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Introduction

This Technical Manual was developed to assist you with the National Career Development
Association’s Career Development Facilitator eLearning DVD. The manual includes basic
information about the technical requirements necessary to operate the DVD as well as some
information that can help you troubleshoot any problems you may experience.

Most students will have the necessary computer equipment needed to operate the CDF eLearning
DVD and will experience few problems. For those who do experience problems, this technical
manual will provide enough information to solve most challenges. If you experience
problems/challenges that you are unable to solve, please contact your CDF eLearning instructor
for assistance.

This DVD was developed to be compatible with most computers (except McIntosh/Apple
platforms). Many of the programs needed to utilize the DVD are available as free downloads
from the web.

We hope you are challenged by the content on this DVD and grow in knowledge from your
eLearning experience. We welcome comments and feedback regarding your experiences. You

may send those to mpowell @ncda.org or contact the NCDA Headquarters at (918) 663-7060.

National Career Development Association
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NCDA CDF eLearning Program System Requirements

What do I need to run the CDF eLearning program on my computer?

v

v

v

A DVD drive.
Internet connection and ONE of the following internet browsers: Internet Explorer
version 6.0 or higher or Firefox version 1.5 or higher. Free downloads are available from

the web.

28,800 bps or faster modem or a direct connection to the Internet via the cable or a DSL
or T1 line.

Email account that sends and accepts attachments.

Speakers or the ability to play sound through the DVD drive.
Adobe Acrobat Reader. Free downloads are available from the web.
Windows Player.

Word processing program — Microsoft Word is preferred.

256 MB Ram or more.

Microsoft Windows 98 or higher.

Please note this eLearning program is not compatible with Macintosh/Apple
platforms.



Internet Browsers

What version of Internet Explorer do I have?
To find out what version of Internet Explorer you have:
1. Open Internet Explorer.

2. From the menu bar choose ‘“Help” and then click on “About Internet Explorer”.

I.I’f‘ MSM.com - Windows Internet Explorer

b b I\’, hikkpe [, msn, com)f

Ry T
Fil= Edit ‘iew Favorites Tools | Help
g b ggl vl W M. com Contents and Index

Internet Explorer Tour

Cnline Suppark

Cuskomer Feedback Options. ..
Send Feedback

Abouk Inkernet Explarer

3. A window similar to the one below tells you the version of Internet Explorer you have
installed on the computer.

g About Internet Explorer EI

/- ) Windows* i
L_e Internet Explorer7/

Version: 7.0.5730.13

Cipher Strength: 128-bit

Product ID: 92318-600-0011903-00108
|pdate Versions:0

Warning: This computer program is protected by copyright law
and international treaties, Unauthorized reproduction or
distribution of this program, or any partion of it, may result in
severe dvil and criminal penalties, and will be prosecuted to the
maximum extent possible under the law.

»

£2006 Microsoft Corporation System Info...

You need to have Internet Explorer version 6.0 or higher installed on the computer
for the CDF eLearning Program.



If you need to upgrade the internet browser go to the Microsoft website at
http://www.microsoft.com/windows/downloads/. The newest version of Internet Explorer is
Internet Explorer 8. This version runs on computers using Microsoft® Windows Vista® RTM,

Windows Vista with Service Pack 1 (SP1), Windows® XP with SP2, or Windows Server®
2003 with SP1 in a network environment.

1. Shut down any programs or files that are open. Go to the Microsoft website.

2. Find the section for Internet Explorer 8 and click on the ‘“Download now” button.

Wandows ' -
@ internetExplorer8 A& T WindowsL

A faster, safer web One download, lots of

Internet Explorer 8 makes everyday stuft

web tasks faster and surfing more Download Windows Live E:

secure. and get sharing, e-mail, ph
more—ifree.

okl L el L L

3. On the Internet Explorer 8 homepage, click on the “Download now” button.

Internet Explorer 8: Home page

It's time to upgrade to the world's mos

@ Internet Explorers

Get @ tips

Browse fo

For Windows XP
United States
Other locales and versions Information

IT Pros | Dewv




4. In the next window, determine which version of Internet Explorer 8 you want to
download. (Bing is a new MSN search engine.) Then click on “Download now”.

whnload Internet Explorer 8 now. Close

n O
o

D
D

@ Internet Explorer8

& Internet Explorer 8
 Internet Explarer 8 with ©iNg and msnY'

optimized with your favarite MSN features: Bing Bar, MSN home
page, Bing Search, and more

Learn maore

5. After you click on the "Download' button, a "File Download — Security Warning'' box
will appear asking where to save the file.

File Download - Security Warning ﬂ

Do you want to run or zave thiz hle?

Mame: IES-WindowssP-x86-ENU, exe
Twpe: Application, 16, 1ME

Fram: download.micrasaft,com

Run Save | Cancel I

|--’““h Wwhile files from the Intermet can be useful, thiz file ppe can
a) potentially harm your computer. [F you do not trugt the gource, do not
run o zave this software. What's the risk?




6. Save this file to the desktop to make it is easy to find. Click on ‘““Save”. When the "Save
As'' dialog box opens, navigate to the desktop so that the “Save In” box reads
"Desktop'' and then click on "Save''.

savess 2| x|

Save i I@ Desklop j e T" = [

My Documents 57 Datana1n
. ¥ My Computar l50)Dataloll

hy R L M Mebwork Places EECDF Tukorial

Do == Acrobat,com ’& iTunesSetup

BN fdobe Reader 9 Ml:nzilla Firefox

iTunes EJMyCareerPlan

?]Lntus Mokes 5.5 BMyDncuments

_';,,"Lu:utus Symphony Documents EEMCIS (D)
ILatus Symphony Presentations EWnrdsheets
LILakus Symphony Spreadshests

File namme: j Save
Save as ype: I,&.pplicatinn j Cancel |
y:

7. Once the download is complete a box will appear. Click on “Run”.

R
y,

T Download Complete

IES-Windows®P-x86-ENU. exe From dawnload. microsaft, com

EEEEEENEENEENNENNEENENENENNENNEENENNEENEEED
Downloaded: 16.1ME in 10 sec

Cownload to; Do, M ES-WindowsxP-x86-ERMU, exe

Transfer rate: 1,60ME)Sec

[ Cloze this dialog box when download completes

Fun Cpen Folder | Cloze I




8. Another box will appear and ask if you really want to run the software. Click on “Run”.

3l Internet Explorer - Security YWarning E[

Do you want to run this software?
Mame: ‘Windows Inkernet Explorer &
Publisher: Microsoft Corporation

% IM:::re options Fun | | Don't Fun I

While Files From the Internet can be useful, this file type can potentially harm

wour computer, Only run software From publishers wou trusk, What's the risk?

9. Follow the on screen instructions for installing the newest version of Internet Explorer.
NOTE: You will have to restart you computer once the setup is complete. Be sure all
files and programs other than Internet Explorer are closed.

f' Install Windows Internet Explorer 8

( Welcome to Windows Internet Explorer 8

Before you begin, we recommend that vou save your files and close all programs,

Because Internet Explorer 8 will be updating files that might be in use, you must restart
yOUr computer once setup is complete. This ensures that all files are properly updated and
installation is campleted.

" I want to help improve Internet Explorer
" I do not want to participate right now
Learn more

Mexk = I Zancel

10. Select “I do not want to participate right now’’ and “Next”. Read the site license
agreement and click on “I agree”.




What version of Firefox do I have?
To find out what version of Firefox you have:
1. Open Firefox.

2. On the top menu bar click on “Help” and then click on “About Mozilla Firefox”.

) Google - Mozilla Firefox

“ I.;@ e h-.. ! ™

: Firefox Help F1
= For Inkernet Explorer Users

e T InFD“?""]_ Troubleshoaoting Information...

- Release Naokes

J '-'-al Google Repart Broken 'Web Site...

Web Images Yideos Maps Mews |  ReportWebForgery..

Check For Updates..

About Mozilla Firefox

3. A window will open that will tell you the version of Firefox installed on the computer.
You will need version 1.5 installed on the computer for the CDF eLearning Program.

{ About Mozilla Firefox x|

" Firefox

yersion 3.6.3

©1995-2010 Contributors, Al rights reserved. |
Licensing infarmation), Firefox and the Firefox logos
are trademarks of the Mozilla Foundation, all rights
reserved,

MozillafS.0 (Windows; U; Windows NT 5.1; en-US;
rv:1,9.2.3) Gecko/20100401 Firefox/3.6.3

Credits |
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If you need to upgrade the version of Firefox,
1. Go to www.firefox.com and go to the “Upgrade Your Firefox” link and click on
“Download Now--Free.

Upgrade Your
Firefox

3.6.3, Bnglish {U=3,
Windows {BME)

¥ Download Now - Free

Releaze Motes - Other Systerns and
Languages

2. When the setup window opens, click on “Save File”.

Opening Firefox Setup 3.6.3.exe El

You have chosen ko open

[ Firefox Setup 3.6.3.exe
i which is a: Binary File
from: http:/fFtp.jaist.ac.jp

Wauld you like to save this file?

Save File

3. Save the file and follow the instructions to update Firefox to the most current version.

11



Frequently Asked Questions

What can I expect when I put the CDF eLearning DVD in the DVD drive on
my computer?
1. When you insert the CDF eLearning DVD into the computer, it does not install a
program onto the computer. The program should start automatically.

2. If the program does not automatically begin playing after you insert the DVD into the
DVD drive, double click on “My Computer” and under "Devices with Removable
Storage'', double click on the DVD drive. (Please note that the DVD drive on the
computer may have a different letter attached to it than D.) Double clicking on the
DVD drive will begin the program.

Hard Disk Drives

@ Local Disk (2

Devices with Removable Storage

E-COF (D)

3. When the CDF eLearning program opens, click on the “I accept and will abide by
the Copyright Statement as indicated above.” button to begin.

B8 E-CDF Master Menu

E-CDF Curriculum

E Copyright 2006 by the National Career Development Association
305 North Beech Circle
Broken Arrow, OK 74012
Phone: {866) 367-6232
Fax: (918) 663-7058

electronic curri n 'may be reproduced, stored in a retrieval system or transmitted by
means, electronic, mechanical, or photocopying, recording, or otherwise, without the
ior permission of the National Career Development Association.

specific product that may be used in conjunction with this curriculum.
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4. Next, the E-CDF Master Menu window will appear and the narrator will begin

5

6.

talking. From the menu you can choose the chapter you want to work on.

I E-CDF Master Menu P ol S|

JB— E-CDF Curriculum

Facilitno

Introduction
Chapter 1: Developing a Helping Relationship
Chapter 2: Using Your Helping Skills with Diverse Populations

Chapter 3: The Ethics of the Career Development Facilitator

#istart| | 1 @ °0 | @) Mosill Firefox | ) Lesann € Roth - Inbo... | 59 DA | 1 ecoF Technicaltenual... |[ 2 E-COF Master Menu [« B X4 2:40 a1

. Please keep in mind that this program does not have a book-marking feature thus you

will need to keep track of the chapters you have completed and those you still need to
work on.

Each time you insert the CDF eLearning DVD you will need to accept the copyright
statement and then choose the chapter you want to work on.
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How do I install the E-CDF curriculum on my computer?

1. The speed and performance of the program will be enhanced by loading the curriculum
on you computer. Remember, the program is not compatible with Macintosh/Apple
platforms.

2. Insert the CDF eLearning DVD into the computer. Close all other open files and
programs.

3. On the first screen that appears, select the button that says, “Click here for important
installation instructions.”

% E-CDF Master Menu

ﬂ E-CDF Curriculurp

& Copyright 2006 by the National Career Development Association
305 North Beech Circle
Broken Arrow, OK 74012
Phone: (866) 367-6232
Fax: (918) 663-7058

lectronic curri may be reproduced, stored in a retrieval system or transmitted by
means. electronic, mechanical, or photocopying, recording, or otherwise, without the
ior permission of the National Career Development Association.

pecific product that may be used in conjunction with this curriculum.
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4.

5.

The computer will need at least four gigabytes of space on the C drive to load the
program. To determine if there is sufficient space, click on “Check Disk Capacity”.

A box will appear in the middle of the screen that tells if the computer has enough space
to load E-CDF. If there is not enough space, you will have to delete programs from the C
drive or run the program from the DVD.

P2 E-CDF Master Menu == x|

ﬁf_ Installation Instructions

Carcer Developmene
Faciliraror

[ —

Although this program was designed to work from the DVD, better performance and ease of

use may be obtained by installing the software on your hard drive. You must have at least 4

gigabytes of space on your computer's C Drive for this installation. The program will create a

directoﬁyw‘ed "ECD torial” along with a Desktop Icon by the same name. Click on the
"Check Disk I xjpough disk space to install the

o begin the installation. It takes

rive. After the installation is

he tutorial can now be launched

remove the program from your

utorial directory.

1L ) You have 2062,5 MB more than you nesd

Check Disk Capacity nstall Software

Histart| | 71 @& CD | @ Mozila Firefox | 0 Leeann C Ra... | () NeDa | CoecorE) | @ ecoFretne... | 4 uniited-pant || E-corF Mast... |« B M 10:14 A

Next, click on “Install Software”. The program will create a directory l?ﬁ
on the C drive entitled “ECDF Tutorial” and put an icon on the — -
desktop. The installation takes about 10 minutes. S

If more than one media player is working on

. g
your computer, you may be asked which
player to use. Select “Play using WindOWS % Ig:ft;gstk of device containg more than one type of
. 99
Medla Player * YWhat do you want Windows to da?
On some computers, the autorun.exe file !
does not load properly; so, there will be an @ Play
. . uzing Windows Media Player
error message when you click on the icon
6 *al?? : ; Copy pictures to a folder on my compter
ECDF TUtorlal . If you recerve the uzing Microzoft Scatner and Camera Wizard
message, close the ECDF DVD, and being E2 v a _
A | K g iew a slideshaw of the images

the install process again. The install process using windows Picture and Fa Viewer
takes 10 minutes. U\ Prirk the pictures o

&ﬁ uzing Phato Printing ‘wizard

'y Dpen folder to view files ;I

oK. I Cancel |

15



How do I find information about the DVD Player installed on my
computer?
The CDF eLearning program will ONLY run from a DVD player. It will not play from a CD
Rom or CD/RW drive. To check to see if you have a DVD player installed on the computer:
1) Double click on “My Computer”.

2) Under “Devices with Removable Storage”, it will tell you if you have a DVD or DVD-
RW (RW stands for Read/Write meaning you can copy DVD’s from this drive) or if you
have a CD Rom or CD-RW. If you do not have a DVD drive, you will not be able to run
the CDF eLearning Program.

Devices with Removable Storage

3) If you need further information about the DVD drive or if you think it is not operating
properly, while “My Computer” is open:
a) Left click on the DVD drive once.
b) While it is selected, right click on the name of the DVD drive.
¢) Choose the “Hardware” tab at the top.

| General '_ ﬁutoF’Iq_f,l_% Hardware |DLA Sharing | Recording

Al digk drives:
N Mame Type
: “e HD'S72B080PLAZE0 Digk, drives
S PHILIPS DD +-Rw DY DE20 DYDACD-..
)
b
Device Properties
3 M anufacturer: [Standard CO-ROM drives)

Laocation: Location 0 [0]

Device Status: This device iz working properly,

[Truuble&hoot...] [ Properties l

[ OF. H Cancel ]

16



d) Click on the DVD drive. A message should appear like the one above telling you if
the device is working properly. If you receive an error message, click on
“Troubleshoot...”” and follow the steps in the Wizard.

e) If you need further specific information about the DVD drive, copy down the name
and type of the drive and then open the Internet browser and Google the type of drive
that you have.

I put the DVD in my computer but it will not play; what is the problem?
The CDF eLearning Program is designed to be used in a computer DVD drive only. It will not
work in a CD player or on a DVD player that is connected to a television.

Follow the steps under the frequently asked question “How do I get information about the DVD
Player installed on my computer” to verify that the computer does in fact have a DVD player.

If you know that the computer has a DVD player try either of the following steps:
1) Remove the disk and inspect the back for scratches. If you find substantial scratching,
notify the instructor that the disk you received was damaged and request a new one.

2) If the DVD is not damaged or scratched, try:
a. Playing the DVD in a different computer with a DVD drive. If the DVD works in on
a different computer, than you have a problem with the DVD drive you were trying to
use and it probably needs to be replaced.

b. Playing a different DVD in the DVD drive on the computer. Make sure you are using
a DVD and not a CD when trying this. If you are able to play a different DVD on the
computer but not the CDF eLearning Program, than contact the instructor because
you might have received a defective DVD.

c. Cleaning the disk with a damp cloth or commercial DVD cleaning solution. To clean
the DVD gently wipe the silver side of the disc with a soft, lint-free cotton cloth. Do
not use a paper cloth which can scratch the plastic and leave streaks. When you clean
the disc, wipe from the center of the disc outward. Do not use a circular motion. Dry
the disc thoroughly and insert it into the DVD player and try again.

d. Cleaning the disk drive with a commercial product that you can purchase from the
store.

What size of attachments will my email provider send?
To use the CDF eLearning Program you must have an email account. The size limit of email
attachments varies with the provider that you use. Listed below are the attachment size
limitations for some of the more popular free email providers. If you do not see the name of the
email provider, please go to their website and search for “email attachment size limitation”.

e AOL—16MB

¢ (Gmail—20MB

e Hotmail—10MB

®  Yahoo—25MB

17



How do I find out the type and speed of my modem?
Most personal computers come standard with a 28,800 bps or faster modem. If you need to get
specific information regarding the modem installed on the computer, follow these instructions:
1) Go to “Start”, click on “Control Panel”, and then double click on “Administrative
Tools”.

2) Under "Administrative Tools", double click on “Computer Management”.

3) Once "Computer Management" is open you will see a split window. On the left hand
side of this window, double click on “Device Manager”’.

- 1 ) Segrch glge A s

' Z Computer Management

f g File Action Wiew \Window Help
e - | 2
3'@ Computer Management (Local, | = ,I_% EYLE
M = % System Tools - Computer
+[fl] Event Yigwer +de Digk drives
[# g Shared Folders + 8 Display adapters
+ 8 Performance Logs and £ #h DVD/CD-ROM drives
== anager +- = Floppy disk controllers
N = 53 storage + M Floppy disk drives
E [+ #3 Removable Storage + 12 IDE ATA/ATAPI confrollers
. B8 Disk Defragmerter +- 45 IEEE 1394 Bus host confrollers
#H Disk Management + & Keyboards
+ & Services and Applications +-7) Mice and other painting devices
7 + e Moderms
+ B Monitors
+ H8 Network adapters
F Ports (COM & LPT)
+ ¥ Processors
=9, Sound, video and game controllers
@, sudio Coders
R L @1 anacw #din Drivare

4) After you click on "Device Manager", the right hand side of the window will populate
with the names of various components installed on the computer. Scroll down until you
find “Modems”.

5) Double click on the word “Modems”. This will change the + next to "Modems" to a —
and it will display the name of the modem installed on the computer.

= Computer Management

= File aAction  View Window  Help
e EEENEE
|L§ Computer Management {Local | = KYLE
=il Systam Tools +- i Computer
[+ (5] Evert Yiswer + -5 Disk drives
+-§1 Shared Folders +- @ Display adapters
+- 8] Performance Logs and £ +-oh DYDACD-ROM drives
B Device Manager + 1= Floppy disk controllers
=5 Storage +- M Floppy disk drives
+-i& Removable Storage +-i= IDE ATASATAPI controllers
B¥ Disk Defragrentsr + & IFEE 1394 Bus host controllers
&8 Disk Managerment +-w Keyboards
-8 Services and Applications + ) Mice and other pointing devices
Sl 10cE s
e Agere Win Modem
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6) To get more information about the modem on the computer:
a) Right click on the name of the modem installed on the computer and choose
“Properties’ or
b) Double click on the name of the modem and the "Properties" window will open.

Agere Win Modém Properties

Details Resources I Power Management
General Madem Diaghastics Advanced Diiver |

B AgersWin Modem
158
Device type: Modems
Manutacturer. Agere
Location: PCI Slot 3 [PCI bus 0, device 15, function 0]
Device status
| This device is warking properly.

If you are having problems with this device, click Troubleshoat ta
start the troubleshooter.

Traubleshoot

Device usage:
Use this device [enable) w

0K Cancel

(Please note that the name of the particular modem installed on the computer may be
different from this picture.)

7) 1If you receive the message “This devise is not working properly”, click on the
“Troubleshoot” button and follow the Microsoft Wizard troubleshooting steps.

8) If under "Device Usage" you receive the message that this device is disabled and you are
having trouble connecting to the Internet, select “Enable Device’ and try connecting to
the Internet again.

9) If you need more specific information than what is provided in the "Properties" page and

you are unable to locate the original documentation that came with the computer, you
will need to do an Internet search on the name of the modem installed on the computer.

19



I do not hear any sound playing from my computer or speakers; what is the
problem?
The DVD is in the drive and you can see the program running but you cannot hear any talking.
1) If you have speakers installed on the computer, make sure they are turned on and the
volume is turned up.

2) On the task bar, click on the "Volume Icon". N

—|Volume
4 start ¥3 ~_ 7 | 1% adabe Photoshop 69,5211 s43mm
B

3) A little box should appear, make sure the “Mute” box is not checked and the slider for
the volume is about in the middle.

4) If you are unable to locate a control for the volume on the task bar, go to: “Start’ then
“Control Panel” and click on “Sounds and Audio Devices”.

?

Sounds and
Aodio Devices

5) Verify that the "Mute" box is not checked and the slider for the volume control is placed
in the middle.

CWobme | Sounds | Audio | Wece | Hadware

@ Soundhax Digital Audio

Device volume

9 0
Low High
[ Mute

Place valume ican in the taskbar
Speaker setlings

Use the settings below to change individuial
speaker volume and olher seftings.

[ Speakervolume.. | [ Advanced
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If speakers are not installed on the computer, you need to play the audio through the DVD
player.
1) Go to “Start” then “Control Panel”. Click on “Administrative Tools”, click on
“Computer Management”, click on “Device Manager”, and, finally, double click
“DVD”'

2) From the "DVD Properties" window click on the ‘“Properties’ tab and make sure the
slider volume is turned up.

General | Properties | DD Region | Volumes | Driver | Details

Theze settings determing the way in which ‘Windows uges this
CO-ROM for playing CD' music.

CO Player Volume

Low\mgh
Fok !

Digital CO Playback

“ou can have Windows use digital instead of analog playback of CD
audin. This feature mayw not work, with all CD-ROM devices, dizable if you
are having problems with CD' audio.

v Enable digital CD audic far this CO-ROM device.

ak. l [ Cancel

I am getting a voice echo or it sounds like the audio is double playing, how do
I fix this?

This problem occurs when you are trying to move too quickly through the DVD or there is more
than one module open at a time. Double check the task bar at the bottom of the screen and close
any additional modules that may be open.
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What is an “HTTP 404 Error Message’’? I keep getting this when connecting

to a website.
If you get an “HTTP 404 Error Message’ or “Error Message” or “Cannot connect to
Server” message or “Page Not Found” message:

File Edit ‘iew Favaorites Tools  Help

. . n ] §
@Back A =2 ) \ﬂ ﬂ | S ! Search B_\Q’Favorltes 6;‘( == =2

Address ﬁj hktp: v, bbe, co,ukfcomedy/parsonsandnaylor ferrar . shkrml
Google |(Cl» HTTP 404 viGooga Ga v R§~ @@ ~ % Bookmarksw 0057 blocked

@ The page cannot be found

The page you are loaking for might have been removed

HTTP 404 - File not Found
intermet Explorer

1) Minimize the CDF on-line learning program.
2) Open the web browser and connect to the Internet.

3) Verify that you have an Internet connection by typing in an Internet address like
www.msn.com or www.disney.com in the address line of the Internet browser.

4) If you are able to open up a different web page, go back to the CDF eLearning Program
while the browser is still open and try clicking on the button again.

5) If you still get an error message, report this to the instructor because the website you are
trying to connect to may have moved.
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How much RAM Memory is installed on my computer?
1) Go to “Start” then click on “Control Panel” and “System”.

Systermn Restore Automatic Updates Fiemote
General Carnputer Mame Hardware Advanced

System:
Microsoft Windows <P
Profeszional

| 'l J Version 2002
1[ Service Pack 2

———

Computer:
Intel(R]
Pentium(R] D CPU 2.80GHz
279 GHz, 1.00 GEB of R&M

[ Ok ][ Cancel ]

2) Under the “General” tab of the pop up window, the amount of RAM Memory installed
on you computer will be listed.

This screen will also show you the type and version of the Windows operating system currently
on the computer and the name and speed of the processor that the computer has.

How do I find the amount of free storage available on my hard drive?
To check the amount of free space on the hard drive:
1) Double click on “My Computer”.

2) Under “Hard Disk Drives” click on the *“C” drive one time to select it (the drive may
have a different letter associated with it). A little pop up box may appear showing how
much storage space the computer has and the amount of free space.

Hard Disk Drives

Devices with Remoy Free Space: 61.5 GE
Total Size: 74.4 GE
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3) If this small pop up box does not appear, with the drive selected, right click on it and
choose “Properties”. Under the “General” tab you will be able to see how much free
space the hard drive currently has.

Local Disk (C:) Properties

General | Taals Hardware Sharing.- Quota

@@ |

Type: Local Disk
File spstern: ~ MTFS

B Usedspace: 13.899,943,936 bytes 129GB
B Fres space: BE,033,324,032 bytes B1.4 GB
Capacity: 79,933 267 968 bytes 744 GB

Drive C Dizgk Cleanup

[ Compress drive to save disk space

Allow Indexing Service to index thiz disk. for fazt file searching

[ 0K l[ Cancel ]

What Operating System do I have?
1) Go to “Start”, click on “Control Panel”, and click on “System”.
2) On the “General” tab, the type and version of the operation system installed on the
computer is listed.

System Properties |E|E

[ System Restore Automatic Updates " Remate
General | Computer Mame Hardware Advanced
s Operating System Information
Microzoft Wwindows <P
Professional <
<
Wersion 2002

Service Pack 2

Jr /
iy

Registered to:
o

Computer:
Intel(R]
Pentium(R] 0 CPU 2.80GHz
279 GHz. 1.00 GB of Rak

0K, Cancel
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Does my computer have Adobe Acrobat Reader?

To find out if the computer currently has Adobe Acrobat Reader installed:
1) Go to “Start” and click on “All Programs”. Look for a program called “Acrobat Read
version X" (the version you have installed may vary from the picture below).

All Programs L] 75

5.0

2) If the computer does not have Acrobat Reader, get a free download from Adobe Acrobat.
Go to their website at http://www.adobe.com/. Recommend using Internet Explorer to
download the program because Firefox has many additional steps in the process. From
the Adobe home page, click on the “Get Adobe Reader” button.

3) When the next window opens, click on the “Download” button and follow their
instructions for downloading and installing the newest version of Adobe Reader. Also,
determine if you want the free Google toolbar.

Download the latest version of Adobe Reader

Adobe Reader 9.3 37.28 MB
Includes Acrobat.com on Adobe® AIRE
Windows XP 5P2 - S5P3, English

Different language or operating system?

Learn more | System Reguirements | License | Distribute Adobe Reader

Also install:
¥ Free Google Toolbar (optional) 1.9 MB
[Gcmyc{'.v Goo@d M- B+ TF Boomriss [ 12 boded ..

Search Google from any web page, block pop-ups

Learn more | Privacy policy | License

" Download Total :
39.18 MB
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Does my computer have Windows Media Player?
To find out if the computer has Windows Media Player installed:

1Y)

2)

3)

4)

5)

Go to “‘Start” and click on “All Programs”. Look for Windows Media Player.

€ ‘Windows Media Player

If the computer does not have Windows Media Player installed, get the free download
from Microsoft. Their web address is: http://www.microsoft.com. On the Microsoft
home page, “Downloads and Trials” tab.

On the next page, click on “Window Media Player Downloads” in the center column.

When the next window opens, select the download for either Windows7, WindowsXP, or
Windows98.

Save the downloading files in the program files on your hard drive.

26



Why does my computer run slow or freeze up while I am using the CDF

eLearning Program?
If the computer runs slow while you are using the CDF eLearning Program, try:
1) Looking at the task bar and closing all other applications that may be open.

2) Veritying that the computer has enough RAM memory installed to run this program. You
need 256mb of RAM to run the computer. For help finding out how much RAM is
installed on the computer see “How much RAM Memory is installed on my computer?” in
this manual.

3) Shutting down the computer and restarting it. It may be necessary to reconnect to the
Internet.

4) Doing a basic computer clean up by:
a) Running a disk clean up. Go to “Start”, click on “All Programs”, choose
““Accessories”, click on “System Tools’’, and choose “Disk Cleanup”.

Disk Cleanup

Dizk Cleanup is calculating how much zpace you will be
able to free on [C:). This may take a few minutes to
complete.,

Calculating...

Scanning: Compress old files

After the cleanup is complete, you will receive a message like the one below
confirming that you want to delete these files. Click “OK” for it to continue.

- Disk Cleanup for (C:)

| Disk Cleanup | Maore Options

s “You can uze Disk Cleanup to free up to 231,893 KB of disk.
= space on [C:).

Files to delete:

[ownloaded Program Files OKE
é Temporary Internet Files 2K .
[ (331 Offline ‘web Pages 14KE

[=F)

Tatal amount of disk space you gain: 230,885 K.
Description

The Recycle Bin containg files you have deleted from your
computer. These files are not permanently remaved until you
empty the Recycle Bin.

b) Defragging the hard drive. This step takes quite a while. The first step is an analysis
of the hard drive and if the operating system does not think you need to perform this
operation, it will let you know. If you do need to defrag the disk, it can be
advantageous to do so because it will help with the speed of the computer.
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1) Go to “Start” and click on “All Programs”. Choose “Accessories”, then

“System Tools”, and click on “Disk Defragmenter”. When the window opens
click on “Analyze”.

Fie Action View Help

o=t

Yalume Session Status File System Capacity FresSpace | % Free Space

=) Analyzed NTFS 7444 GB 61.521GB 82%

Estimated disk usage before defragmentation:

[

Estimated disk usage after defragmentation:

UL ERITALAL

M Fragmented files M Contiguous files [ Unmovable fies (] Free space

2) If you receive a message that you should perform a disk defragmentation, do so.
Keep in mind that you need to close out of all computer programs while it is
defragmanting the drive and that this process could take up to a couple of hours.

Disk Defragmenter

Analysis is complete for: (C:)

‘You should defragment this walumne,

Wiew Report ] [ Defragment ] [ Close
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