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Login Screen

1. Login - To gain access to the Online Learning Center
S WEICOITE 10 TNE ENErgy UNine Learning wenter

j i

Online Learning Center

Welzome to the Energy Online Leaming Canted If you sre o fiest time weer, click the link below. You can aleo lake 5 Tour to leam mone about the 1
it

Employees nevelo DOE may not yet have been enfered into the OLC dstabase. if you are 8 new DOE emploves snd ae expetiencing difficulty
accessing the site, plesss contact your designated OLC D ata Adminkstrater and provide the last dour digits of vour seclal secutity numbar, That
infarmation weill be piovided bo us, snd you will Be contacted diteclly wilh acces infosmalion.

ABJARRE WAL AT A TR

Equaily impordant ks complation of the Stadent Profile, assuning vee hawe bean provided your most cument @malil address. This data bs relied upon executing a con

1o rellay information directly fo you for aplimurm uee of the srftem, program of trair
educational pro

Forgot Login? | Forgot Password? enhance the pre

First il ma ugers click hara technical comp

Login ID: | Department Fed

Password:

Help Line
Call; 2022871640

(Figure 1.1)

a. To Login, go to: www.energyolc.com in any Web-browser.

b.  Input your Login ID and Password in the appropriate text boxes (See figure 1.1).

Note: Your Login ID is your “firstname.lastname” Use your formal fist name as it
appears on your leave and earnings statement (ie. Use William not Bill). You may use
hyphens but not spaces or apostrophes. Your Password initially is the last 4 digits of
your social security number.

c.  Click on the Submit button.
You are granted access to the Online Learning Center.

Note: If you are returned to the Login screen and the Login ID and Password boxes
are blank, the Online Learning Center did not recognize one of these pieces of
information (most likely caused by a typo). Simply re-enter your Login ID and
Password, then click on the Submit button.



@hl & Interret

2.  Take Tour - To review overview information about the Online Learning Center and its
various functions and features.

CEEX

*

2 Window - Microsoft Internet Explorer provided by eXCITE

</ \ﬂ @ _l\l f..HJSEarch ‘E;:ﬁ Favorites @Media @3

Clicl here to close this wind

Online Learning Center

The Enowledge Center 15 a web site with access to traming, resources, and expertise
from peers and other professionals. It 1s designed around the metaphor of a Campus
Iap, which nks to buldimgs that house online finctions yvou would normally find in a
real building. The tour provides a brief overview of the Enowledge Center. It takes
vou from bulding to bulding and presents an overview of that bulding and the
functions contamed weithin 1t

:E[ & Internet

(Figure 1.2)

a.  Click on Tour, found on the left toolbar, or on the Tour link in the central display
area (See figure 1.1).

b. A new window is opened to display the tour. In the new window, click on the Start
Tour link (See figure 1.2).

c.  Use the scroll bar on the right of the new window to read down through the
information presented. When finished, click on the Next link.

d.  Continue this process through all of the screens. (You may also click on the
Previous link, at the bottom of the body of text, to return to the previous page of
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information.)

e.  On the final screen, click on the Close Window button, or click on the X in the upper
right corner of the window.



.
3. Find Forgotten Password - To recover forgotten password.

Login Tour Password Help Privacy & Security Notice

PASSWORD ASSISTANCE

n
Online Learning Center

IFyou have forgotten vour Password and require assistance, please complete the following form. Your Password will be sent to vou wa email
I yeu have never logged into the OLC, please contact the OLC helpdesk (energyolc@hq deoe.gov) for password assistance.

Logn ID: ||

© 2000-2002 Meridian K5I

(Figure 1.3)

Click on Password Help found on the left toolbar (See figure 1.1).

Input your Login ID in the textbox provided (See figure 1.3).

Click on the Submit button.

Your original Password will be sent in a message to your work e-mail address.

Note: If you have forgotten your Password and User ID, you will need to contact the
Online Learning Center user help line at (202) 287-1640 (8:00am to 5:00pm M-F,
EST).

e o op



Main Screen

Top Toolbar

4.  Info - The Info link provides general information about the site.

Oniine Learning Center | Select afunction v| @

Administration

Click Here for the 2003 Annual Ethucs Briefine
Click Here for the Sexual Harassment: What Managers Should Enow course
Click Here for the Sexuial Harassment: What Emplovees Should Know course

Career Center

Community Center

Conference Center
Learning Center
Lecture Hall
Library

"
Learning Center

(Figure 2.1)

Teaming Center

a.  Click on Info, found on the top toolbar (See figure 2.1).
b.  To go to the Department of Energy Homepage

i.  Click on Department of Energy link at the bottom of screen. (Scroll down as
required.)

c.  To send a comment or suggestion to the Energy Online Learning Center.

i.  Click on comments or suggestions link at the bottom of screen. (Scroll down
as required.)



5. Map - The Map link will bring you back to the community map from anywhere in the site.

|Se|edafunction v| @

Administration i .
Click Here for the 2003 Annual Ftlucs Briefine

Click Here for the Sexnal Harazsment: What Managers Should Enow cowse
Click Here for the Sexual Harassment: What Fmplovees Should Know course

Career Center

Community Center

Conference Center

Learning Center
>~

Lecture Hall Learning Center F
Library . g #€ Career Center

—

Teaming Center e
Community Centpr
Announcements = —

Teamil:lg Center

b X Conference Center»
N

b |

Lecture Héll

e~

Administration

Privacy & Security
Notice

Advainistration | Career Center | Cormrunity Center |

(Figure 2.2)

a.  Click on Map, found on the top toolbar (See figure 2.2).

b.  To go to any building on the campus, simply click on the building of your choice, or
click on the appropriate link stating the building name found directly under the map.



6. Index - The Index link is a text-based map of the entire site.

Select afunctio

Administration

s Facility IMaps

o Instructor Lounge
o Administer Site Content

o Claszs Schedule & & dmimstration
o Course Content Forms

o Course Evaluation Statistics

o Instructor Directory

o Survey Statistics
o Student Eecords

o Administrator Eecords

o Change Password

o Edit Contractor Orgamzation
Oreanization Log Eecords
Orrganizational Emal Tool

Crrganizational Eecords
Crrganizational Eecords Permussions

Eeport Generator
Site Statistics

“tudent Transcript
TTeAata Tenfila

Privacy & Security
Notice

PR =T o T o B o N = R o

(Figure 2.3)

a.  Click on Index, found on the top toolbar (See figure 2.3).

b.  To navigate to any of the areas within the campus, click on the appropriate link.
(You may access any of the campus buildings or any of the areas/features within the
individual buildings by using these hyperlinks.)



7. IDP - The IDP is an Individual Development Plan which provides an employee a roadmap
for skill acquisition.

;y.-—"

Select a function |
ning Center

n
Online Learning Center

An Individual Development Plan is a framework to identify talents and development needs and to match these with orgamzational work

demands. IDPz are mdivdually tallored action plans that a supervizor and employee use to outline employee development objectives and to
identify the means to achieve those objectives. In completed IDPs, employees and superwisors identify and schedule reahstic and specific tre
and expenence-based activities that can help the employvee develop competencies needed to make the mammum contribution to the orgamz
and to achieve a high degree of personal satisfaction. Eequired approvals and authonzations must be obtained before traming can take place

The IDP iz avalable within Employee Self Service. Onece logged in and authenticated, select IDP from the ESS menu and follow the mstruct

Indindual Development Plan - https:/ims doe gowless

(Figure 2.4)

a.  The IDP Function resides within Employee Self Service. The information presented
within the OLC is strictly informational.



8. Glossary - The Glossary link allows you to search for terms you may encounter in online
courses, and provides brief definitions of them.

A Glossary - Microsoft Internet Explorer provided by eXCITE E|@|E|

Cliclc here to close this window.

ABCDEFGHI JELM
_____________ SEARCH

A A-Scale Sound Level

&-Seale Sound Tenel

& measurernent of sound approzimating the
fibandoned Well senzittvity of the human ear, nsed to note the
dbaternents intensity or anmoyance level of sounds.

Lhzothed Dioge
Absorhing
Lhzorption

Leceptance
&eoceptance of Offer

&coeptance of Work

&poceptance Perind

&cceptance Procedures

Leceptance Tirne
Lecessory [tem w

:Ej Done 8 Internet

(Figure 2.5)

a.  Click on Glessary, found on the top toolbar (See figure 2.2). A new window is
opened (See figure 2.5).

b.  To find a word follow one of the following two options:

i.  Browse for the word(s):
(1) Click on the first letter of the word from the alphabet at the top of the
window.

(2) In the lower-left frame of the window, scroll through the list to find your
word.

(3) When found, click on the word itself.
(4) The definition appears in the lower-right frame.
ii.  Perform a search:



(1)
2)

€)
(4)

Click on the Search link in the top frame of the new window.

In the box provided, type your word, and select the appropriate radio
button next to “containing” or “beginning with”.

Click on the Search button when ready.

A list of all the terms containing the word you searched on is presented in
the left frame. You may select the link of one of the terms displayed, or
input another word in the Search box.

Note: If a “See also” tag is at the bottom of a definition, you may click on the link of
any associated words to go to its definition.

c.  To close the window, click on the X in the upper right hand corner of it.

10



9.  Feedback - The Feedback link is an email link to the DOE site administrator.

‘23 Building Email - Microsoft Internet Explorer provided by eXCITE [Z|[E|rg|

Click here to close this window.

Type the subject and message of vour ematl. Chck Send to deliver the message to the
address mdicated i the To feld. The window will automatically close. Click Cancel to
close the window without sending the message.

To: energyolc(@hyg.doe.gov

Subject: |Site Index

Message:

[ =end ] [ Feszet ] ’ Cancel ]

€] Done ® Internet
(Figure 2.6)

a.  Click on Feedback, found on the top toolbar (See figure 2.2). A new window is
opened (See figure 2.6).

b.  Click in the Subject text field and input a subject line as with any e-mail.
Click in the provided Message box and type your comment.

d.  When finished, click on the Send button. Your comment is sent to a Online Learning
Center representative.

e.  To close the window, click on the X in the upper right hand corner of it.

11



10. Notepad - The Notepad link allows you to take notes while you are on the DOE site. These
notes are saved in the site database and can be referenced at a later time.

3 NotePad - Main Frame - Microsoft Internet Explorer provided by eXCITE [Z”E”g|

Click here to close this window.

oort by Date | Sort by Nare Add Mote

5= pat X = Detete Subject: |MyS0L

Notes for: Brian D. Haynes Note: |Database Server
&dd new note

JNED, 5] X Testing123

Add

Iﬂj Dane ® Internet
(Figure 2.7)

a.  Click on Notepad, found on the top toolbar (See figure 2.2). A new window is
opened (See figure 2.7).

b.  To Review a previously written note:

i.  Find and click on the Info button next to the correct subject line (listed in
alphabetical order).

ii.  The notes information is presented in the right frame.
c. To Add a new note:
i.  Click on the Add new note link in the left frame.
ii.  Input the note information in the text fields provided in the right frame.
iii.  When complete, click on the Add button.

12



To Edit a previously written note:

i.  Find the correct subject line in the left frame (listed in alphabetical order).
ii.  Click on the Edit icon next to the subject line of the note in the left frame.
iii. Make changes to the note in the right frame.

iv.  When finished, click on the Update button.

To Delete a previously created note:

1. Find and click on the Info button next to the correct subject line (listed in
alphabetical order).

ii.  Verify that this is the correct note to delete.

iii.  Ifitis correct, click on the Delete icon in the left frame adjacent to the
appropriate subject line.

iv.  When prompted to verify the deletion, click on the OK button.
To close the window, click on the X in the upper right hand corner of it.

13



11. Research - The Research link allows you to search the site for content and use courseware
as a performance support tool.

Administration
Career Canter
Community Contar
Cenference Center
Learning Center
Lecture Hall
Library

Teamning Center

Privacy & Security
Notice

a.
b.
c.
d.
e.
f.

Select a function v @
RESEARCH ASSISTANT Topic: | Information Technology v
Eevwords: |Oracle All'Words )

1. Select a topic if destred. If selected, you will only see content that is grouped by topic.
2 Type a keyword or phrase on whuch to search

3. Choose Al Words, Any Words, Exact Phrase or Boolean from the drop down hst.
4, Click the Search button

Search Resulis . 118 ftemds) found.

23456728 10 Hext - Lagt

3. I Dists Modeling Depth in bodels

[Caurses]

4 BB Data Warrhousing Fundsmentals Pan 2

[Courses]

6. JBED Crucle 9345 Discoversy + End Ugers

(Figure 2.8)

Advaneed PL/SQL Part 2

Type: Self-poced
Format: NETG
Available: How svailsble
Cost: Free

Provider: NETg

Credit Hours: 2

This courss introduces stoderts 1o advanced interface methods, practices, and techniques that improve the
efficiency and performance of PLSQL opertions, Students also Jeam shout essential Cncle supplied pockages
that are ased Pl ications. This course was last maintaived Juby 13, 2001, 61122.0107-
U]

Click on Research, found on the top toolbar (See figure 2.8).

Select the appropriate topic from the Topic dropdown menu.

In the Keyword box, input the word to search on.

When complete, click on the Search button.

The results are presented in the lower left frame of the window.

To view any of resultant links, click on the desired title.

14



12.  Help - The Help link allows you to search the site by community building, site function, or
keyword.

Click here to close this window.

by Building  boy Function by Kesnarords
Directions
Help Thrections
Help grves vou three ways to find information about functionality in the site:
by building, by function, and by keyword. Click on one of the three links
abowe.
By bulding displays an alphabetical kst of the bulldings. Clhick on a buliding
name to see a description of that building and a list of all the functions
contained i that building with descriptions of each.
By function displays an alphabetical list of functions. Click on a function
name to see a description of that function and its location within the site.
By kevword allows you to do a keyword search for a particular finction.
Type a keyword m the texthox and click Display. The function(s) that match
{es) wour search will be displayed with a description and the function location
within the site.
:Ej Done £ Internet
(Figure 2.9)
a.  Click on Help, found on the top toolbar (See figure 2.2). A new window is opened
(See figure 2.9).
b.  For a Building or Function search:
i.  Click on the appropriate link in the top frame for which you would like
definition information on (by Building or by Function).
ii. A list of available buildings and functions are presented in the lower left frame.
iii.  Select the link of the desired subject.
iv.  The information on this subject is presented in the lower right frame.
c.  For a Keyword search:
i.  Click on the by Keyword link in the top frame.
ii.  Type the word in the Search box provided and then click on the Display button.
iii.  The results are displayed in the right frame.
d.  To close the window, click on the X in the upper right hand corner of it.

15



13.  Function Drilldown Menu - The Function drilldown menu (on the far right of the top
toolbar) allows quick access to any of the functions within the site. Using the drilldown
menu allows you to go directly to a particular function area by selecting it from the menu,
bypassing the buildings.

Select afunction v @

select a function
) ) Log Out
1 Etlucs Priefine Associations & Organizations
VIanagers Should Enow course Audio & Video Presentations

Bulletin Board
Career Books
Career Corner - Individual
Career Sites
Collaborative Area

{‘ . Course Bookmarks
§€ Career Center Course Information & Enrollment
Demonstrations
Exhibit Hall
Facility kaps
FAQs
X Conference Center» Highly Rated Courses
Hot Topics
Instructor Launge
Mews|etter
DLC Course Catalog
(Figure 2.10)

mplovees Should Enow course

a.  Click in the dropdown menu box, then utilizing the scrollbar to the right of the
resultant list, simply select on you desired area or feature of the Online Learning
Center and click on ‘Go’.(See figure 2.10).

16



|
Left Toolbar

14. Administration - The Administration Building is the location for training related
functions that are administrative in nature. It provides access to student records, transcripts,
instructor rosters, training facility maps, directions, etc (See figure 3.1).

Administration

Career Center

Community Center

Conference Center Instructor

Lounge
Learning Center

Student

Lecture Hall ~ Records

Library

Teaming Center

(e 7}

Facility
Maps
[ e

Facility Ilaps | Instructor Lonnge | Student Records
(Figure 3.1)

17



Facility Maps - Facility Maps provides information on training centers, including

addresses, directions, maps, equipment, and contact information.

n

Administration
Career Center
Community Center
Conference Center
Learning Center
Lecture Hall
Library

Teaming Center

cTvELOREEHT

Onlinge Learning Center

ADMINISTRATION

Select a state from the drop-down list box and click Search to see a list of traiming facilities in that area. ]
under the facility name for more mformation. To print the directions or a map, select the frame by clicking
browser's print Binction.

0 record(s) found.

(Figure 3.2)

In the Administration building, click on the Facility Maps location in the room,

or on the appropriate link under the picture (See figure 3.1).

ii.

From the dropdown menu in the upper right corner of the screen, select a

location for which you would like information (See figure 2.10).

iii.
1v.

Click on the Display button.
Current information about that location is displayed in the lower left frame.
To view particular details (i.e. Address/Directions, Road Map, etc.), click on the

link for the desired information.

V1.

The new information is displayed in the right frame.

18



Student Records - Student Records is a user's access to their individual profile and
transcript information. From here, a user can add items to their transcript, update their
profile, view their transcript, change their password, and change their organization.

i / 1]

Online Learning Center

Administration
Career Center ADMI.NIST:RATIPN
Community Center R .

Conference Center ”\?‘L
Learning Center Change Password

Lecture Hall m
Library d Student Transcript

Teaming Center d
- Tpdate Profile

U5, Dept. of Enerpy

L3

(Figure 3.3)

1. In the Administration building, click on the Student Records location in the
room, or on the appropriate link under the picture (See figure 3.1).

19



c. Change Password - Change Password allows you to change your user password.

Ne :
W Select afunction
Online Learning Center

ADMINISTRATION

To change your password, enter your Old Password and your New Password, then chick Submit. Your Mew Password she
DOE G 205.3-1, Password Guide.

Old Password: ||
New Password:

Confom New Password:

(Figure 3.4)

1. In the Administration building, click on the Student Records location in the
room, or on the appropriate link under the picture (See figure 3.1).

il Click on the Change Password link (See figure 3.3).

iil. Enter your current password in the Old Password text field (See figure 3.4).

iv. Enter the password you now desire in the New Password text field.

V. Re-enter your new password in the Confirm New Password text field.

Vi. Click on Submit to send this information.

Vii. Click on Cancel to return to the previous screen without making changes.

20



d. Student Transcript - The Student Transcript is a list of all the courses a user has
started through the site, with completion data for finished courses.

Student Transcript
For: Brian Haynes (Contractof)  As off January 6, 2004

Credit Credit

Type Title Start Date | Completion Pretest Score Postiest Date Postiest Score Hrs. Att. Hrs. Cnp
0 |CHRIS Workflow Course 6752003 - 1.0
0 [Computer Security Awareness 104242001 | 102452001 1.0 1.0
0 |Sexual Havassment: What Friployees Should EKnow | 47/2003 | 4772003 - 40742003 o5 2.0
Unit | &Assessment - - - 40742003 1aa
Unit 2 & ssessment - - - 40742003 1aa
Unit 3 & ssessment - - - 40742003 1aa
Unit 4 & ssessment - - - 40742003 0
TOTALS - - - - - 30 10

Facilityr Ilaps | Instroctor Lounge | Student Records
(Figure 3.5)

1. In the Administration building, click on the Student Records location in the
room, or on the appropriate link under the picture (See figure 3.1).

il. Click on the Student Transcript link (See figure 3.3).

1il. To print your transcript (See figure 3.5):

(1) Click in the lower frame containing your information.

(2) Click on File from your Web-browser’s top most menu options.

(3) Click on Print.

(4) Verify the print settings, then click the OK button in the print window.

(5) After retrieving your transcript paper copy. Click on your browser’s Back button
to return to the previous screen.

21



Update Profile - Update Profile allows you to update your personal data, including

your address, phone number, etc.

11.

iii.
1v.

ADMINISTRATION

Type over the information m the feld(s) that vou wish to change, then click Submut to add the new nformation. All required felds
with an asterisk (*).

* First Name: |Brian

* Last Name: |Haynes

* Routing Syimbol: [t4E-51
{e.g. ME-51)

* Email Address: |brian haynes@hg.doe.gov

[ Send me updates and notffieation of confent changes af this email address.
Office Address

City:
State: v
Province/Other:
Zip:
Country: | (Select one) ~
* Phone: |202-257-1403

[ =ubmit 11 Resat | [ Caneal |

(Figure 3.6)

In the Administration building, click on the Student Records location in the
room, or on the appropriate link under the picture (See figure 3.1).

Click on the Update Profile link (See figure 3.3.
Modify your user profile information as desired (See figure 3.6).
When complete, click on the Submit button.

Click on the Reset button to cancel all changes made.

22



]
15. Career Center - The Career Center is the location for employees to access information
and tools to assist in career development using tools provided by HR organizations.

| Select afunction

Administration

Career Center
Community Center
Conference Center

The Mentoring | =

Learning Center Connection

Lecture Hall

Associations & ;ﬂ
¥

Organizations.
Library -

Teaming Canter

Career
Books

Associations & Organizations | Career Books | Career Cormer - Individual | Career Sites | The Mentoring Cornection | Tutorials

Privacy & Security
MNotice

(Figure 3.7)
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a. Associations & Organizations - Association and Organizations are industry-specific
entities. They are listed alphabetically with a description, short history, and link to the web
site of each group.

> Select afunction
Online Learning Center

Administration

Career Center CAREER CENTER

Community Center
Aszzociations and Organizations are industry-specific. These are hsted alphabetically with a description, short history, and link to the

) each group.
RECIR: Sy Click Info for additional information or the title to open the file in a new window.
Lecture Hall

Conference Center

Library
Teaming Center 0 record(s) found.

Privacy & Security
Notice

(Figure 3.8)

1. Click on Associations & Organizations hot spot in the Career Center, or on the
link below it (See figure 3.7).

il. The results are displayed in the lower right frame.

1ii. Click on the Info button adjacent to any of the displayed links to view a brief

synopsis in the right side frame.

1v. Click on any of the displayed links to go directly to the resource itself. A new
window is opened for the display of the new information.

24



Career Books - Career books are recommended career - related publications. Books

are grouped by category, with title, author, and summary information.

n

Administration
Career Center
Community Center
Conference Center
Learning Center
Lecture Hall
Library

Teaming Center

Personal KC

Privacy & Security
Notice

ii.
iii.

1v.

Vi.

Select a function

Online Learning Center

CAREER CENTER

Career Books are recommended career-related publications. Click Info for additional information or the title to open the file in a new %

0 record(s) found.

(Figure 3.9)

Click on Career Books hot spot in the Career Center, or on the link below it
(See figure 3.7).

The results are displayed in the lower left frame.

To view additional information on any of the displayed titles, click on the Info
button adjacent to it.

The results are displayed in the lower right frame.

If you desire to order the book, you will find a link at the bottom of the
description frame. Clicking on it will open a new window.

To order, simply follow the instructions on the book seller’s website.

25



c. Career Corner - Individual - This section is in the process of being modified to allow
users to select Doe and other Federal Job Sites to search for job opportunities

mi’ﬂc‘mm — Select a function v e
Administration
e CAREER CENTER
Community Center
Conference Center Career Support Websites
Learning Center
Lecture Hall Welcotne, Brian Haynes. Please click here to find jobs posted with the Departrnent of Energy.
Library
Teaming Center Click here to find information on professional cerification for Skllsoft courses.

— . Click here to find information on Skillzoft's academic partners.
Privacy & Security
Notice
b commiatimne £ Mivmaviratione | Mavaar Plaale | Mavear Mamey . Trdiadnel | Maveay Sitae | The Wlantariner Canmnan: timw | Tutovials
(Figure 3.10)
1. Click on Career Corner - Individual hot spot in the Career Center, or on the
link below it (See figure 3.7).
il. Click on any of the links presented to view additional information on DOE and

other Federal job postings, or to view information concerning Skillsoft Professional
Certifications. (See figure 3.10).

1ii. A new window is opened and the Department of Energy’s Job Posting Website
(or other site if applicable) is available for your browsing.

iv. To close this window, click on the X in its upper right hand corner.
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Administration
Career Center
Community Center
Conference Center
Learning Center
Lecture Hall
Library

Teaming Center

Privacy & Security

11.

< ;ééled-af—ﬁnc‘mn v @ i

Online Learning Center

Career Sites - The DOE has several Career Development sites.

CAREER CENTER Sl

The DOE maintains links to several Career Sites.
Click Info for additional information or the title to open the file in a new window.

12 record(s) found.

Career Development Planning for D OE Federal Employees
ANEG; Individual Developrent Plan

DOE Technical Intern Pregram
JNED, DOE Technival Intern Program

JHED, TIF Intems

JHED: TIF Operational Gruide

soNlsle s 2]

B0,

=8

DOE Technical Leadership Devel t Program
JNEG; DOE Technical Leadership Development Prograr
JNEG; TLDP Career Development

JNEG; TLDF Interns

ANEG; TLOF Operations Cuide

B (LAY I N
=K

]
=

Family Friendly Program

m Lifecare.com

Joh Search

dNED;

ANEG; DOE Jobs Online
JNEG; Covemment-wide Job Openings

o

Associations & Organizations | Career Books | Career Commer - Indnidual | Career Sites | The IMentoring Connection | Tutorials

(Figure 3.11)

Click on Career Sites in room or, on the Career Sites link under it (See figure
3.7).

Select the Career Development Program of your choice from the dropdown
menu in the upper right corner (See figure 3.11).
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e. The Mentoring Connection
4 = L L= | S Mg . S RNY

Crcigy— Selectafuncion D
Online Learning Center

“Deaaitment of Eneygy Department of Energy Mentoring Program
Mentoring Program o

=How Does the i
Program YWark?
=How Can | Apply to
the Program?

DOE 12 currently accepting applcations for the 2002 DOE Mentoring Program.

Thiz program is an excellent opporturity for mdinduals from the Semeor Executive Service (SES) to serve as
Mlentors to G3-13,14, & 15 proteges.
Itis a great opportunity for employees seeking to add structure to an existing mentoring partnership.

The mentoring program is designed to:
+Build and retain a well-rounded cadre of employees.  Help employees:
*Grow personally and professionally through challenging
sEnhance communication and collaboration at all levels  assignments and expeniences,

within DOE. +Gain a broader wiew of DOE and how hisiher work
npacts its frission,
+Foster an open environment where information 13 sIncrease wisibiity and gain exposure to orgamizational
shared and knowledge is transferred. values, relationships and business;
*Enhance skill development i the areas of techrical
sImprove mdividual performance, productivity and expertise, building relationships, organzational
tnevation. kenowledge, imnovation, risk taking and team buldding,

(Figure 3.25)

1. Click on The Mentoring Connection in the room graphic or, on The
Mentoring Connection link under it (See figure 3.12).
il. Displayed is information concerning the Departmental Mentoring Program.
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f. Tutorials - Tutorials are short lessons on professional and office related subjects,
covering topics such as career, communication, and software. Unlike courses, they are for

information only, and completion of them is not a part of a user's transcript.
, —

@Q}"/ | Select a function v @

Online Learning Center

Administration ]

Career Center Tutorials are short lessons on professional and office related subjects, covering topics such as career, communication, and software. Unlike
courses, they are for information only, and completion of them 1s not a part of a user's transcript

Click Info for additional information ot the title to open the file in a new window.

Tutorials are shott lessons on various professional and office related subjects., click Info for additional information or the title to open the item in

a new window.
Lecture Hall 7

Community Center
Conference Center

Learning Center

Library
Teaming Center 1 record(s) found.

JNED; Meridian KSI

Privacy & Security

Asgociatinns & Organizations | Career Books | Career Comer - Indnddual | Career Sites | The hlentoring Connection | Tutorials

(Figure 3.13)

1. Click on Tutorials hot spot in the Career Center, or on the link below it (See
figure 3.7).

1. The available tutorials are listed in groups in the lower left frame (See figure
3.13).

1ii. To review additional information on any of the listed titles, click on the Info
link adjacent to it.

iv. The new information is displayed in the right frame.

V. To access the actual resource, click on the title link in either the left or right
frame.
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16. Community Center - The Community Center provides students a forum to discuss
current issues and hot topics. Come here to view a newsletter, or learn about colleagues
background and skills.

R S Select atunction

Administration

Career Center
Community Center
Conference Center

Learning Center

ln'

Bulletin Board

i
4
!
|

Lecture Hall
Library

—

Teaming Center

nm 3\_3!

= Hot Topics

!I
i

Bulletin Board | Hot Topics | Mewsletter | Peert7et

Privacy & Security

(Figure 3.14)
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Bulletin Board - This is a threaded discussion - based forum, organized by topic

where users post, read, and reply to messages.

_»
n

Administration
Career Center
Community Center
Conference Center
Learning Center
Lecture Hall
Library

Teaming Center

Surveys

Privacy & Security
Notice

Selectafunction

Online Learning Center

COMMUNITY CENTER Forum: | OLC Discussion (11) b

Keywords: || Search Fon

To post or read messages, select a forum, then click Display. Click the message subject to read the full message. To searc
akeyword or phrase, then click Search Forum to euery only the select forum or Search All to search all forums.

[ Start a new thread

(13 0L Discussion (11)

The New EnergyOLC (2) (2) - David DeVauwx - 116772002 11:59:13 AT

Ahility to copy info from trainng course (1) (0) - MANCY HILL - 72672002 9:22:30 A1

Lack of Reports Features (1) (0 - Randall CLINE - 6/10/2002 9:06:29 AN

Learning on line (2) (1) - PAMELSA LEWIS - 5722002 7:50:15 PV

What is the arvantage of leaming online? (3) (1) - Dorothy VAN STEINBURG - /902000 11:00:37 AM
OLC Discussion Use (13 (0 - Paul Somerville - 771272000 9:07:23 AW

(Figure 3.15)

Click on Bulletin Board hot spot in the Community Center, or on the link

below it (See figure 3.14).
(1) Select your desired forum form the dropdown menu box in the top frame (See

figure 3.15).

(2) To Review any of the presented discussion threads, click on the title.

(@) To Reply to any comment in an existing thread:
(1) Click on the Reply icon at the bottom of the original message.
(i1) Type your comment in the provided Message field.
(ii1))  Click on the Reply button to submit your comment.
(iv)  Click Cancel to exit the reply form.

(3) To Begin a new discussion thread:

(a) Click on the Start a new thread icon in the lower frame.

(b) Input the desired Subject and Message in the appropriate fields.
(c) Click on the Post button to submit your message.

(d) Click Cancel to exit the new discussion form.
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b. Hot Topics - Hot topic is a running discussion about a single posted topic. New
issues are periodically posted, and links to information about the current topic are included
at the bottom of the page.

Online Learning Center

COMMUNITY CENTER

Yoice your opiion, express vourself, or just plamn share vour knowledge on a hot topic i the news by jommg
peers. Cur posting area 15 below the current postings, at the bottom of thiz page. By participating m Hot Topt

ground rules.

There is emrently no active Hot Topic.

(Figure 3.16)

1. Click on Hot Topics hot spot in the Community Center, or on the link below it
(See figure 3.14).

Note: if this is your first time, please select the ground rules link and review the
guidelines presented (See figure 3.16).

il. Use the scroll bar to review the current hot topic, post a reply to the discussion,
or to access other related sites.

(1) To post a message:

(a) Type your comment in the Message text field (located directly below the
current hot topic and any subsequent postings).

(b) Click on the Post Message button.
(2) To visit a related site, click on the title link of any of those listed.
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c. Newsletter - The newsletter is a recent publication on DOE events, with a link to
search archived versions. The archives can be searched by keywords, and the resulting list
includes summary information and a link includes summary information and a link to the
archived publication.

—

2 Select afunctic
Online Learning Center

Administration

Career Contar COMMUNITY CENTER
Community Center

Conference Center . " . . . . .
Click Info for additional information or the title to open the file in a new window.
Learning Center
Lecture Hall
Library 1 record(s) found.

Teaming Center

JNEG, 1A-31's "Training Today" Hewsletter

Personal KC

Privacy & Security
Notice

(Figure 3.17)

1. Click on Newsletter hot spot in the Community Center, or on the link below it
(See figure 3.14).

1. The available Newsletters are displayed in the lower left frame (See figure
3.17).

1ii. Click on the title of the Newsletter of interest to view it in a new window.

iv. To return to the main newsletter page:

(1) Click on the X in the upper right corner of the window to close it.
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d. PeerNet - PeerNet is a collection of online "business card," searchable by other users.
An individual's card contains contact and professions information, highlighting skills,
talents, products, and services. Users activate and update their cards here, and can search
for other individuals using a general keyword or expanded search.

r —
n
Online Learning Center

Selecta function A4

COMMUNITY CENTER

PeerMet 1z a great way to find the expertisze vou need, network, and become known i the community. To create or update your business card,

fill in the fields below and clhick Submat. All required fields are marked with an asterisk(*).

Search PeerNet
Drop vour Card - Win a Free Lunch!
“Wel maybe not, but a great way to network

Post Youwr Busmess Card
*First Name: Brian
*Last Name: |[Haynes
*Email: |brian haynesi@hg.doe.gov
Phone: |202-287-1403

Fax
Orgamization Name: TECHMICAL AMD PROFESSION,
Address
City
State v
Province
Country: | (Select one) N
Zip
TURL: |http:/
(Figure 3.18)
1. Click on PeerNet hot spot in the Community Center, or on the link below it
(See figure 3.14).
il. To look for information on other DOE employees:

(1) Click on the Search PeerNet link (See figure 3.18).
(2) To perform a simple search:

(a) Type a word which you would like to search for in the Keywords text box.
(Note: Keyword searches scan person’s biography information. For name
searches, use the expanded search detailed below.)

(b) Click on the View Results button.
(¢)  Your results will be displayed in the lower left frame.

(d) To view additional information on any of presented persons, click on the
Info button adjacent to the name.

(e) New information is presented in the right frame.
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(f) Ifyou wish to send an e-mail to the individual:
Click on the person’s e-mail address.

An new message window is opened. Complete and send the message as
you would a standard email.
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CUELOFMEHT

1l
1il.

1v.

V1.
Vii.

viil.

iX.

To Perform an Extended Search

Online Learning Center

COMMUNITY CENTER Retmm to PeerNet

Keywi
View expanded search

PeerMet is a collection of online "business cards,” searchable by other users.

(Figure 3.19)

Click on PeerNet hot spot in the Community Center, or on the link below it
(See figure 3.14).

Click on the Search PeerNet link (See figure 3.18).

Click on the View expanded search link at the top of the central display frame
(See figure 3.19).

Input any criteria you would like to search on in the appropriate fields. (The
search engine only searches on one criterium at a time.)

Click on the Search button.
Your results will be displayed in the lower left frame.

To view additional information on any of presented persons, click on the Info
button adjacent to the name.

New information is presented in the right frame. (Use the scroll bar as required
to view all information.)

If you wish to send an e-mail to the individual:
(1) Click on the person’s e-mail address.

(2) An new message window is opened. Complete and send the message as you
would a standard email.
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f. To Add or Update Your “Business Card” on the PeerNet System

n

Selectafunction hd
Online Learning Center

COMMUNITY CENTER

PeerMet is a great way to find the expertise you need, network, and become known in the community. To create or update your business card,
fill in the fields below and chick Submit. A1 required fields are marked with an asterisk(™®).

Search PeerlNet
Drop your Card - Wi a Free Lunch!
TWell maybe not, but a great way to networle

Post Yowr Business Card
*First Name: |[Brian
*Last Name: [Haynes
*FEmail: |brian haynes@hg.doe.gov
Phone: |202-287-1403
Fax:
Orgamzation Name: | TECHNICAL AND PROFESSION,
Address:

City:
State: v
Province:
Country: | (Select one) v
Zip:
TURL: http:/

PSR T R U O, O, Y - Upu El et S el e e ]

(Figure 3.20)

a.  Click on PeerNet hot spot in the Community Center, or on the link below it (See
figure 3.14).

b.  Complete the form presented. Use the mouse or the tab key to move between text
fields (See figure 3.20).

C. Click on the Submit button at the bottom of the form.

Note: If you decide not to submit changes made to your form, click on the Reset
Form button. Your form will be returned to the beginning state.

37



17. Conference Center - The Conference Center is the location where students can view
information on work related topics, review and post information, or locate experts. This
area may also be used for Best Practices. For example, the exhibit booths may be used to
spotlight best practices by creating an information exhibit and links for additional
information.

| Select & function

el =t ¥FY
Online Learning Ccnu:r

Administration
Career Center
Community Center
Conference Center
Learning Center

Lecture Hall - Exhibit Hall

A ﬁ!

Library

Teaming Center

Tirtnnmatratinns | Fahibit Hall | Teehnical Pavers

(Figure 3.21)
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a. Exhibit Hall - The exhibit hall is a virtual booth of supporting organizations.
Clicking a logo on the floor plan accesses the booths. The booth provides organization
information as well as a link to the web site and an online form to request additional
information.

LN :
il Select afunction ~
P 160

Administration A Thacueree
Career Center CCHFERENCE CENTEER COperstions Office:
R 1.5, Department of
Community Center Eibictall Energy
Conference Center h . 7 i
Richiand Operations. Office Savannah River
peaminglsenay (I Bonneville Power Administration g:smwns O] gﬁ;:ﬂd

Lecture Hall
Library
Teaming Center

Personal KC

Privacy & Security
Notice

(T 1daho Operations Office

s | Chizago Operations Office (§)
Westem Area Power Administration q )
Ohio Ficid Office

Nevada Operations Office 27 Golden Field Office

Rooky Flats Field Office Oak Ridge Operations Office
Southwestorn Power Administration

Albuguerque Opsrations Office e
Southeastern Power Administrati

Savannah River Operations Office (7}

(Figure 3.22)

Site 115, Departient
of Energy

Bonneville Power
Administration: 0.5
Department of
Energy

Volpentest Haramer

Training & Education
Center

Crakland Operations
Office

1. Click on Exhibit Hall hot spot in the Conference Center, or on the link below it
(See figure 3.21).

1. 322) In the right frame, scroll to find the desired DOE office or facility (See figure

1ii. Click on the site name.

1v. A new window is opened with site information.

V. To access more information click on the site name in the new window.

vi. The new information is displayed in the same window.

vii. To close this window, click on the X in the upper right hand corner.
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b. Demonstrations - These presentations focus on recent DOE technology and advances.
Summary information and a link to start the presentation are provided.

Thiz site is currently unavailable, If you have any infortnation for this site, please contact: Office of Training and Human Besource Developtnent at
202-287-1656.

| A A -
UNDER CONSTRUCTION

PLEASE BE PATIENT,
WE ARE IN THE PROCESS OF
IMPROVEMENTS!

(Figure 3.23)

1. Click on Demonstrations hot spot in the Conference Center, or on the link
below it (See figure 3.21).
il. Type a word which you would like to search for in the Keywords text box

(1) Click on the Search button.
(2) Your results will be displayed in the lower left frame.

(3) To view additional information on any of presented items, click on the Info
button adjacent to the title.

(4) New information is presented in the right frame. (Use the scroll bar as required to
view all information.)

(5) For more information click on the title of the desired presentation in either the left
or right frame.

(6) A new window is opened to display this information.
(7) Click on the on the X in the upper right hand corner to close this window.
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c. Technical Papers - Technical papers are industry-related publications, presentations,
and articles. Information about this includes author, source, summary, and a link to the
document.

This site 15 currently unavailable. If you have any information for this site, please contact: Office of Training and Human Resource Developtnent at
202-287-1656.

| -~
UNDER CONSTRUCTION

PLEASE BE PATIENT,
WE ARE IN THE PROCESS OF
IMPROVEMENTS!

(Figure 3.24)
1. Click on Technical Papers hot spot in the Conference Center, or on the link
below it (See figure 3.21).
il. Type a word which you would like to search for in the Keywords text box.

(1) Click on the Search button.
(2) Your results will be displayed in the lower left frame.

(3) To view additional information on any of presented items, click on the Info
button adjacent to the title.

(4) New information is presented in the right frame. (Use the scroll bar as required to
view all information.)

(5) For more information click on the title of the desired presentation in either the left
or right frame.

(6) A new window is opened to display this information.
(7) Click on the on the X in the upper right hand corner to close this window.
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18. Learning Center - The Learning Center is the location for the following functions:

Courseware catalogue

Schedules of pending sessions

CBT delivery

Links to an external training provider's courseware site and events
Student enrollment capabilities

Training administrator and trainer functions

The Learning Center provides access to courses that are offered to employees, both online
and in the classroom setting. Employees have the ability to select the location most

convenient to them and electronically enroll or cancel participation.
= ’ | Selectafunction

Administration

Career Center

Community Center

" Highly Rated

Courses = - —.‘
i Course Information
H2s & Enroliment OLC Ccurse
Catalog

Conference Center
Learning Center
Lecture Hall
Library

Teaming Center
Your Most Recent ,

‘:’*7'

Surveys.
Personal KC

Course
Bookmarks

Conrse Bookraarks | Course Information & Envolliment | Highly Rated Courses | OLC Conrse Catalog | Your Iiost Becent Course

Privacy & Security
Notice

(Figure 3.25)
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a. Course Information & Enrollment - Course information and enrollment provides
course synopsis information, and access to self-paced courses, grouped into topics and
searchable by keywords, course information includes cost, instructor, and course
description.

LR L~
nling Learning Center

Select afunction

LEARNING CENTER Topic: | Al |
Eevwords All'Words v E

Zelect a topic and type in keywords, then click Search. From the resulting list of courses, click Info for addiional mformation and to enr
clagsroom courses. Chcle the title of a self-paced course to start the course,

31 recordds) found.

=~ Self-pared i = Classroom

ANED 003 famal Ethies Briefing
0075 Headopuarters Snnual Security Befresher Briefing
mmmal Headruarters Occupant Emergency Plan Traiming

(Figure 3.26)

1. To Register for a course

(1) To register for a course: Select Learning Center from the campus map, or the
left toolbar menu (See figure 2.2).

(2) In the search field at the top, select a topical area from the Course Information
and Enrollment list provided, as well as keywords you want to search on. (See
figure 3.26).

(3) After entering information into the search form on top, click on the ‘Search’
button.

(4) Click on the course title of the desired course (See figure 3.26).
(5) Finally, click on the Take Course button.
1i. To fill out a Course Evaluation

(1) A the completion of a course, select Learning Center from the campus map, or
the left toolbar menu (See figure 2.2).

(2) In the search field at the top, select a topical area from the Course Information
and Enrollment list provided, as well as keywords you want to search on. (See
figure 3.26).

(3) Click on the course title of the completed course (See figure 3.26). (To find the
course faster, you may do a Keyword search here also. Simply type in a
keyword from the course title in the Keywords box, then click on Display.)

(4) Finally, click on the Take Evaluation button.
(5) Complete all areas of the evaluation form, then click on the Submit button.
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b. Highly Rated Courses - Highly Rated Courses is a feature that allows users to view a
list of training courses that have ranked highly by other users of the Online Learning

Center.
Online Learning Center

Administration

R LEARNING CENTER

Community Center
The followang are lnghly rated courses based upon review andfor course completion by T

Conference Center .
framees.

Learning Center

Lecture Hall

Library 1. Cornmunicate to Develop Belationships

Teaming Center 2. Delivering ¥our Presentation
3. Foundations of Grammar

4. Analyze Your Uze of Time
Surveys o Conguering Zonflict through Qonnmmiu:ation

6. Forome Shared Team Cperational Values
7. DEHA General Industry Health
8. OZHA General Industry Safety

9. Project Management Context and Processes
10, Zeeling Oroanrational Integration
11, Zet goals and Priortize ¥our Uze of Tine

12, Zethng a Course
13, The Three Stages of Agoreszrve Behawior

Privacy & Security
Notice

(Figure 3.27)

1. Click on Highly Rated Courses hot spot in the Learning Center, or on the link
below it (See figure 3.25).
il. From the list of course names displayed in the lower frame, click on the title

link of the desired course if you would like more information (See figure 3.27).
1ii. Click on the Take Course button if you would like to take the course now.
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C. Lecture Hall - The Lecture Hall is the location students can search for audio and
video presentations, and engage in collaborative discussions.

-

W Select afunction
Online Learning Center

Administration

Career Center
Community Center
Conference Center

Learning Center

Audio & Video

i : Presentations
1
8 . ;

I Cotlaborative Area

Lecture Hall
Library

Teaming Center

=

Privacy & Security
Motice

(Figure 3.28)
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d. Audio/Video Presentations - THIS PAGE IS UNDER CONSTRUCTION. Upon
completion audio and video presentations are archived here. These materials may require a
plug-in or special software.

This site 15 currently unavailable. If you have any information for this site, please contact: Office of Training and Human Resource Developtnent at
202-287-1656.

UNDER CONSTRUCTION
PLEASE BE F’ATIENT,

WE ARE IN THE PROCESS OF
IMPROVEMENTS!

(Figure 3.29)

46



e. Collaborative Areas - Collaborative areas provide peer to peer and instructor to
student interaction. Through the use of chat rooms, users can communicate with others in
real time.

Cinline Learning Center

Energy OLC Chat

Please Logon
> Select a User.Id: Brier|
.»epﬂp Roorm: Energy OLC Teaming Centar

Join the Chat

(Figure 3.30)

1. Click on Collaborative Areas hot spot in the Lecture Hall, or on the link below
it (See figure 3.28).

1. Select your desired chat room by using the dropdown menu.(See figure 3.30)

1il. Click on the Join the Chat button.

iv. Read the chat messages in the left half of the chat box.

v. To submit a comment, type it in the bottom box of the chat window and click on

one of the following buttons (Say, Whisper, Think, or Action), depending on the
way you would like to present it.

VI. When finished, click on the Exit Chat button.
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19. Library - The library is the location for references, research materials, and links to
information and learning resources.

Administration

Career Center
Community Center

Conference Center . Gk}
| References

_“_ . Resources

N Regulations &
Periodicals . I Policies

F&0s | Perodicals | Qmick Sites | Beferences | Requlations & Policies | Resources

Privacy & Security
Notice

(Figure 3.31)
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a. FAQ’s - FAQ's is a compilation of common DOE issues or specific topics in the form
of questions and responses. Questions may have multiple answers from different sources.

LIBRARY

Frequently Asked Questions (FAQS) 15 a compilation of common industry 1ssues m the form of questions and responses. Click Info
mformation or the title to open the file in a new window.

0 record(s) found.

(Figure 3.32)

1. Click on FAQ’s hot spot in the Library, or on the link below it (See figure
3.31).

(1) The topics are displayed in the lower left hand frame.

(2) To view an individual FAQ click on the Answer button adjacent to the desired
title.

(3) The answer is displayed in the right frame. (Scroll as required to view the answer
in its entirety.)
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b. Periodicals - Periodicals are online magazines, newsletters, and newspapers.
Information includes a summary and a link to the site.

munity Center

Penodicals are online magazines, newsletters, and newspapers. Information includes a summary and a link to the site.

fe G
B Chclk Info for additional mformation or the title to open the file m a new window.

34 recordds) found.

JHED, COTS Journal

m Governrent Contractor Insights

m FENDionline corm

E Grovernrent Executnve

JNED, Federal Tires

m Corrneree Business Diaily

JNED; The Federal Aoquisition Virtual Lirary
JNED; Electronic Comrerce Besource Center OnRamp
JNED, Defense Finance and Accounting Service (DFAS) Onling
JNED, Dimensinns Cnling

JNED, Ay Acquisition Reform

JNED, Acouisition Reform Today

JNED, OSH Mews Releases

JHED, HIOSH Press Releases

JHED, Hews from the EP&

m Office of Pollution Prevention Daily

JHED, CHN Sci-Tech

JHED, Science Daily

(Figure 3.32)

1. Click on Periodicals hot spot in the Library, or on the link below it (See figure
3.31).

(1) The items are displayed in the lower left hand frame.

(2) To view additional information on any of the displayed periodicals, click on the
Info button adjacent to the title.

(3) For further information on any periodical, click on the title link from either the
left or right frame.

(4) A new window is opened to display the new material.
(5) Click on the on the X in the upper right hand corner to close this window.
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C. Quick Sites - Quick Sites are shortcuts to key DOE sites. Information includes a
summary and a link to the site. There is also a link to submit a critique of any listed site.

| S— SRR Ureaur
Online Learning Center

LIBRARY

Quick Sites are shortouts to key industry sites. Information includes a summmary and a link to the site. There is also a link to subrmit :
aty listed site.
Click Info for additional information or the title to open the file in a new window.

L

117 recordis) found.

m DTIC (Defense Techrical Informnation Center)
JNED;, Early Bird

JNED;, Eamed Value IManazerent

JHED, EDGAR

JHEQ, Federal Aequisition Virtual Library

JHED, Federal Statistics (FedStats)

JHEG; Federal Weh Locator

JHEG, Fedlaw

JHNED; Fedworld

JHNED; FedWorld Joh Links

JNED; FY 2001 Budget

m General &ccounting Office (A1

m Hoorwer's

JNED, Iarine Corps

JNED;, Defense bogisition Deskhook (T D)
JNED;, Defense WModeling and Sivaulation Offiee (D50
JHED; Defense Science and Technology Plan (DTICY

[y

(Figure 3.33)

1. Click on Quick Sites hot spot in the Library, or on the link below it (See figure
3.31).

(1) To Access another site (See figure 3.33):
(a) The sites are displayed in the lower left hand frame.

(b) To view additional information on any of the displayed titles, click on the
Info button adjacent to the title.

(c) To access any site, click on the title link from either the left or right
frame.

(d) A new window is opened to display the new material.
(e) Click on the on the X in the upper right hand corner to close this window.
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d. References - References are DOE and industry - specific standards and guidelines.
They are listed alphabetically with a description, source, author, and a link to the online

document.

il Selectafunction
Online Learning Center

LIBRARY

Eeferences are industry-specific files of various media that include articles, surveys, repotts, etc. Eeferences are organized by topics, an
source, file type, and media type information and a link to the site. Beferences can also be lnked to learning object courses and accesse
the course.

Click Info for more details or the title to go to the reference.

241 record(s) found.

JNED; 100 Most Frequently Cited OSHA Construction Standards in 1991: &
Guide for the Sbhatement of the Top 25 Associated Physical Hazards

JNED; 14 CFR

JNED; 14 CER Part 1 Sections 11,13, 1.3
JNEQ; 14 CFE Part 119

JNEG; 14 CFE Part 121

JHEG; 14 CFE, Part 121 Appendix F
JHED, 14 CFR Part 121 Appendix
JNED; 14 CFR Part 121 & ppendix I
JNEQ; 14 CFE Part 125

JNED; 14 CFR Part 135

JHNEQ; 14 CFE Pat 142

JNED, 14 CFR Part 145

JNED; 14 CER Part 21

JNEG: 14 CFR Part 27

(Figure 3.34)

1. Click on References hot spot in the Library, or on the link below it (See figure
3.31).

(1) The available references are displayed in the lower left hand frame.

(2) To view an individual reference click on the Info button adjacent to the desired
title.

(3) The information is displayed in the right frame.

(4) For further information on any title, click on the title link from either the left or
right frame.

(5) A new window is opened to display the new material.
(6) Click on the on the X in the upper right hand corner to close this window.
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e. Regulations & Policies - Regulations and Policies are industry-specific standards and
guidelines. They are listed alphabetically with a description, source, author, and a link to
the online document.
== selectatunchon

YT
Online Learning Center

LIBRARY

Eegulations and Policies are industry-specific standards and guidelines. They are listed alphabetically with a description, source, author
link: to the online document.
Click Info for additonal mformation or the title to open the file in a new window.

32 record(s) found.

m Diefense &eouisition Deskhook

JNED; Federal & couisition Regulation

JNEQ; Definse Federal &cquisition Resulation Supplerment
JHED; Anny Federal Aeuisition Regulation Supplement
JHED; FAR Part 13: Simplified & cquisition Proceches
JNED; FAR Part 11: Describing bgency Heeds
JNED; FAR. Part 12; Acquisition of Commercial Tterms
JNED; FAR Part 14 Sealed Bidding

JHEG; FAR, Part 15: Contracting by Negotiation
JNED; PAR Part 17: Special Contracting hethods
JNED; Code of Federal Regulations

JNED; US Code

JNED; Covernment Printing Office

JHED, OSHA - Fact Sheets

JNED; Air Force Publications Office

(Figure 3.35)

1. Click on Regulations & Policies hot spot in the Library, or on the link below it
(See figure 3.31).

(1) The available documents are displayed in the lower left hand frame.

(2) To view an individual regulation or policy click on the Info button adjacent to the
desired title.

(3) The information is displayed in the right frame.

(4) For further information on any title, click on the title link from either the left or
right frame.

(5) A new window is opened to display the new material.
(6) Click on the on the X in the upper right hand corner to close this window.
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f. Resources - Resources are pre-selected sources for online research. Grouped into
categories (Associations, Government, Education, and Industry), they are listed with a
summary and a link to the site.

Rt Select afunction v
Aline Learning Center

LIBRARY

Eesources are pre-selected sources for online research. Grouped into categories (Associations, Government, Education, and Industry), they &
listed with a sumtnary and a link to the site.
Click Info for additional information or the title to open the file in a new window.

N
56 record(s) found.

JNEG; Acadery of Certified Hazardous Iaterials Tlanagers (& CHIL
JNED; A and Waste Ilanagement Association (4 WIAY

JNED, i Force Acquisition

JHED, Awerican Chernical Society (ACS)

JNED, i merican Conference of Crovernrmental and Industrial Hygienists {4 CGTHY
JNEG; A merican Industrial Hyziene fssociation (4THA)

JNEG, American National Standards Institute (A HST)

JNED, A merican Planning Association {AF4)

JNED, American Public Health &ssociation (APHA)

JNED; & merican Society for Safety Engineers (455E)

JNEG; American Society for Training and Development

JHEG; American Society of Civil Engineers (A5CE)

JNED; snay

m A senciation for Educational Corrnicatione shd Technology
JNEG; Association of Information Technology Professinnals (ATTEY

(Figure 3.36)

1. Click on Resources hot spot in the Library, or on the link below it (See figure
3.31).

(1) The available resources are displayed in the lower left hand frame.

(2) To view an individual regulation or policy click on the Info button adjacent to the
desired title.

(3) The information is displayed in the right frame.

(4) For further information on any title, click on the title link from either the left or
right frame.

(5) A new window is opened to display the new material.
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20. Teaming Center — The Teaming Center is where most collaboration between OLC Users
takes place. It allows for the creating of ‘Team Rooms’, which include Threaded
Discussions, Chat Rooms, Areas for posting documents/slideshows, as well as a calendar
function.

ference Center

hrning Center

L = Management = | ) ,:'\
i | WF L ';'_.’

|
R. ; - i Team Rooms
) :

Tearn Roorm Idavagement | Tearn Booms

(Figure 3.37)
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a. Team Room Management — This is where you can create your own Team Room, or

manage membership/permissions within your Team Room.
L [~
Online Learning Center

Selectafu

The team roomn 'Brian's Test Room' was created. To add alogo to the Teamm Room, click Edit to retwin to-
click Add Logo.

TEAMING CENTER

Team Eoom WManagement i3 where users create new Teatmn Eooms and Team Eoom Owners can manage the rooms -

Create New Team Foom

Cwrent Open Rooms

[ 3elect Al
[OBrian's Test Eoom (Private) Edit Administer

I Close Team Rooms I

Fow are noi an owner of any Closed Team Rooms

rt——

(Figure 3.38)

1. To Create a Team Room

(1) Click on Team Room Management hotspot in the Teaming Center, or on the
link below it (See figure 3.37)

(2) Click on Create New Team Room (See figure 3.38)
(3) Fill in the form, as described in the provided instructions.
(4) When asked to select the ‘Room Type’, use the following guidance:

(a) Public Rooms are open to all OLC Users. Everyone can view and post new
content.

(b) Moderated Rooms are open to all OLC Users, but only designated individuals can
post new content.

(c) Private Rooms are only open to designated individuals.

il. To Administer a Team Room

(1) Click on Team Room Management hotspot in the Teaming Center, or on the
link below it (See figure 3.37)

(2) Click on Administer next to the room you wish to make changes to. (See figure
3.38)

(3) To add Room Owners/Contributors/Members, click on Add
Owners/Contributors/Members, then use the search features to select the user
you wish to add.
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b. Team Rooms — The Team Rooms are where most collaboration between OLC Users
takes place. They include Threaded Discussions, Chat Rooms, an ‘Outlook-style’ calendar,
and areas to post documents.

TEAMING CENTER Keywords All'Wards

Team Eooms are collaborative areas for groups of people including a calendar, a BBS, a chat room, and links to content. Enter one
keywords, select a search option, then click Search. From the resulting hst of Team Eooms, click Info for additional information o

~iven the fle in 5 newr wrnd s

10 record(s) found.

m Brian's Test Room - (Privafe)

m Certificates of & chievement Prograrn Foom - (Moderafed)
JNEG, Hood &cadermic Cruidane - (Pubkic)

JNEG, OLC Test Room - (Publis)

JHEG, PIvl Systerms and Practices in DOE - {Moderated)

m Project Managernent Fssentials - General Mews - (Moderafed)
m Project NManagernent Fssentials-1T - (Moderafed)

JHEG, Public Reference Room - (Public)

JHEG, Strayer £ cademic Gruidance - (Public)

m work foree planning and development team - (Moderafed)

(Figure 3.39)

1. To Find a Team Room

(1) Click on Team Rooms hotspot in the Teaming Center, or on the link below it
(See figure 3.37)

(2) Click on Search (See figure 3.39)

(3) To get more information concerning a Team Room, click on the Info button
beside it’s title.

(4) To open a Team Room, click on it’s title.
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c. Threaded Discussion - This is a threaded discussion - based forum, organized by
topic where users post, read, and reply to messages.

_

n

Administration
Career Center
Community Center
Conference Center
Learning Center
Lecture Hall
Library

Teaming Center

Surveys’

Privacy & Security
Notice

Select afunction

Oniline Learning Center

COMMUNITY CENTER Formmn: | OLC Discussion (11) v

Keywords: || Search For

To post or read messages, select a forum, then click Display. Click the message subject to read the fiull message. To searc
akeyword or phrase, then click Search Forum to euery only the select forum or Search All to search all forums.

[ Start a new thread

1 OLC Diseussion (11)

The New ErergyOLC (3} (2] - David DeWamx - 11772002 11:59:13 AW

Ahbility to copy indo from training cowrse (1) (0) - MANCY HILL - 72672002 9:22:30 A1

Lack of Reports Features (1) (0) - Randall CLINE - 6/10/2002 9:06:29 AN

Learning on ling (2) (1) - PAMELS LEWIS - 57202002 7:30:15 PTW

What is the advantage of learning onlive? (3) (1) - Dorothy VAN STEINBURG - 90972000 11:00:57 AW
QLC Digeussion Use (13 {03 - Paul Somerville - 71202000 90723 A8

(Figure 3.15)

Click on BBS in the Team Room.

(1) Select your desired forum form the dropdown menu box in the top frame (See

figure 3.15).

(2) To Review any of the presented discussion threads, click on the title.

(@) To Reply to any comment in an existing thread:
(1) Click on the Reply icon at the bottom of the original message.
(i1) Type your comment in the provided Message field.
(ii1))  Click on the Reply button to submit your comment.
(iv)  Click Cancel to exit the reply form.

(3) To Begin a new discussion thread:

(a) Click on the Start a new thread icon in the lower frame.

(b) Input the desired Subject and Message in the appropriate fields.
(c) Click on the Post button to submit your message.

(d) Click Cancel to exit the new discussion form.
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d. Chat Rooms — Chat Rooms provide peer to peer and instructor to student interaction.
Through the use of chat rooms, users can communicate with others in real time.

Online Learning Center

Energy OLC Chat

Please Logon
p ﬁ/ Select a User-Id: |Brian|
'Q'ﬂ" Room: Energy OLC Teaming Center v

Join the Chat

(Figure 3.30)

1. Click on the Chat link in the Team Room.

il. Select your desired chat room by using the dropdown menu.(See figure 3.30)

1ii. Click on the Join the Chat button.

v. Read the chat messages in the left half of the chat box.

V. To submit a comment, type it in the bottom box of the chat window and click on

one of the following buttons (Say, Whisper, Think, or Action), depending on the
way you would like to present it.

VI. When finished, click on the Exit Chat button.
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Minimum System Requirements

Pentium 200mhz (Pentium processor or higher recommended)

Windows 95, or Windows NT 3.51 or higher

8 MB RAM (16 MB recommended)

800 x 600, 256 color display (higher resolution and color depth recommended)
TCP/IP access via 28.8 modem or LAN access to the Internet

Netscape 4.7 or Internet Explorer 5.0 or higher

22.

Basic Terminology Used In This Guide

Button: An area on the computer screen that allows a mouse click to activate a given
action which is usually labeled on the face of the button.

Click on: To move the on-screen mouse cursor over the object to be “clicked” and press
the left button of the mouse.

Dropdown menu: A menu containing options from which a user may make a selection.

Form: A series of text boxes and/or fields, check boxes, or radio buttons which allow for
user input a series of related data.

Frame: The sectioning of a web-browser screen to allow for the changing of contents of
any frame with out disturbing the contents of others being displayed at the same time.

Hot Spot: A determined position on a screen that allows a mouse click to initiate an action,
much like a button, but is usually in the form of a picture or some section of it.

Link, Hyperlink: A unit of text, usually denoted by a different color font than that around
it, and an underline, which allows a mouse click to initiate the navigation to a new location
on a website, or in a document.

Mouse cursor: The on-screen representation of the location of the mouse as it moves in the
virtual world of the computer. This is usually seen as an arrow or pointing device of some
sort.

Radio Button: A type of input device to denote a selection. The main characteristic of a
radio button is that only one in a defined set may be selected at any given time.

Text box or Text field: An area of a web page, represented by a box, which allows a user
to give input in the form of text.

Toolbar: A place on the computer screen in a software package or web page which is
designated to be a main location for buttons allowing interaction functions.

URL: Also known as the “address” of a web page or resource. This is the information that
is to be typed into the address or location text field of a web-browser to navigate to the
specified location.

Web-browser: A software program created to allow a user to accept and display web
pages written in HTML, the primary language for the formatting of web-based materials.
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»  Website or Site: A virtual location housing one or many web pages.
»  Window: An instance of a software package displaying on the computer screen.
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