Searching for Courses in the Skillsoft
Learning Center

Recent improvements in the Learning Center Search function, and improvements to cataloging and
metadata for Skillsoft courses make it easier than ever to locate courses in the library.

In many cases, you may still wish to start with the .pdf catalog, which is linked from the Main Menu.

X & 1 :
hhut!n\fﬁl Department of Human Services Sk"’s ft
Central Office SkillSoft Learning Center

You will only be able to access SkillSoft courses and activities that your Sign On | Sign Off
division has licensed for you. If you do not have a SkillSoft library license, you
will not be able to use this Learning Center.

SkillSoft Catalog
< Skj ibra

@ Current Skillsoft Catal .pdf version

Student Information

« Online Courses In-Progress

< Information We Have About You
« View or Print Transcript

< Personal Training Calendar

« Training/Development Plan

< Assigned Curriculums

Other Information

< DHS Central Office Learning Center
< Manager Functions
« Contact Us

Courses available under most DHS licenses may be found in the front three sections of the catalog:
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Courses within the catalog are grouped into curriculums that focus on specific topics.
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While viewing the pdf, you can type Ctrl+f on your keyboard to open the Find box, which can be used to
locate specific keywords through the catalog:
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Once you've located what you're looking for, you may search the Learning Center for the items you
want. Almost everything you see could be used for a search: you may use the name of the curriculum
(or part of it), the name of the course (or part of it), or the coursecode (or part of it). Note that courses
in the same curriculum often (but not always) share the first few letters in the coursecode. Simply make

note of what you want to search for.
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In the Learning Center, Sign On using your employee ID, then click on SkillSoft Library/Course Search.
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Enter the search term(s) you wish to use, then click Search (or press enter).
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SkillSoft Online Training Libraries
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Searc Past Searches ©
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[¥] Allow partial word matching

Additional Search Options

Category:  SkillSoft Full and SkillChoice Complete Course Library

Limit scheduled training to the following date range



Search will locate the courses matching the terms you enter.

SkillSoft Full and SkillChoice Complete Course Library

Search Criteria: mo_lync_a01

Select a learning activity for more information.

<:Zl C,'> Showing Page 1 of 1

Sorton Course Code ~ | SortNow

To find a specific course, it's often easiest to use the coursecode, as many terms (such as "Microsoft")

may match dozens or even hundreds of courses.

For broader searches, for example for all courses pertaining to Microsoft Office 2010, you may enter the
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Name/Title Catalog Area o

P MICROSOFT OFFICE 2010: GETTING MICROSOFT OFFICE 2010: LYNC FOR
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curriculum name, or common terms that match several courses and curriculums.
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[¥] Allow partial word matching

Additional Search Options

Category:

This will often get you very broad results.

SkillSoft Full and SkillChoice Complete Course Library -

Past Searches

BkillSoft Full and SkillChoice Complete Course Library

Search Criteria: microsoft office 2010
Select a learning activity for more information.
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Sorton Name/Title  ~ | SortNow

Name/Title
J SELECT] ACCESS 2010 MACROS AND VBA
SELECT] ACCESSING EXCHANGE REMOTELY AND USING FORMS IN OUTLOOK 2010
SELECT] ADDING IMAGES TO PRESENTATIONS IN POWERPOINT 2010
J SELECT) ADDING TABLES OF CONTENTS, FOOTNOTES, HYPERLINKS, AND BOOKMARKS IN WORD 2010
SELECT] ADDING VISUALS, THEMES, AND STYLES TO EXCEL 2010 WORKBOOKS
JSELECT] ADVANCED CUSTOMIZING WITH PROJECT 2010
SELECT] ADVANCED IMPORTING AND EXPORTING WITH ACCESS 2010
SELECT] ADVANCED REPORTING AND MANAGEMENT TOOLS IN PROJECT 2010
JSELECT] ADVANCED RESOURCE MANAGEMENT WITH PROJECT 2010

Catalog Area
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MICROSOFT OFFICE 2010: ADVANCED PROJECT



By default, courses are listed alphabetically by Name/Title. To locate courses in the same curriculum,

you may find it helpful occasionally to sort by Catalog Area.
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This may make it easier to locate all the courses in some curriculums.
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BEGINNING EXCEL
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For further information on a course, click the Select button to the left of the course name, and you'll find

that most courses now have a description. If this looks like a course that will meet your needs, all you

need to do is click Start Activity to begin.

GETTING STARTED WITH EXCEL 2010 w— -

Here is more information about this course: ¢ Add to favorites | Add This Activity Ta My Training Plan
You are not registered in this activity. Start Activity

Warning: If you have a pop-up blocker, it may prevent online content from launching.

Activity Details | Learning Content |

Course Description

Excel 2010 is the newest version of Microsoft's comprehensive spreadsheet tool that offers features that
support a wide range of functions. The Ribbon menu is unique to Microsoft Office and stacks the many
features of Excel into related tabs, making it easy to quickly access the ones you need. Backstage view is
a streamlined gathering of all file-level tools, such as those used for saving, printing, and sharing your
files. This course explores these topics and many other basics of Excel 2010, including opening the
application, creating new spreadsheets, entering data and, AutoFill features. It also provides an
introduction to the many tools that will help you create and use your spreadsheets productively.

TargetAudience=Individuals and business users with basic computer literacy

Duration=01:00

mo_bex|_a01_dt_enus

Course Data

Course Code: SKF017511
Course Name: GETTING STARTED WITH EXCEL 2010
Delivery Method: Skillsoft
DHS Learning Plan: Not Categorized



Note that the next time you use the Learning Center; you may access your previous search criteria to
save time, should you wish to complete other courses in the curriculum or category:
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Note: As with all other courses in the Learning Center, be sure to turn off your popup blocker before
launching the course. It is not sufficient to enable popups; because the Skillsoft courses are located on
Skillsoft servers, enabling popups on the DHS Learning Centers doesn't help. You can generally turn off
the popup blocker from the Tools menu in your browser. If you have Google Toolbar (or other toolbars
with popup blocking features) note that these popup blockers must be turned off as well.



