Sure Skills Frequently Asked Questions
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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 | 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.

Harcourt Testing Center Class 01, Mixed

M} Sure Skills | GETTING STARTED - read this first |

User: Muskett Raegan My profile logout & Thursday, 08-08-2006 #gmyyywu?ﬁm

Classes Ny Progress My Work: Assignrment Literacy Entry 3 - complete course” Levels: Entry 3: Uit 1 Reading everyday texts: activities

() Sure Skills o 7| 2 155

The purpose of a text |

The main purpose of a text may be to
inform, explain, instruct, entertain or persuade.
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extension activity

Collect a variety of letters that are delivered to your house.

[gtext Can you identify the purpose of each of the letters?

~ | Do the items of junk maill have a common purpose? If so,
what i it?

Click on this
link to open
the extension
activity

\ extension activity <

For further information, please see your Literacy Tutor Handbooks.

There are no extension activities for Sure Skills Numeracy.



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 | 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.

Sure Skills GETTING STARTED - read this first Harcourt Testing Center
User: Admin Joe My profile logout :: Thursday, 08-06-2006 ﬁwiyﬂwmfr&as
]
Iccuil Courses
Courses
Name Licenses From To
Sure Skills Literacy - Entry 3 15/40 0B-08- 2006 31-12-2006
= 14750 06-06-2006 31-12-2006
Sure Skills Literacy - Level 1 15750 06-06-2006 30-12-2006
Sure Skills Mumeracy - Enry 3 15/40 0B-08- 2006 31-12-2006
Sure Skills Numeracy - Level 2 15740 06-06-2006 31-12-2006
Sure Skills Mumeracy - Level 2 15/40 0B-08- 2006 31-12-2006
Sure Skills Numeracy - Level 2 15750 06-06-2006 31-12-2006
Sura Skills Numeracy - Level 2 15750 0B-0B-2006 30-12-2006

Now click on the hyperlink Browse course structure. From here, follow through the content menu
screens.

Sure Skills GETTING STARTED - read this first Harcourt
User: admin admin by profile Iogout = Thursday, 08-08-2006

Courses : Bure Skills Literacy - Entry 3

Course details

Marne Sure Skills Literacy - Entry 3
Description  This is an anline course far people working at or towards Entry Level 3 Literacy.

Browse course structure

[Subjects using this course ~ Select subject [v[[Add] [ Remove subjest
r Name User count
I |Monday's Class, Sure Skills 3




Audio

I don’t have access to audio. Can | 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 | 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.

Harcourt

1) i | GETTING STARTED - rean this first
M 4 SUFE Skllls User: admin admin by profile logout :: Thursday, 08-06-2006 ﬁqm‘ryymmﬁ-?ns
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Calculator

The calculator covers up the screen when | open it. How can | 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’.

&@;} SU re S kl llS ’GETT‘I"NGST;\R“TED- reaﬁ“l‘h‘iﬂs_ﬁ}s'{h Harcourt Testing Center Class 01, Mixed
> f = User. Muskett Raegan My profile logout - Thursday, 08-08-2006 | hpining =3
Classes Ny Progress My Work: Assignment 'Numeracy Entry 3 - complete course': Lewels: Entry 3: Unit 1 Whole numbers: learning
Sure Skills | <5 | ap & 110
O dls e/ |@ o | 2 &) &
Addition strategies |

When we add numbers together it doesn't
matter what order we add them up in.

We can break up numbers to make additions easier.
This is called partitioning.
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Glossary

The glossary covers up the screen when | open it. How can | 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’.
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Sure Skills GETTING STARTED - read this first Harcourt Testing Center Class 01, Mixed
User: Muskett Raegan My profile logout @ Thursday, 08-08-2006 ,‘;gm’yﬂamﬁzs
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The first sentence of a paragraph is called a topic sentence.
The rest of the sentences add detall and information,
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for each paragraph.
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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 | 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 | 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.



(1) Sure Skills GETTING STARTED - read this first tarcost Testny Corter :
. User: Tea Jerry My profile logout :: Thursday, 08-08-2006 ﬁqﬂnyymﬁ;r&
Classes Tutor Resources Class 01, Literacy: My Work: Literacy Entry 3 - complete course
My Work Cantent Students Groups Attendance records

by work Description
T 1

Mame Literacy Entry 3 - complete course
Help Instruction

Uploading files Mo

Group -
Exess Start date
(Clere 0 (e End date 30-12-2006
Clags 01, Mumeracy
demo1, subject dema (Egrjltenﬁ 7777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777
Mixed, Literacy + Mumeracy

# Sure Skills Literacy - Entry 3
Reports: U Enter
B rriw itk
ENEEE Students
N | Student Status Mark Delayed

149 Eight Stu in-progress - no

16 Five Stu in-progress - no

17 Four Sty in-progress - no

11 Greaves Melissa in-progress - no

12 Hocking Jackie in-progress - no

Now click on the

‘Modify’ button in the Content section.

() Sure Skills

[ GETTING STARTED - read this first |

User: Tea Jerry My profile logout = Thursday, 08-08-2006

rpiring geeretess

Classes Tutor Resources

My Work: Literacy Entry 3 - complete course: Edit

Ity wiark
My students
Help

Classes:

Clags 01, Literacy

Class 01, Mumeracy
demal, subjectdemao
Mixed, Literacy + Mumeracy

Reports:
By rmy weark
Buusers

My Work Content Students Groups Attendance records
Description Modify assignment
Mame \Literacy Entry 3 - carmplete course |
End date 30-12-2006
Description 3
Group -
Content

| [ Browes

Link [ | L
Courses |--Add course u

‘ Name ‘ || Tctjon |
Sure Skills Literacy - Enfry 3 \ | Modify Bermove |

Students

5 | Mull Sty

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.



When you have selected the parts of the course, click on the ‘Modify’ button. This will return you

to the main assignment page.

Class 01, Mumeracy
demal, subject demo
Mixed, Literacy + Murmeracy

Reports:
By iy wwork
Buwusers

B W Diferent purposes of texis
W learning
W activities
B W Finding information
W learning
IV activities
¥ Skills Review
M nini-test
B W Unit 2 instuctions and expianations
M Introduction
B W Reading and understanding instructions
¥ leaming
¥ activities

SU re S kl HS GETTING STARTED - read this first Harcourt Testing Center Heinemann
User: Tea Jerry biy profile logout : Thursday, 08-06-2006 ﬁlsjm)yjmemﬁm
Classes Course 'Sure Skills Literacy - Entry 3
Course: 'Sure Skills Literacy - Entry 3'
by vork B W Sure Skilis Lireracy - Entry 2
by Students B W unitt Reading evenday texts
Helo M Introduction
B W The main point

Classes: ¥ leaming
Class 01, Literacy ¥ activities

System requ

irements

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 Il
OS: Windows 98SE, Windows 2000, Windows XP
Memory: 256Mb

Screen Resolution: 1024x768

Colour Depth: 16 bit (high colour) or above

e Audio: sound Card (soundblaster equivalent)

e Graphics: Flash 7 and later, DirectX 9 compatible integrated video chip with 128Mb Ram,
64Mb DirectX 9 compatible standalone graphics card preferred

e Browsers: Windows 98SE and higher - IE6, Firefox 1.0.6

e Broadband Connection: 2 Mbps internet connection

Text size

Can | 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.

e To make the text bigger, click on the icon with the ‘+’ sign. Clicking on it more than once will
make it bigger still.

e 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.
e To move around the screen, use the arrows on the circle at the bottom.
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(&) Sure Skills

GETTING STARTED - read this first |

Harcourt Testing Center Class 01, Mixed

User: Muskett Raegan by profile logout :: Thursday, 08-06-2006

Claszes My Progress

My Work: Assignment ‘Literacy Entry 3 - complete course'; Levels: Entry 3: Unit S Writing: learming

(o) Sure Skills o~ ap| 413
Look at this leaflet. It is divided into four paragraphs
and each paragraph covers one main idea. a | Good disabled access

b | Refreshment facilities

Match the main ideas to the paragraphs. ¢ | Family activity day
Drag the letters to the paragraphs.

d | New exhibition

Craftwaorks is 3 brand new exhibition. It gives an introduction

to craft from ancient times to the present day.
Craftworks will attract people of all ages.

0On 26 February, Craftworks will be hosting a special activity day, A
The activity day is aimed at families with children under
the age of ten, There will be opportunities to create
bead necklaces, paint pictures and make bookmarks,

There is easy access to the exhibition. Ramps are fitked
to the main entrance and there are lifts between floors,

Refreshments are available in our café on the ground
floor. Hot and cald food is available all day.
Bottle-warming facilities are also available.
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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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