After student log-in and launching the course, this will be the next screen that you will see. The example
below is from the Introductory Course (Modules 1-4). I have selected the Excel Module 4: Working with
Charts module.

Our textbook is modeled after the first link. The first link will bring you to the next screen shown on
page 2 of this file.

Clicking on the first link will bring you to this screen. In Excel Module 4, there are eight (8) pages in the
module that are the same as the white pages that are in the textbook from the classroom (links 4-1
through 4-8). When using this format, you will need to have Office 365 open, and use either the
downloaded data files OR use the data files from teams to be able to complete the assignment.

Once you have finished the assignment in Office 365, you will save your work with your last name as
part of the file name via Teams. At the bottom of Teams Posts, you will start a new conversation and
use the paper clip icon to upload your file.

When you click on the link for the first “page” of the module, this screen will appear. After reading and
completing each page, you will advance to the next “page” by moving either the BLUE slide bar at the bottom
of the screen OR using the large arrow buttons on the left side (previous page) or right side (next page) of
the screen.

The BLUE slide bar will change based on how much of the module has been completed.

COMPLETING ASSIGNMENTS USING SAM TRAINING
If you are having difficulty completing assignments using the data files and Office 365, you have the
option to complete each module using the SAM Training link which is the second link for each module.

After clicking on the SAM Training link, this will be the next screen that appears. Notice that the third
line in the Instructions says “To complete the task, enter the Apply Mode and follow the instructions.
Click on the START link to begin your work in this module.

After clicking the start link, you will arrive at this screen. The INTRO screen will give you a description of
what you will need to do for this task. The amount of “tasks” will be labeled at the top of the screen in
blue. The INTRO screen will not allow you to complete any work on the screen, just simply learn what is
expected in the task.

The OBSERVE mode will be a recorded demonstration of what you will do in the task. When you click on
Observe, a large play button will appear. Click on the play button and make sure you volume is turned
up so that you can listen to each description. When finished, you can click on the Practice or Apply
mode.

The PRACTICE mode will be a guided practice with audio and visual assistance. You will complete the
task in this mode but since it is guided, the task will not be complete until you do it independently in the
Apply mode.

The APPLY mode is where you will complete the task independently. Notice at the bottom right corner
of the screen the task instructions are provided. Complete all requisite tasks in the APPLY mode to finish
the module.

