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· The most robust online learning center now includes the most outstanding reference library

· Precise search capabilities mean clear answers to HQ employees tough questions

· Access to  the latest reference materials available enables NASA employees to maintain and enhance their competitive edge

· Content from books24x7.com, an online reference tool with access to hundreds of technical reference books, are available to HQ employees accessing the Computer Professional and Office Productivity libraries. Plus, this resource is available before and after the course.

Web Resources and Links 

· Element K brings you the latest articles on a variety of

           topics including new technologies, software updates,

           tips and tricks, programmer resources, free downloads,

           and more. Simply choose a department from the menu

           and you're on your way!

Tips & Techniques

· Tips from Element K Journals, Element K Journals' family of free e-mail software tips, delivers instantly useful techniques directly to you. You can receive free weekly alerts covering an extensive list of Internet, developer, and desktop applications.
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For example, if you need to learn how to produce professional charts using data that you have in Excel, just do the following: Enter the text “charting in excel” in the search area and choose the option “title and content” and click on [image: image3.png]Search
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The search criteria you specified will return the most relevant information to help you with your task. Click on “Creating Easy-to-Understand Charts”
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This displays the chapter that refers to your request. The lesson titles contained within this chapter will be displayed on the left hand side of the screen. Clicking on the title that relates most to your topic of interest will display that portion of the

chapter.
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In this example, I clicked on “Creating a Chart”. You can see that this link provided me with great detail on how to create a chart and using the chart wizard in Excel.
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g the Chart Wizard

Inthe first step ofthe ChartWizard, choose a chart type in the Chart Type list box (see Figure 24.7). Ifthe type
of chartyou want isnt isted, check out the chart types on the Custom tab.
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To refer to this information to use at a later time, you have two options to use. 

1. 
You may print the information within this chapter by clicking on the “print” option in your browser window (Netscape), which will print out the entire three page document with instructions on creating a chart and using the chart wizard in excel.
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2. You may use the “bookmark” option, which takes the book “Mastering Microsoft Office 2000 Premium Edition” and the portions of the chapter which I searched for, and places this information on my personalized bookshelf. To make a bookmark note, you would add the text in the textbox, then click on “Add Bookmark”.
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The information you requested to be added to your personalized bookshelf will be added. To access this information again, click on the link related to the information you want to review again.
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You may access your personalized bookshelf link from the very bottom of the “My Courses” page.
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You can also access your personalized bookshelf link by clicking on the link “Go to My Bookshelf”.
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IF YOU ARE HAVING TROUBLE UNDERSTANDING ANY OF THE INSTRUCTIONS WITHIN THIS DOCUMENT, PLEASE CALL SEAN HOOVER ON 301-286-0033 OR SEND AN EMAIL TO � HYPERLINK "mailto:shoover@pop100.gsfc.nasa.gov" ��shoover@pop100.gsfc.nasa.gov�. PLEASE REFERENCE THE DOCUMENT TITLE AND PAGE NUMBER/S.





IF YOU ARE HAVING TECHNICAL DIFFICULTIES, PLEASE CALL ELEMENTK TECHNICAL SUPPORT ON:





1-800-250-5013 AND SELECT OPTION 1





Please note: Support agents are available 24 hours a day, 


Monday-Friday.








