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Simple Catalog Search [7]

The Simple Catalag Search page alows you to search Learring em, Curricum tle and description by keyword. You can also fiter your search by tem Classificaton.
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Advanced Catalog Search 7]
The Advanced Catalog Search page llows youto search the Catalog by Speciflc Catalog fieds. You can search the Catalog by Learfing Herms, Curriculu and Scheduld Offerings.
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Searching the SkillSoft Catalog in LearningLink

Skillsoft offers a breadth of coursework that can expand upon existing skills where you can learn at your own pace. As with all other learning opportunities, employees must discuss and obtain supervisory approval prior to starting any on-line learning and development activity and the amount of time the employee is authorized to be on-line completing learning activities any given day. Employees should understand that unless specifically required by the supervisor, course work performed outside of normal business hours is not considered "hours worked" and is, therefore, not compensable.

Step 1 – Bringing up the SkillSoft Catalog to Browse:
1. When LearningLink opens, it will default to the Personal tab (Home page).  
[image: image6.jpg]Do you want o trust the signed applet distributed by "SkilSoft Corporation"?

B

Fublisher authenticityverified by: "VeriSign, Inc

&®
"I, The securiy certiicate was issued by  company thatis trusted.

“The security certificate has not expired and is sl valid

Caution: "SkilSoft Comoration asserts that this content s safe. You should only.
accentthis content ifyou trust"SkilSoft Corporation” to make that assertian.

More Details

Yes No Aways




[image: image7.jpg]Browse Catalog
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2. Click on the Catalog tab, to open the submenu.
3. The submenu will default to Browse Catalog. In the Browse Catalog page, you can browse through all items in the catalog by subject area. To help you browse, the Browse Catalog page consists of two panes. 
· The Subjects Menu pane contains a list of nested Subject Areas in the catalog.

· The Items pane contains the items that are in a subject area you select in the Subjects Menu pane

Currently there are 5 Subject Areas: Business Skills, Certification View, Express Guide View, IT End-User, and IT Professional.  Click on the small arrow to expand any of these areas. In this example, IT Professional has been expanded.
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Step 3A – Completing a Simple Catalog Search:
The Simple Catalog Search is the default search feature. It uses the most common fields and identifiers. You have fewer options of filtering your search using this method.

1. To find what you want in the catalog, type keywords in the Keywords text box. The search field is not case sensitive. Keywords are anything that appears in the Title or Item of the course you are interested in viewing. If you know the exact phrase, type that phrase and select the Exact Phrase checkbox. 
2. Click Search to begin your search.
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Step 3B – Completing an Advanced Catalog Search:

The Advanced Catalog Search differs from the Simple Catalog Search page because it contains all search criteria provided by the system. 
1. In the Keywords section you can type a Title, Description, and/or and ID. In the Search Options section, you can choose to search for items, curricula, offerings or all three. You can also use more criteria to narrow your search.
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2. Click Search to begin your search.
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Step 4 – Launching a Course:

1. Once you have found the course you are interested in taking, click on Go to Content. At this point, the course will be added to your Learning Plan. 
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2. The next screen to appear will be the Online Content Structure.  Click on the course name to launch the course. 

3. An overview screen appears that will include a course description, expected duration, and course objectives. Depending on the course you’ve chosen, click on ‘Launch’ or ‘Play this Course’.


4. Some SkillSoft content requires a player that has to be run in the browser in order for the course to properly work. 
For these courses, you will be presented with a pop-up asking you to accept having the course run an applet called ‘eplayer’ through the browser. Click ‘Yes’ when this warning appears. 
5. The course will then open in another browser window. 
6. When you complete the session; exit the course by clicking on the X in the upper right hand corner of the browser window. When the course is closed, you will then be taken back to LearningLink, the Learning Tab, and the Learning Plan submenu.  
Step 5 – Re-Opening an Existing Course: 
1. Log onto LearningLink, it will default to the Personal tab (Home page).  

2. Click on the Learning tab, to open the submenu.
3. When the sub-menu appears, click on Learning Plan
4. Now, click on Return to Content Structure


5. When the screen appears, click on the course title to re-enter the course and follow the prompts. When the course opens, it will default to a status page that will display the percentage of topics completed and test scores (if any). 
Step 6 –Completing a Course:
1.  After you have re-opened the course, complete the course topics/section by clicking through each page. 
2. Take the test at the end of each section.
3. Exit the course when complete.
Be aware that the course WILL NOT show up on your Learning History if you do not review (click through) each topic/section and complete the exams with a minimum score of 70%. 
Step 6 – Printing Your Certificate

1. After exiting the course, you will be taken back to LearningLink and the Learning tab.

2. Click on the ‘Learning History’ submenu.

3. Click on ‘Print Completion Certificate’.

4. Your course certificate will display with your name on it.

5. Click on the Print icon and select the appropriate printer.

6. Click ‘OK’. 

7. To close the window, click on the ‘X’ on the upper right hand side of the page. 
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