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A. Terms and Concepts Return to Index
MC Learns uses different terms than those we’ve been using in the past with the PDS.
Instructor Led Classes (ILC) are also called Enrollments. They are classes that begin and end on the same day and have
two types of information.
Session Information = The name and description for the class and the date.
Registration Information = Enroliment open/closing dates and seats remaining.
Online Courses are self-led online courses and may be stand-alone tutorials or sets of e-learning units. Two terms are
used to describe Online Courses.
Course = A stand-alone asynchronous online unit or tutorial. Note: PowerPoint and YouTube videos are examples
of materials that do not send data back to the MC Learns system and, therefore, cannot be considered a course.
Class = A set of courses (or e-learning units), taken in sequence, all of which must be completed in order to
complete the training. The courses in a class are grouped together under the name of the class.
Note: We have not accidentally swapped the order of these terms. MC Learns uses them exactly has we have
described.
Learning Plans are any combination of ILCs or Online Courses. These were previously called “Programs” or “Multi-day
Classes” in the PDS. A learning plan can be a grouping or combination of ILCs, courses, or classes with the option of
including electives, with a prescribed number of them being required for completion.
B. Logging In Return to Index

Log in to MyMC and navigate to the Employee Tab. Click the MC Learns link. The MC Learns home page opens up.

M c Lea rn S _‘ : ; “ I + s Montgomery Cﬁllege

HOME HELP CONTACT Dan- LOGOUT

MY LEARNING Welcome to your learning system!

¥ My Current Learning MC Learns provides a variety of programs and resources that invite participants to learn from internal and external experts, explore issues
¢ share ideas, examine research relevant to teaching and learning, and develop relationships with other members ofthe College
» My Leaming History community. Click on a category below to see the list of currently scheduled classes and available Web-based courses.

| » MC Learns User Guide
MY TEAM VIEW + Required Training for Administrrators, Supervisors and Employees

b Team View

Organizational Effectiveness Technology Training Pedagogyilnstruction

¥ MC Learns Catalog

= Career Development = College Information Systems = Faculty Resources
» Getting Started Tutorials = Communication & Interpersonal = College Standard Desktop Software = Mental Health Training for Faculty
» Montgomery College Relations. = Cybersecurily = Course Management
b MG : Leacersmn..I-.Wanauemen.t&Sunewision - File Management & Collaboration = Learning Technologies
e + Mt alism S Diversity = [T Training & Development (OIT only) = Teaching and Learning
» Learning Sponsors = Orientation = Media, Presentation & Publishing
= Performance Management - Mobile, Web & Cloud
- Personal Development + Teaching Technology
- Eolicies, Operations. & Legal = Web Site Development and Learning Plans Applications
Responsibilifies Management
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C. The MC Learns Home Page Return to Index
At the very top of the screen, under the MC Learns banner, you will see a HELP link. If you click on it you will be brought to
the User Guide and Online Tutorials page.

The left of the screen is a menu with links to My Current History, My Learning History and other quick links. If you are a
supervisor, you will also see a section called My Team View.

The center of the screen is a list of learning categories. Please note that there is a link to the “MC Learns User Guide” at
the top of the center screen. There is also a link to the HRDE Required Training web page where you can read the policies
pertaining to required training and view the requirements for various employee groups.

D. Viewing and Registering for Instructor-Led Classes Return to Index

To view classes in a particular learning category, click on the name of the learning category. The learning category page
opens. A list of Instructor-led classes currently open for registration appears at the top, followed by Learning Plans and
Online Classes, if applicable.

M c Lea rn S : % 'a:‘ I'! Montgomery College

gl
HOME HELP CONTACT LOGOUT
B & & ¥ Policies, Operations & Legal Responsibilities
== backto The Catalog
MY LEARNING This learning category may enrich your knowledge and awareness of key local, state and federal |aws and policies as well as strategies for
compliance and prevention as they pertain to the College environment. Itincludes topics and offerings such as: Federal laws, Leave Programs,

MC Benefits, MC Services and Procedures, Personnel Policies.. See the list below for the currently scheduled offerings
» My Current Learning

» My Learning History

Instructor-led Classes
QUICK LINKS

* Enroliments
» MC Leamns Catalog

n

» Getting Started Tutorials 4 enroliments available, showing 1-4

» Montgomery College start

Name End Date/Time Location

» MyMC Date/Time a
» Leaming Sponsors g . 11/28/2013 8:00 12/12/2013 40WG
1 P-Card Policy and Procedures AM 5:00 PM Suite 115
2 Collective F init & Policies & 1/31/2014 10:00 1/31/2014 40WG,
Proced Essential Training for Supervisors AM 12:00 PM Suite 115
3 Recognizing and Appreciating Employees Essential 2/14/2014 845 2/14/2014 40WG
Training for Supervisors AM 12:00 PM Suite 115
4 Preventing Workplace Violence for Non- 412212014 8:45 412242014 40WG,
Supervisors AM 12:00 PM Suite 115

Online Classes

Federal L aws
Leave Programs
Personnel Policies & Procedures

Search Committee Protocol Training

To view more information about an instructor-led class and to enroll, click on the name of the ILC. The Enrollment
Information page opens up.
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File Edit View Favorites Tools Help

Search Committee Protocol Training

1 Favorites [ Q ~ [=] ™0 v Page~ Safety~v Tools+ '9" ,J.E JG5) I'! Montgomery College
Enroliment Information JE|Enroll
LOGOUT
» Session Information —
nsibilities
Event Type Instructor Led Training Session
tiame PoGarg Poliey and Procedures ey local, state and federal laws and policies as well as strategies for
. Itincludes topics and offerings such as: Federal laws, Leave Programs,
D t Wandatory tr for all new P-Card hold
esenpton andatoryfraining for sll new F-carg nolders e list below for the currently scheduled offerings
Start Date 11/28/2013 8:00 AM
End Date 12/12/2013 5:00 PM
» Registration Information
Name P-Card Policy and Procedures E
Description IMportant Registration Information 3
’ Start -
Enroliment Opens 11/14/2013 8:00 AM 2tan
e M Date/Time & End Date/Time Location
Enrollment Closes 1112712013 8:00 AM 11/28/2013 8:00 12112/2013 40WG,
5:00 PM Suite 115
Minimum Seats 5 1/31/2014 10:00 173172014 40WG,
Maximum Seats 30 M 12:00 PM Suite 115
tial 2114/2014 645 2142014 40WG,
Seats Remaining 30 AM 12:00 PM Suite 115
c £ stat 4/22/2014 845 4/22/2014 40WG,
urrent Status 12:00 PM Suite 115
» Admin Contacts T
« Properties
Custom Fields £ LA
Sponsor PROC - Office of Procurement
Done € internet | Protected Mode: Off o v R100% ~

Here you will see the Session Information: description, outcomes, date and time. The Registration Information, enrollment
opening and closing dates and other details are displayed below. The training sponsor is displayed at the bottom of the
page under Admin Contacts.

To enroll in the class click the Enroll button in the top right of the screen. You will receive a message at the top left of the
screen that says, “You have been enrolled in the enrollment.” The Enroll button will be replaced by a “Drop” button.

o You have been enrolled in the enroliment. =
Enrollment Information 4| Drop
» Session Information
Event Type Instructor Led Training Session
Name P-Card Policy and Procedures
At this point you will receive two emails.
@ mclearn@montgomerycollege.edu 1:56 PM
Registration Confirmation for P-Card Policy and Procedures
= mclearn@montgomerycollege.edu 1:56 PM
Registration Confirmation for P-Card Policy and Procedures Received: Tue 11/19/2012 1:56 PM

The first email acknowledges that you are enrolled in the class

Center for Professional & Organizational Development - 1/3/14

Page 5




This is to confirm your registration in P-Card Policy
and Procedures.

NOTE: This message also applies for people who
have moved from the waitlist to the roster.

For disability-related accommodations, please
contact Lori Stegeman at 240-567-7301 or the

HRDE main number at 240-567-5353 at least two
weeks before the event.

The second email is a calendar invitation that, when you accept, will be added to your Outlook calendar.

© Please respond

9 i onfict with cther appointments on your Calendar
5 Tue THI013 1556 P
fiom Canhrmation for P-Card Pabicy and Procedures
13 from B00 AM to SO0 P
Contlicts: 9 b A
Thanksgiving Day: United States
7o || HOLIDAY a
g | FRegirtration Confirmation for P-Card Palicy and Procsdures
g% =
This i to confirm your registration in P-Card Policy and Procedures, :
MNOTE: This message also applies for people who have moved from the waitlist to the roster.
For disability-related accommodations, please contact Lari Stegeman at 240-567-7301 or the HRDE main nember at 240-567-5353 at least two weeks before the event.
Your enrollment is complete.
E. Viewing and Registering for Learning Plans (application not required) Return to Index

From the learning category page, scroll down past the Instructor-led Classes (ILCs). If there are learning plans associated
with a learning category, they will appear in a numbered list beneath the list of ILCs.
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Learning Plans

w Learning Plans

5 leaming plans available, showing 1-5

Learning
Plan

Learning Plan Name & Completed Actions
Date
1 20th Leadership Development Institute NA =)
2 Facilitative Leadership 2014 MNIA & &
3 Lisa's Test Leamning Plan NIA A
1 Testing Mutti-Day ILTs New Onell! MiA
5 Testing Signing up for Learning Plans M/A )

Show Legend

The list includes all of the Learning Plans (called programs or multi-day classes in the PDS) with five columns. To the right
of the learning plan number is a plus sign icon [+]. If you click on this you will see a list of classes in the Learning Plan. The
third column is the name of the learning plan. The fourth column is the learning plan completed date (this is primarily
used for independent study learning plans) and the fifth column contains the green plus sign icon labeled “Actions”.

Learning Plans

¥ Learning Plans

1 learning plan available, showing 1-1

Learning i
Learning .
Learning Plan Name & Plan Due Plan Status Actions
Date
1 Example of a Learning Plan N/A Incomplete o5

Show Legend

Click on “Actions” to “map” yourself to the Learning Plan. IMPORTANT: You must first map yourself to the learning plan in
order to sign up for the classes in the plan. Once you click the green plus sign, you will get a message telling you that
you’ve been mapped to the learning plan.

Learning Plans

* Learning Plans

o You have been mapped to the learning plan
1 learning plan available, showing 1-1

Learning

: Learning .
Learning Plan Name & Plan Due Plan Status Actions
Date
1 Example of a Learning Plan /A Incomplate

Show Legend
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Click on the to view a list of classes associated with the learning plan.

Learning Plans

w Learning Plans

1 learning plan available, showing 1-1

Learning

Leamning Plan Name & Plan Due LEB;I:I!\Q Eh) Actions
atus
Date
1 =] Example of a Learning Plan N/A Incomplete
Mapped
Mapped Item Item Mapped ltem =
Mapped vy Nane Due Date Completed Status Actions
Date

1 Day 1 12/3/2013 NIA Incomplete
2 Day 2 12/4/2013 N/A Incomplete
3 Day 3 12/5/2013 N/A Incomplete
4 Day 4 12/6/2013 MIA Incomplete

Show Legend

Click on the name of each class to register for each class. (Follow the instructions presented earlier for registering for a
class.) IMPORTANT: You must enroll in all of the classes to be enrolled in the Learning Plan. You will receive both the
confirmation and calendar appointment email for each of the classes in which you enroll.

Applying to Participate in Learning Plans (application required) Return to Index

Some learning plans require you fill out an application before enrolling. We have developed a special procedure in MC
Learns In order to deliver the application to you, and at the same time use MC Learns to record your interest in the plan.
The procedure is simple and requires no commitment on your part.

On the MC Learns Home Page click the link “Learning Plan Applications”. Learning Plan Applications

Mc Lea[ﬂS N .?":’ mMamgnmnry College

HOME  MILP CONTACT

G # &2~ Learning Plan Applications

Applicaticn Hame « Start Date/Time End Date/Time
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1. The Learning Plan Applications Page opens with some instructions at the top and a list of learning plan
applications below. Each application is actually an MC Learns class. MC Learns will use your enrollment to record
your interest in the plan and it will deliver the learning plan application to you as the one of the course materials.

2. Click the name of the learning plan in which you are interested. The enrollment page opens up.

3. When the enrollment page opens, click the enroll button in the upper right corner.

0 You have been enrolled in the enrollment.

Enrollment Information 4| Drop
w» Session Information
Event Type Instructor Led Training Session

Name Developing the Skillful Supervisor Application

Click the enroll button in the upper right corner. After enrolling, scroll down
to the bottom of the enrollment page to access the full description and
application. Open the application and complete it according to the

Description instructions printed on the document. Thank you for showing interestin
these cohort learning plans and for your willingness to invest the time
throughout the academic year.

Start Date 1M/2014 8:00 AM

End Date 5M5/2014 5:30 PM

» Registration Information

Name Developing the Skillful Supervisor Application

Description 'bl':ﬁ)\[')fening and Closing dates for receiving applications are listed
Enrollment Opens 11M18/2013 8:00 AM

Enroliment Closes 12/20/2013 2:00 PM

Minimum Seats 0

Maximum Seats 30

Seats Remaining 28

Current Status Approved

view attachment &

» Admin Contacts
» Properties

ustom Fields

Sponsor oD

E] Drop

4. | 111 P

5. After enrolling, scroll down to the bottom of the “registration information” and click the “view attachment icon”

C‘? . The attachment page will open.

6. Click the “click to view the attachment” icon liﬁ The application opens up.
7. Complete the application according to the instructions printed on the document.

Nothing more is required. MC Learns has recorded your interest in the plan and you can fill out and submit the
application at your leisure.

Center for Professional & Organizational Development - 1/3/14 Page 9




Viewing and Registering for a Self-led Online Course Return to Index

From the MC Learns home page, click on the name of the learning category. The learning category page opens up. Scroll
down to view the available self-led online courses.

Online Courses

Multiculturalism & Diversity

Workplace Environment (Videos): 2 Diversity Effectiveness - An Overview - Diversity in the workplace goes way beyond race, sexism
and gender. It's composed of a changing blend of attributes, behaviors and talents characterized by differences and similarities. During this
program, you'll learn the meaning of diversity and what constitutes a diversity-mature individual. You'll also learn the steps to diversity
effectiveness and how they can be applied.

Click here to start this course =]

Workplace Environment (Videos): 5 Ethics in the Workplace - Choose Wisely! - Most unethical business practices are performed by
honest people who face great pressure to perform in unethical ways. Watch as ethics expert Paul Wiegand describes some of the ethical
issues in today’'s workplace, suggestions for making ethical decisions and resources available that will help you to choose wisely and do the
right thing.

Click here to start this course [F=]

Each online course listing contains a brief description, a link to start the course and a “View Course Properties” icon.

Multiculturalism & Diversity

Workplace Environment (Videos): 2 Diversity Effectiveness - An Overview - Diversity in the workplace goes way beyond race, sexism
and gender. It's composed of a changing blend of attributes, behaviors and talents characterized by differences and similarities. During this
program, you'll learn the meaning of diversity and what constitutes a diversity-mature individual. You'll also leamn the steps to diversity
effectiveness and how they can be applied.

Click here to start this course [i]

Click the View Course Properties icon Elto open a panel containing a copy of the course description. If additional
information is available, it will be included here.

/€ Workplace Environment (Videos): 2 Diversity Effectiveness - An Overview - Windows Internet ... EIIEI
|'> http://stgrmontgomerycollege.learn.taleo.net/LCNet/ControlPanel/Trem/TrermProperty.aspx?sessionid=3-F42 | & |
Workplace Environment (Videos): 2 Diversity Effectiveness - An Overview
* Summary
Title Workplace Environment (Videos): 2 Diversity
Effectiveness - An Overview
Diversity in the workplace goes way beyond race,
sexism and gender. It's composed of a changing
blend of attributes, behaviors and talents
Description characterized by differences and similarities.
During this program, you'll learn the meaning of
diversity and what constitutes a diversity-mature
individual. You'll alzo learn the steps to diversity
effectiveness and how they can be applied.
Author LEARMSUPPORT
Date Added 41212012 10:20 AM
Protocol AlCC
w More Information
http://stgrm €D Internet | Protected Mode: Off fa v ®100% <
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If you have the course properties screen open, exit out in order to start the course.

Click the “Click here to start this course” link to start the course.

IMPORTANT: As soon as you click this link, the course will be added to the list of “Your Courses in Progress” in “My
Current Learning.” Keep in mind that casual and frequent previewing of online courses will result in permanently

cluttering your current “in progress” list with unwanted titles.

The online course launch page opens up.

MCLeamns _guff) 20% I e

HOME HELP CONTACT LOGOUT

Managing Within the Law (Videos): 1 At Will Employment

Exdt  Next

2 Click here to launch the course... |
Managing Viithin the Law

(Videos): 1 At Will 3vour Notes
Employment

[=]Managing Within the
Law (Videos): 1 At
Will Employment
(lLesson

[

@save Notes

Printable Summary

# search

Find Pages in this course
containing:

An outline of the class appears in the left column. The Tools Menu on the right allows you to search for terms in course
documents, look up words in an online dictionary, and enter and save notes that will become a part of your course record.

Click on the “Click here to launch this course” link in the center pane. This will launch the “course player”. IMPORTANT:
To ensure successful tracking of your progress with the course, use only the navigation buttons within the course player,

not your browser’s navigation buttons.

The course player opens up.
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/€ http://montgomerycollege.learn.com/AICC/AICC Frameset.aspclassi &idebug=&,

"} Http:""I’nDntgﬂlﬂEr‘ftD”EgE“Earn(Dm_"}:\lcc"AICCFTHIMEEE‘:.EEP?HEEEIE|=&rDDt(‘E[[:&FE[UI’"E:&(‘Ehug:&pagE:l&EhEptEr:l&[E[[\Dmd:g-i| =] ‘

@ MindLeaders

Workplace Environment (Videos): Diversity Effectiveness - An Overview Col

Welcome

Diversity in the workplace goes way beyond race, sexism and gender. It's composed of a
changing blend of attributes, behaviors and talents characterized by differences and
similarities. During this program, you'll learn the meaning of diversity and what constitutes a
diversity-mature individual. You'll also learn the steps to diversity effectiveness and how they
can be applied.

Video Length: 00:15:25

About Online Course Players: The College has purchased e-learning content from several vendors. Each vendor’s course
player is slightly different. This course player shown above has a Begin the Course button and a Course Tools menu that
provides access to a number of course features and content. This is an example of a “Mind Leader’s “ course. If you wish
to see the Skillsoft launch page, click here.

Click the Begin the Course button. In this case, the course video appears.

@Mﬂdme)urs Exit»

Workplace Environment (Videos) Divarsity Effectivensss - An Ovanview

Course Tools v

Diversity Effectiveness —
An Overview

drversity matusity. Yo'l also lsam the stops

[ 7 I, High | Law ‘ Raascopt

Because this course is a video, there are two navigation buttons at the bottom.

‘ Go to the previous slide.
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’ Move to the next slide.

Please note that at the bottom right corner is a Transcript button. If you select it, the transcript will appear in the right-
side text box. You can scroll through the transcript and search for keywords by using the search feature.

Transcript | = |

Host: Welcome to Diversity Effectiveness - An Overview, the
first program in our Diversity Series. Diversity in the workplac
goes way beyond race, sexism and gender. it's composed o
changing blend of attributes, behaviors and talents,
characterized by difference and similarities. During this
program, you'll iearn the meaning of diversity and diversity
maturity. You'll also learn the steps to diversity effectiveness
and how they can be applied. Watch now as Angela, Curt ar
Melissa share with us what they've learned about diversity.
Melissa: 'm Melissa. Curt: 'm Curt. Angela: I'm Angela
Melissa: We're going to a meeting. Angela: A taskforce
meeting. Curt: A diversity taskforce meeting and I'm getting a
killer workout. Melissa: The three of us were assigned to hez
up a Diversity Taskforce at our company. We need to come L
with ways to ensure we have a representative workplace. /4
now we're going to pull it all together. Curt: We've learned

It goes past race, sexism that one must think of diversity in broad terms. It goes past
race, sexism or gender. it's a blend of attributes and behavio
and talents. Angela: Diversity can also refer to different

functinne wiithin an nrnanizatinn_| ike marksting_nr finance n

To improve understanding, questions may pop up periodically throughout the video. You must attempt to answer the
questions in order to complete the training.

@Mm Exit »

Warkplace Ervironmant (Videas): Divarsity Effactivenass - An Overview Course Tools »
& Workp « B Overview - Windows Intemet E.. |- |- |js5s]
| @) batpe/central mindleaders.com/dpec e her tesenring=1 Rlne=Aacra=y_wil) dpe] B |

Think About It
Yo it for ol patmant.
Aft
E
A | Talk ot the sduation with your co-warkest and delermne whinm
he can best contribute to the report
B | Talk over the saustion with your supendsor and find someone eise
—' Lo contribute bo U report
1o figure out what to &!blﬂl‘
Gose
Done @ Intemet | Protected Mode O fh = WI0% -

L7 P Migh | Low ‘ Tranecied

At the end of the video, you will be given an opportunity to take the final quiz. Click OK to launch the quiz. If you wish to
take it later, click the Cancel button.
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@ MindLeaders Exit »

Workplace Environment (Videos): Diversity Effectiveness - An Qverview Course Tools v

Message from webpage

w_o_w Would you like to take the quiz now?

sity Effectiveness —
An Overview

[ ok ][ conead |

the Program Evaluation

0 Bandwidth: High | Low ‘ Transcript

How to Resume the Course or Take the Quiz Later
1. Exit at any point before completion.
screen.
b. To relaunch the course, go to My Current Learning and click on the name of the course.
c. MC Learns will remember where you left off and you will be able to resume taking the course.
2. Taking the final quiz later.
relaunch the course at a later time.
b. When the Course Player launches, open Course Tools (upper right) and select “Quiz” from the

Assessment section of the dropdown list.

About Course Tools: Options may change depending on the course. In this example, the course the options are:

Exit »

Course Tools »

a. You can exit the course at any time by clicking on the Course Player’s Exit button at the top right of the

a. Click “Cancel” when asked “Would you like to take the quiz now?” and follow the instructions in 1.a-c to

e Definitions of Items in the Course Tools Menu
y Resources
E_ignlcad e Download Slides Downloads the slides into PowerPoint.
Biafarines FAQ Opens a list of Frequently Asked Questions about the subject
CEUs matter.
College Credit Reference Opens a list of links to reference materials.
Assassint CEUs MC does not use this at this time.
i College Credit MC does not use this at this time.
Sentes Assessment
Series Transcript Quiz A direct link to the quiz.
Course Tools Opens up a list of your scores.
[, Evaluate This Course Series Transcript If this class is part of a series, you can view your transcript for
the series.

Contributors
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Pre-Assessments
To determine your current skill level, some courses will have a Skill Assessment at the start of the class. It will contain
guestions about the topics to be covered in the course.

Welcome

You can now begin the course or take a Skill Assessment, which consists of
questions on topics covered in this course. Taking the Skill Assessment first allows
you to determine which topics in the course you should focus on.

To take the Skill Assessment from within the course, simply click Course Tools and
then click Skill Assessment.

Take the Skill Assessment

Course Length: Approx. 1 hour

Click the Take the Skill Assessment button on the course launch page to begin. The Skill Assessment Instructions page
opens up.

Skill Assessment

This Skill Assessment contains questions about the topics covered in the course. Use the
Start the Skill Assessment button when you're ready to begin.

Click the Submit button to submit your answer for each question. To view the next question,
click the Next Question button.

To exit the test, click the Back to Course button. No scores are recorded if you return to
the course or exit during the Skill Assessment.

Click the Scores button after you answer the last question to view your scores.
Start the Skill Assessment P

Click the Start the Skill Assessment button and follow the prompts. When you reach the end of the skill assessment, close
the window. The Welcome to the course page opens up.

When you are ready to begin the class, Click the “Begin this Class” button.
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() resocnmn

The Interface

W58 Q

Access 2007 Introduction to ACcess

) i ¥ Projects : Databare fhocers 2007 (Detal - Miderart Acce
Home | Create  EemmOats Datbase Tooh w

2+ frst open 3 databass in Access 2007, y
g tha tep of your window, st Bka yeu
Cfice 2007 apphcatona

The Ribbon grees you access 1o the main progeam features

Mavigatien Fane

pcted on the Ribben
s and groups on the
d Font command groups.

You 3e¢ 3 vasiety of command b
Home tab, such a3 the Clipboan

Notn: Click and drag the top bar of this bax 1o move # 1o
anothar kseahan

o4 Pp =

Notice the navigation buttons and icons at the bottom of the screen.

Exitn

®

Turn the audio on or off.

Print this page.

Help on using this course.

Search the course for a particular term.

Replay the audio for this page.

Go to the previous slide.

Move to the next slide.

Show topics. Clicking this will open a box that lists the topics for the class. You can navigate to other
areas of the course by clicking on the links. Clicking on the icon again will close the list of topics.

@ MindLeaders

Access 2007: Introduction to Access
Questions v ‘

1. Course Introduction

2. The Interface

on » Questions Exer

3.Creating a Database
Lesson Questions Exercises Summary

4, Views
Lesson Questions Exercises Summary

5. Course in Review

Questions  Activities

Take Notes

Opens a box where you can take notes about the class.
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Example of a Different Course Player

This is an example of a Skillsoft course. With this course player you can begin by clicking the red arrow next to the 1%
topic, or you can jump to any other topic by clicking the topic name. Some courses include quizzes and/or summative
tests. In this player you can go directly to a quiz for a given topic.

f\f x Exit 7 Hel,
skillsbft B (Reln)
Java Progranmming with Java SE 6.0: Basic GUI Development in Java Progress & Tests |
Goal: To demonstrate how to build GUI applications using the Swing AP Current Course Score:
Completion Status: Started
To continue atyour bookmarked location, selectthe Return to Bookmark button. Type Status Current  Tgke Course
To begin a topic or test, select any active topic or test link. Score Test
Introducing Swing and the JFC
QOveNiew of Swing and Java Foundation Classes Instruction (D Take Test
Swing components and containers Instruction O Take Test
Introduction to Swing Components Instruction O Take Test
Working with Swing
Using Swing layout managers Instruction O Take Test
Handling events in Swing Instruction ) Take Test
Painting Swing camponents Instruction ) Take Test
H. My Current Learning Return to Index

From the MC Learns home page, click the “My Current Learning” link. The “My Current Learning” page opens with a list of
your current enrollments, learning plans and any online course, if applicable.

M c Le a rn S m .%A't:‘ l'! Montgomery College

HOME HELP CONTACT LOGOUT

My Current Learning

My Current Learning organizes your learning activities into three groups: Instructor-led Classes, Learning Plans and Programs and Online
Courses. Each section offers you the option of filtering and sorting the list in various ways.

» Wy Current Leaming
» Wy Leaming History

QUICK LINKS

» Getting Started Tutorials

1

My Enrollments

» Montgomery Callege
+ Enroliments

» MyMC
» Leaming Sponsors 1 enrollment available, showing 1-1
Class Name o Start Date/Time  L1e" Actions
Status
Multicultural Film and Discussion: “Cracking the Codes..." 5/15/2014 1:00 = o
1 of Racial Inequity PM Approved & ©
< b
¥ Enroliments as Enrollment Admin
No records found.
« v
My Learning Plans
¥ Learning Plans
Online Courses
Your Courses In Progress | B
2records available, showing 1-2
Title Date Started Last Viewed %Complete  Score Expiration Date  Actions
Access 2007: 1 Introduction to ACcess 1211612013 1018 AM 12/16/2013 10:54 AM NIA NA A
Windows 7: 1 New Features 12MBI2013 953 AM 12162013953 AM NI NA - NIA

For questions, comments or page errors, please send email to mclear@montgomerycollege. edu
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If you are an MC Learns enrollment administrator, you will also see a list of the classes that you are managing.

Actions
In the “Actions” column you may see any combination of the following icons.

Actions

View Assets/Materials Fulfillment — View enrollment details.

View Roster

View Attachments

View Course Properties

View Course Notes

D | 7| |5 |8y

My Learning History Return to Index

My enrollment history lists all the classes in which you have enrolled. Please note that your history from the PDS
was brought over to MC Learns so you will see all the classes you’ve taken since September of 2006.

My Learning History

My Learning History organizes your learning activities into three groups: Instructor-led Classes, Learning Plans and Programs and Online
Courses. Each section offers you the option of filtering and sorting the list in various ways.

My Enroliment History

v Enrollment History

Primary Sort Enrollment Mame |Z| [T el ¥]
Secondary Sort | Select Secondary Sort Iz‘ OU U

91 enroliments available, showing 1-10 Page|1 []of10 €< >3

Event Start Event End Post

Enroliment Name & Enrollment Description Date/Time DatelTime Status

’ 15th LDl Graduation - 15th LDI Graduation - 419/2007 4/19/2007 Comulated
04/19/2007 04/19/2007 800 AM 500 PM ompiete

2 15th LDI Graduation - 15th LDI Graduation - 4/24/2008 4/24/2008 Completed
04/24/2008 04/24/2008 §:00 AM 5:00 PM e

3 16th LDI Graduation - 16th LDI Graduation - 4/16/2009 4/16/2009 Complsted
04/16/2009 04/16/2009 8:00 AM 5:00 PM P
17th LDI Project 17th LDI Project

4 Presentations & Graduation - Presentations & Graduation - gféglri?\.lu gxég"é{uu Completed
05/10/2010 05/10/2010 . )
An Overview of Stephen R. An Overview of Stephen R

5 Covey's T Habits of Highly Covey's 7 Habits of Highly 2172011 20772011 Completed
Effective People A class for Effective People A class for 8:00 AM 5:00 PM P
LDI alumni - 02/07/2011 LDl alumni - 02/07/2011
Arab American Heritage Arab American Heritage 12 o

6 Month Panel In Their Own Maonth Panel In Their Own ég[fm gggznp[ﬁ Completed
Voices - 04/03/2009 Voices - 04/03/2009 . )

You can sort this list by any of the columns by clicking on the column name or by using the sort feature at the top
of the list.
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Registering for Required Classes

Return to Index

Before you begin the enrollment process visit the Required Training page on the Human Resources,
Development and Engagement Web site.

The page covers the policies and employee groups relative to each type of required training. After
becoming familiar with the policies, return to MC Learns, click the “Required Training for Administrators,
Supervisors and Employees” link.

' Required Training for Adminstrators, Supervisors and Employees

=< back Home
» My Current Learning
» My Learning Histary Toread the required training policies and class descriptions visit the Required Training for Administrators, Supervisors and Emplovees page on
the Human Resources, Development and Engagement Web site. The required training classes listed below are organized by employee group (All
Employees, New Employees, Administrators and Supervisors, New Administrators and Supenvisors, and Academic Affairs and Student Services
QUICK LINKS Employees). To register for a class, scroll down to the group to which you belong and make your selection. If you need help with the registration
process visitthe “Getting Started Tutorials™ in the Quick Links section of the menu to the left.

b Getting Started Tutorials
If you are interested in satisfying the required training in “Multiculturalism & Diversity”, please make your selections from the “Multicultural &
* Montgomery College Diversity” category on the MC Learns Home Page.

e

Type of Employee

b Learning Sponsors

- MNew Academic Affairs
Type of Requirement Al Employess Emrsli";ees All Administrators | Administrators & & Student
’ (after 711/13) & Supenvisors Supenvisors (after Senvices
TMi3) Employees
Multicultural & Diversity Training X X
(classroom)
Multicultural & Diversity Performance X
Goal
Family Educational Rights and Privacy X X
Act (online)
Americans with Disabilities Act (ADA) X X
Training for Supervisors (online)
Caollective Bargaining Agreement and X
P&P for Managing Staff (classroom)
Developing Employee Performance X
Goals (classroom)
Writing Employee Performance X
Evaluations (TBA)
Preventing Sexual Harassment and X
Workplace Discrimination (classroom)
Preventing Workplace Violence X
(classroom)
Recognizing and Appreciating X
Employees (classroom)
ADA Training “In Their Own X
Shoes” (online)

The Required Training page will open. Make your selection from the list of titles in the column labeled
“Type of Requirement”. The special page for that requirement will open and if there are classes currently
scheduled, they will appear in the list of “Enrollments.”
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