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Getting Started with Coursera

1. Go to: Coursera | Online Courses From Top Universities. Join for Free
2. Select “Join for Free” in the top right corner.
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3. Type in your email and select continue.

& X
Log in or create account
Learn on your own time from top universities and
businesses.

Email *

name@email.com |

[ G Continue with Google J
[ [ £] Continue with Facebook J
[ 3 Continue with Apple J

Sign up with your organization

Having trouble logging in? Learner help center

This site is protected by reCAPTCHA Enterprise and the Google Privacy

Policy and Terms of Service apply.

4. Enter your Full Name, Password, and select the “Join for Free” button.

X
Signup N
Learn on your own time from top universities and
businesses.
Email *

‘ name@email.com enter your email |

Full Name *

‘ Enter your full name €Nter your name |

Password *

Between 8 and 72 characters

\ Create passwordcregte a password @ |

|

Already on Coursera? Log in

Sign up with your organization

Having trouble logging in? Learner help center

This site is protected by reCAPTCHA Enterprise and the Google Privacy
Policy and Terms of Service apply.
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https://www.coursera.org/

5. Select the course you want to take from the approved course list.

Coursera

Coursera is the global online learning platform that offers anyone, anywhere, access to online courses
and degrees from world-class universities and companies.

Below is a list of currently approved Coursera courses for A4TD Specialized Training

Digital Literacy

e Getting Started with Microsoft Excel

e Getting Started with Microsoft Word

e Getting Started with Microsoft PowerPoint
e Introduction to Google Docs

e Collaborating with G Suite Apps

Job Readiness

Soft Skills

e (reate a Resume and Cover Letter with Google
Docs

Build a Professional Resume using Canva
Create a Profile and Network on LinkedIn
Utilize LinkedIn for Job Search

Email Etiquette (preview)

Preparation for Job Interviews

Utilize CareerBuilder to Find Employment

Developing Interpersonal Skills (preview)
Collaborate Effectively for Professional
Success (preview)

Active Listening: Enhancing
Communication Skills (preview)

6. Ifyou are selecting a course that DOES NOT say preview, follow these next steps.

a. Click on the “Enroll for free” button.

For Individuals For Businesses For Universities For Governments

What do you want to learn?

coursera b

Getting Started with Microsoft Excel

ﬂ Instructor: Summer Scaggs

Enroll for free

1,235,726 already enrolled

Included with COUrsera « Learnmore

Intermediate level

Recommended experience

Guided Project
Learn, practice, and apply jok

| 4.6 * (13214 reviews

e®Po

1.5 hours Hands-on learning
earn at your own pace eammore

b. Click on the “Continue” button.

Start learning from this Guided Project.
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https://www.coursera.org/projects/introduction-microsoft-excel
https://www.coursera.org/projects/getting-started-microsoft-word
https://www.coursera.org/projects/getting-started-microsoft-powerpoint
https://www.coursera.org/projects/intro-to-google-docs
https://www.coursera.org/projects/collaborating-g-suite-apps
https://www.coursera.org/projects/create-resume-cover-letter-google-docs
https://www.coursera.org/projects/create-resume-cover-letter-google-docs
https://www.coursera.org/projects/build-a-professional-resume-using-canva
https://www.coursera.org/projects/create-a-profile-and-network-on-linkedin
https://www.coursera.org/projects/utilize-linkedin-for-career-search
https://www.coursera.org/learn/email-etiquette-training
https://www.coursera.org/projects/preparation-for-job-interviews
https://www.coursera.org/projects/utilize-careerbuilder-find-employment?
https://www.coursera.org/learn/interpersonal-skills
https://www.coursera.org/learn/collaborate-effectively?specialization=people-and-soft-skills-for-professional-success
https://www.coursera.org/learn/collaborate-effectively?specialization=people-and-soft-skills-for-professional-success
https://www.coursera.org/learn/active-listening-enhancing-communication-skills
https://www.coursera.org/learn/active-listening-enhancing-communication-skills

c. Select the “Get started” button and follow the course steps.

~  Project Overview 1graded assessment left

M 15 min of readings left I graded assessment left

By the end of this project, you will learn how to create an Excel Spreadsheet by using a free version of Microsoft Office
Excel. You will learn what an Excel Spreadsheet is, why we use it and the most important keyboard shortcuts, functions,

and basic formulas.

v Show Learning Objectives

= Welcome to Your Guided Project! o —
Video « 30 sec et stante

m Project Overview
Reading + 10 min

m Community Discussion Forum
Reading + 5 min

7. Ifyou are selecting a course that DOES say preview, follow these next steps.
a. Select the “Enroll for free” button.

@

Collaborate Effectively for Professional
Success

This course is part of People & Soft Skills: Essential for Professional Success Specialization

@ Instructor: 1BM Skills Network Team

Corad iriies Try for free: Enroll to start your 7-day full access free trial
Starts Dec 18
N

76,092 already enrolled
Included with COUrS@ra @A . Learn more

b. DO NOT select “Start Free Trial” and instead select “Preview” located at the bottom of the
popup.

Start your 7-day fiee trial

Collaborate Effectively for Professional Success is part of the larger People &
Soft Skills: Essential for Professional Success Specialization. Your 7-day free

trial includes:

+ Unlimited access to all courses in this Specialization.

Watch lectures, try assignments, participate in discussion forums, and more.

~ Cancel anytime.

No penalties - simply cancel before the trial ends if it's not right for you.

« $49/month to continue learning after your trial ends.

Enjoy the freedom to learn at your own pace.

Preview|this course
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c. You can completely go through all the materials in Module 1 (if there are any other
modules, they will be locked).
d. Select the “Get started” button to begin and follow the course steps.

~ Collaborate Effectively

[ 13 min of videos left [ 40 min of readings left

This module will help you to develop skills and behaviors required to enhance the way
you collaborate with your team, colleagues, business partners, and clients.

N

v Show Learning Objectives

~ Collaborate Effectively: An overview.

) Whatif they hadn’t collaborated? T —
Video « 32 sec € &

m What will you take away from this course?
Reading « 1 min

8. Ifyou want to see the courses that you are enrolled in, select the “My Learning” tab at the top of
the webpage.

[

courserga soore - Degrees What do you want to learn? e ) ﬁe G

a. You can see the courses that are “In Progress” and you can pick back up where you left off.

s In Progress Completed

b. You can see the courses that you have “Completed”.

In Progress Completed
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