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Introduction

CYPHER Learning is leading the necessary disruption of learning platforms to unleash human potential
with modern learning.

CYPHER exists to ignite lifelong passions through personalized, engaging, and limitless learning
experiences for all. We give learning and development (L&D) professionals, HR, and trainers more time
to train, build human connection into everything we do, and deliver tailored learning experiences that
are meaningful and measurable.

Just the way modern learners expect.

The CYPHER platform is easy-to-use, beautifully designed, and infused with Al-powered technology.
Every aspect beams thoughtful innovation and engineering that puts people first. Millions of users
experience their “just in time, just for me, just the way | want it” approach in 50+ languages with the
CYPHER award-winning platform.

We want you to get the best results when using our site, especially when you are just starting out. That
is why we created three getting started guides for the main types of users on CYPHER: administrators,
instructors, and learners.

Getting started guide for Learners (this guide) explains topics such as: navigating in CYPHER, using the
Help Center, enrolling in courses, submitting assessments, communicating with instructors, and more.

Getting started guide for Administrators explains topics such as: navigating in CYPHER, using the Help
Center, creating accounts, customizing the platform, setting up e-commerce and managing users.

Getting started guide for Instructors explains topics such as: navigating in CYPHER, using the Help
Center, creating, and configuring courses, enrolling learners, using automation and gamification.

This guide covers the most common steps learners go through when they start using CYPHER. Please
consult the table of contents if you want to find a specific topic. If you have any additional questions or
want to explore more of your platform’s features, please browse the Help Center or visit our support
forum.
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Creating an account

The company portal is the place where you can find the course catalog with a preview of the available
courses, a news area, the company calendar, and more.

Using the platform requires a user ID and password. This information can be either provided by a
company administrator or learners can visit the company portal and create an account.
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Welcome to the
Fine Edge Company

Captivating courses Professional instructors Engaging activites Enroll with us
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engaged an
at a faster pace
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Learners can create accounts on CYPHER with or without an access code, depending on how the site
administrator has configured the platform.

FINE EDGE

O agn up with an acoess code

To create an account, go to Log in and click Sign up/ Sign up with an access code.

Or log in wih your credentisis
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Enter the access code if required, then fill in your account details.
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Sign up

To finish joinang, enter your oeteils and clck Submit
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L&sT name
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Navigating the platform

The learner dashboard is the first page you see when you log in to your account. Here you will find an
overview of your courses and groups. You can also see your calendar, to-do list, announcements, and

more.

Fine Edge Company =@ B O salvlohesn {0~

E'fC--fCUm STOUE AWLDS s LIRS fdt Zornpliar: ] Jun 2020 3

Enrolled i olstekg | > bl

Ta-do +
o Brinyg rovy W Lo sk,

Campliance ¥

: 7Z s el unti deactyaticn

T kb i ! 3 T ervaehe ¥ r s ;
& 4 = Sile-wide game 3

Champicn

N

Left bar

The left bar displays tabs that allow you to quickly navigate to the main areas of the
site, such as Home page, Catalog, Users and Resources.

The left bar allows you access to these tabs no matter where you are in the site. If you
hover over a tab, a pop-up window will appear with the most important options for
that area.

Resources
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Top right bar

The top right bar displays icons which you can click to access your messages, notifications, calendar, help
center, search and profile.

-
4 B W Q Sally Johnson

< Jun 2020 >
S M T WT F 5
31 1 2 3 4 5 6

7 8 9o 10 11 @B 13

Right bar

+
In the right bar, you can find listed the following: games progress and sments due
leaderboards, calendar, to-do list, announcements, upcoming items, awards, # Bring my iMac to work.
and a list of any minimized windows. To see more details, just click on an
. Compliance bl
item. .

Laraphnic Lesign rungame

73 days left uniil deactivation

~ [Design Patterms

Site-wide game bd

Champion
o (&)«
582 6of18

> 4
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News feed

The home page news feed aggregates news items from your friends, courses, groups and company. By
default, a news feed only shows the latest items. If you scroll down the page, it automatically shows more
news items.

Fine Edge Company
Awards Mews Welcor TRl Mastery  Complis L4 Jun 2020 ?
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=i =5 Cornent Notifications
L]
Announcements
. - Heldid |'m booking forward 10 Thes cowrse! ]
L] P
-k

Users

The users catalog is where you can see your friends and instructors.

| | S =

Learners Instructors

17 Users G Usars
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Resources

In the Resources area you can add all your learning resources such as files, pages, and web resources.

Fine Edge Company

Enrolled BBl Groups  Awards

Enrolled

Caralog

> Business W Favorites
Locker e

Uploaded files

the official
28 Catalog 2 logo and name of

letterheads, forms, brochu

Micro course: 30 minutes

B > 1 module ¥ 2 1 module

When: Jan 01 - Jan 31, 2020

The Resources catalog is the place where you can organize all your files by category.

Resources
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Help Center

We don't want you to encounter difficulties when first using the site. Access our Help Center by clicking
the Help link. A pop-up box will open with options for choosing the searchable online help, getting started
guides, learner help desk (if enabled by an administrator), and if the page that you're on has help content,
a "Help for this page" option will also appear.

Dveniew enera ' ﬂ

: Help for this page 92 Online help _

S e PN Browse the online nelp or sesrch for specific
- See the nelp for the curent page. * fepics

Lelafme_r. ﬁflfj c_ie_si-: _ wil | Getting started guides

e it koo iy, Hodl yar Bl cel 2 Guidics Lhul you van duwnigud and prnl,

yucsbons hac.

The searchable online help has topics organized by account type, it includes detailed instructions with
screenshots for most of them, and because the Help Center is a pop-up, you can browse through the
topics without having to leave your current page.

Help center x
Genersl  Leamne

=2 Na tican Q Accessibility & Arc -
Mavigate through the site Accessibilizy features Orarview of supported account types

- |=:5"r' ﬂ [m]] '._‘F " !I I _J "
Display of ste activity. Keez a journal using a blcg YViews your cz'endars and add events

L # Ed O Favorit
CommunicEls using our bulitan chat Creats coment using our HTML &07107, Add rescurces 10 your favorites list
rooms

= Filters # Forums ® Friends
Filters Jse our threaded discussicn forums Jse our secial netwerking Teatures

& Googl ® 0 |
Access files in your Google Drive Crestz and (0 groups Yiews 3nd configure your home pags

il Librares & Locker & Messages
Upload, share, and reuse resources using Upload resourcas to your personal locker. Sentd and receive messages, and receive
tha library festure. coples iz email

m . A " 3
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Profile

Your profile page contains your basic information, account details, friends, photos, awards, and more. The
information that is visible depends on your account type and the platform's security settings.

You can access your profile in the top right bar.

4 E ‘.1 Q SaIIyJﬂhnson@ v

You will first see the Info tab. To edit your profile, click on the Edit button.
=aF v QNijnsm@v

Sally Johnson
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» Account
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Here you can edit your profile picture, description, password, account info, and social media links.

[ Picture
Change your picture
# Description
This islthe description that people see when they visit your profile
page.
Q, Password
Select a different password.
o nio
Edit your account info, such as your name, birthdate and email
address.
Social media
Social media settings

In the Settings tab, you can enable/disable different options for your profile and how you appear to other
platform users. Here you can also change your default language setting by choosing a language from the
dropdown menu in the Miscellaneous section.

!
Sally Johnson BAE W B Q sy @) v
Settings

PN Here are your peners! scoount settings. Privacy settings are n Frivacy tab
e Displa
g Feature
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< Display shoriouts
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a Facebcok
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e
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L
e Integrations
Feature
Google Drive
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Example of a course

We would like you to get familiar with how a typical course looks like in CYPHER, how to browse a course,
explore the main features, and have a look at modules and assessments.

The default landing page of a course is the Modules area which provides an overview of the modules in a
course. The left bar has tabs that give you direct access to the most important areas of the course. The
right bar displays your progress through the modules, mastery, games progress, to-do list,
announcements, and more.

maE YHQ 5.';&,-._!.)rruy_.n@ -

Activity
0
B
| LT
pﬂ;fﬁ’ f : i Progress Mastery

5 ©

Result Scores

1. Design History igraphy for graphic

Let's go over each section.

Main left navigation
When you are in a course the main left bar of the platform is minimized. To go back to your home page,

just click the Home icon in the top left.

Graphic Design Fundamentals

Modules News Welcome

Modules

Modules and sections can be completed in any order.

Assessments

i

Calendar

th.

Mastery

Leamers

1. Design History 2. Color Theory
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Left bar

It's easy to access all the important course sections using the left bar:

Modules News Welcome

Modules

Calendar
th.
Mastery
E
=

Learmers

Resources

1. Design History

Inthis module we will explore the
beginnings of « starting with the

3 sections

)

Anendance

Forums

5. The Principles of Graphic
Design

In this module we will learn about the
most important principles in design that
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Graphic Design Fundamentals

Maodules and sections can be completed in any order.

2. Color Theory

Knowing how 10 use colors togetheris a
must for any graphic designer and we
will learn about this in this module

4 sections

6. Minimalism in design

Learn about the beauty of minimalist
designs
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The left bar displays tabs for the following areas:

e Start - From the Start tab, you can access important areas such as Modules, News, Groups,
Calendar, and Welcome;

e Assessments - shows the course assessments;
e Scores - shows your assessment scores;
e Mastery - see your mastery rating for the competencies associated with the course;
e Resources - where the course resources are stored;
e Learners - lists all the learners in the course;
e Instructors - lists all the instructors in the course;
e Media - Shows Kaltura resources;
e Games - you can see an overview of all the course games, if this feature is enabled;
e Forums - each course has its own forums section for discussions between course members;
e Teaching assistants - lists all the teaching assistants in the course;
e Attendance - you can see your attendance records;
e Notes - instructors can leave notes for learners;
e Chat - members can exchange text messages in real time;
e Wiki - a collection of pages that more than one person can edit;
e Blogs - learners and instructors can share their online journals;
e Portfolio - here learners can store copies of valuable resources of the course;
e Syllabus - the syllabus provides an overview of the course.
News feed

To access the course news feed, go to Start and click the News tab. The news feed shows course
announcements, posts from instructors and learners, posts about new assessments, modules, events,
and more.

Graphic Design Fundamentals @maE Y H Q saylomsn @)~
I- i ___ il Activity
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Right bar

In the right bar, you can find: your course progress and mastery, activity display, to-do list,
announcements, upcoming events, games progress and leaderboard, enrollment status, a list of

certificates that are awarded or required in the course, and a list of any minimized windows. Here you can

also rate and review a course. To see more details, click on an item.

Copyright © 2023 CYPHER Learning®. All rights reserved.
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Modules

The Modules area of a course is where its primary content is located. To see the details for a module, click
on its name.

10

Graphic Design Fundamentals 4 F =B Q:

Activity

cles ovenes

axslion i rewsduliz |

vzl reeivey

Progress Mastery
. R
BE% ’ i 7% '

Result Seores

Announcements
o

Compliance 3

= An progress

5. The Principles of Graphic . Minimalism in desi 7. Vector araphics 8, Logo design

You can also switch from tiles to list view and back if this option is enabled by your platform
administrator. The list view shows all sections from all modules.
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The number of sections in each module is mentioned on its tile or if you click on a section. You can also
see if the modules award badges and points and the completion status.

Graphic Design Fundamentals

Modules ~ Hoesecuons | | BB

¥ Awmlsbee =~ Parma " Compsied

cui welll lesamn o
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rd o Decd < L] v
L] Decd v o] ")
LS Decd s 5] o
= a g IE o y
=] v v

2. Design History
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Modules are made of learning content such as content pages. Assessments can also be associated with
each module. Here is what a content page looks like:

Graphic Design Fundamentals & E W B Q saypaoe T v

T Fromess (g 56% The Principles of Graphic Design
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You can easily navigate through the class using the Previous and Next buttons.

Graphic Design Fundamentals B AE Y B Q salyovsn (@) ~
g Fregress () 66% The Principles of Graphic Design ‘3
v Exzandal The Principles of Graphic Design
i -~
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In the left bar, you can see your progress for each section of a module and the module itself.

&
Retry

Assessments that you have failed are marked with this icon.

Incomplete

This shows you that a section has not been completed, and there are lessons or assessments to take.

v

Complete

You can also see the lessons and assessments that you have completed
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Each page can also have its own resources area, where instructors can add resources for the learners.

# Graphic Design Fundamentals =4l B Q syl v
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Enrolling in courses

Without a CYPHER account

If you don't have an account created on CYPHER, you can create one when enrolling in your first course.

Catalog

welcome to Fing Edoe Compary! Foel frove to Drowse he course catalag.

ooiloosoEgan

Featured items

From the visitor portal, browse the course catalog and select an item. To enroll in the course, enter its
access code (if it has one) and click Enroll.

FINE EDGE] | o -

o g A AECEEE DOTR regUTEd n

Info

Ahout
@ Jan1,2020-Dec3l, 2020

This course will teach everything you need 1o know to become & profess| Faphic designer

Style Instructor

This course will teach ENENTNING YOU NES] 10 know 1D Decome a profess
o now the basios 50 that's why were' starting with tham. You need & good foundation m onder 10 move on 1o

| graphic des igner Everyone needs 3 o
Modules. 12

Certificate awanied

0 0 b

Rating e & & &

e oTher more sdvanced Courses

g
Firss we will start with a Sile history on graphic design and what are the principies that have been passed on Category
from generarkon 10 generation Then we wil ein pe 5 gl ouTine The mDsT importent ideas J '
related 1o shapes and sizas, fonts, coior theory Bnd more. Next we will dive & littie more i colior theory and how' '

e

10 LSe Typography
Schedule
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Then click on Create account and fill in your account details.

Enroll b 4

Select an option tc proceed:

4+ Creale an account
Select this option if you are a new user.

O S gn INtO existing accou
Select this option if you're a returning user.

With a CYPHER account

If you have a CYPHER account, you can simply visit the catalog from your home page and select the
course.

Catalog

Courses M Calencsr view Search the calsig Q

Categories

Walcorme 1o Fing Edge Company!

| lrez 0 browse (he course catalog.

2

Editorial Design

ooiooooooo

sting fiekd

Enter the access code if it has one.

Enroll in a course x

Access code: TTSL-QQWJ

If the course does not have an access code, you can enroll by finding it in the course
catalog and then clicking its Enroll option.

Copyright © 2023 CYPHER Learning®. All rights reserved.
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Purchasing training items

.

Learners have the option of purchasing training items, whether it is an individual course, a bundle, digital
media, or a subscription. You can also receive a coupon code for discounts from the portal administrator

or instructors.

Purchase a course

A standalone course is an online course that is not part of any bundle or subscription.

FINE EDGE

Graphic Design Fundamentals

e Judie Aarrens

Abou

Info

B T
This course will teach everything you need to know 1o become a professional grapnic casigner © Jan1, 2020- Dec 31, 2020

sdyanced colrses

& Style
T purse will teach everything you need to kncw 1o becoms & crofessional graphic cesignar, Evenyore nescs o know B Mocu
z Modules
i S50 hat's why wene' starting with them. You need @ good foungation in onder 10 mewe &n 16 the cther more

First we will Start with & Tl nistory on Graphic gesign and wihat are te principies That heve been passed on from
generation to generation. Then we will dizcuss the main principies ans outline the most impostant ideas reated to shapes

and 126, fonts, color ey Snd mere. Next we will dive 8 1T1ie morein coler theosy Bnd w1 use a0y aphy. *

B Certificate swarded

Click on the Purchase from the overview page of the course. If you don't have an account, you will need to

create one before finishing the purchase. Please note that the checkout page might look different

depending on how the site administrator has configured the portal.

FINE EDGE stalog  Calendar  Nev About u g Conact VB

¢ Checkout

Review your order 1 ma tats value of e 2ame in your Shopping o871 5 1 sas1 S5 youl vl gt & 10% asenunt
apis 70 COMMDETR TE SNECAHUT £.0 1108 Tom salre) o

Account

CfBAtS 7 B2nalnt Dew Im ¥y alracry haya an AsCont

rRTnEmE | 35t pams

bsx 1D @ Fussmuid @ ot pusawand

Crgunigaticn

0 -
mad [cpnenal) Ganfr— amal
Country
Sabect country v

Prefleres contact method lopticral)
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Digital media

You can also buy digital media, such as e-books, videos, documents, or other file types.

FINE EDGE]| . Gl e o

About HE gErn i€ Mcluoed m bunde:

The Advanced lhetrator Guse offars ol Wl the sovansad tonl knowiad s you naed 1o Sasinn Leing IBustanae

Category

woils, matenals and procedures employed in the commumicatio
Aing 1echscal skills

Course bundles

Course bundles are packages that can contain one or more courses, digital media, or a combination of
items.

FINE EDGE] . onter N ' @D

{ Beginner

Beginner pack

ler
s i Info

W tems 3

gz Category

Here is 8 st of e ifems n the tundle

InDesign for Beginners
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Subscription plans

You can also choose to purchase a monthly or yearly subscription to courses.

FINE EDGE

e Logn

Assessments

To see a list of the assessments in a course, go to the Assessments tab in the left bar. An assessment
can be associated with a module or a standalone task. If it is linked to a module, it counts towards module

completion.

L Graphic Design Fundamentals

B e W w B Q sy lE) -

y
P Asscssments < o
P All
== Assessment
B
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We support 16 different kinds of assessments:

Quiz - a set of questions that you can answer online;

Essay - submit an essay using the HTML editor and include unlimited attachments;

Offline - a traditional assessment such as a paper-based test or reading a book. There is no
online submission for this kind of assessment and the instructor is expected to enter the
grades for each learner based on the results of the offline work;

Survey - a set of questions that you can answer online;

Discussion - earn points by participating in a single thread of discussions that is started by
the instructor;

Debate - add arguments for or against a proposition that is supplied by the instructor,
Team - work together with other trainees and enter your joint submission. The instructor
organizes the learners into teams and your team will get a private group;

Dropbox - upload one or more files as your submission;

SCORM - captures the results of a SCORM item;

Attendance - awards points based on your attendance record,

Turnitin - Turnitin assessments go through an originality check;

Custom LTI assessments - integrates 3rd party LTI assessments;

Google Assignments - if the integration is enabled, you can submit Google Assignments;
H5P assessments - if the H5P integration is enabled, you can have H5P assessments.

To see the details for an assessment, click on its name. Here is for example of how an essay assessment
looks like:

On the assessment page, you will find instructions for submitting the assessment, the maximum score
that you can obtain, duration, submission, grade, answer, and more.

Progress, f_n s B4 B oW Q Sally Johnson ¥) ~

Graphic design trends (=)

[r—— LS Assessment

m L5 Immersive Resder & Type Eszay

Calerniir ad
Writa an essay on the most influential design trands of the 200h century.

Max score. 170

= Dug Dec 37, 800-am

Score

X Nothing sutmitled yet

Submission

Artemnpts. O

hda. &

Sentlion ot Allow &t suD
-

In=Trucion Comments

B7ULLPOREER
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Submitting assessments

When you visit your dashboard or a course landing page, assessments that are due will appear in the
to-do list. You can click on one item in the list to see more details or go directly to an assessment.

< Jun 2020 b
5 M T WT F §
M1 2 3 4 5 6
78 9 10 1 12 13
12 @ 15 17 18 19 2
21 22 023 24 25 2% 27
220 030 1 2 3 4
To-do +

(= |
s 0 a
. ]
. cC F 3 B
. Beginners B
. SR i |
. 5 B
o Timer g
. o

~

You can also see the assessments that are due by clicking the Assessments tab in a course.
Assessments that have not yet been submitted don't have a check mark.

Graphic Design Fundamentals B AR ¥E Qsyomn @ v
e
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.
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.';:lz-Eu, :]":"‘ 171 o o :1_
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2 9 . ) e X
s - : e
i o 3 s /0
”- n P l‘P:."." = o I
}_ a * Dee 1 :
- :3 -+ !" l."—T:".'. v, . 071
; --: van 10
= P R v
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The submission method can depend on the type of assessment that you want to submit, and the options
are:

Dropbox or Essay - first prepare an answer by clicking Prepare Answer:

Graphic Design Fundamentals ot @4 B w B Q saysomson () v

Graphic design trends (R comne > ]

Assessment

A Mux 70

8 e a1, B am

Score

X Nathing submatten yat

Submission

These types of assessments give you the option to submit answers right away or save your work and
submit later.

#  Graphic Design Fundamentals BaE YE Q syl v
&4 Prepare freeform answer for Design trends X Conce
= Write an €353y on the most influential gesign trends of the 20th century
B
L Entes your freeform answer and Than press one of The Seve oplions
- You can 833 stiachments such a5 Word document

The maxdmum size of the answer plus sttachments s 1000 MB

A
[
4 4 ¥ D & W EE I E I EB J U S x ¥ L 508680
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Graphic design trends 2020 are here and about 1o steal your heart!
L1}
three months away and evel neady wondering what the wor raphic design will ook |ike. Undoutledly. graphic design
and we all can't wait 1o See what av Wie've made & deep fes ol he rise in several particular rends
=
.
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-
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Quiz, SCORM quiz, or Survey - answer the questions by clicking Take quiz or Take survey, and then

Finished once the quiz/survey is completed.

Graphic Design Fundamentals
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Attendance - the instructor awards points based on attendance records.

Offline - there is no online submission by learners for this type of assessment.

Turnitin - the submission is done on the Turnitin site.

Google Assignments - the submission is done on the Google Assignments site.

H5P assessment - the assessments are embedded and the submission is done via the LMS.

LTI custom assessments - the submission is done on the LTI assessment site.

Viewing scores

Scores for individual assessments are displayed in the Assessments tab.

Graphic Design Fundamentals G4 E B Q salychnson &) -
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The score of an assessment is also displayed on the overview page.

Graphic Design Fundamentals pogess @) 6o B 4 B W B Q Salysohson F) v

How to use typography ()

Asgessment

The [S[ P is mieal Lirmed, s U CEN
If you cancel the qUIZ, yaur answe

iz i1 aned rEsuree i oy e
are discarded and they are not courted as a submission WK =

2 Category: Quiz

H Due: Dec 37, 8:U0 am

Score

Your lztest submizsion is ased

Your score was set by the instnactorn.

You will usually receive notifications when an assessment is graded.

Compliance

Compliance is a useful feature for companies that do compliance training for their employees. It means
that you can demonstrate training compliance and renew your training periodically, depending on what
your company needs.

If you are enrolled in at least one course that is required for compliance, then your dashboard will include
a box on the right that indicates your compliance status for each course.

1 L1
Fine Edge Company 43w B Q solysomson (&
‘ ‘ Enrolled BB Groups.  Awards Neaws  Welcome  Completed  Mastary Compliance Seats ¢ Jun 2020 5
. S M T W T F 8
Courses 28 Catziog | | Enmll
L 1 2 03 4 5 @8
7 8 9 70 1 12 13
2 B e 7 o1e e
22 23 24 25 0 2
2% 2 30 1 2 3 4
Users full exlenaza
To-do +*
. ]
Design in Branding
Compliance >

043 days left artil descsivanon

Motifications
] Gmodules
Anmmnmeaman e
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To see the compliance status in detail for each course, visit the Compliance area:

FE:: !ﬁ B Q :SHII'_.-.Jdulsr_'nm i

Fine Edge Company
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Graphic Design Fundamentals
Compliance b
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Notifications
W

Learning paths

A learning path helps you achieve your learning goals. A learning path is a special kind of course that
supports sections such as Course goals and Certificate goals. A course section is one that requires you to
complete a specified course in order to complete that section. The certificate section is considered
completed when you earn the certificate. You can also receive a certificate of completion once you have

finished a path.

To enroll in a path, go to your home page and select Enroll then enter the access code if the path requires
it. You can enroll directly from your course catalog if no access code is required.

BaE wE Q syl v

Fine Edge Company
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You will then be taken to the path’s landing page. You can navigate using the left bar to the most
important areas. You can also see your progress, games and announcements on the right side.

The main difference compared to a simple course is that here you will find course goals and certificate
goals as sections. Please note that the goals can be completed sequentially, one at a time or ad hoc,
depending on how the path has been configured by your instructor.
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To start working on course goals, go to the course goal section and click Enroll. Note that if you are
already enrolled in a course before you enrolled in the path, you would not have to enroll again. The
existing course progress will be shown next to the class goal.
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Notifications

.

To see your notifications, go to the notifications icon in the top right bar. A drop-down menu will appear
that lists your most recent notifications. Notifications include course-related notifications, enroliments
and assessment grading. If your course has games, you will receive a notification each time you earn

points, a new badge or are awarded

a certificate.

1
4 B w Q, sally Johnson

Vay 25,

You

F=1} 'y

You were év;rarded 32 points v
May 25,1139 pm
Z50lt Bertalan
You were awarded badge Best Learner vy
May 25, 11:39 pm

salt Bertalan
One _D_f your assessments has been graded 4

138 pry

May 25 11:38 pm

Z5olt Bertalan

You were awarded 11 points w4

May 25, 11:38 pm

Zs0lt Bertalal

You were awarded badge Top-notch o B
= Seeall £¥ Configure

To select which notifications are automatically emailed to you, click the Configure option.

Notification from Julie Andrews »

From: Julie Andrews
@ Sep 8, 11:31 pm (8 days ago)

Subject:  You were awarded certificate Certificate of completion

Congratulations, you were awarded certificate Certificate of completion!
This happened because: you completed assessment Final test.
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Communicating with users

Sending messages

You can communicate with instructors and colleagues by using our messaging system. To see your
inbox, click on the message icon in the top right bar. A drop-down menu will appear that lists the most
recent messages.

aT - Q, sally Johnson )

Johir Smit
Mew Dates v
19,1:19a
ulie |
e Video Resource v
Jul 77, 627 ar
lie Andrews
Cancelied Workshop on Friday v
Jul 71, 1:58 am
ulie Andrews
ﬂ Workshop on Friday! W 7
= Seesll + Newmessage £ Configure

To read a message, click on it. To reply to a message, click Reply, enter your response and click Send. To
delete a message, click Delete.

Message from John Willis x

From 0 John Willis @ Apr 23, 12:50 am (419 days ago)
) | It B 1l and
Hello Everyone!
VWelcome to the course!
<
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To send a message to someone, hover over their name. Links to users appear in most places on the site
such as a list of learners, instructors, profile pages and forums. Then click Send Message, enter your
message and Send.

My circle

Friends @ My instructors

Friends

Home Q E e Cary Duvon
Name e ioﬁﬁﬁé- oW s

My circle

Frends @ &= LUsars

"~
e Q] B Massage | = Femove

Name - Last visites @
)
= o 27 days 600
2 )
s 7 0 27 days sgo
]
et o o 412 days 3g0
o about 3 hours ag0
° about 2 hours BOO
o 642 days ago

You can also view users by selecting the tile view from the top right corner. In this case you can select
multiple users and send them a message by clicking the Message button.
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Adding friends

You can connect with other users as friends to message and exchange resources. To add a friend, go to a

user'’s profile and click the Add friend button. You will receive a message when the user has accepted your
friend request.

=4 F > B Qs

Tom McGregor

Communication

Tils 43 »
Certificate Course Awerced
Cartificste of comiplet on Mo 17, 2017

Chatting with users

If a user is online, you can chat with him or her directly from the platform. Chat links also appear on users’
profile pages and user lists.
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Summary

The Getting Started Guide for Learners provided the basic information that learners need when they first
start using CYPHER. Some topics we covered were: navigating in CYPHER, using the Help Center, the
layout of an example course, viewing modules and assessments, submitting assessments, enrolling in
courses and communicating with users.

If you have any additional questions, please browse the Help Center.

www.cypherlearning.com
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