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ON-LINE MICROSOFT TRAINING VIA THE LEARNING MANAGEMENT SYSTEM (HRD)

1. This Bulletin applies to all State employees within the New Jersey Department of Military and
Veterans Affairs (DMAVA) regarding Microsoft Office Suite training via the online Learning
Management System (LMS).

2. LMS is a web-based application that meets three primary functions:

e Provides access to learning content, such as online training and policy documents.
e Provides the ability to administer and track training.
e Provides the ability to create reports on training activity.

3. The online courses are designed to give students a proper introduction to software applications in the
Microsoft Office Suite. Each course listed in enclosure 1, “Available Microsoft Courses on LMS”
focuses on one application. Students can either self-register for courses (see enclosure 2, “Taking
Microsoft Courses via the Learning Management System (LMS)”) or be assigned courses via
their supervisor (see enclosure 3, “Assigning Courses via LMS”). The courses offered are
available via the Department’s Microsoft Enterprise Agreement and can be taken without
additional charges to the Department or student.

4. The training is authorized to be taken on all State computer systems and is also accessible from any
home PC with internet connection and appropriate browser version and required software applications
and setting identified below.

a. System Requirements

SumTotal’s Maestro learning management system is an Internet-based tool that only requires a
connection to the Internet and access to a web browser to gain access to the application. Users access
Maestro on a variety of client computing platforms, devices, web browsers and varying levels of Internet
bandwidth. This document is intended to provide minimum and recommended guidelines for client
devices accessing the Maestro system.

The following are the minimum system configuration recommendations for running SumTotal’s
Maestro learning management system. These recommendations are intended to assist you in determining
optimal system configurations for your computer.
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The Maestro Learning Management System supports the following browsers:

Internet Explorer 6 and higher SumTotal supports SP2 and SP3 for IE 6.
Firefox 2.0.10 and higher
Google Chrome SumTotal supports non-beta versions only. Chrome will

update itself with stable, non-beta versions.

Apple Safari version 3.2 and higher

b. Recommendations

¢ A high-speed Internet connection will ensure the best user experience especially if you are
working with online courseware, video streaming or large files.

e For authentication purposes and bookmarking online courses, the browser's cookies and
scripting must be enabled.

e Pop-up blockers should be deactivated when launching online courses.

e Firewall programs may need to be temporarily disabled if learners are experiencing issues
launching or tracking online courses.

e Third-party toolbars may need to be temporarily disabled if learners are experiencing issues
launching or tracking online courses.
o To help with the overall performance of the LMS and courses,

https://gm1.geolearning.com/ should be added as a trusted site.

e Maestro is designed to function with SVGA monitor with display settings at a minimum of

800 x 600 pixels. Recommended resolution settings are 1024 x 768 pixels.

c. Browser Support and Configuration

e Internet Explorer (IE) 6 is known to work with Java 1.4 through Java 5 update 11 or Java 6

update 7

o Vendor based courseware such as Skillsoft have been tested with the Java versions listed
above and they do work properly.

o |E6 with Java 5 update 12 to Java 6 update 7 may not work properly with custom courses
created through authoring tools such as Articulate and Lectora in certain instances. This
is due to an issue between Microsoft and Java Sun.

o URL for 5 update 11: https://cds.sun.com/is-bin/INTERSHOP.enfinity/WFS/CDS-
CDS_Developer-Site/en_US/-/USD/ViewProductDetail-Start?ProductRef=jre-1.5.0 11-
oth-JPR@CDS-CDS_Developer

o |E 7 can use any Java but 5 update 11 or newer is recommended

e FireFox can use any version of Java, however Java Version 5 Update 11 or newer is
recommended

Fay

] . . . . . .
. f‘i‘.»Warnmg! The LMS supports FireFox but courseware might not function as it does in IE.
You will want to test your courses in FireFox prior to releasing the courses to your end users.
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e AOL Web Browser Connection: make sure the Learner is using Internet Explorer to launch
the courseware independent of AOL. Cookies and Scripting: should be enabled on the
learner's workstation in order to allow bookmarking of courseware.

d. Java

Report Analytics operates using Java, and will work in any Java 1.5 or 1.6 environment.

Some courses require Java. The specific version of Java will depend on the course, how it was
designed or what authoring tool was used. Refer to the courseware vendor or software manufacturer for
details.

e The Microsoft JVM reached its end-of-life on December 31, 2007 and is not supported.
e We recommend you use the latest supported version of Java.
e For courses authored in SCORM or AICC API, Java 1.4 or higher is required.

o Depending on the course and how it was created, a higher version of Java may be
required.

o Some vendors or authoring tools may require a specific version of Java to pass the course
information back to the LMS.

If third-party software and modules are post-End-of-Life by their vendor/developer, SumTotal will
not support the configuration.

e. Flash

There are certain components of the system that utilize Flash for presentation. These include some of
the dashboards and upload progress bars. For full functionality using the application's organizational
charts and instructional videos, the Macromedia Flash plug-in is needed but it is not required to operate
the system.

f. Adobe Acrobat

Adobe Acrobat Reader should be installed if trying to access course completion certificates or
approval forms.

5. To access the LMS training you must have a MyNewJersey portal account and establish an HRDI e-
Learning Solution link on your portal account.

If you need assistance with configuration on a state owned computer issued or maintained by the
department please contact your local facility IT help desk support staff for assistance before making any
changes to your workstation.

If you require additional information for computer set-up on a non-state owned computer the following
web link contains the on-line instructions from the MyNewlJersey portal and HRDI e-learning Solution
internet site http://services.geolearning.com/Help/en-US/Global/Content/Learning Center Basics/System
Requirements.htm The above settings and software configurations are only suggestions for best practice
in the LMS.
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6. Questions or inquiries concerning this bulletin or the MyNewlJersey Portal access should be addressed
to Paul Serdiuk (HRD) at (609) 530-6878 or paul.serdiuk@njdmava.state.nj.us.

OFFICIAL: GLENN K. RIETH
Major General, NJARNG

\ OEB? ' The Adjutant General
DAVID S, SNEDEKER

Chief Information Officer
Director, Information and
Administrative Services Division

DISTRIBUTION: A,D,E,F

3 Encls:

1. Available Microsoft Courses on LMS

2. Taking Microsoft Courses via the Learning Management System (LMS)
3. Assigning Courses via LMS



MSA-4102
MSA-6302
MSA-6303
MSA-6304
MSA-6305
MSA-6353
MSA-6354
MSA-6355
MSA-6356
MSA-6357
MSA-6358
MSA-6359
MSA-6787
MSA-6788
MSA-6789
MSA-6790
MSA-10166
MSA-10167
MSA-10280
MSA-10281
MSA-10282
MSA-10283
MSA-10284
MSA-10293
MSA-10294
MSA-10295
MSA-10296
MSA-10353
MSA-10354
MSA-10356
MSA-10378
MSA-10379
MSA-10380
MSA-10381
MSA-10382
MSA-10383
MSA-10384
MSA-10385
MSA-10386
MSA-10391
MSA-10392
MSA-10393
MSA-10394
MSA-10395
MSA-10396
MSA-10397

Available Microsoft Courses on LMS

LMS Course # Course Name

Advanced Training for Microsoft® Office Word 2003

Introducing Microsoft® SharePoint® Designer 2007

Customizing a SharePoint Web Site Using Microsoft® SharePoint® Designer 2007
Adding Reports and Data Views Using Microsoft® SharePoint® Designer 2007
Workflows in Microsoft® SharePoint® Designer 2007

Advanced Skills with Microsoft Project 2007

Fine Tuning Task Details in Microsoft® Office Project 2007

Fine Tuning Resource and Assignment Details in Microsoft® Office Project 2007
Organizing and Printing Project Information in Microsoft® Office Project 2007
Tracking and Viewing Project Status in Microsoft® Office Project 2007
Integrating Microsoft® Office Project 2007 with Other Microsoft Office Programs
Troubleshooting and Fine Tuning a Project Plan in Microsoft® Office Project 2007
Collaborating with Others and Personalizing Microsoft® Office Word 2007
Working with Advanced Features of Microsoft® Office Word 2007

Analyzing Data and Working with Macros in Microsoft® Office Excel® 2007
Structuring Databases and Working with Records in Microsoft® Office Access® 2007
Windows® 7 Essentials |

Windows® 7 Essentials Il

What's New in Microsoft® Outlook® 2010

What's New in Microsoft® Word 2010

What's New in Microsoft® PowerPoint® 2010

What's New in Microsoft® Excel 2010

What's New in Microsoft® Office 2010

Beginner Skills in Microsoft® Outlook® 2010

Beginner Skills in Microsoft® Word 2010

Beginner Skills in Microsoft® PowerPoint® 2010

Beginner Skills in Microsoft® Excel® 2010

Beginner Skills Training in Microsoft® OneNote® 2010

Beginner Skills Training in Microsoft® Publisher 2010

Beginner Skills Training in Microsoft® Visio® 2010

Setting Up Projects in Microsoft® Project 2010

Building a Project Schedule in Microsoft® Project 2010

Tracking and Managing Projects in Microsoft® Project 2010

Customizing and Sharing Projects in Microsoft® Project 2010

Beginner Skills in Microsoft® Access® 2010

Intermediate Skills in Microsoft® Access® 2010

Advanced Skills in Microsoft® Access® 2010

Advanced Skills in Microsoft® Outlook® 2010

Advanced Skills in Microsoft® PowerPoint® 2010

Intermediate Skills in Microsoft® Word 2010

Advanced Skills in Microsoft® Word 2010

Intermediate Skills in Microsoft® Excel® 2010

Advanced Skills in Microsoft® Excel® 2010

What's New in Microsoft® Access® 2010

What's New in Microsoft® InfoPath® 2010

What's New in Microsoft® OneNote® 2010

Encl 1-1
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MSA-10398
MSA-10399
MSA-10400
MSA-10402
MSA-10403
MSA-10523
MSA-10524

Encl 1

What's New in Microsoft® Project 2010

What's New in Microsoft® Publisher 2010

What's New in Microsoft® SharePoint® Designer 2010
What's New in Microsoft® Visio® 2010

Beginner Skills Training in Microsoft® InfoPath® 2010
Intermediate Skills in Microsoft® PowerPoint® 2010
Intermediate Skills in Microsoft® Outlook® 2010

Encl 1-2



Taking Microsoft Courses via the

Learning Management System
(LMS)

Follow the power point presentation
on how to select and take the On
Line Training (OLT) courses

Encl 2
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