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You have the options of:

· View your Transcripts

· Edit your personal information

· Change student options (yours)

· Request your username and password info (in case you forgot it)

· View status of Support Cases (trouble tickets)

On each of the next pages, I will explain your choices regarding each of these options.

Transcripts: Notice the information that is available to you within this page. You have the opportunity to know the first and last day that you accessed each course, whether or not you completed the course and the option to print out a Certification of course completion if you finished the course.
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Course Completion Cerlificates are offered to students when they have
successfully completed an online class. You can download the Course
Completion Cerlficate for a completed class by clicking the Course Completion
Certificate link.
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Edit your personal information including changing your password. It is a good idea once the HQ Training Office issues you your password that you change it to something that will be easier for you to remember. To change your password, type the one provided to you by the HQ Training Office here and then enter your “new” password here and here. Scroll down to the bottom of the page and click on 
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You can change your student option settings to customize them specifically to your learning style. You can choose to enable auto-login, run self-study courses with or without audio narration, and select default registration settings. The “Require performance in Quickskills courses” option let’s you turn off the option to be required to interact with the courseware. If you turn this option off, you will not be provided the opportunity to interact or perform any hands-on exercises within the courseware. Suggestion: Keep the settings as they are originally set up. These are pre-set to give you the best learning environment possible. Also, you may want to make sure you have the “allow vendors to contact me” option set to No. When you are finished setting your preferences, click on “Change Options Settings”.
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Forget your username or password? Just enter your email address in the field provided and click on email password. Elementk will send the information to you, through email. If you rather not use ElementK to retrieve your username or password information, please contact Sean Hoover on 301-286-0033 or shoover@pop100.gsfc.nasa.gov. I can change your original password and provide you with another. (I cannot view password information; I can only change your original password to another password). Then you will have the opportunity to change it again, by changing it through “Student Services”.

[image: image5.png]HsendPassword - Netscape Ik

Fle Edt Vew Go Communicator Help

i

knowledge

ma 726200 4338 P ET
Send Password Sean Hoover
NASA Hesdauarer

(st porsonal formaton

Forgot your Element K username or password?

B comactus We can help. Give us your email address and wefl el ther o you

Help
Make sure thatyou enter the same email address you used when you first created your Element K
account.

EmailAddess [
Emall Password

& =0=[ [Document: Done




If you have any kind of technical trouble with Elementk’s courseware, you may submit a ticket or trouble report by calling, email or submitting a ticket through Elementk’s web site. This site works just like the ODIN site. When you submit a trouble ticket, you may check on the status of your ticket number by accessing this site. If there were any trouble tickets submitted here, they would be listed here, with an explanation of when and how it was solved.
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Change Your Personal Information





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.








