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This guide should provide answers to most questions that you might have about setting up your
computer to take online exams.

If you need further assistance please call us at 1888-553-5333.
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Step 1. Logging in to the Student Resource Centre

The first thing you will need to do in order to take a final exam online is to visit the “Distance Education
Technical Training” website and log in to the student “Learning Resource Centre” web page. To do this,
you will need the following information which has been previously sent to you in your registration
confirmation email notification. If you did not receive the confirmation email providing this information,
please contact us at 1-888-553-5333.

Distance Education Technical Training website address:
Login:
Password:

Go to the designated website and enter your Login and Password information to log in.

Distance Education
Technical Training

| About | Cerificates | FAQ Testimonials | Registration Costs

The Electronics
Technician,
Electromechanical
Technician and PLC
Technician distance
programs provide an
‘excellent, flexible way
for our employees to
upgrade their skills.

Ron Storvick
Training Coordinator
Boeing Aerospace

| Changed My Future
With A Career In Technology

REGISTER NOW!

Distance Education What's New Tuition Assistance Request Your FREE

Technical Training § Information Package
New DVD version of ET & ~ e I

Study at your own pace, in EM now available » - % Clenen z

the comfort of your own Interactive Discussion < ‘ EEHODIES

home, with these easy-to- Forums » - = [JElectramechanical

tuse _wmputer-basedd ET Adopts CircuitLogix Leam about our [pLe

raining programs an Simulation » pay-as-you-go program i jon:

develop your qualifications New 3rd edition of PLC Your contact information:

for a rewarding career in L E ffirst name Jast name
texthook is now available »

technology. femail

(all fields are required)

This free, no obligation package will
be emailed to you within 24 hours

If when you attempt to log on you end up getting the “Logout” or “You have successfully logged out”

webpage, you will need to modify your “Privacy” as well as “Security” settings in Internet Explorer. Click

on the “Tools” menu. Next, click on “Internet Options”. Then select the “Privacy” tab. Set the slide bar
to “Medium”. Click “Apply” and then select the Security tab and set the security to Medium and then
click Apply and then “OK”. Now try to log on to the site again.
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Once you have logged in, you will be brought to the “Learning Resource Centre” web page. This is the
site from which you will access the various online resources provided for use with the distance learning
technician certificate programs. To access the available resources, links appear down the left hand side of
the web page. Double click on the link to start up the desired resource.

Distance Education
Technical Training

JECHNICACUESES Welcome to the Electronics Learning Resource Center

Home Congratulations on your decision to enroll in our distance education
technical training program. The Online Learning Center provides a variely
of learning resources and testing services for students in the Electronics
program.

These links provide additional related course content to assistyou inyour
studies and preparation for final exams. You will find extra content, short
et Forum video clips, hands-on demos, challenge questions and brainteasers far
each module ofthe course as well as a glossary and the image library.

Youwill also have access to the final exam for each module. Secure access to our online testing serer
is also provided through these pages. Please review the Exam Tutorial hefore you attempt the first
maodule final exam.

Learning

Ezxam Tutorial

Join our Online Discussion Forums
Share your comments, guestions and experiences with
other students, ask our online tutor course related
questions or find out about the latest program
announcements though the interactive Student Forums.
Just click here to link to the Forum page »

We will now take a step-by-step walk through of the tasks required in order to write your first online exam.
It is important to follow the steps outlined here the first time you are taking an online exam to ensure that
your exam is correctly submitted to the marking server for evaluation.
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Step 2. Turn off your Pop-up Blocker

After you log on to the Student Resource Centre you will need to turn off the Pop-up Blocker in your
Internet Explorer web browser application. To turn off your Pop-up Blocker, go to the “Tools” menu in
your browser and select “Pop-up Blocker” and then “Turn off Pop-up blocker” This setting must be
turned off in order to access and use many of the resources provided on the On-Line Resource Centre
website. Every time you intend to use the resources available on this site, you need to ensure that this
setting is turned off.

Step 3. Enable POP access for your email account

Enable POP mail by going to your email homepage and logging on. Once you have logged on to your
email account, follow the instructions bellow to enable POP mail access:

If using YAHOO you need to click on “Options” and then the “POP access and forwarding”
link. Next, click on the radio button for “POP and Web access” and then click the “Save” button.

If using GMAIIL select the “Settings” link, and then the “Forwarding and POP/IMAP” tab. In
the “POP Download” section, click on the radio button for “Enable POP for all mail.” Next,
click on the “Save” button.

If using HOTMALIL or LIVE your settings for POP forwarding should already be correct.

Note: If you have obtained an email account from your internet service provider (ISP), they will advise
you if your current email account provides POP access, and how to enable it.

If your email account does not provide POP access, you can create a free email account at www.gmail.com
or www.live.com.

Step 4. Set up your email client application

You will use only one of the following email client applications to take online exams.

Outlook Express
MS Office Outlook
Windows Mail
Windows Live Mail

NS s

Although there are other email client applications that can be used, we provide step-by-step instructions
only for the above. The procedure will be similar if using other MAPI compliant email client applications,
and the port settings and server names used will be the same, however, the user interface and dialog box
layout will obviously differ. The only limitation is that the email client application must be MAPI
compliant. The software manufacturer for the specific application you are using would provide this
information with the documentation on the application. We have selected these four for illustration, as at
least one of the above applications is provided with all Windows operating systems.
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A) Setup for Outlook Express

Start the Outlook Express application and click on the “Tools” menu. Next, select the “Accounts” option
from the list. Next, click on the “Add” button and select “Mail” from the dropdown list.

Internet Accounts

Al | Mail Mews | Directory Service Add 3

Account Type Connection Bemave
Froperties
Set az Default

Export...

Set Order. ..

A new dialog box appears and you are prompted to enter a “Display Name”. This is the name that will
appear with your emails, for example “John Smith”. This does not have to be your email account name.

Internet Connection Wizard f'5_<|

Your Name

When you zend e-mail, your name will appear in the From field of the outgaing meszage.
Type your name as you would ke it to appear.

Dizplay narme:

Far exarmple: Jahn Smith

After entering your desired display name, click “Next”.
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A new dialog box opens and you are prompted for your complete E-mail address.

Internet Connection Wizard &|

Internet E-mail Address

Your e-mail address iz the address other people uze to send e-mail meszages to pow,

E-mail address: ||

For example; someone{@microsoft.com

After entering your full email address, click the “Next” button.
The “E-mail Server Names” dialog box opens.

K

Internet Connection Wizard

E-mail Server Names

My ihcoming mail zerverisa | POP3 “ | zerver.

Inzoming mail [POP3, IM&P ar HTTP) server:

pop.mail. ¢ahoo. com

A SMTP zerver iz the server that iz used for vour outgaing e-mail.

Dutgoing mail [SMTP) server:

smtp.mail. pahoo, com

’ < Back ” Mesit » ]’ Cancel

Populate the fields with the information provided below.

My incoming mail server isa: POP3 server.
Incoming mail (POP3, IMAP, or HTTP) server:

For Hotmail or Live pop3.live.com

For Yahoo: pop.mail.yahoo.com

For Gmail: pop.gmail.com

For ISP: pop.serviceprovidername.com
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Outgoing mail (SMTP) server:

For Hotmail or Live smtp.live.com

For Yahoo: smtp.mail.yahoo.com

For Gmail: smtp.gmail.com

For ISP: smtp.serviceprovidername.com (generally see note)

After entering the appropriate information, click the “Next” button.
You are now brought to the “Internet Mail Logon” dialog box.

Internet Connection Wizard fgl

Internet Mail Logon

Type the account name atd pazswaord pour Interet service provider has given pou,

Account name: | myemailaccoun |

Eassword: |.......... |

Remember paszword

If wour Interet service provider reguires vou to uge Secure Password Authentication
[SPA]) to access your mail account, select the 'Log On Using Secure Password
Avthentication [SPA] check baow.

[ Log on wsing Secure Passwaord Suthentication [SPA)

’ < Back ” Mest » l’ Cancel ]

Enter your “Email username” without the @provider.com part. This is the first part of your email address
which comes before the @ sign. Then enter your “Password” and click on the box to “Remember
Password” Do not click the “Log on using secure password authentication” option unless your internet
service provider requires you to do so. For the free email accounts, you should leave this box unchecked.
Click “Next”. You will now see the “Congratulations” dialog box advising that you have set up your
email account with Outlook Express. Click on the “Finish” button. We are almost finished. We now need
to go back in and add some settings to the account.

Internet Accounts

Al | il Mews | Directory Service Add »
Account Type Connection Bemove
F% pop.mail.yahoo.c...  mail [default] Ay Available

Set Order...

After clicking the “Finished” button, you are returned to the Internet Accounts dialog box. You should
see the account you just set up listed in the display area
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Highlight the account by clicking on it. Select “Properties” from the buttons on the right side of this dialog
box. From the properties dialog box, click on the “Servers” tab. Click the box for “My server requires
Authentication”. Then click “Apply”.

] pop.mail.yahoo.com Properties

General | Servers |Connection Security || Advanced

Server Infarmation

My incoming maill serveriz a |POP3 TEMEr.

Incaring mail [POP3): ||:|o|:|. rnail.wahioo. carm |

Outgaing rail [SMTR): |smtp.mail.yahoo.com |

Incoming Mail Server

Account harme: |rn_|,Jau:count |
Password: |.oo.ooo |
Remember pazzword

[JLog on using Secure Password Authentication

QOutgoing Mail Server

[#]iMy server requires authenticatioré Settings...

I Ok, H Cancel ” Apply ]

Now you need to go to the “Advanced” tab to specify the ports to be used.

] pop.mail.yahoo.com Properties

General | Servers | Connection Securit_l,l| Advanced

Server Port Mumbers

Ouigaing mail (SMTP).  [485 | [ se Defauls |

This zerver requires a secure connection [S5L]

Incoming mail (POP3L

This server requires a secure connection [S5L]

Server Timeouts

Shart Lang 1 mirte
Sending

[ Ereak apart messages larger than l:l kB
Dieliverny

[ Leave a copy of messages on server

EE

I (u] 4 H Cahcel H Apply ]

Enter the following port numbers for the Outgoing and Incoming mail servers.

Yahoo and Gmail Hotmail and Live
Outgoing mail (SMTP): 465 Outgoing mail (SMTP): 587
Incoming mail (POP3): 995 Incoming mail (POP3): 995
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You will also need to check both boxes for “This server requires a secure connection (SSL)” as shown
above. Once you have entered the port numbers and checked the appropriate two boxes, click “Apply” and
then “OK”. You are finished setting up Outlook Express with your email account.

B) Setup for Office Outlook

Start the Office Outlook application and go to the “To0ls” menu. From the dropdown list, select the
“Accounts” option to open the following dialog box. Click on the “Add a new e-mail account” radio
button. Click on the “Next” button.

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Dutlook uses.

E-mail

D Wiew or change existing e-mail accounts

Directory

(O add a new directory or address boak

() Views or change existing directaries or address books

% Back [ Mext = ] [ Close ]

E-mail Accounts E|

Server Type
‘You can choose the tvpe of server yaur new e-rmail account will work, with,

(O Microsoft Exchange Server:

Conneck to an Exchange server to read e-mail, access public Folders, and share
documents,

O poP3
Connect to a POP3 e-mail server to download wour e-mail.

) IMAP
Connect to an IMAP e-mail server to download e-mail and synchionize mailbox
folders.

C)HTTP
Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox Folders,

) additional Server Types
Conneck to another workgroup or 3rd-party mail server,
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The “Server Type” dialog box opens. Click on the “POP3” option and then click the “Next” button.
The “Internet E-mail Settings (POP3)” dialog box opens.

E-mail Accounts E|

Internet E-mail Settings {POP3)
Each of these settings are required to get ywour e-mail account working,

User Information Server Information

Yaur Mame: Incoming mail server (POP3):

E-mail Address: Qukgoing mail server {(SMTP):

Logon Information Test Settings

User Mame: After filling out the information on this screen, we
recommend you test vour account by clicking the

Password: button below, (Requires network connection)

Remember password

|:| Log on using Secure Password
Authentication {SPA)

Populate the fields of this dialog box with the following information:
User Information

Your Name: Your display hame

E-mail address: Email address for use with this email client application

Logon Information

User Name: Email address without the @provider.com portion

Password: Your email account logon password

“Remember password” checkbox is selected

“Log on using Secure Password” checkbox is NOT selected

Server information
Incoming mail server (POP3):

For Hotmail or Live pop3.live.com

For Yahoo: pop.mail.yahoo.com

For Gmail: pop.gmail.com

For ISP: pop.serviceprovidername.com (generally see note)

Outgoing mail server (SMTP):

For Hotmail or Live smtp.live.com

For Yahoo: smtp.mail.yahoo.com

For Gmail: smtp.gmail.com

For ISP: smtp.serviceprovidername.com (generally see note)

Once you have entered the required information, click on the “More Settings” button.
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This will bring up the new account’s properties dialog box. Click on the “Outgoing Server” tab.

Internet E-mail Settings f‘5_<|

Gereral | Qukgoing Server |Connection Advanced

[#]#y oukgoing server (SMTPY requires authentication:

@ Use same settings as my incoming mail server

O Log on using

(O Log on ta incoming mail server before sending mail

[ 0K H Cancel ]

Check the checkbox for “My outgoing server (SMTP) requires authentication”. Next, click on the radio
button for “Use same setting as my incoming mail server”. Once done, select the “Advanced” tab.

Internet E-mail Settings &l

Gereral | Oukgoing Server Connection| Advanced

Setrver Port Numbers

Incoming server (POP3: Use Defaults

This server reguires an encryphed connection (S5L)

Qukgoing server (SMTP):  |465|

This server reguires an encryphed connection (S5L)

Server Timeouks

Short Lang 1 minute

Delivery

[Leave a copy of messages on the server

o 3]

[ o4 H Cancel ]

Enter the following port numbers for the Incoming and outgoing mail servers.

Yahoo and Gmail Hotmail and Live
Outgoing mail (SMTP): 465 Outgoing mail (SMTP): 587
Incoming mail (POP3): 995 Incoming mail (POP3): 995
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You will also need to check both boxes for “This server requires a secure connection (SSL)” as shown
above. Once you have entered the port numbers and checked the appropriate two boxes, click “OK”. The

properties dialog box closes. You are returned to the Internet E-mail Settings (POP3) dialog box. Click

on the “Next” button. You are finished setting up Outlook Express with your email account. Click on the

“Finished” button.

C) Setup for Windows Mail

Start the Windows Mail application and go to the “Tools” menu. From the dropdown list, select the

“Accounts” option to open the following dialog box.

-
Internet Accounts

=5

Set up new e-mail accounts or newsgroup subscriptions by clicking Add.

To make changes, export, or remove an account or subscription, select it first.

News

= Microsoft Communities (default)

A m

Directory Service

Remove

Properties
Set as Default

Import...

Export...

Set Order..

Close

Click on the “Add” button located on the right hand side of the dialog box. Highlight the “Email
Account” option to specify that you wish to add an email account. Click on the “Next” button to bring up

the display name dialog box.
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< al— = ; i

Your Name

When you send e-mail, your name will appear in the From field of the outgoing message.
Type your name as you would like it to appear.

Display name: |

For example: John Smith

Where can I find my e-mail account information?

‘_ Next J[ Cancel]

Enter the name you wish displayed when you send an email. This does not have to be your email account
name. Click “Next” to bring up the “Internet Email Address” dialog box.

L al— =3 A i

Internet E-mail Address

Your e-mail address is the address other people use to send e-mail messages to you.

E-mail address: |

For example: somecne@microsoft.com

Where can I find my e-mail account information?

! Next \[ Cancel]

Enter the complete email address of the account you wish to use with Windows Mail. Click “Next”
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Set up e-mail servers

Incoming e-mail server type:

POP3 v

Incoming mail (POP3 or IMAP) server:

Outgoing e-mail server (SMTP) name:

[] Outgoing server requires authentication

Where can I find my e-mail server information?

From the dropdown arrow under incoming email server type, select the “POP3” option.
Enter the appropriate text string in the spaces provided.

Incoming email (POP3 or IMAP) server:

For Hotmail or Live pop3.live.com

For Yahoo: pop.mail.yahoo.com

For Gmail: pop.gmail.com

For ISP: pop.serviceprovidername.com (generally)

Outgoing email (SMTP) server:

For Hotmail or Live smtp.live.com

For Yahoo: smtp.mail.yahoo.com

For Gmail: smtp.gmail.com

For ISP: smtp.serviceprovidername.com (generally)

Now click on the checkbox to select “Outgoing server requires authentication” and then click on the
“Next” button to bring up the “Internet Mail Logon” dialog box.
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Internet Mail Logon

Type the account name and password your Internet service provider has given you.

E-mail username:

Password:

Remember password

Enter your “Email username” without the @provider.com part. This is the first part of your email address
which comes before the @ sign. Then enter your email “Password” and click on the box to “Remember
Password” Once done, click on the “Next” button. You will now see the “Congratulations” dialog box
advising that you have set up your email account with Windows Mail. Click on the “Finish” button. We
are almost finished. We now need to go back in and add some settings to the account. After clicking on the
“Finish” button, we are returned to the Internet Accounts dialog box and our new account will appear in the
list.

Internet Accounts —

Set up new e-mail accounts or newsgroup subscriptions by clicking Add.
To make changes, export, or remove an account or subscription, select it first.

Mail A
=M pop.gmail.com (default)
. dmnehls@gmail.com

Remove
News

i_; Microsoft Communities (default)

— msnews.microsoft.com

i

Properties
Directory Service 4 Set as VQefaQIt
Import...

Export...

Set Order...

Close
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Now that we have created the account, we select it from the list and click on the “Properties” button.
Click on the “Advanced” tab to show the following page:

[ General I Servers ] Connection I Seountyl Advanced I

Server Port Numbers

Qutgoing mail (SMTP): 465 Use Defaults

This server reguires a secure connection (SSL)

Incoming mail (POP3): 995

[Z]This server requires a secure connection (SSL):

Server Timeouts

Short ~ Long 1 minute
Sending

[] Break apart messages larger than [ 60 | k8 '
Delivery

[7] Leave a copy of messages on server
] | Remove from server after 5 day(s)

| Remove from server when deleted from 'Deleted Items'

i
ok J[ Camcel J[ somy ||
Enter the following port numbers:
Yahoo and Gmail Hotmail and Live
Outgoing mail (SMTP): 465 Outgoing mail (SMTP): 587
Incoming mail (POP3): 995 Incoming mail (POP3): 995

Be sure to check both boxes for “This server requires a secure connection (SSL)
Click on the “Apply” button, and then the “OK” button. You have finished the setup of Windows Mail.
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D) Setup for Windows Live Mail

Start the Windows Live Mail application and go to the “Tools” menu. From the dropdown list, select the

“Accounts” option to open the following dialog box.

-
Internet Accounts

Set up new e-mail accounts or newsgroup subscriptions by clicking Add.
To make changes, export, or remove an account or subscription, select it first,

News ~
i—” Microsoft Communities (default)
s

msnews.microsoft.com

Directory Service v

Remove

Properties

Set as Default

Export...

t Order...

(%]
m

Close

Click on the “Add” button located on the right hand side of the dialog box. Highlight the “Email
Account” option and click on the “Next” button to bring up the “Add an E-mail Account” dialog box.

-

@ Add an E-mail Account o —

(S

Please enter your e-mail account information below:

E-mail address: |

example555@&hotmail.com Get a free e-mail account

Password:

Remember password

How should your name appear in e-mail sent from this account?

Display Name:

For example: John Smith

[} Manually configure server settings for e-mail account.

Cancel
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Enter your email address, password, and display name in the fields provided. Click on the “Manually
configure server settings for email account” option. Click on the Next button.

Where can | find my e-mail server information?

Incoming Server Information

My incoming mail serveris a Sserver.

Incoming server:

["]iThis server requires a secure connection (SSL¥

logonusing:  |Cleartext authentication

Login ID {f different from e-mail address):

student @hotmail.com

Qutgoing Server Information

Qutgoing server:

This server requires a secure connection (SSL)
My outgoing server requires authentication

From the dropdown arrow under “My incoming mail server is a server, select the “POP3” option.
Enter the appropriate text string in the spaces provided.

Incoming server:

For Hotmail or Live pop3.live.com
For Yahoo: pop.mail.yahoo.com
For Gmail: pop.gmail.com
For ISP: pop.serviceprovidername.com (generally)
Outgoing server:
For Hotmail or Live smtp.live.com
For Yahoo: smtp.mail.yahoo.com
For Gmail: smtp.gmail.com
For ISP: smtp.serviceprovidername.com (generally)
Port Settings:
Yahoo and Gmail Hotmail and Live
Outgoing mail (SMTP): 465 Outgoing mail (SMTP): 587
Incoming mail (POP3): 995 Incoming mail (POP3): 995

Be sure to check both boxes for “This server requires a secure connection (SSL)
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Now click on the checkbox to select “My outtgoing server requires authentication” and then click on the
“Next” button to bring up the last dialog box for account setup.

[ (S5

&) Add an E-mail Account

You have successfully entered in the information required to set up your account.

[7]iSet this account as the default mail accourt :

[ Finish ][ Cancel ]

Click on the checkbox for “Set this account as the default mail account”. Then click on the “Finish”
button. You are returned to the “Internet Accounts” dialog box. Your new account will now be in the list
of available accounts and should be listed as the default email account.
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Step 5. Define your default email application for use with Internet Explorer

You now need to tell Internet Explorer which email application to use when submitting your final exam to
the marking server for evaluation. Follow the steps outlined bellow to set a default email application for use
with Internet Explorer 6 or Internet Explorer 7. If you are uncertain about which version you are using,
start your Internet Explorer and click on the “Help” menu. Click on the “About Internet Explorer” option
and the details regarding your Internet Explorer will be shown including what version you are using.

A) If You Are Using Internet Explorer 6
Go to the “Tools” menu and select “Internet Options”. Once in the Internet Options dialog box, go to the

“Programs” tab. Listed on this tab, you will find dropdown boxes allowing you to select the default
applications to be used by Internet Explorer for the various Internet services.

Internet Options

General | Secunty | Privacy | Content | Connechions

|nternet pragrarms

%4 ou can specify which program Windows automatically uzes
.@‘! far each Intermet service.

HTML editar: | Microsoft OFfice Word v
E-mail: Outlock Express hd
MNewsgroups: | outlook Express i
Internet call | NetMeeting W
Calendar: Microsoft Office Qutlook hd
Contactlist | Microsoft Office Outlook h

- “r'ou can rezet Internet Explarer to the default
Beset Web Seflings.. home and search pages.
M Add- Enable or dizable browser add-ong installed on
Manags i your computer,

[J Internet Explarer should check ta see whether it is the default braviser

I Ok ” Cancel ][ Apply ]

The second item on the list is “E-mail”. Click on the down arrow on the right hand side to show the

dropdown box containing a listing of possible applications to use with this internet service. From the list,
select the email client application that you intend to use for online exams as the default application. Once
you have selected the desired email client application, click on the “Apply” button, and then click “OK”.
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B) If You Are Using Internet Explorer 7

Go to the “Tools” menu and select “Internet Options”. Once in the Internet Options dialog box, go to the
“Programs” tab.

Internet Options @I&J

| General | seaurity | Privacy | Content | Connections | Programs | advanced |

Default web browser

@ Internet Explorer is the default web Mak
{ browser.

default

[7] Tell me if Internet Explorer is not the default web browser.

Manage add-ons
3 Enable or disable browser add-ons Manage add-ons
W¥=| installedin your system.

HTML editing — —

9¢ Choose the program that you want Internet Explorer to use for
1 editing HTML files.

HTML editor: v]

Internet programs

I?‘i‘l Choose the programs you want to use Set programs

for other Internet services, such as
e-mail.

Next, located in the Internet programs section of the programs tab, click on the “Set programs” button
to open the Default Programs dialog box. From the list of available actions, select the “Set your default
programs” option.

You will now see a list of programs available for use with Internet Explorer. We now need to select the
email client application to be used by default. In this instance we will select the Windows Mail application
from the list. You would select Office Outlook, Outlook Express or Windows Live Mail from this list if
you were using one of these other applications. Highlight the desired application and select the “Set this
program as default” option. Click “OK” to confirm your selection.
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@Qvl'@ » Default Programs » Set Default Programs v I ‘1] l Search R l

Set your default programs

~
Programs

@ nternet Explorer

[[3] Windows Calendar
[5=]Windows Contacts
(=] Windows Mail (News)

@ Windows Media Center
@Windows Media Player
|%| Windows Photo Gallery

To set a program as the default for all file types and protocols it can open, click the program and then click Set as default.

===y Windows Mail
Microsoft Windows

Windows Mail is your next generation software that puts you in control of your E-
Mail experience.

This program has all its defaults

* Set this program as default
Use the selected program to open all file types and protocols it can open by
default.

= Choose defaults for this program
Choose which file types and protocols the selected program opens by default.

Internet Explorer will now invoke the selected email client application when attempting to test your email
connection or when submitting an exam to the marking server for evaluation. Your computer is now set up

for taking online exams. We will now review the online testing procedure.
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C) If You Are Using Internet Explorer 8

Go to the “Tools” menu and select “Internet Options”. Once in the Internet Options dialog box, go to the

“Programs” tab.

[¥]iTell me if Internet Explorer is not the default web browser.

Manage add-ons

.(Li 3 Enable or disable browser add-ons [ Manage add-ons ]
'45: installed in your system.
HTML editing
. Choose the program that you want Internet Explorer to use for
ej editing HTML files.
HTML editor: Microsoft Office Word v ]
Internet programs

Choose the programs you want to use [ Set programs ]
for other Internet services, such as
e-mail.

Internet Options '
| General I Security l Privacy | Content I Connections | Programs | Advanced
Default web browser
7 Internet Explorer is the default web | Make default
browser, )

Next, located in the Internet programs section of the programs tab, click on the “Set programs” button

to open the Default Programs dialog box.
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vle <« Default Progr... v |41 Il Search b l

File Edit View Tools

Help

Choose the programs that Windows uses
by default

Set your default programs

Make a program the default for all file types and
protocols it can open.

| Associate a file type or protocol with a program

i

Make a file type or protocol (such as .mp3 or
http://) always open in a specific program.

Change AutoPlay settings

&

Play CDs or other media automatically

Set program access and computer defaults

&)

Seealso Control access to certain programs and set

Programs and Features defaults for this computer.

{y Parental Controls

From the list of available actions, select the “Set your default programs” option.
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You will now see a list of programs available for use with Internet Explorer. We now need to select the
email client application to be used by default. In this instance we will select the Windows Mail application
from the list. You would select Office Outlook, Outlook Express or Windows Live Mail from this list if
you were using one of these other applications. Highlight the desired application and select the “Set this
program as default” option. Click “OK” to confirm your selection.

a =

E=1|Eo 2

@Cv’l@ <« Set Default Programs v l +4 I | Search L
File Edit View Tools Help

@

Set your default programs
To set a program as the default for all file types and protocols it can open, click the program and then click Set

as default.
T e { ) Windows Live Mail' -
i =% Microsoft Corporation
,jélnternet Explorer http://get.live.com
[Q] MICTOSOH Ofice Qutiook Windows Live Mail is your next generation software 4
&) Navigator that puts you in control of your E-Mail experience.
[I#] Windows Calendar =
[E=]Windows Contacts

Windows Live Mail This program has all its defaults

=7 Windows Live Mail (News)
i Windows Live Photo Gallery

m

< Set this program as default

a;] W!ndows Ma!I Use the selected program to open all file types and

gl Windows Mail (News) protocols it can open by default.

@ Windows Media Center

5 Windows Media Player < Choose defaults for this program

(% Windows Photo Gallery Choose which file types and protocols the

M Windows Search Explorer selected program opens by default. =

Internet Explorer will now invoke the selected email client application when attempting to test your email
connection or when submitting an exam to the marking server for evaluation. Your computer is now set up
for taking online exams. We will now review the online testing procedure.
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Step 6. Review the Online Exam Tutorial

Return to the Learning Resource Centre web page. Making sure your Pop-up Blocker is turned off,
double click on the link for the “Exam Tutorial” from the list of links located on the left hand side of the
Learning Resource Centre web page. A new tab/window will open containing the exam tutorial. Go
through the slides in the tutorial to get an idea of the process which will be used for writing your exam
online. The tutorial will only take a few minutes. It is strongly recommended that you take the time to go
through it before attempting to write your first exam. The slides are not live, but rather are screen captures
of the dialog boxes you will encounter when going online to write your exam. Use the “Next”, and “Back”
buttons to navigate through the tutorial.

% 1 http:ffgbc. 9thsphere.com - ET COURSE - Microsoft Internet Explorer

|

12 13 14 15 16 17

Congratulations, you're now ready to write
ywour first exam. This tutorial will guide you
through the steps required to access and
complete your exams online,

Taking Online Exam

Before vou begin, be sure that:

+« The program software is installed on your
computer

« You are using Microsoft Outlook for your
email

+ You have your password ready

next»

cloge

&] Dore # Internst

While going through the tutorial, you are informed that you will need to install the applet for Active X
Controls. You will be prompted to install this applet each time you take an exam online. In addition, you
will be prompted to do an email connection test each time you take an online exam. It is highly
recommended that you do the email connection test every time you take an online exam.
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Step 7. Test your email connection to the marking server

Once you have reviewed the Exam Tutorial, you are ready to go online and test your email connection to
our marking server. From the list of links on the left hand side, select the link marked “Final Exams”. Do
not worry if you are not ready to write your first online exam, we will only be checking the email
connection to the marking server at this time. We wish to ensure that our previous setup is working
correctly. When you are actually ready to take the exam, this email connection test will ensure that the
marking server is up and running and that your exam submission will be received.

From the “Learning Resource Centre” web page, select the “Final Exam” link on the left hand side of the
page.

Distance Education ONLINE RESOURCE CENTER
Technical Training - Logout
TECHNICAL TRAINING Final Exams

Home Congratulations, you're ready to write a Final Exam.

The format of the exam is as follows:

« 90 minutes to complete the exam
& 30 qguestions
& hiultiple-choice and short-answer

Before You Begin

» Complete the practice test for this module.

e« Enzurethe CO ROM pragram is installed on yaur camputer.

« Have your student name and student ID number ready.
Be sure a Microsoft Exchange or Microsoft Outlook email accountis set up on your machine OR
wou have a floppy disk ready to save your completed exam.

e Be sureyou are using Internet Explarer a5 your browser.

For Mare information click on EXAM FAGQ

How to take an exam
This tutarial will guide you through the steps required to access yaur exams.

Are you are ready to startthe exam? Click Select Exarm Module to select your module.

Select Exam Module

Click on the “Select Exam Module” link at the bottom of the Final Exams page. You will now see a list of
modules for which you have been registered. You will find the available module exams under the
“Registered” heading. Select the desired module exam you wish to take. As we are only checking our
email connection and not actually writing the exam, it does not matter which module we select at this time.

At this point you should be prompted to “Install Active X Controls”. Click on “Yes” and install the
Active X Controls for the selected exam module. Be sure to check your toolbar to see if the pop up prompt
to install Active X Controls appeared. If you do not receive the prompt, double check the status of your
Pop-up Blocker, ensuring that it is turned off. If problems persist, your security settings may be affecting
the installation of the “Active X Controls” applet. By default, Internet Explorer’s security settings
regarding Active X Controls are set to “Enable”. If the pop-up prompting installation of the Active X
Controls applet does not appear, you will need to modify the “Security” settings in your browser. (See
Step 8 for the details of the settings for Active X Controls if you are having problems.)
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Once you have selected an exam module and installed the Active X Controls applet, the following dialog
box will appear.

M Electronics Technician Exam - Module 01

P | Thisis a Timed 90 minuke Exam! There are 30 Questions, 1F you set up an E-Mail account in M5 Outlook, Exchange, or Outlook Express that comes
\-'fj with Windaows, wou can submit the excarn by E-Mail, or wou can save it onto a diskette, Do wou want bo write the exam now?

Click on the “Yes” button to continue. Again, do not worry, we are not actually going to take the exam at
this time, these steps are required to get us to the email connection test. You will now be prompted to enter
your student name, ( this will be the name you used to log in to the site ) and your password.

You will now be asked if you wish to test your email connection. Select “Yes”.

Electronics Technician Exam - Module 01 X

<P This is an Electronics Technician Exam. Your Test Answers can be sent to our Marking Server
\._f‘/ by E-Mail, if vou have an E-Mail account set up in MS Outlook Express, Exchange,
or Outlook, As a back up to E-Mail vour test answers can also be saved to a diskette
and sent to our Student Suppart Centre by mail.

Would vou like to test your E-Mail connection?

If you have set up your email application correctly, you will send an email to the marking server. The
marking server will send a reply email acknowledging your connection test.

Electronics Technician Exam, - Module 01 g|

acknowledgement will be E-Mailed back to you by the Marking Server
wikhin a Few minutes,

' If the E-Mail connection test has been successfully sent, an
-
Please check vour Outlaok Express E-Mail InBos:,
To now take a final exam, re-enter the Final Exam module From the beginning.

If wou are unable to establish an E-Mail connection with the Marking Server,
please contact the Student Support Center toll-free at 1-888-553-5333

Good Luck!

Once you have clicked the “OK” button shown above, you will be returned to the “Final Exams” module
selection page. Before continuing on, start up your email application and confirm that you have received a
reply from the marking server.
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Step 8. Take your first Exam and submit it for evaluation.

It is recommended that you check your email connection as part of the process every time you go online to
write a final exam. This means that you will repeat Step 7 above, each time you go to write an exam. Once
your email connection has been confirmed, you will be returned to the Resource Centre. You will need to
select the “Final Exams” link again. Click on the “Select Module” link and choose the desired final exam
to take. Click on the desired exam and you will be prompted to install Active X Controls if you have not
yet done so for the selected module.

Once you have installed the Active X Controls applet, you will be provided with the following sequence.

M Electronics Technician Exam - Module 01

P | Thisis a Timed 90 minute Exam! There ate 30 Questions. If you set up an E-Mail account in M5 Outlook, Exchange, or Outlook Express that comes
\-"() with Windows, wou can submit the exam by E-Mail, or vou can save it onto a diskette, Do wou want bo write the exam now?

You have already seen this dialog when we did the email connection test. Click the “Yes” button and you
are prompted for your student login information.

Please enter your hame: oK

S
Cancel

|

Pleaze enter your Paszword: oK

o |
Cancel

Enter the required information and click the “OK” button for each of the above.
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Electronics Technician Exam - Module 01 |X|

<P This is an Electronics Technician Exam. Your Test Answers can be sent to aur Marking Server
““\I"} by E-Mail, if you have an E-Mail account set up in M5 Outlook Express, Exchange,
or Cutlook. As a back up to E-Mail vour test answers can also be saved ta a diskette
and senk bo our Student Support Centre by mail,

Would vou like to test your E-Mail connection?

This time, when you are prompted to do an email connection test, you select the “N0” button as you have
already completed this task. You will be brought into the Final Exam and your 90 minute time limit will
begin.

Once you have completed the 30 Exam Questions, you click on the “EXit” button from the exam. You will
be asked if you wish to submit your exam by email. Click “Yes” and your exam will be automatically sent
to the marking server for evaluation. Once the exam has been graded, you will be sent an email with your
exam results. The results email will be sent to the email account from which you submitted your exam.
Once the exam has been evaluated, the grade will be posted to your “My Account” page which can be
accessed from the link on the left hand side of the Resource Centre main page. Once in the “My Account”
area click on the “Marks” link. A listing of your grades for each module completed will appear.

Note: The screen captures in steps 7 and 8 of this document, often reference Outlook Express, but you can
use any of the prescribed email client applications as stated in step 4 “Set up your email client
application”.

We hope this guide has been helpful to you and that your system is now set and ready to go to take
your online exams. If you experience difficulties, refer to the troubleshooting section for helpful tips
on common errors that may arise while attempting to get online exams set up.

If you need further assistance please call the Student Support Centre at
1-888-553-5333.
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Troubleshooting some common errors that may occur during setup

1. Webpage runtime error 13 appears when viewing the list of available modules
on the website.

This error occurs when you do not have your Regional Settings set to US English, or you have alternative
language character sets installed on your computer. You need to disable these, and set your Regional
Settings to US English by going into the Control Panel, selecting Regional Settings, and choosing US
English from the drop down list.

2. Pop up for installing exam does not come up when exam module selected.

If you do not receive the prompt to install Active X Controls, confirm that your pop-up blocker is turned
off. If this setting is correct, and you still do not receive the prompt, you may need to change the security
settings regarding Active X Controls in your Internet Explorer browser. Go to the “Tools” menu. Select
“Internet Options” and click on the “Security” tab. Ensure that it is set to MEDIUM. Go to the Privacy
tab and ensure that it is set to MEDIUM as well. Go back to the main webpage, and select the “Final
Exams” link and then the “Select Module” link. This time after selecting the desired module, you should
be prompted to install Active X Controls. If you are still not prompted to install active X controls, you will
need to clean your browser cache, history, cookies, as well as delete all offline content or delete files
created by Add-Ons. The best way to accomplish this is to use the Delete All option in Tools ->>>
Internet Options - >> General and be sure to check the box for deleting offline content or Add-ons when
prompted to confirm this delete all action..

3. Email Connection Test Fails
The 5 most common reasons for not having a successful email connection test are listed below.

A Incorrect setup of email application. (server names, port numbers, SSL and authentication
settings as defined in step 4) You will get an error when the connection test is attempted
stating that the message cannot be sent.

B. Default email application not defined in Internet Explorer, refer to step 5.

This usually results in a message stating that the email cannot be sent as it was unable to start

up your email client application, ie. Outlook Express.

Firewall will not allow email to be sent or received. You must turn off the firewall.

Some Antivirus software may block this action. Disable the antivirus application.

A temporary problem exists with the marking server. It is currently down. If the connection

test email can be viewed in your SENT folder, it has been successfully sent to us. If you do

not get a reply, check your incoming server name and port setting in your email application, if
correct, the problem may be at our end, the server may be temporarily down.

mo o

4. Continuous prompting for User Name and Password when doing email
connection test, cannot proceed.

This error occurs because you have not enabled the POP access (post office protocol) for your email
account. To resolve this issue, refer to step 3.

You must also ensure that you have correctly defined your default email account inside your email client

application (step 4), as well as defining this application in Internet Explorer to be used as the default
email application (step 5).
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