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Getting Started with MySkillsLab

Welcome to MySkillsLab 2.0 and
CourseCompass!

MySkillsLab™ offers instructors and students access to premium online con-
tent for developmental reading and developmental writing. CourseCompass is
easy to use, and contains powerful Blackboard™ features for teaching and
learning.

We've made it easy for you to enhance your teaching with online materials!

e No one at your academic institution needs to set up or maintain
CourseCompass. Yet CourseCompass is accessible day and night, on
campus or off.

e Simply go online to register as an instructor, then log in and select a
set of ready-made MySkillsLab materials to create your very own
online CourseCompass course.

e You can customize this course as little or as much as you like. Either
way, you will be providing your students with an engaging learning
experience in their course of study.

¢ \When you are ready to teach with your online course, you make it
available for student enrollment by clicking the Adopt button. Students
can then use a similar MySkillsLab student starter kit (available bun-
dled with purchase of their new textbook) to register and enroll in your
online course.

For this information See page

Getting started with MySkillsLab and CourseCompass............ccccceeeeeennn.n. 2
Working in Cours€COMPASS. ... .uviiiiiiiiieeeeiii et 6
For more information...........oooiiiiiii e 9
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Getting Started with MySkillsLab and
CourseCompass

What do | need? To use MySkillsLab with CourseCompass, you and your
students will need a computer with an Internet connection and a web
browser, such as Microsoft® Internet Explorer® or Netscape® Navigator.

For this information See page
Step 1. Registering for MySkillsLab and CourseCompass...........c............. 2
Step 2. Logging into CourseCOMPASS.......ccoviiiieeiiiiieeeiiiee e 3
Step 3. Creating your MySkillsLab course...........cocccooviiiiiiiie 3
Step 4. Enabling your students to access your COUrSe...........coovvvveeviiineren. 4

Step 1. Registering for MySkillsLab and CourseCompass

|? Note You need to register as a CourseCompass instructor only
once, although each time you want to use CourseCompass you
must log in.

To register:

1. Go to www.myskillslab.com and click the Register button for
instructors.

|§~ Note Students also register for your MySkillsLab CourseCompass
course by going to www.myskillslab.com.

2. Select Register for MySkillsLab in CourseCompass.

3. Follow the on-screen instructions to complete registration. When
asked for an access code, enter the instructor code provided on
the first page of this guide.

If you need help during registration, click the Need help? link.

Tip By registering for MySkillsLab/CourseCompass, you will
receive access to additional online products, such as Research
Navigator and the English Tutor Center.
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Step 2. Logging into CourseCompass

Once you have registered, you can log in:

1. Click the ‘=l Hytton on the Confirmation & Summary page
(only available at the end of registration).

OR
From now on, go to www.myskillslab.com” and click the Log In

button for instructors and select Log In to MySkillsLab in
CourseCompass.

*You can add this location as a favorite or bookmark to your
browser, making it easier for you to return to. You and your stu-
dents can also log in from www.coursecompass.com.

2. On the CourseCompass Log In page that appears, type in the login

name and password that you created during registration and click
the Log In button.

Tip /f you ever forget your login name and password, you can
click the Forgot your login name/password? link on the
CourseCompass Log In page.

| _r Note Students log into your MySkillsLab CourseCompass course
=1 by going to www.myskillslab.com.

Step 3. Creating your MySkillsLab course

To create a MySkillsLab course in CourseCompass, you need to select
course materials and specify some information for the course.

To select your set of MySkillsLab online course materials:

1. From the My CourseCompass page, click the Create or Copy a
Course button.

2. Search for the MySkillsLab course materials. (You can also browse
by discipline to generate a list of available courses.)

3. On the Browse Course Materials page, locate the MySkillsLab
course you will use and click Select Course Material to
create your personal MySkillsLab online course.



ﬁ Note More than one set of online course materials may be avail-
=1 able for MySkillsLab. Be sure the materials you select are for the
version of MySkillsLab you wish to use.

4. On the Enter Course Information page, make note of the Course
ID provided. You need to give this course ID to your students so
they can register and enroll in your course. (The course ID will also
be emailed to you when the course is ready.)

5. Enter a course name (e.g., Composition 101), course description
and adjust the course end date if you wish. The course end date
dictates how long your students will be able to access your
course.

Tip You may want to set the course end date a month or so after
the last day of class to give students time to complete make-up
work. You can modify your course end date at any time by click-
ing the Courses tab, clicking the Course Settings button next to
your course, and clicking Course Dates.

6. Click Submit to create your course.

CourseCompass displays a message that it is creating your
course. Depending on the complexity of course materials that you
choose, this time can vary from a few minutes to a business day.

Tip You do not need to stay connected to the Internet while
CourseCompass creates your course.

7. Click the Log Out Now button to exit CourseCompass, or click
the Explore CourseCompass button to continue in
CourseCompass.

When CourseCompass finishes creating your course, you will receive an
email message. When you next log into CourseCompass, your course
name appears under Courses you are previewing on the My
CourseCompass page.

Step 4. Enabling students to access your course
To enable students to register and enroll in your online course you must:

e Adopt the course. To adopt a course, click the Adopt button next to
the course name on the My CourseCompass page. After you adopt
the course, its course name appears under Courses you are teaching
on the My CourseCompass page. You can continue adding to or
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changing your course—for example, adding assignments or changing
quiz availability—even after you adopt the course.

e Give the course ID to your students. \When you create your course,
CourseCompass assigns it a unique course 1D, consisting of your last
name and a series of numbers (e.g., Lee21754).

You need to communicate this course ID to the students in your
class so they can register and enroll in your course. Your course 1D
was sent to you in the notification email you received when your
course was created. You can also locate your course ID by logging
into CourseCompass and clicking the Courses tab.

Order MySkillsLab Student Starter Kits. The MySkillsLab Student
Starter Kit includes an access code that is required for student regis-
tration. You have two options for ordering student starter kits:

e Bundle (textbook + starter kit): This option is the best value for
your students. It includes a new textbook packaged with the
MySkillsLab Student Starter Kit at no additional cost over the
price of the book.

e Standalone (starter kit only): This option is available for stu-
dents who need to purchase access to MySkillsLab separately
from their textbook.

The student starter kit consists of a card with registration
instructions and a pull-tab revealing a student access code. This
code can only be used by one student.

¥1 For more information about bookstore ordering, click the
I Getting Started tab on the CourseCompass website at
WWW.COUrSecompass.com.

,,r Note Students who do not have a starter kit with an access code
can still register and enroll in your MySkillsLab course using a
credit card. From www.myskillslab.com, they can click the
Register button for students and follow the on-screen instruc-
tions to purchase access online.

To find the ISBN for the textbook bundle or standalone starter kit you
wish to order, visit www.myskillslab.com/ and click Books with
MySkillsLab or contact your Allyn & Bacon/Longman sales represen-
tative. You can look up your local representative by going to
www.ablongman.com and clicking the Instructor Support tab.




=7 courseCompass

Working inCourseCompass

After you register and create a course using available course materials, you
can get a bit more acquainted with CourseCompass features. If you are
ever unsure of how to proceed, see “For more information” on

page 10.

Opening your course and checking its CONteNtS............coovvveeiiiiiiiiiiiicee, 6
Accessing the Control Panel..........cccoooiiiiiiiiiiicccceee e 7
Using the Online Gradebook..........cocuiiiiiiiiiii e 8
Logging out of CoursECOMPASS. ......ciiiiiaiiiieiiie et 9

Opening your course and checking its contents

Once you log into CourseCompass, you can open your course and start
setting it up to reflect your teaching preferences, known as customizing
your course.

If you are new to online course management systems such as
CourseCompass and are cautious about making changes to your course,
that's okay. The course is a complete course, even if you don't make any
changes to it. To determine if you want to customize your course, you
need to open it and examine its contents.

To open your course and view its available contents:
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L Click here to open your course.

1. Log into CourseCompass from www.myskillslab.com (or
WWW.COUrsecompass.com).
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2. From the My CourseCompass page, click the name of the course
you want to open.

3. To explore course contents and features for this course, click any
of the navigation buttons on the left.

Note Some preloaded tests in your course may be set to be
i ‘r taken by students only once. For information on previewing and
=1 modifying assessments (including setting availability and the
number of attempts allowed), click @ Help 4t the top right to
access Instructor Help.

| *\ Note Some MySkillsLab course resources may require a plug-in
=1 or player to view content in your web browser. To determine

what plug-ins you need to install, go to the Announcements page
of your course and click the Browser Tuneup link.

Accessing the Control Panel

As an instructor, most of the tasks that you complete while setting up and
managing your online courses are initiated from the Control Panel, which
you can access from any content page in your course. CourseCompass

pages that you access from the Control Panel are visible only to you, not to
students.

To access the Control Panel for an individual course:
1. From the My CourseCompass page, click the course name.
2. Click the Control Panel button on the lower left.

The Control Panel opens.

e E——
[——
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From the Control Panel, you can access the course gradebook, add a
course syllabus, create course assignments, attach documents, make
certain content available or unavailable to students, and more. To get a
glimpse of MySkillsLab course content that you may want to modify, click
any of the following Control Panel links:

e Assessment/Test Manager, to preview tests associated with your
online course and to modify, import, export, or remove assessments.

¥ For more information on assessing student work in your course,
£ click @ Help 5t the top right to access Instructor Help.

e Announcements, to add course announcements to be viewed by your
students.

e Any other content in the course that you choose to modify.

|§~ Note Should you choose not to customize any of the features of
the MySkillsLab course, your students will still have access to
rich online content.

Using the Online Gradebook

As students enroll in your course, their names are automatically added to
the online CourseCompass gradebook. You won't have to do any setup
work to create the online gradebook for your course.

As your course progresses, CourseCompass automatically scores and
posts student grades associated with assessment questions that have
defined answers, such as True/False and Multiple Choice tests.

You can manually enter grades for assessments that CourseCompass can-
not automatically score, such as Short Answer/Essay questions, on the
Spreadsheet View page of the online gradebook. You can also manually
enter scores for grades associated with work completed outside
CourseCompass.
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Logging out of CourseCompass

Click Logout to end your CourseCompass session ﬁ

CourseCompass

When you are done working in CourseCompass you should end your
session.

To log out of CourseCompass:

# Click Log out at the top right of the page.

| ‘P Note Avoid just closing the browser window (especially if you
=1 share a computer) as this may not end your CourseCompass
session.

For more information

You can consult any of the following resources:

Search the onling Help.....o.oiiiii e 10
Get guidance for common tasks by using “How Do 17" .........ccccoiiiiinnnn. 10
Print the instructor gUIde..........ooooiiiii e 11
Check out these WEDSITES.......coiiiiiiic e 11
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Search the online Help

Online Help is just a click away. This is the most comprehensive resource
for CourseCompass information.

# Click 'm Help 5 the top right of any CourseCompass page.

Click here anytime for help —¢

# CourseCampass

|§~ Note Similarly, students can access their own version of online
Help topics by clicking the Help icon at the top of any
CourseCompass page.

To search on a particular topic, click Index, then either enter your keyword
or scroll to select a topic from the list of available entries.

Get guidance for common tasks by using “How Do I?”

If you have a question on a common CourseCompass instructor task, check
the topics listed in the How Do I? window. (You must be logged in and
have created a course to view this resource.)

1. From most pages in your course, click the How Do I? button below
the Control Panel button.

Another browser window opens, displaying links to common
CourseCompass instructor tasks.

2. Click any link to display the steps for completing that task.

3. When you finish reading, close the window to return to
CourseCompass and continue working.

Tip Both you and your students can view a set of student How Do
17 topics by clicking the How Do I? link in the Learning with
CourseCompass module (instructors may need to add this
module to their My CourseCompass page).
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Print the instructor guide

Using Adobe®Reader®, you can download and print out the latest
CourseCompass instructor guide.

| _r Note /f you don’t have a copy of Adobe Reader, you need to

download and install this free viewer program before you can
open this guide. To get Adobe Reader, go to: www.adobe.com.

To access the CourseCompass instructor guide:
° From www.coursecompass.com:

Click the Support tab, then click the link for the Instructor Quick Start

Guide. (You can also access the CourseCompass Student Quick Start
Guide from here.)

¢ From within CourseCompass on the My CourseCompass page:
Click the link for the Instructor Quick Start Guide.

| _r Note Both instructors and students can access a MySkillsLab stu-
=1 dent guide by clicking the User's Guide link at
www.myskillslab.com.

Check out these websites

e http://www.myskillslab.com

To learn more about MySkillsLab, including site requirements and an
online tour.

e http://www.coursecompass.com

For new feature, FAQ, and support information, as well as an instruc-
tional online tour.

Contact Product Support

The CourseCompass Product Support Team is available weekdays from
9 AM to 6 PM, Eastern time (U.S. and Canada).

Instructors can contact Product Support by:

e Clicking the Product Support form link on the Support page or in the
Support module on the My CourseCompass page

e Calling 1-800-677-6337

1"
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myskillslabs
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Welcome to MySkillsLab 2.0!

MySkillsLab is the only online resource students need to develop their
reading and writing skills. Here, students can sharpen their writing
skills using Writing Voyage and improve their reading skills with
Reading Roadtrip. Students will also find help with vocabulary, study
skills, and research, and have access to a bank of thousands of gram-
mar exercises. MySkillsLab offers the best online resources for devel-
oping readers and writers, all in one easy-to-use site. MySkillsLab is
an incredible value for your students—we'll provide them with access
at no additional cost when they purchase a participating new
Longman Developmental English textbook.

MySkillsLab is appropriate for use in any developmental reading or
writing program.

MySkillsLab was created in order to help students save time and
succeed in the classroom. The collection of resources in MySkillsLab
is designed for students to hone their reading and writing skills on
their own or in conjunction with your assignments.

MySkillsLab saves instructors time. MySkillsLab is a turn-key solu-
tion. You can spend as much or as little time as you would like set-
ting up your MySkillsLab course. Our content is pre-loaded, fully cus-
tomizable and ready to use in as little as five minutes. If you can
send an email with an attachment, you possess the skill set to cus-
tom-tailor MySkillsLab to fit your course.

MySkillsLab is powered by CourseCompass™, Pearson Education's
course management platform.

13
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Getting Started

Once you have registered in CourseCompass and created your
MySkillsLab course, you are ready to begin exploring what
MySkillsLab offers you and your students!

Plug-Ins for Multimedia

MySkillsLab requires users to undergo a one-time-only software
installation process. The Announcements page features the
MySkillsLab Browser Tuneup which will walk you through the soft-
ware required to successfully view MySkillsLab.

|§P NOTE: You must install all plug-ins before exploring your
MySkillsLab course.

# CourseCampass
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Navigation

Navigation within your MySkillsLab course is easy. Use the buttons
on the left side of your screen to access the content. The Control
Panel button is an instructor-only tool that allows you to customize
(add, delete, modify and manipulate) the pre-loaded course content.

& CoursaCampass
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MySkillsLab 2.0 Resources
Reading Diagnostics
For Reading Road Trip 4.0 level placement

Are you a Traveler or an Explorer? Perhaps you're even an
Adventurer! Find out your reading-level by taking this twenty-four
question diagnostic, which will test six different levels of proficiency
in reading:

e \ocabulary in Context

e Main Idea / Supporting Idea

e Author’s Purpose and Tone

e [nferences

e Critical Thinking

e Study Skills

Not only will you learn your strengths and weaknesses by taking this
test, but you will also find out if you're a Traveler (beginner level),
Explorer (intermediate level), or Adventurer (advanced level).
Afterwards, you'll be able to use this information to start your own
Reading Road Trip. Good luck, and have fun!
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Reading Road Trip 4.0

With the Reading Road Trip activities you can take a tour of sixteen
cities and landmarks throughout the United States, with each of the
sixteen modules corresponding to a reading or study skill.

The topics include

® main idea,

e vocabulary,

e understanding patterns of organization,
e thinking critically,

e reading rate,

e note-taking and highlighting,

e graphics and visual aids, and more.

Also, if you need to determine your reading skill level, you should
begin your road-trip by taking a diagnostic that will provide you with
immediate feedback, which will then guide you to specific lessons for
additional help. To take the reading-level test now, click the link
marked “Diagnostics,” which is located on the navigation bar on the
left-hand side of your screen.

17
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Vocabulary

Here you will find over 2500 practice words in 10 different topics
including word parts, dictionary exercises, using context clues, syn-
onyms, antonyms, homonyms, easily confused words, academic
vocabulary, and campus vocabulary, as well as links to web resources,
and flashcards.

Longman Study Skills

Here you will find study tips, quizzes, internet exercises, and web
resources in topics ranging from college success strategies, commu-
nication skills, study strategies, reading college textbooks, and note-
taking to time management and life skills, managing stress, critical
thinking, learning and memory, vocabulary, preparing and taking
exams, reading rate and more.
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Research Navigator

Pearson’s Research Navigator offers you a wide array of resources—it
may quickly become your favorite destination within MySkillsLab.
Complete with extensive help with the research process and four rich
databases of credible, reliable source material, Research Navigator
helps you make the most efficient use of your research time. From
Research Navigator's homepage, you can easily access the four exclu-
sive databases: The EBSCO Academic Journal and Abstract

Database, organized by subject, which comprises 50-100 of the lead-
ing journals in virtually every academic discipline; The New York Times
Search by Subject Archive; Link Library, organized by subject, which
offers editorially selected “Best of the Web" sites; The Financial
Times Archive, searchable by topic, provides access to the most cur-
rent financial data and economic writing. Research Navigator also
offers extensive help with the research process and over 30 disci-
pline-specific library guide.
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Writing Diagnostics

Take this forty-question writing diagnostic to find out on which level to
begin your Writing Voyage. If you already know your level (Sentence;
Sentence to Paragraph; Paragraph to Essay), then you can take a

level-specific diagnostic to discover your strengths and weaknesses in
writing.

20
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Writing Voyage

With Writing Voyage you can begin your journey around the world,
with stops in Ireland, South Africa, India, and Japan, and ten other fas-
cinating locations.

Depending on your writing skill level, you may begin your own Writing
Voyage scuba-diving off the coast of Cuba and end up checking out
the architecture of St. Petersburg, Russia; or you may begin by sam-
pling Spanish food and wind up hearing about the history of Cape
Town, South Africa.

If this is your first visit, or if you are uncertain where you should
begin—of what your writing skill level is, then take the Writing Voyage
diagnostic. This simple, forty-question test can tell you if you should
begin working with

e Sentences (Level 1)

e Sentences and Paragraphs (Level 2), or

e Paragraphs and Essays (Level 3).

Regardless of your level, each segment of your trip will take you
through all of the phases of the writing process—pre-writing, writing,
revising, or editing—and each and every lesson you learn along the
way will contain numerous ideas to absorb and exercises for practice.
Bon voyage!
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MySkillsLab Handbook

Use this online handbook to find key explanations of the most-com-
mon problems areas in grammar, mechanics, and usage.

22
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ExerciseZone

ExerciseZone includes thousands of practice items organized into 10-
question practice sets on over 50 topics. Pick from Sentence
Grammar, Basic Grammar, Punctuation and Mechanics, or Usage and
Style topics, or choose to do Sentence Editing or Paragraph Editing
exercises. Most practice sets in ExerciseZone provide contextualized
sentences, and most content in ExerciseZone is adapted from col-
lege-level textbooks to provide authentic practice with appropriate
level language and usage. Results pages will give you question-by-
question feedback and provide options to read more about the topic
in an online handbook or practice more with other practice sets.
Results can also be e-mailed to your instructor.
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ESL ExerciseZone

This bank of over 1000 items is designed especially to help college
and university students whose first language is not English, or who
have grown up in homes where a language other than English is spo-
ken. The items are adapted from a classic worktext for English lan-
guage learners published by the Longman ELT division. For practice,
simply click on a topic in the left navigation bar.
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Exchange

Exchange is Pearson's new program that helps professors and stu-
dents exchange comments on students' writing. Students can com-
ment on each other's papers online and instructors can review and
grade papers online.

Students: To get started you need to receive an Exchange Course ID
from your instructor.
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For a detailed Exchange Instructor Manual, go to www.myskillslab.com.
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Avoiding Plagiarism

Perhaps the most popular section of MySkillsLab is this set of interac-
tive tutorials that address the most troublesome aspect of college
writing today—differentiating between your own words and those of
others, and using (and documenting) sources responsibly. Avoiding

Plagiarism addresses both MLA and APA styles.
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Getting Started with MySkillsLab

Tutor Center

The Tutor Center provides help using the features of this course as
well as non-editing help with reviewing papers for organization, flow,
argument, and consistent grammar errors.
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Instructor Resources

Testing resources are aggregated in one convenient place for you. By
using the Control Panel button, you will be able to customize, add
your own original material, or delete any unwanted content.

* CourseCompass
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To locate testing resources:

e Open your MySkillsLab course by clicking its name on the left.

e Click Control Panel on the left (only instructors have access to
this button).

e (lick Assessment Manager and Pool Manager to see the avail-
able tests.

 [E] Exchange has its own detailed Instructor's Manual
located inside Exchange itself.




Accessing a MySkillsLab Online CourseCompass Course

Students and MySkillsLab 2.0

When you are ready to teach with your MySkillsLab online
CourseCompass course, you must click the Adopt button next to the
course name. As students enroll, their name will appear in your
CourseCompass gradebook for that course.

To enroll in your MySkillsLab course, students register online. To
complete registration, students need:

e MySkillsLab Student Starter Kit

e Course ID number that is generated when you created your
MySkillsLab course. To locate the Course ID for your course,
click the Courses tab.

Student Starter Kits are available at no additional cost when pack-
aged with a new participating testbook; contact your local Publisher’s
Representative for the ordering ISBN to have the MySkillsLab access
code packaged with your particular textbook. Alternatively, students
can also purchase an access code online.

Tech Support

If you or your students need more help with your MySkillsLab course
or its contents, please contact Tech support at
1-800-677-6337 (Monday-Friday, 9 AM to 6 PM EST, U.S.).

Additional information, and a complete user’s guide is available online
at http://www.myskillslab.com.
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