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What Is Jasperactive?

Jasperactive is a Learning Management System that uses live applications and installed Jasperactive content
to teach you the skills required to work productively and efficiently using software applications and to pass

certification exams.

Required Elements

To use Jasperactive, you will need the following:
Installed software for the applications you want to learn (such as the Office 2016 suite,
semiannual channel)
A browser and live Internet connection

A course activation code - you will receive an activation code from your teacher or system
administrator. Entering an activation code at the Jasperactive home page triggers the creation
of a Jasperactive account.

A Jasperactive account — your Jasperactive account tracks all your work and grades, and is tied
to your email address and password

An installed Jasperactive application (see the Installing the Jasperactive Application section)
The Jasperactive Home Page

Every Jasperactive session begins at the Jasperactive home page.

To access the Jasperactive home page, perform the following steps.

Step 1:  Open your browser.

Step 2:  Navigate to the Jasperactive home page at http://www.jasperactive.com.

The log in area appears at the top of the home page.

Contact | Support | Jasperactive GIVE | CCI Learning

Jasperactive L .

[l Remember Me | Forgot password?

loginwith: ] f G+

Use the log in area to create a new account or log in to an existing account.

© 2018 Jasper Learning Inc. — All rights reserved.
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Getting Started — Activating a New Account

Your Jasperactive experience begins by activating a new account. Be sure to have your activation code
available before you begin.

Perform the following steps to activate a new account.

Step 1:  Navigate to the Jasperactive home page at http://www.jasperactive.com.

Contact | Support | Jasperactive GIVE | CCl Learning

Jasperactive S | E———

Powrered by W Remember Me | Forgot password?

-
& Microsoft Azure Legnuckc ] F G

Step 2: In the New User section, click in the Enter activation code field, enter the activation code that was
provided to you, then click the Activate button.

The Registration — Connect Your Account page appears, giving you the option to automatically
populate some of the fields in the registration form with information from one of your social
media accounts.

Registration

Connect Your Account
Speed up the registration process by connecting one of the following accounts. Log in with it later.

Activation Code: *

[ o m ]

Step 3:  If you want to automatically populate some of the fields in the registration form, click the icon for
the social media account you want to use; otherwise, click Skip.

© 2018 Jasper Learning Inc. — All rights reserved. 3
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An empty registration form appears.

Registration

nal Information

in the following:

* Mandatory Fields

vale or E Female

First Name: * City: Email: *

| | | | |

Last Mame: * Zip/Postal Code: Confirm Email: *
| | | | |

Date of Birth: Company/School Type: * Password: *

l:l (yyyy-mm-dd)

Language: *

| English v |

Cournitry: *

| High Sehaci v

Company/School Mame: *

Time Zone: *

Confim Password: *

| Choose an Option v | | (UTC-12:00) Intermatio ¥ |

State/Province/Regiom: *

Choose an Option ¥ |

* By providing your email, you agr runications from CCl Leaming. You may unsubscribe

Complete the form as directed, then click Submit.

Step 4:

The Jasperactive End-User License Agreement appears.

JASPERACTIVE™ END-USER LICENSE AGREEMENT

¥OU ARE REQUIRED TO ACKNOWELDGE THAT ¥YOU HAVE READ AND ACCEPTED THE TERMS AND CONDITIONS OF THIS
END-USER LICENSE AGREEMENT (“EULA”) BEFORE YOU MAY CONTINUE INSTALLING JASPERACTIVE™ ON YOUR SYSTEM OR
NETWORK.

1.  Scope of this Agreement. This EULA constitutes a binding legal agreement between you and Jasper Learning Inc. (a
British Columbia Canada corporation), developer and owner of the lasperactive™ learning software product
("Jasperactive”), in respect of your use of Jasperactive. By accepting this EULA where indicated below and installing
Jasperactive™ on your system or systems, you agree to be bound by the terms of this EULA which represents the
entire agreement between us in respect of your license of Jasperactive and supersedes any prior agreement,
representation or understanding between yourself and Jasper Learning Inc. or any of its distributors, agents or
wvendors. If you do not agree to the terms of this EULA you may not install or use Jasperactive.

2. Grant of License. If accepted by you, this EULA represents the grant by Jasper Learning Inc. of a license for you or the
organization you represent to use Jasperactive solely for purposes of training and private study. It does not in any way
constitute a transfer of ownership of or copyright in Jasperactive or any part thereof to you or to any other person or
organization.

3. Ownership and Copyright. You hereby acknowledge that Jasperactive is exclusively owned by Jasper Learning Inc.
and all of the displays and content it contains are owned and copyrighted either by Jasper Learning Inc. or other
copyright holders acknowledged within Jasperactive. You will not make any claim to or representation of ownership of
Jasperactive or any part thereof, You further acknowledge that Jasperactive is protected pursuant to copyright laws
and international copyright treaties and other intellectual property laws and treaties.

Please read the Jasperactive End-User License Agreement carefully, then click Accept.

Step 5:

© 2018 Jasper Learning Inc. — All rights reserved.



Jasperactive Student User Guide
vl.l

Depending on the type of activation code you were given, the Activation Information screen
appears and lists your available courses (figure on the left); or your group, teacher, and available
courses (figure on the right).

ACTIVATIONn INTOrmartion

Activation Information

Microsoft Word 2016 Core
Ends on: 2018-09-25

Microsoft Excel 2016 Core
ug Ends on: 2018-09-25

Microsoft PowerPoint 2016
Egl Ends on: 2015-09-25

Microsoft Word 2016 Expert

Ends on: 2018-09-25

Microsoft Excel 2016 Expert
ug Ends on: 2018-09-25

Microsoft Access 2016
E Ends on: 2015-09-25

Microsoft Qutlook 2016
Eil Ends on: 2018-09-25

Do you want to activate these courses?

Group: 1718 BusApp S1P2

Teacher: Andrew McSweeney

Microsoft Word 2016 Core

Ends on: 2017-12-22

Microsoft Word 2016 Expert
Ends on: 2017-12-22
Microsoft Excel 2016 Core

Microsoft Excel 2016 Expert
ng Ends on: 2017-12-22
el

Microsoft PowerPoint 2016
E|N Endson:2017-12-22
Microsoft Access 2016
E Ends on: 2017-12-22

Microsoft Qutlook 2016
Eil Ends on: 2017-12-22

Ends om: 2017-12-22

Do you want to activate these courses?

Step 6:  Click Confirm to activate the listed courses.

Your personal Jasperactive home page appears.

Jasperactive

Contact | Support | Jasperactive GIVE | CCl Leaming

seere

og Out

Hello Carolyn Stevens! Welcome to Jasperactive.

Application Group:| Office 2016 ¥

® Active O Expired

Microsoft Word 2016 Core
Ends om: 2019-10-09

Microsoft Excel 2016 Core
Ends on: 2019-10-09

The Prescriptive Learning Pathway

Microsoft Word 2016 Expert
Ends om: 2019-10-09

Microsoft Excel 2016 Expert
Ends on: 2019-10-09

Microsoft PowerPoint 2016
ﬂ! Ends on: 2019-10-09

Microsoft Access 2016
m Ends or: 2019-10-09

Microsoft Outlook 2016
ﬂ Ends on: 2019-10-09

Activate 3 New Course

Your account has been successfully created. The next time you want to access Jasperactive, you

will enter your email address and password in the Registered User section.

© 2018 Jasper Learning Inc. — All rights reserved.
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Logging In as a Registered User

When you have successfully created your Jasperactive account, you can log in as a registered user. To do so,
perform the following steps.

Step 1:  Open your browser and navigate to the Jasperactive home page at http://www.jasperactive.com.

Step 2:  In the Registered User section, click in the Email field and enter the email address associated with
your Jasperactive account.

Step 3:  Click in the Password field and enter your password.

Step 4:  Press ENTER or click the Log In button to access your personal Jasperactive home page.

Your Personal Jasperactive Home Page

Your personal Jasperactive home page appears when you log in to Jasperactive. It is the central location from
which you begin all your work.

Contact | Support | Jasperactive GIVE | CCl Leamning

Carolyn Stevens

Jasperactve 4Q®E®

Log Qut

Hello Carolyn Stevens! Welcome to Jasperactive.

Application Group:| Office 2016 ¥

® Active U Expired

Microsoft Word 2016 Core
Ends or; 2019-10-08

Microsoft Excel 2016 Core
Ends or: 2019-10-08

Microsoft PowerPoint 2016

kM Endson:2019-10-09

Microsoft Word 2016 Expert

Ends on: 2019-10-0%

Microsoft Excel 2016 Expert
Ends or: 2019-10-09

Microsoft Access 2016
Ends or: 2019-10-09

Microsoft Outlook 2016
Ends on; 2019-10-08

ﬂalﬂ BRja
(<] [ 1)

Activate a New Course

6 © 2018 Jasper Learning Inc. — All rights reserved.
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The Home Page Navigation Bar

The home page navigation bar appears across the top of the window.

Jasperactive

Carolyn Stevens

AQPE G

Log Out

It includes the following icons:

ﬁ Home Click to return to the home page.
@ J-icon Point to the J-icon to view the version of the installed Jasperactive software. Click
the J-icon to access the Jasperactive Installer page.
Click to access your Achievement Portfolio page and view the badges that you
Badges
have earned.
Reports Click to access the Learning Report page from which you can generate and view
y P reports about your progress in each of your courses.
Click to edit the working directory location for your local system settings or local
E Configuration user settings. You can also clean the logs related to the Outlook user profile to
ensure the Microsoft Outlook exercises work properly.

Log Out

Click to log out of Jasperactive.

Avatar

Click to edit your profile information.

Viewing Your Courses

The Your Courses section on your home page lists your courses.

Application Group:| Office 2016 ~

® Active O Expired

By default, your active courses are displayed.

Courses are grouped by application group and only one application group
displays at a time.

Microsoft Word 2016 Core

Ends on: 2019-10-09

Microsoft Excel 2016 Core
Ends or: 2015-10-09

Microsoft PowerPoint 2016
Ends or: 2015-10-09

. Microsoft Excel 2016 Expert

g Ends on: 2019-10-09

Microsoft Word 2016 Expert

Ends on: 2015-10-09

Microsoft Access 2016

Ends on: 2019-10-09

Microsoft Qutlook 2016

Ends on: 2019-10-09

Activate a New Course

© 2018 Jasper Learning Inc

To change the displayed application group, click the Application Group drop-
down arrow and make a selection.

If a desired course is not shown in any of your application groups, please
contact your teacher or system administrator.

.— All rights reserved.
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Adding New Courses

If it becomes necessary to add a new course to your account, your teacher will provide you with an activation
code for the new course.

To add the new course to your list, click the Activate a New Course
link at the bottom of your listed courses.

Activate a Mew Course

Enter the activation code in the ACTIVATION CODE field and then ‘

Activate Course ‘
click Activate Course.

Editing Your Profile

To edit your profile information, perform the following steps.

Step 1:  Click the Avatar in your home page navigation bar to display your personal information.

Profile Information

Personal Information

Please fill in the following:

Gender: * Mandatory Fields
[OMale or MIFemale

First Name: * City: Email: *

| Carolyn |

Last Name: *

| Stevens | | 86002 | | cstevens@here.net
Date of Birth: Company/School Type: * Change Password:
1999-02-19 | (yyyy-mm-dd) | High School v]] |

Language: * Company/5chool Name: * Confirm Password: *
| English =] | Flagstaff High School | |

Country: * Time Zone: *

| United States v | (UTC07:00) Arizona V]|

State/Province/Region: *

| Arizona ﬂ|

| Flagstaff |

Zip/Postal Code:

| cstevens@here.net

Confirm Email: *

Connect to Social Networks

Your Jasperactive account is currently linked to the following accounts of social networks:

No accounts found.

© 2018 Jasper Learning Inc. — All rights reserved.
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Step 2. Make the desired changes.
Step 3:  Enter your password in the Change Password and Confirm Password fields, then click Submit.

| Current Password

Step 4:  Enter your password in the Current password field, then click Submit. A notification bar appears
at the top of the window indicating your changes were successfully saved.

Step 5:  Click the Home button to return to your personal home page.

Logging Out of Jasperactive

To log out of Jasperactive, click the Log Out link in your personal home page. The Jasperactive home page will
appear.

Installing the Jasperactive Application

The current version of the Jasperactive application must be installed on your system before you can begin
any of your course work. When you log in to your account, the J-icon in the navigation bar on your personal
Jasperactive home page indicates the current status of the software by displaying one of the three icons
described in the following table.

Icon Indicates

The application is not installed. Click the icon to open the Jasperactive Installer window.

The application is installed but not the latest version. Click the icon to update.

The application is installed and is up-to-date.

OO O

Perform the following steps to install Jasperactive using the icon in the navigation bar on your
personal Jasperactive home page.

Step 1: Navigate to the Jasperactive home page at http://www.jasperactive.com.

Step 2: In the Registered User section, enter the Email and Password associated with your Jasperactive
account, and then click Log In.

Step 3:  Inyour personal home page navigation bar, click the J-icon. The Jasperactive Installer page
appears.

© 2018 Jasper Learning Inc. — All rights reserved. 9
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@ Jasperactive Installer

In this section, you can download the latest version of Jasperactive, install the latest updates and check current

mandatory version number.
To download the complete version of Jasperactive, click the Download link in the Complete Version column.

To download the latest update patch, click the Download link in the Update Patch column.

. Complete Size Update Size Mandatory Version . an
esion Version (MB) Patch (MB) to Update LSl e b
1.0.153.0| Download 318 | Download 27 1.0.148.0 2017-09-22

You may review the latest (and archived) release notes at Jasperactive Support - Changelog

Step 4:  In the Complete Version column, click the Download link and follow the instructions to download
and install the software.

Step 5:  If, after installing Jasperactive, your screen does not reflect the installation, log out of Jasperactive
and then log in again.

The Install Jasperactive Alert

When you activate a new Jasperactive account, Jasperactive will display an Install Jasperactive alert the first
time you try to access one of your activated courses — regardless of whether you have installed Jasperactive.

Install Jasperactive

Jasperactive Application Version 1.0.153.0
Windows | 318MB

If you already installed the Jasperactive application, then you can start your course, to check, locate

the icon @ on the desktop of your computer.

Jasperactive is already installed on my computer or click the button below:

5 Agree and download now

MNote: Later, locate the icon to download and install the application on any other computer.

Step 1:  If you have not installed Jasperactive yet, click Agree and download now and follow the
instructions to download and install the software.

If you have already installed Jasperactive, click Jasperactive is already installed on my computer.

Working Through a Jasperactive Course

Although the course content and level of difficulty vary from course to course, each Jasperactive course
includes the following elements:

e Assessments — there are three major assessments in each Jasperactive course

10 © 2018 Jasper Learning Inc. — All rights reserved.
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o Benchmark — a preliminary test that determines your current level of skill and understanding
o Create — a challenge to create a final project that meets a list of requirements and
demonstrates your ability to apply your newly acquired skills
o Validate or GMetrix Practice test (depending upon your license) — an opportunity to take a
"practice" exam that mimics the user experience of an official certification examination
e eBook - a digital course book filled with images and explanatory text about the features you
will learn to use

e Lesson Quizzes — each lesson begins with a lesson quiz. Jasperactive evaluates your
performance on quizzes and the Benchmark to develop and refine your prescriptive learning
plan

e Learn Exercises — hands-on, step-by-step exercises that help you dive right in and start using
your applications

e Practice Exercises — provide opportunities for additional practice to help you hone your skills

What Happens When?

After you have created your account and activated your courses, you are ready to begin learning. When you
have completed a Jasperactive course, you will be well-equipped to pass the official certification exam.

Keep in mind that in Jasperactive, certain tasks must be performed The Prescriptive Learning Pathway

before other tasks. The established order is as follows:

1. Take the Benchmark assessment.
2. Take the Lesson Quiz.

3. Perform the Learn Exercises (these exercises are required). .%‘
4. Perform any required Practice Exercises (some are optional). pm | Cleem )
5. Submit a Create project.

6. Take the Validate assessment or a GMetrix practice test.

You will repeat Steps 2, 3, and 4 for each lesson in the course.
Taking the Benchmark

Each course begins with a Benchmark, which is a gauge used to analyze your current skill level. Although the
Benchmark is referred to as a "test" or "exam," it should not make you feel uncomfortable. The Benchmark is
designed to measure your current knowledge and skill level.

Jasperactive evaluates your performance on the Benchmark and uses the information to determine and
prescribe a learning plan unique to your needs.

The Benchmark appears when you access a course for the first time. You take it only once at the beginning of
the course. To take the Benchmark, perform the following steps.

Step 1: Navigate to the Jasperactive home page at http://www.jasperactive.com.

Step 2: In the Registered User section, enter the Email and Password associated with your Jasperactive
account, and then click Log In.

© 2018 Jasper Learning Inc. — All rights reserved. 11
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Step 3:  Inthe Your Courses section, display the appropriate application group if necessary, then in the
course list, click the course you want to begin. The Let's Get Started page appears.

Let's Get Started

The benchmark test will analyze your current skills to build a custom lesson plan just for you.
Launch Benchmark

Step 4: Click Launch Benchmark to start building your personalized learning plan.

If the Teacher window appears, you must manually link to a teacher before you can take the

Benchmark.
_ 1. Enter the code you received from your teacher
Teacher . )
in the Group Key field.
ot registered in any group. 2. Click Search to find and display the information
Ikrocho bl th ey croup. it e ol the e the ik for your group and teacher.

this Group button.

e, [ 23 3. Click the Link to this Group button when it

appears in the window.
4. Close the Teacher window if necessary, then

— cick Launch Benchmark again.

Step 5:  The Benchmark window appears.

Benchmark #® X

@ This exam has a time limit of 50 mins, 0 secs.

Instructions:

In this Benchmark, you will apply your skills to create a workbook about the winners of the Grammy award for best
song of the year. The required resources will be provided to you to complete this document.

It is very important that you read and adhere to the following instructions. In the ResourceFiles folder you will find the
required files to create your final workbook. When you finish the project, the workbook should contain three
worksheets, one of which should include a picture, a table and a chart.

Use the list of tasks as a checklist, so you can check off those elements that you've already performed, and avoid
missing any.

You can use the BestSong 4decades.pdf file as a reference for what you have to do: however, this file is not intended
to be an exact copy of how your final workbook should look. The maximum time to complete the project is 50 minutes.

Note: Accept the defaults in all cases unless otherwise specified in the instructions.

Step 6: Review the instructions and then click Continue to start the test. (Alternatively, you may click the
X to close the Benchmark window, and then click Yes to return to your personal Jasperactive
home page.)

Jasperactive launches the application and displays the instruction pane.

You may resize the instruction pane by dragging the left border.

12 © 2018 Jasper Learning Inc. — All rights reserved.
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1] Time let: 49 mins, 30 sca.
O 1. Open a workbook

0 2 Iserta worksheet

e 3. Copy data from one worksheet toanother
0 4 sert colurmn

5. Entertext

s

A

Open the BestSongs workbook from the
Documents/Jasperactive/ResourceFiles
folder.

Use the scrll arrows or Next or Previous buttons to navigate.

Froios Cooi ]

1) Texe s
sestsong
4 D mage Files
Gammyjpeg B

® @ O

g Insperscive 1100

The instruction pane presents a list of tasks you are required to perform.

Task status indicators:

# indicates the task has been ———»
marked as answered

“ indicates the task has not
been answered

Marks a task as answered —p

Dizplays the required steps ——»
for the current (active) task

Returns to the previous task

Toggles the pane to display vertically/horizontally

Displays a help window

{77 Time left: 48 mins, 26 secs.
01 Open a workbook

-~

) 2. Insert a worksheet +—
&F 3. Copy data from one worksheet to another
W0 4, Insert 3 column .

< >

o3 A- A+

Add a second worksheet to the workbook,

L

Use the scroll amows or Next or Previous buttons to
navigate.

_p[ Previous [ H:)d ]

4 [ Text Files =
BestSong.txt -
4 @ Image Files
Grammy,jpeg -
Jasperactive 1.1.0.0

© 2018 Jasper Learning Inc. — All rights reserved.
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Step 7:  Click a task in the list in the upper portion of the pane to display that task’s required steps in the
middle portion of the pane. Alternatively, you may use the Previous and Next buttons to scroll
through the task list.

Click the Help button (E) to display information in a separate window about how to use the
instruction pane.

Click the Vertical/Horizontal toggle button (@) to display the instruction pane horizontally across
the bottom of the screen.

Jasperactive’ Mweesoncee 215 coe

Time lef: 43 mins, 26 sec.

BestSongixt
() Image Fles
Grammyjpeg
+ ) xcel il
BestSongasiox
4 () Pt Fies
BestSongs 4decades pif

6. Apply a Theme in Workbook.

7. Enter cellvalues.

8. Use AutoFl with rumeric values —
Use thescrollarrowsor Next or Prviousbutions o avigte e [Nt ] [Sobmt |

Click the Vertical/Horizontal toggle button (@) again to redisplay the instruction pane vertically
on the right side of the screen (the default position).

You may use the Copy Selected Text button (Q ) to copy text from the instruction pane to the
Clipboard. You may then paste the text into the application window using the Paste command, or
by pressing CTRL+V. (You may need to remove the bold attribute from pasted content.)

You may also select text in the instruction pane and press CTRL+C to copy it.
After you perform each task, click the Mark as answered check box to select it. This helps you
keep track of which tasks have been completed.

The timer above the task list indicates how much time you have remaining.

Some Benchmark tasks require the use of resource files, which display in the lower portion of the
instruction pane for easy access. You can double-click a resource file to open it.
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Step 8:  When you have completed all the tasks, click Submit to submit your work. A confirmation prompt
appears.

b "‘-.I The results will be sent and the application will close,

e .
Do you want to continue?

Yes | Mo |

Click Yes to confirm that you want to submit your results. (If you click No, you will return to the
application window and instruction pane.)

The Benchmark Performance Results window appears.

Benchmark Performance Results Allison Stewart (36
The data was successfully saved. Correct marks: 17 o' Incorrect marks: 44 Percentage correct: 27.87%
Status Question Number Question eBook

1 Open a workbook un}

2 Insert a worksheet ns}

3 Copy data from one worksheet to another [

4 Insert a column [nn]

5 Enter text [am]

[ x] 6 Apply a Theme in Workbook [nn]

7 Enter cell values [as)

-~ - .- _—

Jasperactive [ microsot excel 2016 core

If you run out of time, an alert displays in the Bemchrmark
instruction pane, your results are submitted, and the Serform the following tasks.

*You can click the scroll buttons or use the previous or next
buttons to navigate the list.

Benchmark Performance Results window appears. , EEE ,
o [ —

Step 9:  Scroll through the list to see the results for each task. Click the eBook icon (L) to the right of a
question to review the topic associated with the task.

Jasperactive will use the Benchmark performance results to begin building your prescribed
learning plan.

Step 10: Click the Close button (X) to close the Benchmark Performance Results window.

Jasperactive displays the course home page and invites you to take the quiz for the first lesson.
After you have completed the Benchmark, you can access the course home page.

Examining the Course Home Page

Each course has its own home page, which is the central location from which you access each lesson's quizzes
and exercises.

To access the home page for a Jasperactive course (after you have taken the Benchmark), perform the
following steps.

© 2018 Jasper Learning Inc. — All rights reserved. 15
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Step 1: Navigate to the Jasperactive home page at http://www.jasperactive.com and log in to your
Jasperactive account.

Step 2:  Select a course in the Your Courses section. The course home page appears.

Each course home page includes a tab for each lesson and each course assessment.

Jasperactive @4 +v1Q® B & .

og Out

!."Iicrcsoft Excel 2016 Core S EyETIET
Ends on: 2019-10-09
ng Overall Progress:

Lesson 1

Lesson 1: Introducing Excel

Please take the quiz to reinforce your knowledge and build the learning path for this lesson.

Start Quiz

Course Navigation Bar

The course navigation bar displays across the top of the course home page.

Jasperactive @ »HQ@® B & "=

Log Out

It includes the following icons:

Home Click to return to your personal Jasperactive home page.

The color of the links in the icon indicates whether you have linked your course
to a teacher. If the links are white, point to the icon to view the teacher to whom
Link you have linked your course. If the links are yellow, click the icon to link to a
teacher. (You can also click the icon if the links are white to change the teacher to

whom you are linked.)

Point to the J-icon to view the version of the installed Jasperactive software. Click

J-icon . .
the J-icon to access the Jasperactive Installer page.

24X
)
) %
) ¥
E Tasks Click to view any pending tasks assigned to you by your teacher.
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http://www.jasperactive.com/

Jasperactive Student User Guide
vl.l

Click to access your Achievement Portfolio page and view the badges that you
Badges
have earned.

Click to access the Learning Report page from which you can generate and view

Reports .
P reports about your progress in each of your courses.

Click to edit the working directory location for your local system settings or local
Configuration user settings. You can also clean the logs related to the Outlook user profile to
ensure the Microsoft Outlook exercises work properly.

k=l (]

Log Out Click to log out of Jasperactive.

Avatar Click to edit your profile information.

Manually Linking to a Teacher

Some activation codes automatically link you to a teacher when you create your account. However, you can
manually link to a teacher or change a teacher to whom you are linked.

Note that each course may be linked to a teacher.
To manually link to a teacher, perform the following steps.

Step 1: Navigate to the Jasperactive home page at http://www.jasperactive.com and log in to your
Jasperactive account.

Step 2: Select a course in the Your Courses section to display the course home page.

Step 3:  In the course navigation bar at the top of the course home page, click the Link icon. The Teacher
window appears.

Mot registered in any group.

In this section you can link to a group. Enter the group key that your teacher has
provided into the field below and click Search. Verify the group details that
appear and click the Link to this Group button to complete the process.

Close

Step 4:  Enter the code you received from your teacher in the Group Key field, then click Search to find
and display the information for your group and teacher.

© 2018 Jasper Learning Inc. — All rights reserved. 17
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Mot registered in any group.

In this section you can link to a group. Enter the group key that your teacher has
provided into the field below and click Search. Verify the group details that
appear and click the Link to this Group button to complete the process.

Group Key: | DX20643

Group: Workbook Wizards
Teacher: Jang Lawrence
Email: ljang@tolano.com

Link to this Group

Step 5:  Verify that the information is correct.

If the displayed teacher information is incorrect, or if an error notification displays in a red banner
at the top of the window, ensure that you entered the Group Key code correctly.
If you entered the code correctly, double-check with your teacher. You can also visit the

Jasperactive Support page (http://support.jasperactive.com) or call Jasperactive Support at (800)
668-1669.

Step 6:  When you have verified that the information is correct, click Link to this Group to link your course

to your teacher. A green banner appears at the top of the page indicating that the link was

successful.

Teacher

Currently linked to teacher: Jang Lawrence
Teacher's email: ljang@tolano.com
You are registered in the group: Workbook Wizards

In this section you can link to a group. Enter the group key that your teacher has
provided into the field below and click Search. Verify the group details that
appear and click the Link to this Group button to complete the process.

Group Key: | DX20643

Close

Step 7:  Click Close.

When you have successfully linked a course to a teacher, You are linked to teacher Lawrence Jang.
you can see your link status by hovering the mouse
pointer over the link icon at the top of the window.

Taking the Lesson Quiz

Before starting any lesson exercises, you must take the Lesson Quiz to fine tune your prescribed learning
plan. To take a lesson quiz, perform the following steps.

18 © 2018 Jasper Learning Inc. — All rights reserved.
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Step 1: Navigate to the Jasperactive home page at http://www.jasperactive.com and log in to your
Jasperactive account.

Step 2:  Select a course in the Your Courses section to display the course home page.
Step 3:  Click the tab for a lesson you have not started yet. The Start Quiz button displays in the tab.
Step 4:  Click the Start Quiz button to open the quiz window.

The quiz consists of a series of multiple-choice questions.
Lesson 1 Quiz X

How do you select different areas of a worksheet at the same time?

) Use the Ctrl key as you click to select other cells.

Use the F1 key as you dlick to select other cells.

Use the Windows key as you click to select other cells.

(O Use the Alt key as you click to select other cells.

You should create a new workbook using a template when:

\_¥ou want to use a design and layout previously created, either to enter data or to use as a base for your own reports.

You want to start out with one blank worksheet.

You want to create a workbook that is automatically password-protected.

\_¥ou want to enter information using your own layout.

Text, numeric and formula are examples of:

s of data.
s of cell addresses.
s of worksheets,

s of cell formats.

What is the difference between a workbook and a worksheet?

\_) A worksheet is a document divided into columns and rows, whereas a workbook is a single Excel file containing one or

Step 5 Click the radio button beside the correct answer for each question.
When you have answered all the questions, click Show Results, then click OK to continue.

Jasperactive reports your results.

You got 6 out of 10 Correct.

Learning Topics for Lesson 1 have been chosen for you
based on the results of your quiz. You can review what
you got right or wrong, or continue to your learning path.

| Review || Continue |

Step 6: Do not click any button in the Quiz Results window for now.

If you want to move directly to the lesson exercises, click Continue. Optionally, you can click
Review to review your incorrect answers.

© 2018 Jasper Learning Inc. — All rights reserved. 19
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Reviewing Your Incorrect Quiz Answers
You can review your incorrect answers and compare them to the correct answers.
Step 1:  In the Quiz Results window, click Review to display the Lesson <#> Quiz Results window.

This window lists each question you missed, your answer, and the correct answer. Scroll through
the list to view your results.

Lesson 1 Quiz Results

The following questions were answered incorrectly. Each question includes a note to help you understand the
correct answer.

You should create a new workbook using a template when:

~
+ Your Answer: You want to create a workbook that is automatically password-protected.
Create a new workbook when you want to enter information using your own layout. Create a workbook using a
template if you want to use a design and layout previously created, either to enter data or to use as a base for
your own reports.
What is the difference between a workbook and a worksheet?
+ Your Answer: A worksheet contains data for viewing onscreen only, whereas a workbook can be printed.
A single Excel file containing one or more worksheets is a workbook. A worksheet is an arrangement of cells in
rows and columns.
You should use an electronic spreadsheet if you want to:
+ Your Answer: Create and print a full-color brochure for investment brokers.
Spreadsheets are extremely useful for solving financial and statistical problems, displaying charts and graphs,
and working with lists of data.
W

Step 22 When you have finished reviewing the answers, click the Close button (X) to close the window and
continue to the lesson exercises.

Your Prescribed Learning Plan

After you take the lesson quiz, Jasperactive creates your prescribed learning plan and displays the exercises
you need to perform to increase your skills and prepare for certification.
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Miicrosoft Excel 2016 Core

Achievements:
Ends on: 2018-09-25
Overall Progress:

Lesson 1 Validate
Lesson 1: Introducing Excel

@ Entering Text

@ Entering Numbers

@ Switching Between Workbooks

@ Closing a Workbook

‘ Legend: O Required Q In Progress ° Correct o Incorrect m Optional Exercise [ Read

Notice that an eBook icon and a Learn button appear to the right of each exercise.

An open circle [J (Required) icon appears to the left of each exercise, indicating that the exercise is a
required part of your learning plan. As you work through the exercises, the status and icon of each exercise is
updated. (See the Completing the Learn Exercises section for details.)

Activating All Exercises

Note that the prescribed learning plan includes those exercises that are necessary to help you build the skills
you need to develop.

If you want to access all lesson exercises, click the Activate All button to display the Activate all Exercises
dialog box.

Activate all Exercises

This option will activate the exercises that do not
correspond to your learning path, so you can complete
all the exercises in this lesson. If you want to continue
click Activate.

| Close H Activate |

Click Activate to add all Learn exercises for the lesson to your prescribed learning plan.
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Using the eBook

The eBook is a digital course book that provides background and explanatory information about the software
features you are learning to use. While the hands-on Learn exercises teach you how to perform particular
tasks, the eBook provides information about why, when, and where you might want to perform those tasks.

To access eBook content related to a specific exercise task or topic, click an eBook icon in one of these
locations:

e Beside the current task shown in the instruction pane within an exercise

e Beside each question listed in the Learn the Skill Exercise Performance Results window (the
score window) that displays after you submit your exercise for grading

e Beside each question listed in the Benchmark Performance Results window
e Beside each question listed in the Creative Exercise Performance Results window
e Beside each question listed in the Validate Exercise Performance Results window

The content appears in its own eBook window.

Jasperactive [ Microsoft Excel 2016 Core T —

EnteringText

To enter data, move your pointer to the desired cell, click in it, and type the entry. If you make a typing error while still
entering information in a cell, press the BACKSPACE key to erase your mistake. When you have finished entering data in a
cell, press the ENTER key to move the cell pointer automatically to the next cell down. Alternatively, use your mouse to click
another cell (or press any arrow key), which performs the same result of storing the data in that cell and moving the cell
pointer to the new location.

The best way to begin any worksheet is to enter column and row titles that identify the purpose of the numeric data. When
you enter titles for the worksheet, you are creating an outline of the relationships you will later represent mathematically.

When typing information, notice that Excel displays the text in two places:

* You can enter or edit data directly in the active cell where the pointer appears, or you can enter or edit it in the Formula
bar. The latter method is especially useful for very long data entries. In either case, the data is displayed in both places.

¢ Text entries can be up to 32,767 characters, although a maximum of 255 characters are displayed. If a text entry is
longer than the width of the cell, it will extend past the column border on the right after you have pressed ENTER, as
long as there is nothing entered in those adjoining cells. Any value entered into the cell on the immediate right will
truncate the display of the text at the border. For long entries, the entire text value will be stored in the cell, but only the
portion that fits in the available space is visible. By default, Excel aligns text data on the left side of the cell. You can
easily change the appearance and alignment of a text entry.

Entering Numbers

MNumbers, such as those representing dollar and percentage values, are constant — that is, they do not change. They are
typically used as part of calculations, with results appearing in other parts of the workbook.

By default, Excel aligns numeric values to the right side of a cell. They are displayed with no commas unless you enter them
at the same time. Extraneous zeroes at the far left or right are not displayed, even if entered at the same time. You can
format the values to your preference at a later time.

If you enter a value that contains a mixture of alphabetic and numeric digits (for example, T-1000), Excel treats the entire
entry as text and aligns it to the left of the cell.
Entering Dates and Times v

Use the scroll bar in the eBook window to move through the eBook content.

The accessible content is limited to the specific exercise task or topic.
Click the Close button (X) to close the eBook window and return to your previous location.

Accessing the Entire eBook

You can access all the eBook content (and its table of contents) when you click an eBook icon in one of
these locations:

e Beside any exercise on a lesson tab on the course home page
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e Beside any question listed in the Create project results summary page
e Beside any question listed in the Validate assessment results summary page

The content related to the current exercise appears in its own eBook window, and a vertical shutter bar
displays at the left edge of the window.

Click the shutter bar to access the eBook table of contents.

sson 1: Introducing Excel

+ emeng T =

Jasperactive B8 Microsoft Excel 2016 Core x Jasperactive” E8 Microsoft Excel 2016 Core

e x
8 Lesson s nfroducing Excel |

To enter dats, move your pointer to the desired cell, click in it, 2nd type the entry. If you make a typing error while still What is Excel? type the entry. If you make a typing error while still

entering information in  cell, press the BACKSPACE key to erase your mistake, When yeu have finished entering data in a cell, atis Excel” aistake. When you have finished entering data in a cell,

press the ENTER key to move the cell painter automatically to the next cell down. Alternatively, use your mouse to click # Looking at the Screen rext cell down, Alternatively, use your mouse to dlick

another cell {or press any arrow key), which performs the same result of storing the data in that cell and moving the cell t of storing the data in that cell and moving the cell

painter to the new location. = Entering data in a worksheet

The best way to begin any worksheet is to enter column and row titles that identify the purpose of the numeric data, When Types of Data ) 5 that identify the purpose of the numeric data. When

you enter titles for the worksheet, you are creating an outline of the relationships you will later represent mathematically. E—— Click the shutter bar stionships you will later represent mathematically.

When typing information, notice that Excel displays the text in twe places: toaccess the eBook

s Vou can enter or edit data directly in the active cell where the pointer appears, or you can enter or edit it in the Formula Entering Numbers table of contents L ears or you can enter or edit it in the Formula
bar. The latter method is espacially useful for very long data entries. In either case, the data is dlisplayed in both places. Entering Dates and Times  either case. the data is displayed in both places

o Text entries can be up to 32767 characters, afthough a maximum of 255 characters are displayed. If a text entry is longer @ Workd th workbook 255 characters are displayed. If a text entry is longer

) than the width of the cell, it will extend past the column border on the right after you have pressed ENTER, as long as orking with workbooks oo ot " payed. 2 ere 4 \ 9

there is nothing entered in those adjoining cells. Any value entered into the cell on the immediate right will truncate the Selecting Cells the right after you have pressed ENTER. as long as
display of the text at the border. For long entries, the entire text value will be stored in the cell, but only the portion that nto the cell on the immediate right will truncate the
fits in the available space is visible. By defaut, Excel aligns text data on the left side of the cell. You can easily change the # Lesson 2: Constructing Cell Data te will be stored in the cel} but only the portion that

appearance and alignment of a text entry. @ Losson 3: Using Formulas 2 on the left side of the cellLyou can easily change the

Entering Numbers # Lesson 4: Formatting the Worksheet

Numbers, such as those representing dollar and percentage values, are constant — that is, they do not change. They are * Lesson 5: Viewing and Printing Workbooks

typically used as part of calculations, with results appearing in other parts of the workbook. # Lesson 6: Working with Charts and Graphics are :D:slam [bmit is, they do not change. They are
" ‘ts of the workbool
By default, Excel aligns numeric values to the right sice of a cell. They are displayed with no commas unless you enter them at # Lesson 7: Organizing Data
the s2me time. Extraneous zeroes at the far left or right are not displayed, even if entered at the same time. You can format : re displayed with no commas unless you enter them at
the values to your preference at a later time. # Lesson 8: Using Data Tools yed, even if entered at the same time. You can format
If you enter a value that contains a mixture of alphabetic and numeric digits (for example, T-1000], Excel treats the entire
entry as text and aligns it to the left of the cell = ligits (for example, T-1000), Excel treats the entire entry -

The headings that appear in the table of contents show the hierarchy of topics.

e C(lick the + (plus sign) beside a heading to expand it and view the topics beneath it.

e Click the — (minus sign) beside a heading to close it.

e Click directly on a heading to display the content in the eBook window. (The table of contents
slides out of view when you click a heading.)

Use the scroll bar in the eBook window to move through the eBook content.

Click the Close button (X) to close the eBook window and return to your previous location.
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Completing the Learn Exercises

The Learn exercises provide hands-on training and are accessed via the lesson tabs displayed on the course
home page.

Perform the following steps to complete a Learn exercise.

Step 1:  Navigate to the Jasperactive home page at http://www.jasperactive.com, log in to your
Jasperactive account, and select the desired course to view the course home page.

Step 2:  Click the tab for the lesson on which you are working.

Lesson 1 Validate

Lesson 1: Introducing Excel

@ Entering Text

@ Entering Numbers

@ Switching Between Workbooks

@ Closing a Workbook

Step 3:  Click the Learn button for an exercise you want to complete.
Jasperactive launches the application and displays the instruction pane.

Step 4:  Click a task in the list in the upper portion of the instruction pane to display the task’s step-by-step
instructions in the lower portion of the pane. Perform the steps to complete the task.
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Task status indicators:
ﬂ indicates the task has been ———»
marked as answered
“¥ indicates the task has not

been answered

Displays the eBook section

for the current (active) task

Marks a task as answered

Displays the step-by-step
instructions for performing
the current (active) task

Returns to the previous task

—

Jasperactive Student User Guide
vl.1
Toggles the pane to display vertically/horizontally

Displays a help window Minimizes the pane

Jasperactive Ol wicroson exco{2) (L) () (52) IPEREEY JAVPPETIPETS

Lesson 1: Learn to enter text data 4~—— Exercize name & description
This exercise demonstrates how to enter text data

into a worksheet cell, which

Fibla e nthar

) 1. Use Enter to move to anather cell Displays the list of tasks to
4+— perform — the gray highlight

indicates the current (active) task

W/ 2. Enter text data

W 3. Use AutoComplete

Copies text selected within the

A instruction pane
1 In cell A6, type: Hotel and press ENTER.

2 |n cell AT, type: Car Rental and press ENTER.
3 In cell AB, type: Taxes and press ENTER.

Note: If you entered the wrong value inte a cell,
simply select the cell and type the entire correct
entry again to réplace the incorréct value.

Decreases/increases font size

Moves to the next task

Use the scroll arrows or Nejkt or Previous buttans to
navigate.
—b[ Previous |[ Next | [ Submit ]47 Submits your work for grading

Jasperactive 1.1.0.0

You may need to scroll through the instruction pane to view all the numbered steps for the

current task.

Click the eBook icon (m) to display focused help on the current topic in a separate eBook

When you have performed all st
(You can also

window.

eps for the current task, click the next task in the instruction pane.
click the Next button to move to the next task.)

When you have completed all tasks for the exercise, click Submit, then click Yes to confirm that

you want to continue. (If you c

© 2018 Jasper Learning Inc. — All rights reserved.
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Reviewing and Understanding Your Results

When you complete an exercise and submit your results, Jasperactive grades your performance and displays
your score in a performance results window.

Learn the Skill Exercise Performance Results Allison Stewart (€
The data was successfully saved. €2 Correct marks: 2 0 Incorrect marks: 1 Percentage correct: 66.67%
Status Question Number Question eBook
] 1 Use Enter to move to another cell [
(] 2 Enter text data (ua
[ x ] 3 Use AutoComplete un]

Click the eBook icon (m) beside the question to review the topic associated with the task.
After you review your results, click the Close button (X).
You can view your current progress in the exercise list.
ERDEDED D
Lesson 1: Introducing Excel

@ Using the Ribbon

& Entering Text

O Entering Text

o Use Enter to move to another cell
O Enter text data

e Use AutoComplete

A Correct icon (green circle with a white check mark) appears beside the tasks you completed correctly; an
Incorrect icon (red circle with a white "x") appears beside the tasks that were not completed correctly.

All icons are identified in the Legend that displays at the bottom of the window.
If you do not complete all tasks within an exercise correctly, Jasperactive displays an Incorrect icon in the
Learn button for that exercise. In such an instance, you must complete the Practice exercise, which
immediately becomes available and displays a Required icon (the open circle).

Conversely, if you perform all steps in the exercise correctly, Jasperactive displays a Correct icon in the Learn
button for that exercise.
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son 1

Validate
Lesson 1: Introducing Excel

+ Entering Text

€ Entering Text

o Use Enter to move to another cell
) Enter text data
° Use AutoComplete

@ Entering Numbers

@ Switching Between Workbooks

@ Closing a Workbook

Legend: O Required O In Progress © correct ° Incorrect |E Optional Exercise ~ [J Read

A Correct icon appears beside all tasks in the exercise. The Practice exercise becomes available, but it displays
an Optional icon.

Completing the Practice Exercises

The Practice exercises are identical to the Learn exercises; however, they give you a second chance to
complete the exercise tasks correctly. While you have one attempt at the Learn exercise, you can perform a
Practice exercise as many times as you like.

Note that your previous performance (on the Learn exercise) is

reflected in the Practice exercise. Therefore, when you launch the
Practice exercise, the instruction pane indicates which tasks you did

Jasperactive” B microsor exc={3) €20 () 52

Lesson 1: Learn to enter text data

'_rhis exercise demonstrate_s hc-\-{\r to enter text data ~
not complete correctly by marking them as incomplete " . e citonee Ce which il e asa aiel or I
) 1. Use Enter to move to another cell
Tasks that you have already completed correctly are marked as Fyy .
. . . . Enter text data
complete ¥ at the beginning of the exercise.

) 3. Use AutoComplete
In the Practice exercise, Jasperactive does not "re-grade" tasks that

were marked as complete. Only the “* incomplete tasks are graded.
Therefore, it is theoretically possible to complete a Practice exercise by
completing only the tasks marked as incomplete. In most instances,

however, you must repeat at least some of the tasks marked as complete to "set up" the file to perform the
remaining tasks.

Perform the following steps to complete a Practice exercise.

Step 1:  Navigate to the Jasperactive home page at http://www.jasperactive.com, log in to your

Jasperactive account, and select the desired course to view the course home page.

Step 2:

Click the tab for the lesson on which you are working.

Step 3:  Click the Practice button for the exercise you want to complete.
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Step 4:  Click the task you want to complete, perform the steps, and then move to the next task you want
to complete.

Step 5: When you have completed all tasks in the exercise that were marked as incomplete, click Submit,
then click Yes to confirm that you want to continue.

After you complete all steps in an incomplete task correctly, the task is marked as L1 complete.

After you complete all tasks in a Practice exercise correctly, the Practice exercise icon changes, indicating it is
now an Optional exercise. You can perform the Practice exercise again if you want the extra practice. The
icon on the Learn button changes to Correct, indicating that the exercise is completed.

Validate

Lesson 1: Introducing Excel

¢ e T [ ] © o [ e

() Entering Text

o Use Enter to move to another cell
o Enter text data

o Use AutoComplete

Completing Tasks Assigned by Your Teacher

Your teacher may assign tasks (custom exercises or custom quizzes) to you in addition to those in your
prescribed learning plan. If you have been assigned a task, you will see a numeric indicator on the Task icon in
the course home page navigation bar.

Jasperactive & Q@ E &

Perform the following steps to complete an assigned task.

Step 1:  Navigate to the Jasperactive home page at http://www.jasperactive.com, log in to your
Jasperactive account, and select the desired course to view the course home page.

Step 2 On the course home page navigation bar, click the Task icon.

The My Tasks window appears. A table of assigned tasks displays in the window. Each assigned
task displays on its own row in the table.
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Here are the tasks your teacher has assigned to you. Click the appropriate link to complete the task.

Correct Total Percent

Pending |Task Task Type Description Marks Marks Correct Go To
Yes Brain Challenge Quiz A brain teaser Do Now
Yes Lesson 1 - 3 Review Practice Do Now

Step 3:  In the tasks table, locate the row for the task you want to complete, and in the Go To column, click
Do Now to launch the assigned task.

Step 4:  Perform the custom exercise or answer the custom quiz, and then submit your results for grading.

Step 5 When you have completed your assigned tasks, click the Close button in the My Tasks window, if
necessary.

Finishing a Lesson and Moving On

When you have successfully performed all tasks in all exercises for a lesson, then the lesson is completed.
Completed lessons display 100% in the progress bar at the upper-right corner and display a checkmark on the
lesson tab.

Validate

Lesson 1: Introducing Excel
— ‘o] © o | B
P 1 O

R =
T — =
¢ g s Wrko =

To proceed through the course, click the tab for the next lesson and begin the process again.
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Submitting a Create Exercise Solution

After you have completed the lesson quizzes and exercises in your prescribed learning plan, you can attempt
the Create exercise.

The Create exercise is an opportunity to upload your "showcase" piece for evaluation. You will be tasked with
producing a document/workbook/presentation/database that demonstrates a solid understanding of the
application tools at your disposal.

There is no set time limit for the Create exercise, unless your teacher specifies one. You are encouraged to
work outside of Jasperactive to create your final file.

Perform the following steps to print the specifications for the Create exercise and submit your finished
project.

Step 1:  Navigate to the Jasperactive home page at http://www.jasperactive.com, log in to your

Jasperactive account, and select the desired course to view the course home page.

Step 2:  Click the Create tab to view the instructions and specifications.

Create

Create Exercise

Launch Application

In this section you will use your creativity and knowledge to solve a real-world problem. Press the Launch Application
button to work on your exercise. Once completed, press the Submit Exercise button to upload your document into the
system.

Instructions =

For your convenience, you may click the link to print the instructions displayed in this window, exit Jasperactive, and
create your project file at your convenience. When you have completed your project, return to the Create tab, and drag
and drop your completed file into the area shown. Your project will be graded by how well it meets the specifications.

Project Specifications:

The Excel workbook must include more than one worksheet: one should include a list of monthly expenses for a period

of at least three months, and another one should include daily expenses for food and transportation for the same time

period.

Calculations from the daily expenses should be used to create data in the list of monthly expenses. The workbook must

also include a worksheet that contains a chart of the monthly expense data.

Additionally:

O The first worksheet will track your daily expenses for a three month period. List every day of the three months
down the left-most column. and every expense title across the first row. Each cell therefore shows the amount
spent for an expense categery on a specific date, for example $57.15 for groceries on March 15.

1 Add the Freeze Panes tool to the Quick Access Toolbar

Step 3:  Click the = (Print) icon to print the specifications.

Step 4:  Work outside of Jasperactive to create your final file.

Most students log out of Jasperactive and then log back in when they are ready to submit the
solution file.
Step 5:  When your completed file is ready to submit, return to the Create tab and click the Submit
Exercise button to display the Submit Your Document window.
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Create Exercise %

Submit Your Document

Drop file
here to
upload

Or

Select file to upload...

Drag and drop your completed file into the window, or click Select file to upload to display a
dialog box that works like the Open dialog box in File Explorer. It may take several minutes for
Jasperactive to score your project.

Step 6:  Jasperactive displays your score and eBook links for topic-specific help.

Creative Exercise Performance Results Allison Stewart (96
The data was successfully saved. (7 Correct marks: 26 o Incomect marks: 1 Percentage correct: 96.30%
Status Question Number Question eBook G
o 24 Use conditional formatting o
o 25 Set up an outline [ns]
[v] 26 Check Header w
o 27 Import Data m
[~ 28 Shape with Hiperlink us]
(] 29 Change Page Orientation un]
[v] 30 Hide a Worksheet us]

Step 7:  Review your score, then click the Close button (X).

Jasperactive displays a summary of the exercise results. The eBook links in the summary display
topic-specific help, and provide access to the entire eBook.

Create

Create Exercise

Below is a summary of the results of the exercise. You can review the ebook topics for those items marked
incorrect.

Topic Question

The worksheets must be named

Renaming Worksheets according to the instructions

Hiding/Unhiding Rows &

Columns Hide rows

Lesson 2: Constructing Cell Data

Hide a Worksheet

Two or more worksheets

You can click Try Again and upload a revised final file for scoring as many times as desired.
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Taking the Validate Assessment

The Validate assessment is similar to the Benchmark, but is more rigorous. The Validate assessment is timed
and designed to mirror the certification exam experience.

Perform the following steps to take the Validate assessment.

Step 1:  Navigate to the Jasperactive home page at http://www.jasperactive.com, log in to your
Jasperactive account, and select the desired course to view the course home page.

Step 2:  Click the Validate tab, then click Start Exercise.

The Validate Exercise window appears.

Validate Exercise Mlison Stewart () 30

@ This exercise has a time limit of 50 mins, 0 secs.

Microsoft Excel 2016 Core Validate Exercise
Instructions:

In this project, you will apply your skills to create a workbook that constitutes an annual report for Acme Widgets. The
required resources will be provided to you to complete this document.

It is very important that you read and adhere to the following instructions. In the ResourceFiles folder you will find the
required files to create your final workbook. When you finish the project, the workbook should contain five
worksheets; one worksheet will include a table, one will include a chart, another will include an image, and one will
display formulas instead of formula results.

Use the list of tasks as a checklist, so you can check off those elements that you've already performed, and avoid
missing any.

The maximum time to complete the project is 50 minutes.

Note: Accept the defaults in all cases unless otherwise specified in the instructions.

Step 3:  Review the instructions, and then click Continue to start the test. (Alternatively, you may click the
X to close the Validate Exercise window, and then click Yes to return to your personal Jasperactive
home page.)

Jasperactive launches the application and displays the instruction pane.

Bucel Signin Jasperactive” [ wicrosor ex=(3) ) @ &

Pagelayout  Formulas  Data  Review  View  Developer  ACROBAT
7] Time left: 47 mins, 57 secs.

Paste BIu % W c matas_Cell —
Formatting - Table~  Styles o

Clipboard 1 Font Alignment Number Styles cells Ps form
0 4 Add an ditional formatting
A-lAs

Use the scroll arrows or Next or Previous buttons to
["Previous |("Next | [“Submit
Reaty E3 i g Jasperactive 11.0.0

You may resize the instruction pane by dragging the left border.
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Step 4:  Click a task in the list in the upper portion of the pane to display that task’s instructions in the
middle portion of the pane. Alternatively, you may use the Previous and Next buttons to scroll
through the task list.

Click the Help button (E) to display information in a separate window about how to use the
instruction pane.

Click the Vertical/Horizontal toggle button (@) to display the instruction pane horizontally across
the bottom of the screen. Click the button again to redisplay the instruction pane vertically on the
right side of the screen (the default position).

You may use the Copy Selected Text button (Q ) to copy text from the instruction pane to the
Clipboard. You may then paste the text into the application window using the Paste command, or
by pressing CTRL+V. (You may need to remove the bold attribute from pasted content.)

You may also select text in the instruction pane and press CTRL+C to copy it.

After you perform each task, click the Mark as answered check box to select it. This helps you
keep track of which tasks have been completed.

The timer above the task list indicates how much time you have remaining.

Some tasks require the use of resource files, which display in the lower portion of the instruction
pane for easy access. You can double-click a resource file to open it.

Step 5:  When you have completed all the tasks, click Submit to submit your work.
Click Yes to confirm that you want to submit your results.

The Validate Exercise Performance Results window appears.

Validate Exercise Performance Results Allison Stewart (36
The data was successfully saved. Correct marks: 70 o Incorrect marks: 0 Percentage correct: 100.00%
Status Question Mumber Question eBook

Open a workbook
Insert rows

Delete a column
Enter text

Use Merge & Center

Enter values

IEEBEEEBEEBE

Use AutoFill with numeric values

If you run out of time, an alert displays in the instruction pane, your results are submitted, and the
Validate Exercise Performance Results window appears.
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Step 6:  Scroll through the list to see the results for each task. Click the eBook icon to the right of a
guestion to review the topic associated with the task.

Step 7@ When you are finished reviewing your score, click the Close button (X).

Jasperactive displays a summary of the assessment results. The eBook links in the summary
display topic-specific help, and provide access to the entire eBook.

Validate

Validate Exercise

Below is a summary of the results of the exercise. You can review the ebook topics for those items marked

incorrect.

Lesson Topic Question eBook

Saving Workbooks Save the workbook ‘—|

Entering Text Enter text ‘E|

Lesson 1: Introducing Excel —
Entering Numbers Enter values ‘£|

Working with workbooks Open a workbook ‘E|

Inserting Rows and Columns Insert rows ‘E|

Renaming Worksheets Rename a worksheet ‘E|

Changing the Column Widths o Adjust column widths ‘E|

You can click Try Again to re-take the Validation assessment.

If your course home page includes a GMetrix tab instead of a Validate tab, you are using a Jasperactive-
GMetrix Integration product. Please refer to the Jasperactive-GMetrix support guides for more information.
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Earning and Viewing Badges

Jasperactive uses a badging system to recognize your hard work and success, and to validate your growing
proficiency in industry-recognized skills.

Achievement Portfolio

As you work through your courses, you earn badges for
S . . A collection of badges achieved. You put in the work, now
specific achievements such as completing a lesson or marvel 3t your success. Congratulations!

completing an exercise correctly on the first try.
Aoplication Group:

When you earn a badge, Jasperactive notifies you by R

displaying it onscreen. Click the Continue button to

close the notification and resume your course work.

Earned badges are stored in your Achievement Badges achieved for successtl Badge Achieved

Portfolio, which you can view at any time by clicking the
Badges icon in the navigation bar.

You can share your earned badges on the Web, in your pmcity bacges achreved o gaing sbove and
social media profiles, and even on your resume. o e e

Lesson 1: Introducing Excel
Type: Lesson Badge

Congratulations! You have successfully completed
Lesson 1

Share Embed

Viewing Your Learning Reports

You can view and print a Learning Report for each of your Jasperactive courses to track your progress and
view completion statistics and scores. You can also use the buttons on the report navigation bar to export the
report data to an Excel worksheet, a PDF, or a Word document.

Perform the following steps to view a Learning Report.

Step 1:  Navigate to the Jasperactive home page at http://www.jasperactive.com and log in to your
Jasperactive account.

Step 2:  Click the Reports icon in the navigation bar.

© 2018 Jasper Learning Inc. — All rights reserved. 35


http://www.jasperactive.com/

Jasperactive Student User Guide
vl.1l

The Learning Report page appears.

Learning Report

Select an application group and click on the course to get the report:

Application Group:| Office 2016[v]

® Active O Expired

Microsoft Word 2016 Core Microsoft Excel 2016 Core Microsoft PowerPoint 2016
@ Ends on: 2017-12-23 Ends on: 2017-12-23 Ends on: 2017-12-23
Mi oft Word 2016 Expert Mis oft Excel 2016 Expert Mi oft A 2016
@ ot M T T N BT
Microsoft Outlook 2016
Eil Ends on: 2017-12-23
Step 3:  Select the desired application group in the Application Group drop-down menu, if necessary.

Step 4:  Click the course for which you want to view a Learning Report.

The Learning Report appears on the page.

WoA[1 ks b M @ [wow Ol Jrdines B- &
* ™ 2017-09-28
Jasperactive

Overall Progress

Access 2016 Overall Progress 15%

Mot linked to a group

Heer Irina

Benchmark (97.1 56 Create (100.0 5 Validate (1000 %)

Lesson Quiz Results

Exercise Optional Result
Lesson 1: Exploring the Access Environment 33% 16.7 %
Starting Access and Working with Databases No 100.0 %
Qpening Databases No 00%
Using the Navigation Pane Mo

Saving and Exporting Options Yes

Step 5:  Use the toolbar options that appear immediately above the report to navigate the report pages,
change the zoom, find text in the report, export the report into various formats, or print the
report.

First page Next page Zoom percentage Export menu  Print

| | | |
4 4 of3 bl @ [100% [V | Find | Next i -] &
T T T T Excel

Previous page Last page PDF
[ Word i

Find text in report Find next

Step 6:  Click another course at the top of the window to view your learning report for that course, or click
the Home button to return to your personal Jasperactive home page.
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