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Quick Overview of Using Element K Select

Setup:

· System Requirements: Microsoft Internet Explorer 5.0 and higher, Netscape Navigator 4.7 and higher, or AOL 4.0 and higher.  To download completed courses you will need Adobe Acrobat Reader (can be downloaded from the Welcome page).  Java must be enabled in your browser to successfully build your course design.

· A username and password can be received from your Sales Rep, who will set one up with Customer Service.

· To license any of the courseware you will need to speak with your Sales Rep.

Enabling Java in Your Browser

In order to build your course design and download your files you will need to have Java enabled in your browser.

To enable Java in Internet Explorer:

· Select Tools from the top menu

· Choose Internet Options
· Select the Security tab

· Click Custom Level
· Scroll down and make sure Scripting of Java Applets is enabled

To enable Java in Netscape Navigator:

· Select Edit from the top menu

· Choose Preferences
· Click the Advanced category

· Put a check mark next to Enable Java
If you still cannot view the Java applet after enabling Java contact your internal technical support department.

Create a New Course & Order a Proof:

· From the Welcome page click on the Create New Course button.
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· Place a check mark in the box to the left of the title(s) you wish to use.
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· Click on the button Go to Step 2: Design Course
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· Drag the lessons you wish to include in your manual from under the Course Library to the Course Design, placing them between the Introduction & Solutions.  
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· To rename any course components in the Course Design select the component & click the Rename button.  
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· To remove any lessons you wish not to include in the Course Design select the lesson & click the Delete button.  

· Once the course design is complete click on the button Go to Step 3: Review Course Outline.
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· To personalize the outline, click the Personalize Outline button.  To print the outline, click the Print Outline button.  Once you have verified the outline click on the button Go to Step 4: Personalize Course.
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· If you wish to add customized headers and footers (maximum of 40 characters in each window) type them in the appropriate windows.  By default, the outer footers contain the page number and course title (left-hand side) and lesson title (right-hand side).  Once the personalization is complete click on the button Go to Step 5: Order Course.
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· Click the button Order Proof
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· Click the button Purchase Proof from the Order Watermarked Proof page
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· You may be asked to read and accept the proof agreement.  If you choose to disagree you cannot order the proof.
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· You may be directed to the Store to pay a $15 Proof charge.  Please be sure to complete the entire process.  It will be complete when you click on the button Return to Element K Select.
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· To download your proof, please see the section Downloading Content.

Create & Download a New Course:

Please note: Before you can download a course, the course must be licensed.  Licensing courseware is done through either your Sales Representative or Customer Service.

· From the Welcome page click on the Create New Course button

· Place a check mark in the box to the left of the title(s) you wish to use.  

· Click on the button Go to Step 2: Design Course

· Drag the lessons you wish to include in your manual from under the Course Library to the Course Design, placing them between the Introduction & Solutions.  Uncheck any course components you wish not to have in your Course Design.  

· To rename any course components in the Course Design select the component & click the Rename button.  

· Once the course design is complete click on the button Go to Step 3: Review Course Outline.

· To personalize the outline, click the Personalize Outline button.  To print the outline, click the Print Outline button.  Once you have verified the outline click on the button Go to Step 4: Personalize Course.

· If you wish to add customized headers and footers (maximum of 40 characters in each window) type them in the appropriate windows.  By default, the outer footers contain the page number and course title (left-hand side) and lesson title (right-hand side).  Once the personalization is complete click on the button Go to Step 5: Order Course.

· Click the button Prepare Course for Download
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· Check to download the Instructor Manual and/or the Student Manual and click the Submit button.
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· To download your course, please see the section Downloading Content.

Downloading Content

Please note: The courseware you have created will not automatically populate into your Repository folder.  It may take up to an hour for the manuals to be ready for downloading.  You will receive an e-mail alerting you of the completion of the manuals and the go-ahead to log into Select to download the courseware.


Downloading an Entire Folder

· From any window in Element K Select click on the Course Repository button.
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· Select the folder you wish to download and click on the Download button
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· Follow the instructions on the Download page.  When complete click the Close button.


Downloading Manuals

· From any window in Element K Select click on the Course Repository button.

· Click on the plus “+” sign next to the Courses folder.

· Locate the title of the course you wish to download and click the plus sign next to the folder.

· Locate the file with an extension of PDF (i.e.: spark1-2_10206093-ie_0_Letter.pdf), select it and click on the Download button

· The file with ‘ie’ will be the Instructor Edition.

· The file with ‘sm’ will be the Student Manual
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· Follow the instructions on the Download page.  When complete click the Close button.

Downloading Media

· From any window in Element K Select click on the Course Repository button.

· Click on the plus sign “+” next to the Courses folder.

· Locate the title of the course you wish to download and click the plus sign next to the folder

· Select each file individually and click the Download button
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· Follow the instructions on the Download page.  When complete click the Close button.

Create & Order a Course from Custom Print:

· From the Welcome page click on the Create New Course button

· Place a check mark in the box to the left of the title(s) you wish to use.  Click on the button Go to Step 2: Design Course

· Drag the lessons you wish to include in your manual from under the Course Library to the Course Design, placing them between the Introduction & Solutions.  Uncheck any course components you wish not to have in your Course Design.  

· To rename any course components in the Course Design select the component & click the Rename button.  

· Once the course design is complete click on the button Go to Step 3: Review Course Outline.

· To personalize the outline, click the Personalize Outline button.  To print the outline, click the Print Outline button.  Once you have verified the outline click on the button Go to Step 4: Personalize Course.

· If you wish to add customized headers and footers (maximum of 40 characters in each window) type them in the appropriate windows.  By default, the outer footers contain the page number and course title (left-hand side) and lesson title (right-hand side).  Once the personalization is complete click on the button Go to Step 5: Order Course.

· Click on the button Order Custom Print.
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· Choose a cover page graphic by choosing the radio button for Blank or Graphic.  If Graphic is chosen click on the link to Select Graphic.  Hi-light the graphic and click Select Graphic.  
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· To upload a graphic, please see the section Uploading Graphics.

· Type in custom cover page text in the three lines provided – up to 30 characters per line.
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· Select either Standard or 3-hole drilled binding.
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· Select either No or Yes to order a hard-copy Proof of the manual you are creating.
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· Click Purchase Custom Print manuals.
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· Verify all the information is correct and click Add to Cart to purchase the manuals.  There is a minimum of 5 Student Manuals.
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· Verify the information and click Checkout.
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· If a Purchase Order Number needs to be referenced enter the number in the space provided.  To process your order click the button Submit Order.
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· Please be sure to complete the entire process.  It will be complete when you click on the button Return to Element K Select.
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· Once the Custom Print Department has received the Custom Print order, someone will call to verify the order.

Uploading Graphics

· The pre-existing file should be saved as a *.jpg, *.jpeg, or *.gif file.

· From any window in Element K Select click on the Upload Graphics button.
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· Click on the Browse button to navigate, using Windows Explorer to the location where the graphic is saved.
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· Select the graphic and click Open.
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· Verify the path in the space and click Upload.
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· You should receive a message “File Upload Successful.”  If not, try repeating the steps one more time.
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If you have any questions please contact Technical Support:

1(800) 926-8471, 8am-5pm EST

1(585) 240-7500 x-1666, 8am-5pm EST

Fax: 1(585) 295-4940
Press_Support@elementk.com
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