LEADERSHIP ACADEMY

VIRTUAL CAMPUS

How-To Guide

*A NOTE ABOUT THIS DOCUMENT

This document is intended to help you when using
the SEIU Local 1000 Leadership Academy Virtual
Campus. The Virtual Campus is web based training
for registered users.

THIS IS AN INTERACTIVE PDF

On the next page you will find a table of contents for
this ‘how-to’ guide. Each section can be ‘clicked’
and it will jump to that section of the guide. If
you’d like to return to the table of contents simply
click on the name “Leadership Academy” at the
top of any page. If you’d like to jump to a different
section, simply click on the name of that section
at the top of any page.
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LOGGING IN

YOUR FIRST LOGIN

Go to the
Leadership
Academy
Website

Click on the
‘Virtual Campus’
Link

=

LEADERSHIP

i = X

WELCOME

iEEnE3g

http://www.locall00OQleadershipacademy.org

CLICK
HERE!
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LOGGING IN « NAVIGATING THE VIRTUAL CAMPUS « TRACKING YOUR PROGRESS

Enter your
User ID &
G
Password =3

LEADERSHIP Virtual Campus
ACADEM)

e ey e W e R reE ey BT, [ LISy B ATy W e apeeeny e orer e e

: ; Click Here
B T

User ID Password

Enter the User ID and password you received in your registration

confirmation email.

When this screen appears, enter

The first time

. Update yaur profile
you |°g|n! you You nesd to reset your password.
will need to reset

your new password, email, and
set up a security question.

¥ Enker your new passwors
your password | | 1

* Confirm your new password

*IMPORTANT

You will need your security
* Emcurity Question
There are multiple—  What is your hobly?
options for this * ARSwer ta Seeurity Quastian to retrieve your password if you
question o= forget it.

question answer or your email

LLY

* imall Address:
TR L U 1 Oy

Click here CansH

When done K

You will see this screen after
Login In Progress all your information is entered,

and you click “Submit” (from

It will take a
moment to _
process &Y

Login En progress. . IT oS message remains for
more than 40 seconds, Click hara for further
Ingtrusctions,

above step).
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Success! = T

b pc B epme ) =0

Virtual Campus
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When you have successfully logged in you will be taken to this screen. This
is the home screen for the Virtual Campus. From here you will take courses

and track your progress.

UPDATING YOUR PROFILE

Login to the
Virtual Campus

Login

Click [ = - - = i

7] o — : ——_
My Profile ' pha Help | Lag Ot (My Prafile
= Virtual Campus Hope

e Hoe @ L Click
Here!

o Frme—ri Erilld i | b
Ty e i i Fama @ b =t a W b E T T S e b L w2 e by s s
i R e A Pl T et - S S P A W
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LOGGING IN « NAVIGATING THE VIRTUAL CAMPUS « TRACKING YOUR PROGRESS

Click &
“Update Your prsear s e el D e =
User Profile”

Update your  weciuw = = 3 e =
personal
information

- Update

LemER . 7 Your Info

e gern Bl ey

T Lt ik P T e T e o 1
amrmn yu actred Hasa ibe s d Eng b
et & W-haid T Vi e TR A rat P e e

e g T e Pty e Pl i, 00 A . o T
abi b 1w e b e

From this screen
..... you can change:
* Your Name

* Email Address
* Password

e Security Question
Click e i

“Update Profile” . | Reset [ Update Profile B

N

Click
Here!

If successful,
you should see | vesss s
this message T

Suooess' Chpnged mil ppkie STe0r o0 you s NEdT lgen
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LOGGING IN « NAVIGATING THE VIRTUAL CAMPUS « TRACKING YOUR PROGRESS

CHANGING YOUR PASSWORD

To change your password, please see the steps for updating your
profile information in the previous section. You can change
your password from the same screen.

GO TO » UPDATING YOUR PROFILE

IF YOU FORGOT YOUR PASSWORD

Enter your
User ID

and click
“Forgot your
password?”

To reset your password you will need either:
1) The answer to your security question, or
2) The email address you provided when you registered

If you do not have either of these, the Leadership
Academy will have to reset your password. Contact them at:
support@ locallOOOleadershipacademy.org

=

LEADERSHIP Virtual Campus
ACADEM)

e e e R e BT @S Ry ) ST W s e o S g

User ID
Click Here!
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LOGGING IN « NAVIGATING THE VIRTUAL CAMPUS « TRACKING YOUR PROGRESS

Answer your
security question,
or input your
email address

If you answered
your security
question correctly
you will see this
screen

Reset Password

Ta resct your password, answer the follovwing
QUESETian:

Whal s your I'H:ll:hl,."l'-l

RBSET Py Password

Send Password

You can also have your password malled to your
registened emall acoownt

Srnd me A ew pAsswnrd

Click here bo aooess Live Help
Or Returmn to Login Page

Update your profile
You need to reset your password.

* Enter your mew password

* Confirm your new password

* Sncurfty Question
‘What ks your hobbry?
* Answer to Security Question

R W

* Emall Address:
Tusergheeiul 000, ong

Cubmit Cancel

If you remember your
security question, enter
the answer and click
“Reset my password”

If you don’t remember
your security question
answer, you can have
your new password sent
to your email. Click “Send
me a new password”

Enter a new password
exactly like you did
when you registered for
the first time.

Update your other
information if needed.
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LOGGING IN « NAVIGATING THE VIRTUAL CAMPUS « TRACKING YOUR PROGRESS

If you entered
your email
To resct youwr possword, answer the following
address to get | s
a new password | ..o noooy
you will see this
screen

Reset Password

R=asl my passwand

Send Password

¥ou can alsg have your pascword malled to your
registered emall aoopunt:

Confimation

‘ Your password has been sent to your email
address,

Login Check your email for the
B i v A adubiy new password. We rec-
{(What |5 Web Accessibiliey?) ommend copy & pasting
User 10D the password to get it
| correct.

Passward

Click “Login to SkillPort”
to login with your new
password.

Login to SkiliPort

iClick here to access Live Help
fr Relurn o Login Pagpe
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ACADEMY

NAVIGATING THE VIRTUAL CAMPUS

This section will give you an overview of the Virtual Campus.

There are two main parts:

* The Navigation Dashboard, which contains “My Plan,”
“My Progress” & the “Catalog.”

* Taking Courses, will give you an overview of the
course player system.

The highlighted area is the main navigation area of the Virtual Campus

THE NAVIGATION DASHBOARD

@

= ia FEIY
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Virtual Campus
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e
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\

LED N o Fraa

MY PROGRESS

—— Create goals for course completion,
view course details, launch courses, etc.

View completion and in-progress status,
view course details, launch courses, etc.

—— View custom content & extra course
library, view course details, add courses
to your plan, etc.
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LOGGING IN « NAVIGATING THE VIRTUAL CAMPUS « TRACKING YOUR PROGRESS

THE NAVIGATION DASHBOARD

My Plan
Click on
“My Plan”
You will be taken wascaa = 4 | o ] =

to this screen

G Finih Fiu ooene
BB i Rescrtng ard Reoos Kspeg €
Goat Fewh fenovaee
' 0 ] TRl L SEOIE OF OO 16 3 BEOE | GO = TR RN DROITRRT PTG O o
' EEIN0 I: The uigs Srgh-ty of Tiersinch i d SRite Errpoyenl - Tha Dild &3 e B-issa 2
' EARI 0 1 TR G BRI DF Cdralol 4% 1 WEI0H 1 FPQRorieiE ~ TR | R0
. ‘W.!}Di Theb Lapl Eegf-ii of Shmsindi i 2 Site Errgarviin - Tha Boaly Do~ o BEFH fra 8
Py Trea Pand e i B RP2ip: vamgatons €
[ — ' FEF2 M [factive Dricwiras W-ling
bt | ot
Imjivigig rLed Trereg
dydegronr Borsrg Hodan

—

This screen will show you the courses you are enrolled to take.

nghllgl'!t a i View TR w
course by rolling . G Pariont Like This
over it with your [ REP100: Introducton to Raprasentaton e
It

mouse ﬂm:u:mmmm 8 (Launch] [Show Datails)

 Gaal: Finksh @is courss

!FI.EF'W.:

1
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LOGGING IN « NAVIGATING THE VIRTUAL CAMPUS « TRACKING YOUR PROGRESS

You have two e

_ how v
options =y
(1) Launch the course B REP100: Introduction to Representation @

Gaal: Firiss mis courss

B REP110: Reporting and Record Keeping
Goal: Firish fis courss

! REFIDD.1: The Lingal Rights of St

(2) View course details

= Thi Eight Empors

@ Launch the Course @ Show Details
Click this option to begin Click this option to view
the course. More details in detailed information about
taking the courses will be the course.

covered in the next section.  *see next step

Here is an |50 e 5 "
example of 3 |l Personal

BN a8p100: Introduction to Axprésertation @

course details Dosk Prkeh Il Sores

B REF110: Reporting and Aecord Keeping &' [Launsh] [Hids Deiais]
Goal Finksn o oounss

L

10 WEP1 10

Dwarviiw f Dascriptian

BEP1 0= Raparsing and Recerd Keaplng. This | fhe second of five certiflcabion courses b
reganding regarting and record e ping.

Target Audience
Mambar badars and sbalf inbacsebad in imgedwing thair ripratistatan gkile.

PFrereguisikes
BEF1GG

Expectied Duirakian
& minutes

‘ BEFIO0.1: The Legal Rights of Stewards and Slate Employecs - The Bight Imporla

12
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LOGGING IN « NAVIGATING THE VIRTUAL CAMPUS « TRACKING YOUR PROGRESS

Click on
“My Progress”

You will be taken
to this screen

My Progress

The “My Progress” tab is for tracking which courses you have
completed, how far along you are in each course, and your score on
exams you’ve taken. You will not have any information in the “My
Progress” tab until you have started at least one course.

CATALOG

PR ST T T
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LOGGING IN « NAVIGATING THE VIRTUAL CAMPUS « TRACKING YOUR PROGRESS

Your progress
is displayed
on two tabs

You can click on either
tab to display current or
completed courses.

/ \

In Progress Completed

These are courses you These are completed courses

have started, but not which means you have passed
finished. If you took the the exam.

exam, but did not pass You can apply for certification
it, the course will remain when all required courses for a
here. track are completed.

Here is an
example of —
acompleted | —
course . e

Passing Score

14
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LOGGING IN « NAVIGATING THE VIRTUAL CAMPUS « TRACKING YOUR PROGRESS

TAKING COURSES

Launch a course

Click any of these
buttons to begin
the course.

You will be taken
to this screen

Launch a course

When you launch a course, it will open in a new window. This
window will be referred to as the “player window.” To launch a
course, click any of the buttons shown here that appear in either
the “My Plan” & “My Progress” sections.

Click any of these

— e
s
I REP00: Inroduction 1 Reprasentaion @ﬁm

REP11E FebiZ 3841 Feb 15 3041

Make sure this is the
course you want to
take

LLEADERSHIP

ACADEMY

15
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LOGGING IN « NAVIGATING THE VIRTUAL CAMPUS « TRACKING YOUR PROGRESS

Player Window
(Home screen)

From this window you
can access all the
elements of each

course. If you click
“home” from another
area within the course,
you will be taken here.

Player Window

o Than §oare B0 0 B o ol 20 o ol ol 2 2 ey @0 o 0 s 0 sty il om Dol e

—
Bl o Tl el T vm Ml

L I el - i
= TR P H T o Y HE T T
T P RO L L

O,

‘—-—-__F [

I Ko

are available from this tab.

® ®

These are the sections of the course. If you are returning to a
course, you can click here to go directly to a specific section.

The sections of the course and the exam for the course

When you are ready to exit the course, click this button.

Resources & Settings will appear if you click this button.
Here you can access the SkillBriefs for this course.

*Note: all SkillBriefs are also available for download on the
Resources tab of the Leadership Academy website.

@— This button will do one of two things:

1) Return you to the last page viewed if you started the
course, but did not finish it.

2) Start the course from the beginning if you have not
started it yet.

16
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Learning Points
Each section of the
course will have
“learning points.”
These are similar to
sub-sections of a
course topic.

Resources &
Settings

T ot s 1 T 5L Gl Fapl el i

Loy marsy Cbjmrfine:
AT R TR T T YT R 0 [l ATV
® Lipfsriand Pe BTRD Jasa e Regpeneriser

e g, e 0 e Balaerm ok,
= The Bods of Sesasrds

w Tra koqpaning Feee o

A Tha Dgeslih Frewizle Comdroemd

W Lyl NS i Do i T

& ARCE Ao Ralor

w e bk

i P ket o P s e el T

Tt Tpper il ion

If you would like to go di-
rectly to a particular point,
simply click the title of the
point in this window.

For Example:

If you are having a
difficult time on an exam
guestion and would like to
brush up on the point, you
can skip directly to it here.

Resources & Settings

P : Click Here!

Clicking the small “page” icon will bring up the
Resources & Settings options. The Leadership
Academy does not recommend changing your

settings.

REPLOM: Awdio Script
Audic SCript for REFI00

BEFLGE; Glossary of Stewardd Terms
A clossary indew of termis commonly used By sbewands,

SEEL Leenl 1000 Pediey File, Diviskan &
SEIU Lecal 1000 Peducy File, Diveslon &

REP100: Resources

SkiliBriers ang ocher resources for REFI00

This is an example of the Resources window. Here you can
click each resource to view it. You can save it to your computer

to print or view at any time.

17
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LOGGING IN « NAVIGATING THE VIRTUAL CAMPUS « TRACKING YOUR PROGRESS

Course controls

Course Controls

Each course has a

series of controls that | . sy
will allow the learner to | [he Role of Stewards
pause, skip, go back a
slide, etc.

Stlewards serve smployees b peveral ways:

o = ‘7’/ sm;ﬁ@/

(s

| Table of Contents |
A 1321 i

=

@ | |
@- This button will take you to the @_ This button will advance you to the

Home screen from anywhere in next slide. When it is time to advance

the course. to the next slide, this button will blink
and button #6 will remind you to
click it.
@— This button will take you to the +4=% | Button #6 shown changing
beginning of the previous slide. to-remindYou to advance
E}@@ to the next slide.
@— This button will pause the course. @_ TG R e i e o 6 e
If you experience audio problems

beginning of the current slide.
using this button, the Leadership < <

Academy recommends using
button #6 for pausing. @_ This button will pause and resume
the course.

18



LEADERSHIP ACADEMY

LOGGING IN « NAVIGATING THE VIRTUAL CAMPUS « TRACKING YOUR PROGRESS

Taking exams

Taking an Exam Each course has an exam associated with it. In order to be

Click
“Begin Test”

certified in a Learning Track, you will need to successfully

complete all the required exams for that Track. .
Click Here!

T T L R I B AR IR | W
e e o el arml vy el b e

BE R AR L e B T
T TR SN b TN )
il AT T AR I CE TR TR ¥y i
LR s SR ot TR AT

o e i g

After you have finished a course, you can take the final exam. To
take an exam, go to the Home screen and click on the Course
Menu tab (shown here). Here you can see if you have taken the
exam, how much of it you completed, and what your score was.
To take the exam click the Take Test button.

TR b i o e By oy e Lo Tl |
N ook P el Csrey Bomn 2]
1o aied i frd e B ol Dl b LLL R T

e ] fEs

PR R A R L AL LTS e = -
Ly ohe 0 BT Jae B0 Foapew waelc - LE o Sy
Ursbi il oo B o C e i dlicm L] (RL HE

. s

Click Here!
If you have not taken the exam yet, all information on this screen
will be blank. If you have taken the exam, it will display your score:
your First Score, Best Score & Current Score.

19
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Here is a sample
question. Click
the button next to
the best answer.

Here is a
sample answer.

Whether or not the
answer is correct or not,
you will recieve and
explanation.

e
CIPEE b et aien’ Peoprewedre cw Ui Tl |
1,
S B P A o rper el e e e B Do mg 1 G@
o ] ] ¥
BT TY L AT I T ST
Bl i s o Ll T e o
e e e
P 3 i T o T g T
Click the
best answer
2 o o omg o e a0 e ki v, Top Sy
i e, = e e e
-
- ey e L
T —
I @
[ ]
e duy of Fir Kppradantilion F T ko orepresant 38 ampkiyees i a Barpaining Ui
-l il i Gppi
X [F b dirary cardves e B erngrkora by
kb e of S0 in goed Tilh on Bahel ol Employis
LURT T od T ]
I hae o soarscion o Locsd 5000
PREPESENETRON |5 B e O B0 I Qe T an Dehad ol
soe ek s b e
. e Hih-“h--.
i st
nol nised 1 bea PrHTIDE B0 P s e .=
mcnl:m
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TRACKING YOUR PROGRESS

After you have taken courses, you will be able to track your prog-
ress. You can see which courses you have started, which you have
completed and what your exam score was if you took the exam.
You can use this section to see how many of the required courses
in each Track you have completed. When all required exams have
been completed with a passing score, you can apply for your
certification in that Track.

“My Progress” Tab

Click on
“My Progress”

(

CATALOG

You will be taken
to this screen

PR ST T T

PO LTS AT el

L
=
‘ [ TR0 SR T i sl E whar i L] ] * i
' PP Vo i At Bl ALY e a4 W d B L] 3 o
=

R Ractaac Meeom s, FOF Tad i M Fea ¥ W41 i O

* For more information about the “My Progress” tab, please see that section on page 13.
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LOGGING IN « NAVIGATING THE VIRTUAL CAMPUS « TRACKING YOUR PROGRESS

Steps for
Getting
Certified

Determine which Track you are taking for certification.
The courses for that Track will be automatically
added to your plan.

Take all required courses for that Track.
Each track will be different, make sure to check
which are required.

Pass all required course exams.

Each course will be added to the ‘completed’ sec-
tion of the My Progress tab after the exam has
been completed with a passing score. To view
which courses have been completed, simply click
on that tab.

Apply for certification.

Go the the Leadership Academy website:
http://www.locall0OOleadershipacademy.org
a. Click on the Resources tab.

b. Click on Applications.

c. Fill out the appropriate application.
(Steward/Staff)

b. Click ‘send’.
This will generate an email—make sure to

send the email!

The Leadership Academy will verify completion of
all exams and send you your certification.

22
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