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This tutorial is interactive. Clicking any navy blue underlined links will bring you to a specific 
part within the tutorial.  

If you have any questions related to the tutorial, please click the link within this tutorial seen 
at the top of every page. 

 

If you find a site error, please report it by filling out the Site Error Form mentioned in more 
detail in this tutorial. 

 

When printing this tutorial, page numbers are given for your reference for each of the sections. 
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Introduction 

Welcome to the ASTD Employee Learning Website, which will be utilized during the ASTD Employee 
Learning Week from December 3rd to 7th. This tutorial will help you make the most out of this event.  

To access the website go to: http://learningweek.otherview.org/index.shtml . 

Above is a screenshot of the “Home” page. We’ll take a look at each section of the website and go into 
more detail on how to use this site.  

If you are reviewing this again, feel free to refer back to the Table of Contents on the first page to move 
to any desired section. 

To learn how to Create an Account, click here. 

If you have an account and are logged in, click here. 
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Create an Account 

 

On the right column, you’ll see a login. Since you have not 
created a login before, we’ll need you to register on the 
website.  

 

Click the Create an Account link to be brought to the Create 
User Account page. 

 

 

 

 

Please fill out your first and last name 
along with your email.  

Then choose your username and 
password.  

We’ll need for you to enter your 
password twice for verification 
purposes.  

When you login you’ll only need to 
enter your password in once. 

When everything is filled out, click the 
“Register Account” button.  
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Here is an example of a 
test user. Since this user 
is active, we’ve covered 
the password. 

 

Note: We will not track 
your username or 
password, so please write 
it in a safe place.  

 

 

 

 

 

If you forget your password or username,  

you will need to create another account. 

 

If you would like to know how to create an account, click 
here to learn how. 
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Becoming Familiar with the ASTD Employee Learning Week Website 

We’ll now talk about the different sections that make up the website. To view any specific section, click 
any of these blue underlined links below. 

 

Navigation 

Welcome (Left Column Navigation) 

Login/Need Help/Contact Us (Right Column Navigation) 

Footer (Site Map) 

 

Navigation 

 
At the top of the website on every page will be your navigation. The main five buttons: Home, Events, 
Resources, My Events, and Contact Us will take you to individual pages. If you ever need to return to the 
Home page you can also click on the ASTD logo in the top left corner.  

To learn more about these pages, you can click any of these blue underlined links below. 

Home 

Events 

Resources 

My Events 

Contact Us 

FAQ 

To continue learning about the different website sections, continue to the next page. 
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Welcome (Left Column) 

We have a welcome bar in the left column.  

We have a tutorial via the How To Use This Site link, so if you 
ever need to refer to this tutorial again, you can click on the link 
described. 

 

We also have upcoming events that will update throughout the 
week. Click on any of these underlined links to learn about a 
specific event, or click our “Events” link in the main navigation 
for a full event listing. 

To learn more about the Upcoming Events, click here. 

 

 

Login/Need Help?/Contact Us (Right Column) 

In the right column, we have the login area. If you are a 
new user you will need to register an account to use the 
“My Events” page.  

To learn how to register, click here. 

If you are already a current user, you can login with your 
username and password and click the “Sign In!” button.  

We also provide a “Need Help?” section with a link to our 
FAQs provided. If you ever run into a problem, check the 
FAQs first. 

If your question is not within the FAQs, you can contact 
Virginia McHenry via phone number or our online contact 
form, by clicking the underlined  link below “Contact for 
Questions:”  
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Footer (Site Map) 

 

Finally we have our Site Map where you can locate a page you need by clicking any of the underlined 
links. For example, to review this tutorial again, you can click on the Using this Site link. 

Report a Website Error 

 

If you ever 
experience an error 
within the website, 
please contact us via 
the Report link found 
within the footer.  

Please provide your 
name, the type of 
error and a 
description.  

When finished, click 
the “Send” button. 

 

 

Since the main sections described on this website are the same, the main content of each of the main 
navigation pages will be focused on next. 

To view the main navigation pages, click any of the following links below. 

Home  Events  Resources My Events Contact Us FAQ 
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Home 

 

 

 

 

 

 

 

 

 

 

 

 

 

Here you will see the welcome message from the event organizer and the dates that this website will be 
available. For the ASTD Employee Learning Week hosted in the Seattle Municipal Tower, this website 
serves as an online database providing information about events, resources and the option to save and 
remove events from your user’s page. To access the full potential of this site, you’ll need to create an 
account.  

To learn how to create an account, or if you have forgotten your login information, click here.
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Tutorial 

 

The tutorial page is very simple. We provide a link to our 
FAQs or Frequently Asked Questions, along with a 
tutorial download link. To review this tutorial again, click 
the Download link. This will open in a new “tab” on 
your browser. 

If you do not have Adobe Reader, to be able to see this 
document, clicking the download Adobe Reader will give 
you access to this tutorial. 

Upcoming Events 

On the left side bar, you found Upcoming Events. Each of these 
underlined events will take you to an informational page about 
them.  

Similar to the “Events” page, clicking any of these links will take 
you to a focused version of the events. 

For example, clicking the Educational Forum and Fair link will take 
you to a page with the screenshot shown below.  

If you want to save a copy of the event to look at again later, you 
can select this event on the event listing through My Events.  

My Events will require a registered account, click here to learn 
how to register yourself. 
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Events 

 

The Events page will show you the entire listing of events for the ASTD Employee Learning Week. To find 
what events are happening during the week, there are day headers along with the time, location and 
event facilitator within the bar. Below will be the title, description, location, date and time of the event.   

If you are registered as a user, you can log in and use the My Events page to save events to your site that 
you would like to attend.  
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Resources 

Here is where you’ll find valuable resources related to Education, Career Development, Quick Lessons 
and Time Management. The resources available are all free, so we recommend that if further research is 
done to use discretion.  

To go to any of the Resources page categories, click any of the underlined links in the left column, or any 
of the blue rectangle buttons to go to that category. 

Each category will have a list of links to external sites along with PDF documents of some resources.  

The external links can be saved to your favorites and the PDF documents can be saved to your 
computer.  
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Resources: Education 

All of the links provided on the Education category will link to external websites. Each link shows the 
website link in () so you can know where you’re going before you click the link. 
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Resources: Career Development 

Here on the Career Development category, you will find a mix of external websites and downloadable 
PDF documents.  

Any PDF document will have a Download link, which will take you to the Adobe PDF reader within a new 
“tab” on your browser. To save any document for future reference, hovering your mouse over the 
screen will allow you to save the document by clicking the first icon (floppy disk). Or you may print the 
document using the second icon (printer). These PDF documents will also still be available for you to 
review if you return to this page and click the Download link again. 

To return to the website after viewing a PDF, you can click the “X” on the browser “tab”.  

The bottom two links are external website links which will take you to the website mentioned within the 
().  
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Resources: Quick Lessons 

 

 

 

 

 

 

 

 

 

 

On the Quick Lessons category all the links provided will open a PDF document related to the title 
mentioned next to the Download link. 

Any PDF document will have a Download link, which will take you to the Adobe PDF reader within a new 
“tab” on your browser. To save any document for future reference, hovering your mouse over the 
screen will allow you to save the document by clicking the first icon (floppy disk). Or you may print the 
document using the second icon (printer). These PDF documents will also still be available for you to 
review if you return to this page and click the Download link again. 

To return to the website after viewing a PDF, you can click the “X” on the browser “tab”.  

The bottom two links are external website links which will take you to the website mentioned within the 
().  
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Resources: Time Management 

 

 

 

 

 

Currently the Time Management category has only two external website links as mentioned in the (). 
The Resources page will be updated along with the daily events, so check back for more resources 
available throughout the week. 

 

My Events (Login First to Access Page) 

My Events is the added bonus for visitors that create an account. To be able to see the “My Events” 
page, you will need to log in. If you are still running into troubles, make sure to check the following 
requirements mentioned on the page and try logging in again. 
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Login to My Events 

This is the same login seen on the right column of every page. To add events to your “My Events” page, 
you’ll need to login.  

If you have not created an account, you will need to do so first to have access. Click the Create an 
Account link to be brought to the "Create User Account" page. 

If you have created an account, login using your chosen username and password as shown below, then 
click the “Log In!” button. 

 

 

 

 

 

 

 

  

mailto:netstudiospnw@gmail.com?subject=ASTD%20Employee%20Learning%20Week%20Tutorial%20Questions%20(Regular%20User)


ASTD Employee Learning Week Tutorial                                  For Regular Users 
For questions related to site, contact: NET Studios, Web Administrator    Page 18 of 22 

 

My Events (Login Successful, Given Access to Page) 

 

Our sample user that was created in the “Create an Account” section of this tutorial will be shown in this 
example. You’ll see a welcome message with your first name at the top of the screen.  

The events that you have previously added to your “My Events” page will show up in order of the date 
and time of the events occurring. In the beginning you will have no events selected. 

Note: Adding an event to your My Events page does not add it to your Outlook. We recommend that 
you create an appointment in your Outlook to set a reminder for a desired event you found from this 
website. 

There is a navigation set of buttons above and below your events listing, for you to select an 
event or log out. If you log out and would still like to view the My Events page, you will need to 
log in again. 

To see how to add an event, click here. To see how to remove an event, click here. 

mailto:netstudiospnw@gmail.com?subject=ASTD%20Employee%20Learning%20Week%20Tutorial%20Questions%20(Regular%20User)


ASTD Employee Learning Week Tutorial                                  For Regular Users 
For questions related to site, contact: NET Studios, Web Administrator    Page 19 of 22 

 

Add an Event From Events Listing 

 

Here is the events listing which is found by clicking the view events listing or the “Select Events” links 
found on the My Events page. Here you will see the events available for the Learning Week, where you 
can “add” them to your My Events page by clicking the “Add” button seen in the far right column.  

 

Once an event has been 
added to your My Events, 
you will return to the My 
Events page with the 
event you recently added 
listed on your page.  

Note: Using this “Add” 
button does not add your 
event to Outlook. You will 
need to create the event 
in your Outlook to set 
yourself a reminder. 

 

To add another event click either the view events listing or the “Select Events” link again found on the 
My Events page to return to the events listing. 
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Remove an Event From My Events Page 

 

All events added can be removed from your “My Events” page. To remove any event, click the “Remove” 
button seen within the event description. Any event you remove will be removed once you click this 
button.  

If you would like to add an event that has been removed, you can view the events listing if the event has 
not already occurred and add it to your My Events page again. 

 

Logging Out of My Events 

 

When you are finished adding events, you can simply Log Out, by clicking the Log Out link found in the 
navigation buttons on the My Events page. 

You will see the above message when you have logged out successfully of My Events. 
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Using the Online Contact 
Form 

 

If you prefer filling out our online 
contact form instead of calling 
directly, we have provided an online 
contact form to help you get your 
questions answered. 

 

Fill out your name and email so we 
know your name and your email to 
send you a response.  

If you would like to enter a phone 
number you can, although it is not 
required to send your question.  

We recommend that you provide a subject so we can know the basis of your question. 

Finally, write your message within the last text field box. Once everything looks correct, hit the “Send 
Message!” button at the bottom.  

 

If you filled out your name, email and your message 
correctly, you should get the following message seen 
on the left. 

Where it says “New User” you will see your name. 
This form sends us an email and we will try to answer 
your question as soon as possible.  

If you do not hear back from us, please send another message and double-check that your email given is 
a functional email, just in case there was a spelling or punctuation mistake the first time. 
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FAQs (Frequently Asked Questions) 

 

Here is a sample of our Frequently Asked 
Questions page.  

Each question is linked to an answer on the 
page, so if you click an underlined question it 
will bring you to that FAQ question.  

A blue box will light up around the answer to 
the question for a short amount of time as 
shown below.  

 

To return back to the questions list, click the 
Back to top link. 

 

 

 

 

If you ever have a question that is not found on this page, please contact Virginia McHenry by the phone 
number,  or the link to the online contact form provided  on the right column of the page.  

 

END OF TUTORIAL 

RETURN TO BEGINNING OF TUTORIAL 
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