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This guide contains answers to some of the questions you may want to ask when you are using 
Sure Skills. 
 
If your question is not answered here, please refer to the Help files for more information. 
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Activities 
I can’t redo the activities. How can I reset them? 
You have three attempts to get the activities correct before they are ‘scored’, and the information 
passed to the management system. After your third attempt, the activity is locked. 
 
The activities can be unlocked so that you can do them again by the tutor creating a new 
assignment. See the ‘Help for Teachers/Tutors’ file for further information. 
 
What are the extension activities for? 
The online Literacy resources offer additional reading and writing activities that can be done away 
from the computer. These are optional and are not marked, and are intended as further practice 
in developing literacy skills. 
 
Most of the online activities have an extension activity. You can access it from the link on the 
activity screens. 
 

 
 
For further information, please see your Literacy Tutor Handbooks. 
 
There are no extension activities for Sure Skills Numeracy. 

Click on this 
link to open 
the extension 
activity 

Drag your 
cursor over 
this area to 
move the pop 
up box 
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Administrator responsibilities 
I’ve been nominated as the Administrator, but I’m not able to set up everyone else’s users 
and classes for them. Can somebody else be the Administrator? 
We realise that the Sure Skills resources may be used by very many different people in your 
college, so it is possible for you to set up others so that they can carry out some of the 
Administrator’s functions.  
 
To do this, you will need to set them up with two different logins – one for an ‘Administrator’ and 
one for a ‘Teacher’. Remember to tell them which is which. 
 
For detailed information on how to do this, please refer to the ‘Help for Administrators’ file. 
 
However, in order to manage the subscription service effectively, Pearson requires just one point 
of contact with the college/organisation. 
 
How do I get to the Sure Skills content when I’m in the Administrator section? 
You can view the content that your college/ organisation has subscribed to before setting up any 
users or classes. 
 
First click on the ‘Courses’ tab on the first screen after logging in. 
Then click on the hyperlink for the course that you want to view. 
 

  
 
Now click on the hyperlink Browse course structure. From here, follow through the content menu 
screens. 
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Audio 
I don’t have access to audio. Can I still use Sure Skills? 
Yes. The audio is the same as the main text on screen, so you won’t be losing out if you turn the 
audio of. You can do this by clicking on the audio button on the top of the navigation bar. 
 
I want to turn the audio off. How can I do this? 
Click on the audio button on the top of the navigation. 
When you want to turn audio back on, just click on the button again. 
 
The audio panel in the bottom left of the screen will disappear when you turn the audio off, and 
reappear when you turn it back on. 
 

 

This is the 
audio button 
in its ‘off’ 
state. 
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Calculator 
The calculator covers up the screen when I open it. How can I move it? 
You can drag the calculator out of the way while using it. Roll your cursor over the top of the 
calculator until it turns to a hand shape. Click and drag the calculator, while holding down the 
mouse. You can move the calculator to anywhere within the ‘content frame’. 
 

 

Glossary 
The glossary covers up the screen when I open it. How can I move it? 
You can drag the glossary out of the way while using it. Roll your cursor over the top of the 
calculator until it turns to a hand shape. Click and drag the glossary, while holding down the 
mouse. You can move the glossary to anywhere within the ‘content frame’. 
 

Drag your 
cursor over 
this part of the 
calculator 
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Why are some words underlined? 
If a word is underlined, it means that you can look up the meaning of the word in the glossary. 
Either click on the word on the ‘abc’ button to open the glossary. 

Screen size 
What screen size should I use? 
You should set your screen resolution to 1024x768. 
 
I can’t see all the content, and have to scroll up and down. 
Make sure your screen is set to 1024x768. 
 
To maximise what you can see on screen without having to use the scroll bar, press the ‘F11’ key 
on your keyboard. Your toolbars will disappear in this mode. If you need to access other 
applications while you are using Sure Skills, press the ‘F11’ key again; your toolbars will 
reappear. 

Setting work 
How do I set work for learners? 
For full details of setting work for learners, please see the Help files for Administrators and 
Teachers/Tutors. 
 
I think I’ve set up everything, but my learners can’t see anything. What’s wrong? 
Because you can choose which bits of a course to assign to learners, the default setting is for all 
parts of the course to be unchecked. Make sure that you have checked the parts of the course 
that you want to assign. 
 
To do this, login in as a teacher, and choose the assignment under the ‘My work’ tab. 
Click on the ‘Modify’ button as shown below. 

Drag your 
cursor over 
this part of the 
glossary 
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Now click on the ‘Modify’ button in the Content section. 
 

 
 
Select the parts of the course that you want to assign by checking the appropriate boxes. You 
can select everything in a course by checking the top box, or select individual units or parts of 
units. 
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When you have selected the parts of the course, click on the ‘Modify’ button. This will return you 
to the main assignment page. 
 

 

System requirements 
What is the minimum specification required to run Sure Skills? 
Sure Skills is a media rich online resource, complete with audio, video, animations and an inbuilt 
management system. Your machines will need to meet the following specification to run the 
content: 
• Processor: 900mhz Intel Pentium III 
• OS: Windows 98SE, Windows 2000, Windows XP 
• Memory: 256Mb 
• Screen Resolution: 1024x768 
• Colour Depth: 16 bit (high colour) or above 
• Audio: sound Card (soundblaster equivalent) 
• Graphics: Flash 7 and later, DirectX 9 compatible integrated video chip with 128Mb Ram, 

64Mb DirectX 9 compatible standalone graphics card preferred 
• Browsers: Windows 98SE and higher - IE6, Firefox 1.0.6 
• Broadband Connection: 2 Mbps internet connection 

Text size 
Can I make the text bigger on screen? 
You can use the ‘Zoom Panel’ to make the content of the screens bigger. To do this, click on the 
panel on the right hand side of the screen. 
 
• To make the text bigger, click on the icon with the ‘+’ sign. Clicking on it more than once will 

make it bigger still. 
• To make the text smaller, click on the icon with the ‘-' sign. Clicking on it more than once will 

make it smaller. 
• To return to the normal screen size, click on the icon with the ‘x’ sign. 
• To move around the screen, use the arrows on the circle at the bottom. 
 

Formatted: Bullets and
Numbering
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Click on the 
arrow to 
reveal the 
zoom panel
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Further support 
 
Administrators:  
 
For further help and support, please contact our Online Support Team at: 
 
Email: online.enquiries@pearson.com 
Tel: 01865 888 123 
Fax: 01865 314 091 
 
The following help files can be found on the Login page of the Sure Skills website: 
 
• Getting Started for Administrators 
• Getting Started for Tutors 
• Getting Started for Learners 
 
• Help for Administrators 
• Help for Tutors 
• Help for Learners 
 
• Frequently asked questions 
• Accessibility Options 
 
Tutors 
Please contact your Sure Skills Administrator in the first instance, if you have any problems 
accessing the Sure Skills website and content. 
 
Learners 
Please contact your Tutor if you have any problems accessing the Sure Skills website and 
content. 
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