Training Session Cheat Sheet – Steps to Follow
[bookmark: _GoBack]
Quick Links:
ITA Member Site:  www.microsoftitacademy.com 
E-Learning Instructor Site:  http://itacademyinstructor.microsoftelearning.com
E-Learning Student Site:  http://itacademy.microsoftelearning.com 

1. Go to www.microsoftitacademy.com
2. Click “Member Sign-In” 
3. Click “Member Sign-In” again
4. To create your Windows Live ID, click “Sign up now”. (If you have already created a Live ID, type your Email address and Password and click “Sign in” on right hand side of screen and skip to step 6)
5. You can use any email address to create your Live ID. Complete all fields on this page and click “I Accept” 
6. Enter your ten-digit Microsoft IT Academy membership identification number beginning with 1203… and click “Submit” 
Once in Member Site, you will see “Welcome Members”
7. From left navigation pane under “My Academy”, click “My Benefit Codes”
8. Scroll down to the E-Learning and copy an Access Code showing as “Available” 
Tip: Access code looks like this xxxx-ITAAdmin-xxxx  (x denotes number)
E-Learning Instructor Site
9. Go to http://itacademyinstructor.microsoftelearning.com (Tip: bookmark or save this site as Favorite)
10. Check the End User License Agreement box
11. Paste instructor e-learning code (xxxx-ITAAdmin-xxxx) into the blank box and click “Submit”
12. Click “Sign In” and answer profile questions then click “Continue” and “Access Site”
13. When you are in you will see a page that says, “Welcome IT Academy Instructor” with these sub-headings:
Administrative Areas
· Manage Users 
· Manage Content
· Support
14. From left navigation pane, click on “Access Codes - Create”
15. Create your own identifier* between 3-8 characters, alpha-numeric (ex: ‘jdwordp3’  -- teacher initials, word course, period 3)
*Note: You can let the system generate the identifier for you. If you choose to do this, leave the Access Code Identifier box blank
16. Enter number of codes needed – this is number of students, plus add some extras for yourself and any new students you may get during the semester
17. Select “Multi-use” Code Type
18. Set expiration date at end of semester (this is a first-time sign in expiration date)
19. If you have previously created Groups you can Select the Group you want to associate with this code, otherwise skip this step for now
20. Click “Add Subscription Pools”
21. Once list of courses appears, click “Search” at upper right
22. Type in Offer Title (ex: Word 2010), then click “Search” 
23. Check box next to courses you want to assign (you can choose up to 3)
24. Click “Add Selected” and you will see the previous screen with your settings and the courses you just selected
25. Once you have verified that your settings and courses are how you’d like them, click “Create Access Codes” at bottom right of screen
26. Copy your access code at bottom left of screen
E-Learning Student Site
27. Go to student site http://itacademy.microsoftelearning.com 
28. Check End User License Box
29. Paste student code into blank box, click “Submit”
30. Sign-in and answer profile questions
31. You will see a “Thank You” message, click on “My Learning” to get started with the course

To find access codes in you have previously created
32. Go to instructor portal http://itacademyinstructor.microsoftelearning.com 
33. From left navigation pane, click “Access Codes – Search and Edit”
34. Click “View All”
35. Click tab to left of access code [image: Select Record]
36. This will pull up a screen with your access code and the courses assigned to it
37. Copy and paste and send to students



image1.gif




