West Chester University is proud to offer all its employees an opportunity to
phisiirid o A use The Learning Connection (TLC) at no cost. TLC offers over 200
technology and 100’s of business/personal skills programs, and over 1000

leadership videos using the web (online learning) 24/7 in a self-paced, interactive format from your
home or office.

FIRST-TIME TLC USERS ONLY: GETTING ACCESS AND PASSWORD

1. Contact Scott Sherman, TLC Administrator at 610.436.3380 or e-mail him at ssherman@wcupa.edu to

express interest in:
Desktop Computing (over 200 technology programs including Adobe, Microsoft Office 2007, XP, etc);
Business/personal skills (100’s of programs on communication, change, leadership, team building, etc.);
Sexual harassment course; and/or

Leadership Development Channel (LDC) (over 1000 video clips from authors and speakers on
leadership topics).
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We have purchased a limited number of content licenses for each of the Desktop, Business, Sexual Harassment,

and LDC areas. Access will be distributed on a first come, first serve basis. Sign up early for those areas of
interest/need.

EASY ACCESS DIRECTIONS AFTER RECEIVING ACCESS AND PASSWORD:

1. Once you receive confirmation that an account has been established along with a temporary password, type:
www.wcupa.edu/hr/training into any internet browser.

Click on “Online Learning” title/link and then “TLC Access”.

Enter your WCU email and new temporary password as prompted and press “Enter” (or click on “Login to
SkillPort”) (see below for instructions to change your password.)
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[7] Enable web Accessibility
(What is Web Accessibility?)

v 7.0.1309

Resources and Videos}

Welcome to WCU's TLC, your 24x7 gateway to learning resources for skills improvement, professlonal development, performance support, and
more. Use this easy-to-navigate interface to find answers to | skills, and take targeted learning. Simply
log in to start exploring the learning and performance support resources available to you. Contact TLC Administrator Scott Sherman at
ssherman@wecupa.edu for first time access to TLC.

WCU Email BRI Al  Password [T Login to SkillPort

Forgot your password?
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4. To access Business, Desktop and/or Sexual Harassment content for which you preregistered,
click on “Catalog” on the side bar. (See below for instructions to access Leadership Development
Channel.)
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Credentialing Knowledge at your fingertips — Anytime — Anywhere
Support Welcome to SkillPort, your online learning portal to training and on-the-job support tools that enhance your business and technical skills,

Accelerate your career with e-Leamning any time of the day or night. Leverage the different features of SkilPort to find the resources you need
and to create a customized learning plan:

+ SEARCH & LEARN™
Perform searches across your full library of resources, and be directed to the specific book page, course topic, or other tool you need for
instant and relevant answers. A powerful search engine allows you to use complex search expressions. Restits are ranked by relevancy
s0 you can quickly find what you need.

+ catal
Browse the SkillPort catalog to see what resources are available to you. Add learning assets from the catalog to your learning plan, or
launch them directly from the catalog. The catalog is organized by subject matter and by related professional certification for easy
navigation.

* My Plan
Create a customized learning plan to address specific development goals and keep track of frequently accessed leaming assets. You can
quickly return to them in My Plan with a single click. Organize and view your leaming assets according to your preference: by due date,
by type of asset, or in custom folders.

My Progress
Review both completed and in-progress leamning assets in My Progress. Quickly create print-friendly reports on your leaming history and a
rartificatac nf comnlatinn
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...then “Business” or “Desktop” (technology), or “Sexual Harassment” content to select available
courses depending upon your interests/needs.
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5. Click on the desired topics (drill down) to see the Overview/Description, Audience, Duration,
Objectives, etc.
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Desktop Certifications

Employee Sexual Harassment Awareness ®
Business Skills Curricula

D Administrative Support Curriculum

MY PROGRESS

Business Law Curriculum

Communication Curriculum
Consulting Skills Curriculum
Credentialing Customer Service Curriculum
Support e-Learning Curriculum

Finance and Accounting Curriculum

Foundation Skills Curriculum

[

Human Resources Curriculum
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Industry Foundations Curriculum

|:| Knowledge Management Curriculum

[ Leadership Curriculum

# [ Business Execution

# [ Leading from the Front Line

# [ Leading the Workforce Generations

# [ Succession Planning for the Business Environment
= E Moving from Management to Leadership

E Recognizing a Leader

E The Communication of a Shared Vision

! Leading by Enabling

! Communication and Leadership

! Coaching Performance

E Leadership and Change

g The Model Leader

ﬁ_\ Moving from Management to Leadership Simulation

ﬁ\ Growing from Management into Leadership Simulation <
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Coaching Performance

Q crlpllon

control. He completed three weeks of training, but he has already made two major errors that cost the firm
<get and discouraged over his shaky start. If you were Barry's supervisor, what would you do? Situations
fnagers to fret and fuss and begin talking about disciplinary action. However, leaders take a different

pring to find a mentor for Barry until the situation eases. Taking the time to evaluate a situation and making an action plan is part
‘the process of coaching for performance that you'll explore in this course. You'll learn when it's appropriate to mentor, train,

counsel, or discipline an employee, and you'll be given guidelines and tips on how to perform each of these tasks in the most effective
manner possible.

Credentialing

Target Audience

Support Supervisors, managers, and coaches.

Expected Duration
2.0 hours

Lesson Objectives
Course Overview
Lesson Overview

+ recognize the value of effective coaching.

The Coaching Concept
+ identify the characteristics of a good coach.

Principles of Coaching
s choose the principles of good coaching. ad
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Once you have started a course and you need to exit before completion, the system will prompt you to
either start where you left off last time, or give you the option to start over.



7. To access Leadership Development Channel (LDC), click on “Books24x7” on the top bar.
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Credentialing Knowledge at your fingertips — Anytime — Anywhere

Support Welcome to SkillPort, your online learning portal to training and on-the-job support toals that enhance your business and technical skills.
Accelerate your career with e-Leaming any time of the day or night. Leverage the different features of SkilPort to find the resources you need
and to create a customized learning plan:

« SEARCH & LEARN™
Perform searches across your full library of resources, and be directed to the specific book page, course topic, or other tool you need for
instant and relevant answers. A powerful search engine allows you to use complex search expressions. Results are ranked by relevancy
50 you can quickly find what you need.

- catalog
Browse the SkillPort catalog to see what resources are available to you. Add leaming assets from the catalog to your learming plan, or
launch them directly from the catalog. The catalog is organized by subject matter and by related professional certification for easy
navigation

My Plan

Create a customized leaming plan to address specific development goals and keep track of frequently accessed learning assets. You can
quickly return to them in My Plan with a single click. Organize and view your learning assets according to your preference: by due date,
by type of asset, or in custom folders.

My Progress
Review both completed and in-progress leaming assets in My Progress. Quickly create print-friendly reports on your learning history and
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8. Use the (1.) “Search”, (2.) “Browse Topics” and/or (3.) System Folders (What’s new; Top Titles, etc.)
to find 1000s of relevant and timely video clips.
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All Content - Leadership Channel - [ GO NaHELEES

PLoc out @) suUPPORT Search

(D) Minus text 2 Tips
Personal Folders

Default +/ My Home Folder 'Eﬂ Browse Topics

View by:
@ Books24x7 Leadership Channel Topic...

Archived Live Events

Teams Live Events Titles
System Folders

Books24x7 New:
What's New

Download Books24x7 On the Go™
Top Titles LiveTables” mobile access

Change Management

v

Communication

1

Globalization & Emerging
R Markets

Many of the titles in Most Books24x7 users P Human Resources
History ; '6:‘:_;: Books24x7 are packed have the option to b Leadership
% with useful tables that access the site via a b personal Effectiveness
Manage Folders 1 include important 1iti1 | mobile device. Click on !
3 amfﬂrmatmn 1f you the "Mobile Users" D sales & Marketing

need the data in a table,
manually transferring information
can be a painstaking process
with our LiveTables feature you
can save and download select
tables with one click. Find out
more

Using Personal Folders

icon, in the upper right comer of
each page for more information,
and your parsonal login
instructions.

Are you new to Books24x7?

] ou can create
personal folders to
organize titles that
are pertinent to
your projects and
interests.
Arranging titles by specific topics
provides quick retrieval of
relevant titles right from your
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Take the virtual tour and consult
the Getting Started section
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[> strategy & Innovation
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CHANGING YOUR TLC PASSWORD ONCE LOGGED IN:

1. Click on “My Profile” above the top Bar.
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Credentialing

Knowledge at your fingertips — Anytime — Anywhere

Support Welcome to SkillPort, your online learning portal to training and on-the-job support tools that enhance your business and technical skills.
Accelerate your career with e-Learning any time of the day or night. Leverage the different features of SkillPort to find the resources you need
and to create a customized learning plan:

+ SEARCH & LEARN™
Perform searches across your full library of resources, and be directed to the specific book page, course topic, or other tool you need for
instant and relevant answers. A powerful search engine allows you to use complex search expressions. Results are ranked by relevancy
so you can quickly find what you need.

Catalog

Browse the SkillPort catalog to see what resources are available to you. Add learning assets from the catalog to your learning plan, or
launch them directly from the catalog. The catalog is organized by subject matter and by related professional certification for easy
navigation.

My Plan

Create a customized learning plan to address specific development goals and keep track of frequently accessed learning assets. You can
quickly return to them in My Plan with a single click. Organize and view your learming assets according to your preference: by due date,
by type of asset, or in custom folders.

My Progress
Review both completed and in-progress learning assets in My Progress. Quickly create print-friendly reports on your learning history and
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3. Enter your temporary password in the “Old Password” section and enter and confirm your “New
Password”, select a security question and answer it, and click “Update Profile”.
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Update Your User Profile

CATALOG
First Name: |
Scott
MY PLAN Last Name:
Sherman
L h g ole =) | Email Address:
ssherman@wcupa.edu

You can also edit the password that you use to
access your account. Make the password easy to
remember, but hard for someone else to guess -
Support not anything commonly known about you, or
anything that can be looked up.

Password fields are case sensitive.

Credentialing

0Old Password: T
New Password:
Verify Password:
Security Question:

—— Please Select —— [~]

Answer to Security Question:

@ Update Profile
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ADDITIONAL INFORMATION ON HOW TO NAVIGATE AND MAXIMIZE TLC FEATURES:

1. Click on “Catalog” and “e-Learning Foundations” to get to a guided tour of the Skillsoft
features.
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To search the site for relevant materials on a topic, type a keyword or phrase in the “Search for”
field of the SEARCH-and-LEARN panel, select a learning event category from the Category drop-
down list, and click “Search.”
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Credentialing Knowledge at your fingertips — Anytime — Anywhere

Support Welcome to SkillPort, your online learning portal to training and on-the-job support tools that enhance your business and technical skills.
Accelerate your career with e-Learning any time of the day or night. Leverage the different features of SkillPort to find the resources you need
and to create a customized learning plan:

+ SEARCH & LEARN™
perform searches across your full library of resources, and be directed to the specific book page, course topic, or other tool you need for
instant and relevant answers. A powerful search engine allows you to use complex search expressions. Results are ranked by relevancy
so you can quickly find what you need.

» Catalog
Browse the SkillPort catalog to see what resources are available to you. Add leaming assets from the catalog to your learning plan, or
launch them directly from the catalog. The catalog is organized by subject matter and by related professional certification for easy
navigation.

My Plan

Create a customized learning plan to address specific development goals and keep track of frequently accessed learning assets. You can
quickly return to them in My Plan with a single click. Organize and view your learning assets according to your preference: by due date,
by type of asset, or in custom folders.

My Progress
Review both completed and in-progress learning assets in My Progress. Quickly create print-friendly reports on your learning history and
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Other questions, call 610.436.3380 or use the SkillSoft online resources.



