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The following instructions will guide you through taking a course and help you make the most of your Web-based training experience.

Accessing the Site:

Access the Internet through your browser (Netscape)

In your browser’s address line, type the following URL address: http://ohr.gsfc.nasa.gov/DevGuide/Hq/wbt/wbtlogin.htm
The HQ Training Office (WBT) Log In page will appear. Please bookmark the site immediately! 
Type your username and password in the fields provided
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You will be in the “My Courses” page. Notice your name in the upper right of the screen, confirming your personalized starting point.
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The area under “My Current Courses” will be blank initially. Review the “Announcements under NASA HQ Training Office” each time you log in. This is where you will find helpful information and tips customized especially for HQ employees.
Click on “Course Catalog”.
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The My Courses page is where you can view the courses listed by department. You can also launch a course from within its department. Please note: Although Workplace Safety is listed as a department; the HQ Training Office has not contracted for courses within this department. If you click on this department, you will receive a statement informing you that you do not currently have access to any of the courses in this department.
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The easiest way to find courses or subjects you are interested in taking is to use the “Search” option located on the left side of the screen. To search for “Courses” type a portion of the name of the course or the subject you are interested in, select “Title and Content,” and then click on [image: image7.png]Search
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This will enable you to view all the courses within the search criteria you specified. The courses with the icon [image: image9.png]


 specify Self-Study courses. These courses are available anytime you choose, 24 hours a day, 7 days a week.

The courses with the icon [image: image10.png]


represent Online Instructor-Led courses within a virtual classroom setting. These courses are only available during the dates on which they are scheduled. To determine when these courses are available, click on the “Show Course Shortcuts” link on the right side of the screen.

Click on the course you want to take, e.g. Harvard  Manage Mentor: Giving and Receiving Feedback.
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Click on “start course”.
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Notice the topic area, which will provide you with information on what topics will be covered within this particular tutorial (lesson). When you are ready to begin course, click on “Click here to begin”.
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The course will begin to play. If you decide to exit the course before finishing the tutorial (lesson), the courseware will not bookmark between the tutorials (lessons). For example: If the tutorial (lesson) you are taking has four pages and you exit the lesson on page 2, you will have to begin again on page 1 of the tutorial (lesson), when you access the course again.[image: image14.png]Introduction iy e s
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You may navigate to each tutorial (lesson) by clicking on the text on the left hand side of the screen.

The control center for this courseware is located at the top of the screen. There is no audio available for courses in the business and management area. The navigational page controls are located within this same area.

Please note: There are no log-off options, just close your browser. Also, if you leave the course idle for ½ hour, your computer will be timed out causing you to have to log-in again.
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If you click on the “Resources” link, you will see another browser window open with different options giving you additional course content information.
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The Resources page allows you to access information about Mentors, Frequently Asked Questions (related to the course content), Source Notes, Feature Articles (Harvard Review), Books you may be interested in obtaining to help you with the course objectives, Notes and more articles. All these are available for you to print. When you are finished with the Resources window, click on the “x” in the upper right hand corner of the screen to return to the course.
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Clicking on the “tools” link provides you with tools to accomplish the tasks listed on the left hand side of the screen.
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Clicking on “contents” link, provides you with “tools and steps” to accomplish each task that is taught within each tutorial (lesson).
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When you have completed the course, you will have the opportunity to review each tutorial (lesson) and check off what you have learned.
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You may now print out your course completion certificate. Click on the “Transcript” link located under “My Courses” or on the “Student Services” link. Both options take you to the same location. Click on the “Course Certificate” link. [image: image21.png]Fle Edt Vew Go Communicator Help
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Follow the instructions to download and print your certificate.
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The following information will be printed on your certificate:

Student Name:
Course:
StartDater
EndDate:

Sean Hoover

Harvard Manage Mentor: Ghing and Receving Feedbatk
1801

1801

Before You Begin

You will need the following software installed on your computer o view and print your certifcate:

Adobs® Acrobal® 5.0 Reader (Click here to download)

Download Your Certificate

Step1  We recommend that you create a new directory for your certificate fles (2.0
CilElementCertifcates)

Step2  Download the certificate fle into your certicates directory.

Step3  Double-click on 609_8943190.df o open the form data fils using Adobe® Acrobat®
Reader. Once the il2 is open, you can printthe certifcate.
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Congratulations!!! You have just completed and received your certificate.
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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.











