWITCH CLASS link to select a different class and view the assignments for that class.)

3. The window will automatically Show All assignments. Display fewer assignments by
clicking on a category: Lessons, SIMbooks, Exams, Projects, SIMpaths, or Resources
link.

4. Click on the assignment you want to open.

You have the option of viewing your assignments in three different formats: Calendar, Tiles, or List.
Change the format by clicking the Calendar, Tiles, or List button.

Tile View
In the Tiles view, assignments are displayed according to completion status and due date.

S I m net ASSIGNMENTS LIBRARY

Introduction to Office Applications qumecus »

@ A To do
B lesson o iﬁ simbook o
Word Chapter 1 DUEDATE PowerPoint DUEDATE Excel - Chapter 1 - DUEDATE
o snowan Lesson 2545 Chapter 2 SimPath 254; Getting Started 261
5 12:00 AM 12:00 AM with Excel 2013 12:00 AM
Lessans
W smbooks
V= Bams
= Frojects
Unscheduled
& lesson = . exam o
K
2013 Lesson 2 DUEDATE 2013 Path 2 DUEDATE 2013 Prefs test DUEDATE
exam
min
Submitted
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List View

When viewing all assignments in
List view, you can sort your
assighments by Type, Title or Due
date by clicking on the column
header. Narrow the list of
assignments by clicking one type
of assighnment instead of Show
All.

Calendar View

When viewing assignments in
Calendar view, you can click the
Subscribe to calendar button and
follow the instructions for
importing class assignments into
your favorite calendar app. When
your instructor changes an
assighment date, your calendar
app will update too.
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-Sl m net instant help

SIMnet
Introduction to Office Applications o »
a
Type Title Due
= Access Chapter L Pre-Test r,]_
v
PowerPoink Chapter 2 SimPath

() Werd chagter  Lesson
] &4
Exeel - Chapher 1 - Getting Started with Excel 2013 ]
v ¥ 1o O
Prajech 5] Accens Chapter | Lesson R —
e - 2o OF
hapter 8 - Fou on
L] wooam [
U
W Chapten - Making Eannedtions on o
waooam [
hapt e Compting 4 Workd onen s
N 1zo0am [
hapter § - Bringing the World fa You oammm
N 1 m [
W Cremte - Marting reus Cemputng Mevs Py
100am [

SIMnet

Introduction to Office Applications .. »

< July 2013 >

Men Tue wed ™y Fi st

15



Lessons

Taking a SIMnet lesson
1. Click ASSIGNMENTS.
2. Click the Lessons link.
3. Click the lesson title you would like to take.
4

Click the Open Lesson button to open the lesson from the beginning or click the View Page
button to do directly to the page. Loading Office 2007 or 2010 content may take several
minutes to load.

5. Read the content and then click on the Show Me, Guide Me, and Let Me Try exercises. Your
instructor may require that you complete one or more exercises on each page to complete the
lesson.

Skills 2013 Overview Lesson se ot 08/31/2013

ot gt (" opon toson ] Open Lesson. ]

. the Poums  Compieted

= n Skills 2013 Overview Lesson A x

Opening Files
[ Complete these exercises. }/V ;

tips & tricks Opendalogwith that &

tell me more — . ;1
another method )
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Navigating Tasks in a Lesson

e Click a task in the Lesson navigation menu.
e Click an arrow to go forward or backward.

Lesson navigation menu ]

Skills 2013 Overview Lesson

showme [F

guide me [

letyimetry [

tips & tricks
tell me more
another method

Opening Files

Opening a file retrieves it from storage and displays it on your computer screen. The steps for opening a
file are the same for Word documents, Excel spreadsheets, PowerPoint presentations, and Access

databases.

To open an existing file from your computer:

. Click the File tab to open Backstage view.
. Click Open.

. Click Computer.

. Alist of folders you have recently opened files from appears on the right. Click a folder to open the

Open dialog with that folder displayed.

Word

Open
L) Recent Documents.

My Documents » Costomen

Spa Documents.
| Other Web Locatiors My Documents » Sgw Documents
Sales

My Documasts » Swes

Reseanch Paper
by Dacumants  Restarch Pager

[0 computer

e ncospisce Marketing
My Documasts » Maskeing
My Documents
DOesiiop.
your local machine. .

[ Go backward

1
2
3. The Open page displays listing the recently opened files by default.
4
5

Recent Folders List
[E0 computer
Recent Folders
i SyDove Customers

m

FIGURE OF 1.5

name you want to open in the large list box.
Opening Files
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Completing the exercises in a lesson

A SIMnet® Lesson includes a list of exercises you can take an unlimited number of times.

Show Me - The Show Me exercise includes an animation with audio narration showing how to
complete the task

Guide Me - The Guide Me exercise includes a step-by-step interactive practice.

Let Me Try - The Let Me Try exercise uses the same simulated application interface used in the
exames. (This exercise requires Adobe Flash and does not work on all mobile devices.)

Some pages include additional features:

e Click the Tips & Tricks button for information about the skill.
e Click the Tell Me More button for more information and advanced techniques.

e Click the Another Method button for alternate methods such as right-click menu commands
and keyboard shortcuts.

e Practice what you learned by trying a Let Me Try Live! Simply open your Office application,
follow the instructions, and save your document. (This exercise is not graded.)

Skills 2013 Overview Lesson Aa X

Opening Files |

2 Opening a file retrieves it from storage and displays it on your computer screen. The steps for opening a
El file are the same for Word documents, Excel spreadsheets, PowerPoint presentations, and Access
databases.

show me

guide me

letmetry [F

To open an existing file from your computer:

n

Click the File tab to open Backstage view.

Click Open.

The Open page displays listing the recently opened files by default.
Click Computer.

R

A list of folders you have recently opened files from appears on the right. Click a folder to open the
& tricks Open dialog with that folder displayed.

tell me more

another method |
Open L4

L) Recent Documents
R Soonve

Other e Locations
3 Compater

b 20 puce

Click Gomputer to
open files stored on
your local machine.

FIGURE CF 1.5

6. Select the file name you want to open in the large list box.
Opening Files

[ | ]
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Completing the Show Me

1.

Click the Show Me button on the left
side of the screen. The animation will
automatically start.

Once the video ends, the window will
automatically close and the Show Me
button will display a checkmark.

Completing the Guide Me

1.

Click the Guide Me button on the left
side of the screen.

Answer the question at the top of your
screen by completing the appropriate
action in the simulated interface.

If you do not complete the exercise
correctly, an Incorrect bubble will
appear.

Read the guidance displayed in the
bubble and answer the question again.
Once you answer it correctly, click the
CORRECT button to continue.

Using the Clipboard

g H SO

one

INSERT  DESIGN  PAGELAYOUT
B P

= hs
WKAF
Head Over Heels Spa

What's New
By Ken Dishner

Well, it's been a busy year

SpaNewsletter.doo - Word

REFERENCES

You can use the Clipboard to copy
and paste multiple items.

PICIURE T

MALNGS  REVIEW  VIEW FORMAT

Paragrap!

o Velume T-fssue 3

our_new treatment rooms? We added
for wraps and scrubs.

the most modem
been designed to take

Over Heels Day Spa. As many of you know we
recently held our grand re-opening and it
was 3 great success! Thanks to everyone who
came out to partake in the manicures and
free smoothies. The staff has been hard at
work developing new treatment ideas, like
our Dead Sea salt scrub. And have you seen

You away from your everyday lives and melt
away your stress and worries.

We've also come up with some new ways to
keep you, our customers, stay up to date on
what's happening at the spa. We've updated
our Web site with a new look
(wwwhhspacom) and a new online
appointment booking system, making it easy

Ken Dis

aspbceo asmoco AaBE | (#

- o x

Fditing

I

Using the Clipboard

1. Display the Clipboard.

BE S o
W | MoaT: omoN PAGEIAOY o5 sines e vow | Sromuril onum
- X
% flucansons -[36 Z AaBL | ' #
b ® e | caung
avews - e a
= 2

The Clipboard group is located on
the Home tab. Clicking the dialog
launcher displays the Clipboard.

INCORRECT

By Ken Dishner

Well it's been a busy year for us here at Head
Over Heels Day Spa. As many of you know we
recently held our grand re-opening and it
was a great success! Thanks to everyone who
came out to partake in the manicures and
free smoothies. The staff has been hard at
work developing new treatment ideas, like
our Dead Sea salt scrub. And have you seen

Volume 1, 1ssue 3

our new treatment rooms? We added
another four rooms for wraps and scrubs.
These rooms have the most modem
equipment and have been designed to take
you away from your everyday lives and melt
away your stress and worries.

We've also come up with some new ways to
keep you, our customers, stay up to date on
what's happening at the spa. We've updated
our Web site with a new look
(wwwhhspacom) and a new online
appointment booking system, making it easy

After you complete the exercise, the window will automatically close and the Guide Me button

will display a checkmark.

Completing the Let Me Try

1.

Click the Let Me Try button on the left
side of the screen.

Answer the question at the top of your
screen by completing the appropriate
action in the simulated interface.

The program will tell you if your
response was correct or incorrect.

If you answer correctly, click the
Correct box to advance to the next
step.

If you answer incorrectly, follow the

Display the Office Clipboard,

EH S«
nowe

[ g (o

IuSERT

Cipboand 3
Clipboard
Easta a1 | | Ganr

lick an tem 1o Paste:

ME

&) Head OverHees Doy
Spa

T Bt U A ¥ A B

- %

Spabewsletter - Word

oESIGN

PAGE LAYOUT

REFERENCES

=83

our new treatment rooms? We added
another four rooms for wraps and scrubs.

INSIDE THIS ISSUE: \

MABIGS

Wl it's been 3 busy year for us here at Head
Over Heels Day Spa. As many of you kniow we

CORRECT

REVEW VW

THormal  THoSpsc.. Headingl Hes

Stes.

away your stress and worries.

? B - O x

29 apbecn: Asbecor AaBbCt ﬂaBbE[[J y
&-@-

Font E Paragraph

sding2 |3

Ken Dishner =

Find =
e Feploce
[ Select =

5| Ediing

We've also come up with some new ways to
istomers, stay up to date on
19 at the spa. We've updated
ite  with a new ook

) and a new online

© the nest step. L oking system, making it easy
ake that seaweed wrap
appointment at any time of the day. We also

have a customer survey and form for you to

tell us what you like (and don't like) about the:

it can be.

changes we've made. We are always looking
for ways to make your experience at Head
Over Heels the mast relaxing and enjoyable

L §

solution in the Incorrect box until you answer correctly.
When you have completed the last step, the window will automatically close and the Let Me

Try button will display a checkmark.
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Viewing Lesson Results

When you click the X link to exit the lesson, you will return to the Lesson page. The Completed column
will show you which tasks you completed.

SIMnet

ASSIGNMENTS LIBRARY

& assignment list - A Skills Approach Office

Time Zone: US/Eastern

Skills 2013 Overview Lesson Due 5t 08/31/2013

Pages:

#  Title

1 Introduction to Microsoft Office 2013

2 Opening Files

3 Closing Files

4 Getting to Know the Office 2013 User Interface

5  Using the Start Page

Taking a Custom Lesson

1. Click the LIBRARY link at the
top of the page.

2. Click the View Bookshelf
button and select the Study
Materials book.

3. Select the title of the lesson
you want to take and click
the Launch button.

[ | ]
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12:00 AM
16 ) )
Personal Assignment?  Yes Open Lesson
Points Completed

1/1 v 4 Task Details ~ View page
/1 v 4 Task Details ~ View page

/1 Task Details ~ View page
0/1 Task Details ~ View page
0/1 Task Details = View page

Ip view bookshelf

Study Materials

You can get information about your custom-created lessons on this
page. Use these resources to help you prepare for your exams.

SI l I lnet To view your available books, click the button in the upper-right corner of this page.

Keep IT SIMple!

Title Items Created from

Access custom lesson 1 10 Access Chapter 1 Pre-Test Details  Launch
Chapter 5 missed questions 6 Skills 2013 Ward Chapter 5 Practice Details  Launch
Custom Lesson 1 9 Word Chapter 1 Pre-Test Details  Launch
Custom lesson 2 7 Access Chapter 1 Pre-Test Details  Launch

Lori's missed questions Excel - Skills Chapter 1 - Getting Started with Excel 2013 Exam Details  Launch

SIMnet ASSIGNMENTS ~ LIBRARY  GRADES g  Rttan, Loti 0 EXIN
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Creating a Custom Lesson

You can create a custom lesson based on the questions you answered incorrectly in an exam.

To create a custom lesson from an exam:

Click the GRADES link.
Click the Exams link.
Click on an exam Title.
Click the Details button.

e wNRE

SIMnet

SIMnet

€ sssignment d

*= Office 2013 Overview Exam

Score: 0% (0/19)

Atempt 2

Questions: 15

© Geametry.
o Dark Gray.

At 10 use the MellPatalla picture locsted in the Pictures folder on yol

<
“= Office 2013 Overview Exam

Create Custom Lesson

You can create a custom lesson based on the questions you answered incorrectly. All
you need to do to create your lesson is to type in a title below.

Lesson 1

[ | ]
-Sl m net instant help

Click the Create Custom Lesson button, name your lesson, and then click the Create button.

ASSIGNMENTS  LIBRARY  GRADES

]

- =
Time Zon: US/Eastern

Due at 08/23/2013
12:00 AM

Questions:
Attempts Allowed:
Perzonal Assignment?
Tima Limit:

Status:

ASSIGNMENTS  LIBRARY  GRADES

Click on a
Details button.

[ Click Create Custom Lesson. ]

Click Create. ]
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SIMbooks

A SIMbook is an electronic replacement for your textbook. Think of it as an enhanced eBook that
includes a list of pages that features interactive exercises that you can take an unlimited number of
times.

Skills 2013 Overview Lesson A x

Show Me - The Show Me task
includes an animation with audio Opening Files

narration showing how to

complete the task S
Guide Me - The Guide Me task % ‘
includes a brief explanation of the

skill and step-by-step instructions al
ell me more
on how to Complete it. another method

& tricks

[Recent Folders List

Let Me Try - The Let Me Try task is

an exercise that uses the same -
simulated application interface
. Click Computer 1o
used in the exams. B e
Depending on the selected

SIMbook, a page may include
additional information:

Opening Files

e C(Click the Tips & Tricks button for information about the skill.
e C(Click the Tell Me More button for more information and advanced techniques.

e Click the Another Method button for alternate methods such as menu commands and
keyboard shortcuts.

e C(Click the Another Way or More Info buttons to learn more about a topic.

e Practice what you learned by trying a Let Me Try Live!

Taking a SIMbook Lesson

After opening a page, read the content and click on the Show Me, Guide Me, and Let Me Try tasks. You
must complete the Let Me Try task in order to complete the lesson.

To take a SIMbook lesson:
1. Click ASSIGNMENTS.

2. Click on SIMbooks and then click the SIMbook title you would like to review.

3. Click the Open Book button to open the lesson from the beginning or click on a page title.

Viewing SIMbook Results

When you click the X link to exit the SIMbook, you will return to the SIMbook page. The Completed
column will show you how many pages you have completed.

[ | ] "
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Exams
Exams include two different formats: SIMnet® Exams and Test Bank Exams. SIMnet® Exams use a

simulated application interface. Test Bank Exams present multiple choice, true/false, and fill-in-the-
blank questions similar to a traditional paper exam.

Taking an Exam

1. Click the ASSIGNMENTS link.
Click Exams.

N

3. Select an exam and then click the Take Exam button. The process to load the exam may

take several minutes to complete.
4. Once the exam is loaded, click the Start Exam button to begin the exam.

-
ASSIGNMENTS ~ LIBRARY  GRADES |l

SIMnet

( assignment list - Introduction to Office Applications Time Zone: US/Eastern

¥= Word Chapter 1 Pre-Test Due at 0771572013

Questions: 10
Attempts Allowed: 99 - .__
Personal Assignment?  No aKe exam

Time Limit: Unlimited

Results Attempt Date Score

‘Word Chapter 1 Pre-Test 1of99 07/10/2013 02:37 PM 40% [4/10)

[ | ]
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Answering Exam Questions

The question box at the top of the window displays the current question. Answer the question by
performing the appropriate action in the simulated interface.

[ Question box ]

[ Control panel J

Word Chapter 1 Pre-Test © NotTimed

Add 2 center tab stop at 3. Do not add 2 left tab stop first. Question 1 of 10 )

1 of 55 Attempts

Fouriey s - Word ? H - 0O %

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Ken Dishner = s

L] & 13 —— -
D % Cambria o B H o &= . b Find
]

AaBbCeDe AaBbreDe AzBbCe AaBhCel
32 Replace

Paste w B I U-~abex x f-W¥- s Thormal T Mo Spac.. Headingl Heading2 [; Iy select -

Clipboard & Font Paragraph Styles IH Editing
- &
Head Over Heels 5pa

2424 Tranauility Drive Simulated interface

Sedona, AZ B6336

May 20, 2013

Ms. Terry Collier
35 Potomac Way
Berkley, VA 22340

Dear Terry:

Head Ower Heels Day Spa has just added four new unigque services. In addition to our
outstanding traditional spa services, we have added four new services unigue to Head Ower
Heels Day Spa. These services include

Doggie and Me Massage — Bring your best pal in and treat both of you to an afterncon of
relaxation

Diamond Body Scrub — Exfcliate your body with a scrub made from nature's most precious
gemstone

PAGE:1of 1 2073 WORDS

Use the control panel to navigate questions. Browse through the questions using the left and right
buttons.

1. Click the Question list to view the list of questions in the exam. Click a question to go directly to
it. If you have already answered the question the maximum number of times allowed, the
hyperlink will be disabled.

2. The Time remaining box shows a clock counting down the time for the exam.

3. Click on the X in the top-right corner to exit the exam. The exam will end automatically if you
run out of time or if you answer all the questions the maximum number of times allowed.

4. If you close the browser or browser tab your exam will automatically be ended and submitted.

=S 24
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To answer an exam question
1. Complete the required action just as you would in the real application.
2. The program will respond with Correct or Incorrect.
3. When you click OK, the program will advance to the next question automatically.
4. When you have answered all the questions, click the X to submit and end the exam and view your
results.

Access 4 Practice @ Not Timed

Use the Simple Query Wizard to create a select query for a single table, Include these fields in this order: the Last Name, First Name, and DOB fields = £ Question1 of 29 >
from the Stafftable. Select the option to open the query to view information. Mame the query Birthdays and view the query results,
2 of 99 Attempts

? - 0O x

Staff

CREATE

HOME EXTERMAL DATA DATABASE TOOLS Ken Dishner = s

E o ¥ Cut Y ?l Ascending Y selection = r = New 2 2 Cambria 11 2; ;E
Em copy il Descending T._:]Advanced - |—=,H Save “& -
A Paste Filter . Refresh .
‘vEW - ¥ Format Painter 8¢ remove Sort "W Toggle Filter Ale > Delete v v Com plete the action. [~
Views Clipboard ] Sort & Filter Records ™ T [F] i
»
Incorrect

On the Create tab, in the Queries group, click the
Query Wizard button. In the Wew Query dialog,
Simple Query Wizard is selected by default. Click OK.
Expand the Tables/Queries list and select Table:
Staff. Double-click each of the field names in this
order: Last Name, First Name, and DOB. Click Next.
Type Birthdays in the What title do you want for your
query? box. Click Finish.

Navigation Pane

/v oK
[ Click OK to advance to next question. ]

Note: If your instructor disables the "Correct" and "Incorrect"” feedback, you will see a generic
message indicating that you have completed the question. Click OK to advance to the next question.

For most questions, SIMnet® allows "alternate" answers since you would have many different methods
to complete a task in the real application.

If you answer a question incorrectly, you can click the previous button to go back and try again. Or
you can click the Question list button to expand the list of questions, and then click the question you
want to go to.

If there is time left when you answer the last question in the exam, the exam will "recycle" to questions
that you have not yet attempted the maximum number of times.

Some instructors set the exam preferences to allow you to retry questions you already answered
correctly.

=S 25
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Taking a Test Bank Exam

Test Bank exams consist of true/false, multiple choice and fill-in-the-blank questions. Test Bank exams
are presented in one of two formats:

1. For exams that list one question at a time: After you answer each question, you must click the
Submit Answer and Go to Next Question button. If you want to skip a question and go back to it
later, you can use Skip Question button.

2. For exams that list all of the questions in a list: You may answer the questions in any order.
When you are finished, click the End Exam button. Once you have submitted your answers, you
cannot go back and change them.

NOTE: If you end the exam and still have unanswered questions, SIMnet® will warn you and ask you to
confirm that you really want to submit your answers.

Viewing Exam Results

The SIMnet® Exam Results page
includes the exam Results, Attempt,
Date and Score. Your score for the
exam is based on the number of
your correct questions divided by L\

Time Zone: US/Eastem

& grades -Introduction to Office Applications

Y= Word Chapter 1 Pre-Test Dus at 07/15/2013

12:00 AM

Questions: 10
the total number of questions in the e

Time Limit: Unlimited

exam.

1. If the exam results feedback is
enabled, you can click the S
Details button to see your wnwon (o
guestion-by-question results for
the exam.

2. If remediation is enabled, you
will see the Submitted Answer
column which lists the actions C snmane o
you took to answer a question. ¥=Word Chapter 1 Pre-Test

3. Click the History button to see
how many times you attempted = oy |
to answer the question. oo 0

Submitted: Jul 11, 2013

SIMnet assionmenTs ARy craoes RN

If the study guide is enabled, you D C=re = e e
will see a Learn button that will e

allow you to review how to Bl e e S
complete the task correctly. 3 et erine gt e e shie L ble 02

Add an Up Ribbon shape (the last option in the first row under
Stars and Banners) to the right of the text The Weekly Wrap.

You selected the Insert Bibliography menu item in the
Word ribban.

You dicked the Change Chart Type button in the
Word ribbon.

You clicked the Wrong area button, History

Enter the following text in order in each cell of the eighth row of You typed $3340 in the Annual text box, typed nail art

S thetable (the empty row) - Nail Art, $9,340. When you are finished, 111 inthe Service text box, then dlicked the 9th Row Hisory
move the cursor to the fist cell of the ninth row, button.

6  Delete the second column in the table, o

7 Display the Clipboard. o History
Insert an index inta the document using the Bulleted format. Have

8 o History

the entries display in two columns.

Use the Navigation task pane to find all instances of the word
wraps in the document.

Using the right-click method, fix the capitalization error on the
word as. De not open the Speiling and Grammar task pane.

XX XXX QL XX X X

Score: 10% (1/10)
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Creating a Custom Lesson Based on Exam Results

If you missed or skipped any questions on your exam, you can create a custom lesson based on those
guestions. After you create a custom lesson, the lesson is available in the Study Materials section of
the LIBRARY.

To create a Custom Lesson:

Click on a completed exam and click the Details button.

Click the Create Custom Lesson button.

Enter a lesson title and then click the Create button.

Click the Launch button to take the lesson immediately or access it later in the LIBRARY.

PwNE

Delayed Exam Results

Your instructor may choose to delay displaying exam results until a later date. In this case, when you
end an exam, you will see a message telling you when the delayed results will be available. Your results
will appear in the Gradebook when they are available.

[ | ] .
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Projects

Projects provide automatic grading for Microsoft’s Office Suite projects. The Projects interface allows
students to download, complete, and submit projects for grading, and then view the graded results
with feedback.

SIMnet ASSIGNMENTS ~ LIBRARY  GRADES RN Rattan Lo (@) EXJT

<

-
=

ssignment list - 2013 Excel Skills Projects Time Zone: US/Eastern

Excel 2013 Skills Approach - Ch 1 Challenge Yourself 1.3 Due at 05/30/2014

12:00 AM

Step 1 Step 2 Step 3

Download the start file. Save project. Submit project for grading.

After downloading the project's start file, download the instructions and To save your in-progress or completed work, click "Upload & Save" and In order to submit a project for grading, you need to first upload 8 save the
other helpful documents. select the file on your computer. This will replace any existing file that has completed project and then "Submit" it.

been previously uploaded and saved for this project.
Instructions

Download start file Upload & Save Grade my project

Filename Attempt Date Seore

IrEX-ChallengeYourself-1-3.xIsx 3 08/09/2013 04:41 PM 78% (7/9) View Results

IrEX-ChallengeYourself-1-3.xlsx 2 08/09/2013 04:36 PM 44% (4/9) View Results

IrEX-ChallengeYourself-1-3.xIsx 1 08/09/2013 04:31 PM 22% (2/9) View Results

Ackn

owledging Best Practices Document

The very first time a student logs into SIMnet® and wants to complete a project, they must read and
acknowledge the Best Practices document.

To acknowledge the Best Practices document:

1
2
3.
4

me
usi

Click the ASSIGNMENTS link.
Click the Projects link. The Projects Best Practices document opens automatically.
Review the document thoroughly.

Click the Acknowledge button to continue. You must acknowledge the document in order to
continue.

28
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Opening a Project

1.
2.
3.

Click the ASSIGNMENTS link.
Click the Projects link.
Select the project you want to open.

a. Click the Instructions link to download the step-by-step directions for the project.

b. Click the Solution link to download the project solution file. This option is only available
when enabled by the instructor.

c. Click the Resources button to download extra files that are necessary to complete the
project. The files are in a ZIP folder and need to be extracted after downloading to your
computer. If the link does not appear, it means that the project does not require extra files.
(See Extracting Resources.zip Folders for full instructions.)

d. Click the Download start file button to download the file that you will use to complete the
project. Use only the provided start file to complete your work. (See Downloading Start

Files for full instructions.)

e. Save the start file to your computer.

f.  Open the start file to begin the project. Use ONLY the provided Start file to comlpete your
work.

g. Follow the Instructions in sequential order.

h. Save and close your project file after completing all of the instructions.

Extracting Resources.zip Folders (Windows 7 & IE)

1.

2
3
4.
5

[ | ]
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Click the ASSIGNMENTS link.

Click the Projects link.

Click the project title you want to load.

Click the Download Resource button.

Click Save in the “Do you want to open or save...” download bar. The folder will be saved to
the Downloads folder on your computer.

Navigate to the Downloads folder on your computer.

Select and right-click the Resources.zip folder, then choose Extract All... from the menu.

The Extract Compressed (Zipped) Folders window opens. Make sure that the Show extracted
files when complete check box is selected.

Click the Extract button to extract the folder and the files.
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Downloading Start Files (IE, Firefox)
1. Click the ASSIGNMENTS link.

2. Click the Projects link.
3. Click the project you want to load.
4. Click Download Start File button.

a. If using IE 7+, click the Save button in the Do you want to open or save... download bar. The
file will be saved to the Downloads folder on your computer.

i. Click View downloads to open the folder.
ii. Inthe View downloads window, click Open to open the file.
e C(Click Enable Content in the Security Warning bar if present.

b. If using Firefox 13+, select Save File in the What should Firefox do with this file? section of the
download window and click OK. The file will be saved to the Downloads folder on your
computer.

e Inthe Downloads window, double-click the file name to open it. (Click Enable Content
in the Security Warning bar if present.)

NOTE: If you select Open with, in the What should Firefox do with this file? section of the
download window, the file will open in Read-only mode. Click the Save As... button in the
warning bar and save the file to your computer.

Saving and Uploading a Project

You can save and upload a copy of your in-progress work at any time. A new upload will replace any file
that has been previously uploaded.

To save and upload a project:
Click ASSIGNMENTS.
Click the Projects link.

Click the project title you want to load.

P w N e

Click the Upload & Save button, select the project file you want to upload, and click Open.

Submitting a Project for Grading

To submit a project for grading:
1. Click the Projects link.

2. Click the project title you want to submit.

3. Click the Grade my project button to submit the file.

4. Your results will appear once grading is complete.
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Downloading your Submitted File

To view the submitted document:

1.
2.
3.
4.
5.

Click the GRADES link.

Click the Projects link.

Click the assignment title for the project you want to load.

Click the View Results button to open the Project Results window.
Click the Downloads button to download your submitted file.

SIMnet ASSISNMENTS  UBRARY  oRADES (RS @ =

& amigrment st T Zooe Us/Easte

= Excel 2013 Skills Approach - Ch 1 Challenge Yourself 1.3 Due 033072014

200 AM

Step 1 Step 2 Step 3

Download the start file. Save project. Submit project for grading.

o b it o shend 8 s

ASSIGNMENTS  LIBRARY  GRADES WAl ramantori g EXYT

Grade my project

Time Zone: US/Tastarm

lenge . eelf 1.3

Attempt:

Application usad:  Micosoft Windows Excel 2013

Submitted: Aug 9, 2013

Legal Staff Billable Hours Log

g days in the timeshes

gy the formul o the remaining days in the timeshest

[oells C29:H23),
Feedback i
Cell €28 includes formula =SUMIC27*B5) insteod of =C27'SBI5.

Clients
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Downloading the Solution File

This option is only available when enabled by the instructor.
To download a solution file:

Click the GRADES link.

Click the Projects link.

Click the assignment title for the project you want to load.

Click the View Results button to open the project results window.
Click the Downloads button to download the solution file.

uhwWwnN e

SIMnet ASSIGNMENTS  LIBRARY  GRADES BN

& assignment fst - 2013 Excel Skils Projects Time Zone: US/Eastern

= Excel 2013 Skills Approach - Ch 1 Challenge Yourself 1.3 Due 3t 0572012014

Step 1 Step 2 Step 3

Download the start file. Save project. Submit project for grading.

In orderto submit s st upload & save the

prajectfor grading, yeu
o the

— View Results ]

IGNMENTS

= Excel 2013 Skills Approach - Ch 1 Challenge Yourself 1.3

LIBRARY

Score: 78% (7/9)

dmempe : Downloads
Application used:  Microsoft Windows Dxoel 2013

Submitted: Aug 9, 2013

Legal Staff Billable Hours Log

Emplayas Kame ool Sadd
Empioyes Humi

Feedback

Cell G29 inciudes formula =SUMC27*65) instead of =C27*SBES,

+ Clients

Viewing Project Results in the Gradebook

To view your projects results in the Gradebook:

Click the GRADES link.

Click the Projects link.

Click the project you want to view.
Click the View Results button.

PwnNPE
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SIMpaths
SIMpaths are a three part learning tool consisting of a Pre-test, a Lesson, and a Post-test. All three parts
have to be finished to complete a SIMpath. Results will display at the bottom of the SIMpath window.

Note: If you score 100% on the pre-test you may not need to complete the lesson and/or post-test.

Taking a SIMpath

1.

[ | ]
-Sl m net instant help

Click ASSIGNMENTS.
Click on SIMpaths and then click on the title you want to complete.
Click the Take pre-test button and click the Start Exam button.
a. Answer the questions the same way you would answer an exam question.
b. Once completed, click the “X” or exit button to return to SIMpaths.
c. Click Exit Exam to view the results.
d. Click the “X” or exit button to return to the SIMpaths steps.
Click the Open lesson button.
a. You can click Skip the lesson to continue to the Post-test, if your instructor has enabled
this option.
b. Once completed, click the “X” or exit button to return to SIMpaths.
c. Click the Open lesson button to take the lesson again. You can take an unlimited
number of lessons before taking the Post-test.
Click the Take post-test button.
a. After the exam loads, click the Start Exam button.
b. Answer the questions the same way you would answer an exam question.
c. Once completed, click the “X” or exit button and then click End Exam to view your
results.

ASSIGNMENTS  UBRARY  GRaDEs g Rotan lon (@) EXYT

o« assignment list - A Skills Approach Office Time Zone: US/Eastern

2013 SIMpath to test Due at 06/10/201¢
Step 1 Step 2 Step 3
Take pre-test. Take lesson. Take post-test.

The pre-test will help determine which tasks would be The lesson is generates
helpful for you to study, adjusts to facus on the are

During this step, you will be e n what you knew
inthe pre-test and what you learned in the adaptive
learning lesson.

Skip the pre-test

Start date  06/10/2013 12:00 AM Start date  06/10/2013 12:00 AM Start date  06/10/2013 12:00 AM
End date 06/10/2014 12:00 AM End date 06/10/2014 12:00 AM End date 06/10/2014 12:00 AM

Take pre-test Open lesson Take Post-test

Attempt Date Score

You have not submitted your assignment yet.
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Viewing the SIMpath Results

The SIMpaths window displays your SIMpath attempts at the bottom of the page. Click on a Details
button to see more about the attempt:

e Pre-Test — Shows the list of questions in the pre-test, points awarded, if you answered them
correctly, remediation, and history.

e Lesson — Shows the list of tasks in the lesson and the date you most recently completed them.,
SIMnet® keeps track of how many times you completed the exercise in the # Completed
column.

e Post-Test - Shows the list of questions in the post-test, if you answered them correctly,
remediation (what process you took to answer the question correctly) and points awarded. The
Print button is available.

Resources
The Resources link contains items assigned to you by your instructor. You can submit items back to the
instructor from within this section.
Downloading Resources
1. Click ASSIGNMENTS.
2. Click on Resources.
3. Click the Resource title you want to view.
4

Click the Download resource button.

Upload a Resource
1. Click ASSIGNMENTS.
2. Click on Resources.
3. Click the Resource title you want to view.
4

Click the Upload & Save button.

Submitting Resource for Grading
Click ASSIGNMENTS.

Click on Resources.

1

2

3. Click the Resource title you want to submit.

4. Click the Upload & Save button. Locate the file you want to submit, select it, and click Open.
5

Click the Submit button to submit your item for instructor review.

N »
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GRADES
Your grades for all assignments will appear in the Gradebook. If the instructor uses another application
to keep track of student grades, the Gradebook will not appear.

To view your grades:

1. Click the GRADES link.
2. Click on the Assignment you want to view.
3. Click on the View link to show detailed results in a new window.

ASSIGNMENTS LIBRARY GRADES I Rattan, Lori

Section: Section A

Introduction to Office Applications swcicus» Time zane: U Easten

¥ Gradebook G radebOOk

Results Type Assignment Instructor Comment Grade Last Modified

> i' Waord - Chapter 1 - Getting Started with Word 0% 07/15/2013
2013 03:04 PM

» W Excel- Chapter 1 - Getting Started with Excel 2013 0% 07/20/2013
10:46 PM

> i' Access - Chapter 1 - Getting Started with Access 0% 07/10/2015
2013 02:01 PM

> i' PowerPoint - Chapter 1 - Getting Started with 0% 08/05/2013

PowerPoint 2013 11:26 AM

Word Chapter 1 Pre-Test 07/11/2013
09:45 AM

7/11/2013 9:45 AM - The current grade for attempt 2 is 1/ 10. View
7/10/2013 2:37 PM - The current grade for attempt 1 is 4 / 10. View
[ Word Chapter 1 Lesson 0% 07/10/2013
02:05 PM
> '/E Word Chapter 1 Exam 0% 07/10/2013
02:07 PM
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MESSAGING

The Message Center is used to send SIMnet

messages to and receive messages
from the instructor or administrator.

Messaging - Inbox

If you are not assigned to any classes - 1t do o scho

04:41 PM

or do not have any instructors

assigned to your class, then you can [ Message Center ]
only message the administrator.

Inbox

04159 PM

The Inbox contains messages from
your instructor. Click on the message to view it. From the Messaging pop-up window you can Reply,
Forward, or Close the message.

Creating a message

1.
2.
3.

Click the Message Center envelope icon at the top of the screen.
Click the Compose button.

Click the To: box and a list of Recipients appears. Click on a Recipient and click the Set
Recipient button.

Type a subject for your message in the Subject box. Enter your message in the space below the
subject line.

Click the Send Message button to send your message. If you want to save your message as a
draft and send it later, click the Save Draft button.

Viewing messages

1.

2
3.
4

Click the Message Center envelope icon at the top of the screen.
Click the Inbox button to view messages received.
Click the Drafts button to view messages you have composed but not sent.

Click the Sent button to view messages you have sent.

Saving a Draft

If you want to see a list of your saved messages that have not been sent, click the Drafts
button.
To delete a draft, click on the box to the left of the name and click the Delete button.

Sent Button

[ | ]
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If you want to see a list of all outgoing messages that have already been sent , click the Sent
button.
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LIBRARY
The LIBRARY link contains additional learning materials such as SIMbooks and lessons that you create
yourself. These materials are available to you as long as you have your SIMnet® account.

Study Materials

Study Materials include custom lessons that you create based on your exam results. You can use these
resources to prepare for an exam.

To view your study materials:

1. Click the LIBRARY link.
2. Click on the Launch button for the custom lesson you want to view.

Bookshelf

The Bookshelf features SIMnet® books. If your school is using a textbook, you may see additional
lessons here organized to match the content in your textbook.

To view your textbooks and pre-installed self-study lessons:

1. Click the LIBRARY link.
2. Click the View Bookshelf button.
3. Click on the book you want to view.

SIMnet ASSIGNMENTS ~ LIBRARY ~ GRADES |Ngg FRattan Lo (@) EXIF

Iln view bookshelf

Study Materials

You can get information about your custom-created lessons on this
page. Use these resources to help you prepare for your exams.

S I I I l n et To view your available books, click the button in the upper-right corner of this page.

Keep IT SiMple!

Title Created from

Access custom lesson 1 Access Chapter 1 Pre-Test Details Launch
Chapter 5 missed questions Skills 2013 Word Chapter 5 Practice Details | Launch
Custom Lesson 1 Word Chapter 1 Pre-Test Details = Launch
Custom lesson 2 Access Chapter 1 Pre-Test Details = Launch

Lori's missed questions Excel - Skills Chapter 1 - Getting Started with Excel 2013 Exam | petails | Launch
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PROFILE

The profile contains your account information. This is where you edit your personal information, add a
new SIMnet® registration code, and add or remove classes.

ASSIGNMENTS

LIBRARY GRADES

Profile

Lori Rattan

Student ID: loristudent

[ Add registration code

] Licensed Products

Computing Now 2013

[ Your name ]

Username: loristudent

Email:

- ‘\[ Edit personal info ]

Classes

Campus: A Skills Approach testing v

Available Classes

Class Section

A Skills Approach Office Cheri

Skills Approach Testing Class

Editing Personal Information

To edit your personal information:

1. Click your name at the top of the screen.

Office 2010 Suite
SIMnet 2013 - Skills - Office
SimGrader 2010

Add Product

Enrolled Classes

Class Section Campus

Introduction to Office Applications Section A Default

‘Winter JAM 2013 Default

\[ Add/remove classes ]

>

~

2. Click the Edit button to edit your personal information, and then click Update to save changes.

Adding Registration Code

To add a registration code:

Click the Add Product button.

PwnbE

Adding or Removing Classes

To add or remove a class from your profile:

The Add Product License window will open.
Enter the registration code in the Registration Code box and click Register.
If you don’t have a registration code, click the Buy Online Now button to buy one.

1. Open your profile by clicking your name at the top of the screen:

e Adda class: Click the class name in the Available Classes table and then click the Right
Arrow button to move it to the Enrolled Classes table.

e Remove a class: Click the class name in the Enrolled Classes table and then click the Left
Arrow to put it back in the Available Classes table.

[ | ]
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SIMNET ONLINE INSTANT HELP

To access the SIMnet® instant help:

1. Click the Help button (question mark) in the upper right corner of the SIMnet® window.

2. Find a help topic by clicking a link under the Sections heading or click on the Most Viewed link.

Search for a topic by typing it in the Search box.
3. After finding your topic, click the View Instructions or Watch Video button.
You can also download the Registration help file or Best Practices document for projects.

TECHNICAL SUPPORT
McGraw-Hill Technical Support line:
1-800-331-5094
Hours:
Monday - Thursday: 8AM - 11PM Central
Friday: 8AM - 6PM Central
Sunday: 6PM - 11PM Central

McGraw-Hill Digital Products Support Center:
http://mpss.mhhe.com
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