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· After entering your voucher code at the Microsoft Elevate America web site you will be prompted to sign-in using a valid Windows Live ID. 

If you already have a Windows Live ID on microsoft.com, you may use that Windows Live ID.  If not, you will be prompted to create one. This will be the username and password you will use each time you access the site. 

· If you do not have access to a purchased version of the Microsoft Office 2007 system, a 60-day free trial of the software is available at the following Web site: http://us1.trymicrosoftoffice.com/default.aspx?culture=en-us 

· Use Internet Explorer 6.0 or higher only.  Firefox will not work with the e-learning application.

· From the Microsoft Elevate America web site you can test your system to ensure that all system requirements are met, by clicking the Scan My System button.  
· You need a 56Kb/sec or faster connection to the internet.  According to various “system requirement” info, you can run the courses on most internet connections are adequate for our e-learning products, though we recommend a high-speed broadband connection.
Step-by-Step User Instructions

Overview of Resources

Microsoft is offering resources to build the technology skills of individuals in two major forms.  1) Free, on-line digital literacy courses and 2) vouchers to increase skill development in Microsoft products.

Digital Literacy
If you are new to computers, Microsoft offers FREE on-line tutorials on basic computer skills.  It is recommended that you utilize these tools before accessing a voucher.

· The Basic curriculum features a course called A First Course Toward Digital Literacy. This course teaches absolute beginners to computing about what a valuable tool computers can be in society today, and the basics of using the mouse and the keyboard. 

· Microsoft Digital Literacy Standard curriculum. Short tutorials on Microsoft Office 2003 or examples and screen shots from Microsoft Office 2007 and Microsoft Windows Vista. 

· The Advanced curriculum features several courses that expand on what learners mastered in the Standard curriculum. These courses explore core topics like writing a resume, social networking, creating an internet e-mail account, and searching the internet.
· Windows Vista and Office 2007 e-learning modules are available as part of the Digital Literacy curriculum.  Choose this training if you are already familiar with a computer and are interested in navigating the core capabilities of both Windows Vista and Office 2007 with confidence. You can use the assessment tools for Vista and Office 2007 to determine where you need to develop additional skills.  You will be asked to enter the following access code to activate your training: 9039-EAWOB-9882.  The e-learning modules and assessment tools are loaded into your “My Learning” account after you enter the access code.
Multiple languages: The Standard Digital Literacy curriculum is currently available in over 30 languages. The Basic and Advanced courses are in development and will be available in other languages in the near future. This page will be updated when other languages are available.

Skill Development in Microsoft Products

Microsoft will provide 26,000 vouchers to Massachusetts for individuals to participate in intermediate technology skills training through E-Learning courses and Microsoft Certification exams.  Each voucher equals one on-line course or a course collection or an exam.  

18,000 E-Learning Vouchers

· 13,000 individual vouchers for Microsoft E-Learning – Office Products (Business Worker): Each voucher will allow a single user to redeem one e-learning collection. An e-learning collection is made up of several e-learning courses. The voucher code can only be used once. Users can choose courses in the following curriculums:
· Office 2003 (Excel, Word, Powerpoint, Outlook)

· Windows Vista & Office 2007 (Excel, Word, Powerpoint, Outlook)

· 5,000 individual vouchers for Microsoft E-Learning -- IT Professional Products: Each voucher will allow a single user to redeem one e-learning collection on a specific advanced IT topic (ie. database administration, certified systems engineer, web design, etc.).

8,000 Certification Exam Vouchers

· 8,000 individual vouchers for Business Certification exams: Each voucher would enable a single user to pursue a certification on the coursework completed above.  Microsoft will provide 3,000 for Office 2003 and 5,000 for Office 2007.
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E-Learning Catalog
The following online training courses are provided as part of the Elevate America program.

	DIGITAL LITERACY
	
	

	Course or Course Collection

(NO VOUCHER REQUIRED)
	Course Names
	Certification Name/Test 

	Microsoft Digital Literacy: Basic Curriculum
	Computers in the World

Keyboarding

Mousing
	NA

	Microsoft Digital Literacy: Standard Curriculum (30 languages)
5 courses

5 assessments

1 certificate test
	Computer Basics
Internet & the World Wide Web
Productivity Programs
Computer Security & Privacy
Digital Lifestyle
	Digital Literacy Certificate of Completion (user prints certificate at end of e-courses)

	Microsoft Digital Literacy: Advanced Curriculum
	Creating an Internet Email Account
Writing a Great Resume by Using Microsoft Office Word 2007

	NA

	Windows Vista and Office Basics 
(ACCESS CODE ON-LINE)
	Course Names (Courses displayed in “My Learning” Account after log-in)
	Certification Name/Test

	Windows XP 
(this course may be discontinued)
	Course 4119: Core Training for Microsoft® Windows XP Professional Service Pack 2
	Basic introductory course.  Content does not fully prepare individual for certification test*.

	Windows Vista Essentials

1:15 hour course
1 assessment
	6081: Windows Vista Essentials
	Basic introductory course.  Content does not fully prepare individual for certification test*.

	Core Word 2007

3 1-hour courses
3 assessments
	5419: Getting Started with Word 
5420: Editing and Proofreading Documents in Word 
5421: Formatting Documents in Word 
	Basic introductory course.  Content does not fully prepare individual for certification test*.

	Core Excel 2007

2 1-hour courses

2 assessments
	5425: Getting Started with Excel
5426: Performing Calculations on Data in Excel
	Basic introductory course.  Content does not fully prepare individual for certification test*.

	Core PowerPoint 2007

2 1-hour courses

2 assessments
	5431: Getting Started with PowerPoint
5432: Working with Slides in PowerPoint
	Basic introductory course.  Content does not fully prepare individual for certification test*.

	Core Outlook 2007

2 1-hour courses

2 assessments
	5437: Getting Started with Outlook
5438: Working with Email Messages in Outlook
	Basic introductory course.  Content does not fully prepare individual for certification test*.


*If you intend to take one of the Certification Exams in Microsoft Office Products, you could consider taking these basic introductory courses as part of the  Microsoft E-Learning Office Products (Business Worker) course collections listed on the next page.  You are welcome to take the basic courses through the free digital literacy courses to assess your skills or if you want an introduction to the product but may not want to sit for a certification exam.  

	Microsoft E-Learning Office Products (Business Worker)

	Course or Course Collection

(1 Course = 1 Voucher)
	Course Names
	Certification Name/Test 
(1 Test = 1 Voucher)

	Core Training with Windows Vista 
1:15-hour course

1 assessment
	Course Collection 6081: Core Training with Windows Vista (Client)
	

	Core Training for Word 2007
6 1-hour courses

3 assessments
	Course Collection 5258: Core Training for Word 2007

· 5419: Getting Started with Word 
5420: Editing and Proofreading Documents in Word 
5421: Formatting Documents in Word 
5422: Columns and Tables

· 5423: Graphical Elements

· 5424: Working with Longer Documents

· 6787: Collaborating with Others  and Personalizing

· 6788: Advanced Features
	Microsoft Certified Application Specialist Exam for Word 2007

	Core Training for Excel 2007
6   1-hour 

e-learn courses

2 assessments
	Course Collection 5259: Core Training for Excel 2007

· 5425: Getting Started

·  5426: Performing Calculations on Data in Microsoft Office Excel® 2007

· 5427: Formatting and Printing Worksheets

· 5428: Filter and Summarize Data

· 5429 Pivot Tables and Charts

· 5430: Collaborating with Others 

· 6789: Analyze Data and  work with Macros
	Microsoft Certified Application Specialist Exam for Excel 2007

	Core Training for PowerPoint 2007
6  1-hour 

e-learn courses

2  assessments
	Course Collection 5260: Core Training for PowerPoint 2007

· 5431: Getting Started

· 5432: Working with Slides

· 5433: Working with Slide Layout and Themes

· 5434: Working with Tables Charts, and Diagrams

· 5435: Enhancing Slides with Multimedia Elements

· 5436: Delivering Presentations
	Microsoft Certified Application Specialist Exam for PowerPoint 2007

	Core Training for Outlook 2007
6  1-hour 

e-learn courses

2 assessments
	Course Collection 5261: Core Training for Outlook 2007

· 5437: Getting Started with

· 5438: Working with E-mail Messages

· 5439: Managing Mail and Contact Information

· 5440: Managing the Calendar

· 5441: Working with Tasks and Notes

· 5442: Sharing and Remotely Accessing Data
	Microsoft Certified Application Specialist Exam for Outlook 2007

	Core Training for Access 2007
6  1-hour 

e-learn courses

2 assessments
	Course Collection 5263: Core Training for Access 2007

· 5451: Getting Started with

· 5452: Importing, Exporting Information 

· 5453: Working with Forms

· 5454: Locating Specific Information

· 5455: Keeping Information Accurate, Secure

· 5456: Working with Reports
	Microsoft Certified Application Specialist Exam for Access 2007

	Core Training for PowerPoint 2003
5 hour course

Assessment
	Course 4103: Core Training for PowerPoint 2003

· Creating Presentations

· Working with Slides

· Making A Presentation  Look Consistent

· Working with Shapes 

· Working with Graphics

· Tables, Charts, and Diagrams

· Multimedia

· Reviewing and Sharing

· Slide Shows
	Microsoft Office Specialist Exam for PowerPoint 2003

	Core Training for Outlook 2003
5 hour course

 Assessment
	Course 4104: Core Training for Outlook 2003

· Managing E-mail

· Finding and Organizing  E-mail

· Managing your Calendar

· Scheduling  and Managing Meetings

· Creating and Organizing Contacts

· Keeping Track of Information
	Microsoft Office Specialist Exam for Outlook 2003

	Core Training for Word 2003
4 Hour Course

Assessment
	Course 4105: Core Training for Word 2003

· Working with Documents

· Editing and Proofreading Documents

· Changing the Appearance of Documents

· Tables and Columns

· Collaborating with Others

· Previewing and Printing a Document

· Previewing and Creating A Web Page 
	Microsoft Office Specialist Exam for Word 2003

	Core Training for Excel 2003
4 Hour Course

Assessment
	Course 4106: Core Training for Excel 2003

· Getting to know Excel® 

·  Setting Up A Workbook

· Performing Calculations on Data

· Changing the Appearance

· Filtering and Reordering Data

· Combining Data from Multiple Sources

· Creating Charts

· Printing

· Collaborating in Excel
	Microsoft Office Specialist Exam for Excel 2003


	Microsoft E-Learning IT Professional Products

1 Course = 1 Voucher

	Clinic 10279: What’s New in Microsoft SharePoint 2010 for IT Professionals

	Collection 10268: MCTS (Exam 70-642): Configuring Windows Server 2008 Network Infrastructure

	Collection 10271: MCITP (Exam 70-647): Configuring Windows Server 2008 Network Infrastructure

	Collection 10272: MCTS (Exam 70-640): Configuring Windows Server 2008 Active Directory

	Collection 10273: MCTS (Exam 70-649): Upgrading Your MCSE on Windows Server 2003 to Windows Server 2008

	Collection 10274: MCITP (Exam 70-646): Windows Server 2008, Server Administrator

	Collection 2278: Planning and Maintaining a Microsoft® Windows Server™ 2003 Network Infrastructure

	Collection 2279: Planning, Implementing, and Maintaining a Microsoft® Windows Server™ 2003 Active Directory® Infrastructure

	Collection 2364: What’s New in Microsoft® Visual Studio® 2005 for Existing Visual Studio .NET Developers

	Collection 2541: Core Data Access Development with Microsoft® Visual Studio® 2005

	Collection 2542: Advanced Data Access Development with Microsoft® Visual Studio® 2005

	Collection 2543: Core Web Client Programming with Microsoft® Visual Studio® 2005

	Collection 2544: Advanced Web Client Programming with Microsoft® Visual Studio® 2005

	Collection 2546: Core Windows® Client Development with Microsoft® Visual Studio® 2005

	Collection 2547: Advanced Windows® Client Development with Microsoft® Visual Studio® 2005

	Collection 2548: Core Distributed Application Development with Microsoft® Visual Studio® 2005

	Collection 2549: Advanced Distributed Application Development with Microsoft® Visual Studio® 2005

	Collection 2562: Getting Started with Microsoft® Visual Studio® 2005 for Visual Basic® 6.0 Developers

	Collection 2778: Querying and Modifying Data in Microsoft SQL Server 2008 with Transact-SQL

	Collection 2778: Writing Queries Using Microsoft® SQL Server™ 2005 Transact-SQL

	Collection 2781: Designing Microsoft® SQL Server™ 2005 Server-Side Solutions

	Collection 2782: Designing Microsoft® SQL Server™ 2005 Databases

	Collection 2783: Designing the Data Tier for Microsoft® SQL Server™ 2005

	Collection 2784: Tuning and Optimizing Queries Using Microsoft® SQL Server™ 2005

	Collection 2786: Designing a Microsoft® SQL Server™ 2005 Infrastructure

	Collection 2787: Designing Security for Microsoft® SQL Server™ 2005

	Collection 2788: Designing High-Availability Database Solutions Using Microsoft® SQL Server™ 2005

	Collection 2789: Administering and Automating Microsoft® SQL Server™ 2005 Databases and Servers

	Collection 2790: Troubleshooting and Optimizing Database Servers Using Microsoft® SQL Server™ 2005

	Collection 3201: Developing Microsoft® ASP.NET 2.0 Web Applications

	Collection 3386: Implementing Microsoft System Center Operations Manager 2007

	Collection 3395: Developing Microsoft Office Client Applications using Visual Studio Tools for the Microsoft Office System 2005 SE 

	Collection 5051: Monitoring and Troubleshooting Microsoft Exchange Server 2007

	Collection 5093: Installing and Configuring Microsoft Exchange Server 2007

	Collection 5094: Managing Microsoft Exchange Server 2007

	Collection 5095: Designing the Microsoft Exchange Server 2007 Infrastructure 

	Collection 5096: Administering Mailboxes in a Microsoft Exchange Server 2007 Environment

	Collection 5097: Upgrading Core Skills to Microsoft Exchange Server 2007

	Collection 5098: Deploying the Microsoft Exchange Server 2007 Infrastructure

	Collection 5103: Upgrade Skills to Configure Windows Vista™

	Collection 5104: Upgrade Skills to Support Windows Vista Consumers

	Collection 5106: Upgrading Enterprise Desktop Support Skills to Windows Vista 

	Collection 5139: Designing, Implementing, and Managing a Microsoft® Windows Mobile® Infrastructure

	Collection 5148: Implementing a Microsoft® Exchange Server 2003 Messaging Environment

	Collection 5149: Managing a Microsoft® Exchange Server 2003 Messaging Environment

	Collection 5150: Developing Microsoft® Windows Mobile® 5.0 Applications Using Microsoft Visual Studio® 2005

	Collection 5160: Core Development with the Microsoft® .NET Framework 2.0 Foundation

	Collection 5161: Advanced Development with the Microsoft® .NET Framework 2.0 Foundation

	Collection 5237: Configuring and Managing Microsoft® Windows Server® 2003 Hosted Environments

	Collection 5327: Implementing and Maintaining SAP on Microsoft® SQL Server 2005

	Collection 5334: Upgrading to Microsoft SQL Server 2005

	Collection 5347: Installing and Configuring Windows Vista™

	Collection 5354: Configuring Windows Vista™ Networking and Security

	Collection 5360: Configuring Windows Vista™ Applications and Devices

	Collection 5366: Maintaining and Troubleshooting Computers Running Windows Vista

	Collection 5372: Deploying Windows Vista Desktop Images and Applications 

	Collection 5379: Supporting Windows Vista for the Consumer Support Technician

	Collection 5974: Designing, Deploying, and Managing a Network Solution for a Small- and Medium-Sized Business 

	Collection 6319: Configuring Hyper-V in Windows Server 2008

	Collection 6338: Updating your Windows Server 2003 Design Skills to Windows Server 2008

	Collection 6369: Implementing and Maintaining Microsoft SQL Server 2008

	Collection 6417: Updating your Applications Infrastructure Technology Skills to Windows Server 2008

	Collection 6420: Fundamentals of a Windows Server 2008 Network Infrastructure and Application Platform

	Collection 6421: Configuring and Troubleshooting a Windows Sever 2008 Network Infrastructure

	Collection 6424: Fundamentals of Windows Server 2008 Active Directory

	Collection 6425: Configuring Windows Server 2008 Active Directory Domain Services

	Collection 6426: Configuring Identity and Access Solutions with Windows Server 2008 Active Directory

	Collection 6427: Configuring and Troubleshooting Internet Information Services 7.0 in Windows Server 2008

	Collection 6428: Configuring Windows Server 2008 Terminal Services

	Collection 6435: Designing Network Infrastructure in Windows Server 2008

	Collection 6436: Designing Active Directory Infrastructure and Services in Windows Server 2008

	Collection 6437: Designing a Windows Server 2008 Applications Infrastructure

	Collection 6460: Visual Studio 2008: Windows Presentation Foundation

	Collection 6461: Visual Studio 2008: Windows Communication Foundation

	Collection 6462: Visual Studio 2008: Windows Workflow Foundation

	Collection 6463: Visual Studio 2008 ASP.NET 3.5

	Collection 6464: Visual Studio 2008 ADO.NET 3.5

	Collection 6517: Updating your Active Directory® Technology Skills to Windows Server® 2008

	Collection 6528: Updating your Network Infrastructure Technology Skills to Windows Server® 2008

	Collection 6890: Microsoft Visual Studio 2008: Transitioning from Windows Forms to WPF with Microsoft .NET Framework 3.5

	Collection 6896: Configuring Microsoft System Center Virtual Machine Manager 2008

	Collection 7245: Updating Your Windows Server 2003 Server Administrator Skills to Windows Server 2008

	Collection10112:  Implementing Data Protection Manager 2007

	Course 2008: Designing and Planning an Exchange Server 2003 Organization

	Course 2009: Upgrading Your Skills from Microsoft® Exchange Server 5.5 to Microsoft Exchange Server 2003

	Course 2158: Managing E-Business Solutions Using Microsoft® BizTalk® Server 2004

	Course 2208: Updating Support Skills from Microsoft® Windows NT® 4.0 to Windows Server™ 2003

	Course 2261: Supporting Users Running the Microsoft® Windows® XP Operating System

	Course 2262: Supporting Users Running Applications on the Microsoft® Windows® XP Operating System

	Course 2274: Managing a Microsoft® Windows Server™ 2003 Environment

	Course 2275: Maintaining a Microsoft® Windows Server™ 2003 Environment

	Course 2276: Implementing a Microsoft® Windows Server™ 2003 Network Infrastructure: Network Hosts

	Course 2277: Implementing, Managing, and Maintaining a Microsoft® Windows Server™ 2003 Network Infrastructure: Network Services

	Course 2282: Designing a Microsoft® Windows Server™ 2003 Active Directory® and Network Infrastructure

	Course 2283: Migrating from Microsoft® Windows NT® 4.0 to Microsoft® Windows Server™ 2003

	Course 2285: Installing, Configuring, and Administering Microsoft® Windows® XP Professional Service Pack 2

	Course 2286: Implementing Microsoft® Windows® SharePoint® Services

	Course 2288: Using Microsoft® Virtual Server 2005

	Course 2310: Developing Microsoft® ASP.NET Web Applications Using Visual Studio® .NET

	Course 2389: Programming with Microsoft® ADO.NET

	Course 2434: Introduction to Development with Microsoft® BizTalk® Server 2004

	Course 2435: Managing Business Processes with Microsoft® BizTalk® Server 2004

	Course 2436: Using Microsoft® BizTalk® Server 2004 Tools and Web Services

	Course 2524: Developing Web Services Using Microsoft® ASP.NET

	Course 2555: Developing Microsoft® .NET Applications for Windows® (Visual C# .NET)

	Course 2557: Building COM+ Applications Using Microsoft .NET Enterprise Services

	Course 2565: Developing Microsoft® .NET Applications for Windows® (Visual Basic .NET)

	Course 2640: Upgrading Web Development Skills from ASP to Microsoft® ASP.NET

	Course 2710: Analyzing Requirements and Defining Microsoft® .NET Solution Architectures

	Course 2826: Upgrading to Microsoft® Internet Security and Acceleration Server 2004

	Course 2830: Designing Security for Microsoft® Networks

	Course 2936: Installing and Securing Microsoft® SQL Server™ 2005

	Course 2937: Administering and Monitoring Microsoft® SQL Server™ 2005

	Course 2938: Data Availability Features in Microsoft® SQL Server™ 2005

	Course 2939: Programming Microsoft® SQL Server™ 2005


	Course 2940: Building Service and Notifications Using Microsoft® SQL Server™ 2005

	Course 2941: Creating the Data Access Tier Using Microsoft® SQL Server™ 2005

	Course 2942: New Features of Microsoft® SQL Server™ 2005 Analysis Services

	Course 2943: Updating Your Data Integration Skills to Microsoft® SQL Server™ 2005 Integration Services

	Course 2944: Updating Your Reporting Skills to Microsoft® SQL Server™ 2005 Reporting Services

	Course 2952: Deploying and Managing Microsoft® System Center Data Protection Manager

	Course 3166 : Selecting the Appropriate High-Availability Technology Using Microsoft® SQL Server™ 2005

	Course 3167 : Designing a Highly Available Database Storage Solution Using Microsoft® SQL Server™ 2005

	Course 3168 : Designing a Clustering Solution Using Microsoft® SQL Server™ 2005

	Course 3169 : Designing a Log Shipping Solution Using Microsoft® SQL Server™ 2005

	Course 3170 : Designing a Database Mirroring Solution Using Microsoft® SQL Server™ 2005

	Course 3171 : Designing Replication Solutions for High Availability Using Microsoft® SQL Server™ 2005

	Course 3172 : Combining High-Availability Technologies Using Microsoft® SQL Server™ 2005

	Course 3173 : Documenting and Testing a High-Availability Strategy Using Microsoft® SQL Server™ 2005

	Course 5146: Administering Microsoft® SQL Server™ 2005 Databases for Oracle Database Professionals

	Course 5147: Building Interoperable Solutions with Microsoft® SQL Server™ 2005 and Oracle Databases


How to Access On-line Courses

Following is a step-by-step guide for using your E-Learning. Please note there are separate instruction steps depending on which type of E-Learning you want to use.

For Users New to Elevate America

You need to make sure your computer meets the system requirements for on-line courses.

1. At your computer, access the Internet.  NOTE: You must use Internet Explorer 6.0 or higher.  The programs do not run as well in other browsers like Netscape, Firefox or Safari (Mac).

2. In the address bar at the top, enter www.microsoft.com/elevateamerica and press ENTER on your keyboard.

3. The Microsoft Elevate America Web site appears. Click Getting Started tab on the top bar.

4. Under the Resources That Can Help You Today section, click Get started learning now.  

5. A Web page listing the available training appears. 

6. Scan your system.  Follow the instructions under Step 1.  You will scan your system to ensure it meets the system requirements.  You may need to download updated software to “ready” your system for on-line courses.

To Access Digital Literacy On-line Courses -  NO VOUCHER REQUIRED

1) At your computer, access the Internet.  NOTE: You must use Internet Explorer 6.0 or higher.  The programs do not run as well in other browsers like Netscape, Firefox or Safari (Mac).
2) In the address bar at the top, enter www.microsoft.com/elevateamerica and press ENTER on your keyboard.

3) The Microsoft Elevate America Web site appears. Click Getting Started tab on the top bar.

4) Under the Resources That Can Help You Today section, click Get started learning now.  

5) A Web page listing the available training appears. 

· Scan your system (if you did not follow steps above).  Follow the instructions under Step 1.  You will scan your system to ensure it meets the system requirements.  You may need to download updated software to “ready” your system for on-line courses.

6) Choose a digital literacy training program.  Follow the links under Step 2.  You have two options:
a) Digital Literacy Training for Individuals New to Computing: Your courses are ready. No voucher is required. Simply choose the language you want to take the course in at the bottom of the page and hit Go.  Choose the digital literacy curriculum and follow the instructions.

There are many digital literacy courses to choose from within three major categories: Basic Curriculum, Standard Curriculum and Advanced Curriculum.  Review the Chart on Page X for additional detail on the courses within each Curriculum area.  Each course offers an on-line assessment tool to help you determine if you need to take it.

You may be prompted to allow pop-up windows. Ensure that your speakers are not muted and the volume is turned up. You may also view a transcript of the course narrative by clicking Show Transcript on the upper right side of the screen.

b) Windows Vista and Microsoft Office 2007 Essentials: To access these primer courses, use the following access code: 9039-EAWOB-9882 (also listed on the webpage).
a. Clicking the link sends you to an e-learning access code entry page.

b. Check the box to accept the Microsoft Software License Terms (also called the End User License Agreement), and then enter the access code into the specified box and press ENTER.

c. You may have a pop-up window that asks if it can automatically sign you in with your Windows Live ID. Click Accept.
i. If you do not have a Windows Live ID, click on “sign up now” to create.  You will need to enter an email address and password.  Microsoft will send you an email confirmation.  Go to your email account, open the email and follow the instructions.

d. You are sent then to a Thank You page, which confirms you have access to the Windows and Microsoft Office Essentials courses. 
e. Click Go to My Learning to see your online content.
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f. This will take you to a personalized space that stores all of the learning content you have saved. 

g. Click on the course you want to start. 
Each time you wish to return to your e-learning, follow these instructions:

1. Start by accessing the Internet. Type www.microsoftelearning.com into the address bar and press ENTER on your keyboard. 

2. On the right, click Returning users and sign in as instructed.

3. Click My Learning in the upper-left corner to bring you to a personalized space that stores all of the learning content you have saved. Click on the course you want to start.

If you need assistance at any time in the registration process or during your e-learning, call 800-636-7544 from 6:30 a.m. to 5:30 p.m. You will be asked for an “MCP” number, but ignore that request; you don’t need this number. For assistance, you also can send an e-mail to e-learn@microsoft.com. 
To Access “Microsoft E-Learning Office Products (Business Worker)” Vouchers

1. In an internet browser, go to Microsoft Elevate America Web site at www.microsoft.com/elevateamerica.  NOTE: You must use Internet Explorer 6.0 or higher.  The programs do not run as well in other browsers like Netscape, Firefox or Safari (Mac).

2. Click “Redeem Your Voucher” on the top right side of the page.

3. Under I Already Have a Voucher, click the link that says I have a voucher for Microsoft Office or Windows product training.  

4. This will direct you to a new web page that provides instructions to redeem your free E-Learning. 

· Scan your system (if you did not already).  Follow the instructions under Step 1.  You will scan your system to ensure it meets the system requirements.  You may need to download updated software to “ready” your system for on-line courses.

5. Redeem your voucher. Click the link “Redeem Your Free E-Learning”. This sends you to an e-learning access code entry page. Please note that the term Access Code and Voucher Code refer to the same thing.

6. Check the box to accept the End User License Agreement, and then enter the access code into the specified box and click Enter.

· You may have a pop-up window or web page that asks you to sign you in with your Windows Live ID. Click to accept.  If you do not have a Windows Live ID, click on “sign up now” to create.  You will need to enter an email address and password.  Microsoft will send you an email confirmation.  Go to your email account, open the email and follow the instructions.

7. You will be sent to a Product Selection page. Choose the e-learning collection you wish to use. Simply scroll down and find your course, click the check box next to it, and click Submit at the bottom of the page.

8. You are sent to a Thank You page, which confirms you have redeemed an e-learning collection. Click Go to My Learning to see your online content.
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9. You are ready to begin your courses! Click the Collection or Course link. If you chose a Collection, you will be directed to a page that lists the collection of courses that have been unlocked with your access code.

You will see a box at right that says “Buy This Collection”. Please ignore this collection price and do not click on the Add to Cart button. While this reflects the actual value of the collection you are receiving for free, it is a program error which will be corrected soon. 

10. To begin a course, instead simply click on a course link listed on the left side of the page under the heading  This offer includes the following. 

11. This will bring up a course overview page. To launch the course, click the Begin This Course button on the right.

If you do not have access to a purchased version of the Microsoft Office 2007 system, a 60-day free trial of the software is available at the following Web site: http://us1.trymicrosoftoffice.com/default.aspx?culture=en-us. 

Each time you wish to return to your e-learning, follow these instructions:

1. Start by accessing the Internet.  NOTE: You must use Internet Explorer 6.0 or higher.  The programs do not run as well in other browsers like Netscape, Firefox or Safari (Mac).

2. Type www.microsoftelearning.com into the address bar and press ENTER on your keyboard. 

3. On the right, click Returning users and sign in as instructed.

4. Click My Learning in the upper-left corner to bring you to a personalized space that stores all of the learning content you have saved. Click on the course you want to start.
To Access a Voucher for Technical Professionals

1. In an internet browser, go to Microsoft Elevate America Web site at www.microsoft.com/elevateamerica. Under the Redeem a voucher box in green at the bottom of the page, click “Redeem Your Voucher”.  NOTE: You must use Internet Explorer 6.0 or higher.  The programs do not run as well in other browsers like Netscape, Firefox or Safari (Mac).

2. Click the link that says I have a voucher for technical professional or developer-level training.  

3. You will be sent to an e-learning access code entry page. Please note that the term Access Code and Voucher Code refer to the same thing.
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4. Accept the End User License Agreement by clicking the check box, and then enter the access code into the specified box and click Enter.
· You may have a pop-up window that asks if we can automatically sign you in with your Windows Live ID. Click to accept.  If you do not have a Windows Live ID, click on “sign up now” to create.  You will need to enter an email address and password.  Microsoft will send you an email confirmation.  Go to your email account, open the email and follow the instructions.

5. You will be sent to a Product Selection page. Choose the e-learning collection you wish to redeem. Find your course, click the check box next to it, and click Submit at the bottom of the page.

6. You are sent then to a Thank You page, which confirms you have redeemed an e-learning collection. 
7. Click Go to My Learning to see your online content.
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8. This will take you to a personalized space that stores all of the learning content you have saved. 

9. Click on the Course title that you would like to launch and then click the Begin This Course button at right. 

Each time you wish to return to your e-learning, follow these instructions:

1. Go to www.microsoftelearning.com.  NOTE: You must use Internet Explorer 6.0 or higher.  The programs do not run as well in other browsers like Netscape, Firefox or Safari (Mac).

2. On the right, click Returning users and sign in as instructed.

3. Click My Learning in the upper-left corner to bring you to a personalized space that stores all of the learning content you have saved. Click on the course you want to start.
To Access a Business Certification Exam

A Microsoft certification exam is made available to users through the Elevate America program.  The user experience for the exam offer is simple:

1. Obtain an exam access code.
2. In an internet browser, go to Microsoft Elevate America Web site at www.microsoft.com/elevateamerica. Under the Redeem a voucher box in green at the bottom of the page, click “Redeem Your Voucher”.

3. Under I Already Have a Voucher, click the link that says I have a voucher for Microsoft Office or Windows product training.  

4. Click on the link “Locate an authorized testing center” under Step 3.
5. You can select any participating Certiport testing center.  Please be aware that a proctoring fee may apply at some locations and is NOT covered by the voucher.
6. Schedule an exam by phone with the location you wish to take your exam.

7. Go to the testing center, check in and provide the exam access code issued.

8. Register and take the exam.  Plan to spend 1-2 hours.

9. Receive exam results and score report upon completion of the exam.

10. Receive acknowledgement email from Microsoft on exam completion.

11. If the exam is passed, the user receives a letter and certificate in the mail from Microsoft.

12. If the exam is not passed, the user can retake the exam once more with the same voucher the user was given. However, the exam will need to be scheduled prior to the expiration date of the voucher.
User FAQ

Q: After I’ve activated my voucher, on some pages, it looks like I am being asked to pay for the courses I have selected. What does this mean?

A: On a few pages in the Microsoft Learning system, you may see a dollar amount shown. This dollar amount indicates the total value of the collection of courses you are pursuing as part of your Microsoft Learning. While it may appear to be indicating payment is required, it is not. As long as you redeemed your voucher at the beginning of the process, you can ignore that item and proceed to your individual courses to begin your training. 

Q: I’m in “My Learning” but am not sure where to start or what to click on.

A: Your course(s) will be listed in the center of the webpage. Click on a link for the course you wish to start and follow the instructions provided to start the course.

Q: I’m a returning user. Where do I go to continue my learning?

A: To return to your learning, simply go to www.microsoftelearning.com. On the right, click Returning users and sign in as instructed. Click My Learning in the upper-left corner to bring you to a personalized space that stores all of the learning content you have saved. Click on the course you want to start.

Q: I’m just getting started using computers. Where do I begin?

A: The following web page will provide you the information and instructions you need to get started: http://www.microsoft.com/about/corporatecitizenship/us/communityinvestment/learning/new_users.mspx
Q: I’m an IT professional or developer. What resources are available to me?

A: Access to the full Microsoft Learning library of e-learning courses is provided for you when you collect an access code voucher from your participating government agency. Go to the following Web page for more information and instructions: http://www.microsoft.com/about/corporatecitizenship/us/communityinvestment/learning/tech_pros.mspx
Q: Where do I go to activate my e-learning voucher?
A: Follow the instructions provided to you via the Web pages listed in the initial instructions. This same set of pages will provide you details on how to redeem your Certification Exam voucher. In an internet browser, go to Microsoft Elevate America Web site at www.microsoft.com/elevateamerica. Under the Redeem a voucher box in green at the bottom of the page, click “Redeem Your Voucher”.
Q: What is the difference between an Access Code and a Voucher Code?

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

Q: How long will I be able to use my e-learning courses?

A: Once you activate your e-learning, you will have 12 months of access to the courses.

Q: How many courses can I take with my e-learning voucher?

A: Your e-learning voucher will allow you to redeem either one course or one collection suite of courses depending on your learning goals.

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

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

Q: Other FAQs on Microsoft E-Learning tools can be found here:

https://www.microsoftelearning.com/help/help.aspx
Q:
Are the Microsoft courses “accessible”?

Microsoft E-Learning is screen reader compliant. The following software must be running on the computer in order to access courses with Screen Reader software:

· Microsoft Internet Explorer 6.0 or higher

· Window-Eyes from GW Micro

· JAWS from Freedom Scientific

· MSAA enabled

Q: What do I do if I get stuck?

A: If you find you need customer support, please contact the Microsoft Regional Support Center by phone at (800) 636-7544, or email e-learn@microsoft.com. More support information is available at the following Web site: http://www.microsoft.com/learning/support/northamerica.mspx. 
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