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InApp and Simulation Activities: Information

Simulation Practice and Quiz activities: Simulations are web-
based and do not require Microsoft Word, PowerPoint or Excel to
be present on your machine. Choose this option if you are
working on a Chromebook or tablet or if you do not have Microsoft
applications installed on your computer.

InApp Practice and Quiz activities: Are performed in the
application, the application software must be available on your
computer to utilize the activities.

InApp Practice activities: As you work thru the activity there will
be step-by-step instructions and animations to guide you. They do
not go into your grade assessment report, you will see your score
at the end of the activity, but it is to help you determine when you
are ready to move on to the graded assessment (Quiz).



Step 1. Set up your Download Folder

« We advise you to set up a folder on your desktop or
where your teacher recommends.

* You will be downloading actual Word, Excel and
PowerPoint files that you will be working on instead of

having them save in random places. It is best for them
to save in one location.



Step 2: Select your Activity

* Choose the Practice or Quiz InApp activity.
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« Then, choose to work in the application (or you can
choose the simulation activity.

1.4: Practice - Document Properties

m Practice in Word
Complete an activity with step-by-step instructions

~ Download the file to start working inside the
< application

Once downloaded open the MSi Courseware panel and sign in to
begin the step-by-step guided activity

& Click here to download

m Practice Simulation
Complete a simulated activity in your browser with step-by-step instructions




Step 2: Select your Activity (Continued)

« There may be a InApp activity that will only be
available in a Simulation. This will be stated In the
course.

1.2: Practice - Customize the Status Bar o -

m Practice in Word >

This activity is only available as a simulation h

m Practice Simulation >
Complete a simulated activity in your browser with step-by-step instructions

Watch a video tutorial

Follow along with the video to learn how to complete
the simulation

Practice in a Simulation

aunch the simulation to begin the guided activity

© Click here to lsunch the simulation




Step 3. Download the InApp Activity File

« Select the “Click here to download” button to
download your file. (direct the download to your
download folder that you created)

Download the file to start working inside the
= application

Once downloaded open the MSi Courseware panel and sign in to
begin the step-by-step guided activity

& Click here to download [




Step 4. Start Working in the Application

« Once the file opens, you will need to select “Enable
Editing” due to working in a live file.

PROTECTED VIEW E;e;:reFul—ﬁles from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected l Enable Editing
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EFur Release Time

Announces Availability of

Subtitle

Cinr— — Today at the Event, announced immediate availability of , enabling owners of

version number to immediately upgrade to the latest release.

« Note: Make sure Autosave iIs turned Off

AutoSave (@ Off)




Step 5: Open the MSI Courseware Instruction Panel

On the Ribbon, select the Insert tab

In the Add-ins subgroup, select
Get Add ins

In the Office Add-ins dialog box,
go to the search bar and type
MSi

Select the Add button to
Install the Add-in

Select Continue

Home INSert o Layout References Mailings Review View

@ @ [T Shapes ~ I SmartArt

% lcons EI:I]Chart

ﬁ B Get Add-ins W

Table Pictures . Reuse - . Wikipedia
- ~ [P 3D Models ~ gl Screenshot v Eiles &7 My Add-ins
Tables INustrations Reuse Files Add-ins
Office Add-ins ca
MY ADD-INS | ADMIN MANAGED | STORE
H l.'-.lsls_omsclw.lrc - ee




Step 6 : Open the MSI Courseware Instruction Panel

* Once you have added the MSi Courseware Add-in, if it
IS not in your document, here is where to find it:

« Select the Insert tab. In the Add-ins subgroup, select

the "My Add-ins” dropdown arrow. Select “See All...”
S
L e

 Select MSI Courseware and Select Add.



Step 6. Open the MSi Courseware Instruction Panel
(Continued)

« After adding the Add-in, Select the Home tab.

« The MSI Courseware Icon will be in the Commands
Group subgroup.

0 &£ @ M
Dictate Editor Reuse MSi .h

Files Courseware

Vioice Editor Reuse Files | Commands Group




Step 7. Sign into the MSi Courseware Instruction Panel

* Once you have your MSi Courseware Instruction Panel
opened, log In.

« Sign in using the same log on credentials that you log
Into your course with.

* Note: Please note when working in the MSi InApp all
other application windows should be closed.

HS' MOS Courseware

Signin




Step 8: MSi Courseware Instruction Panel — Related Files

* Any additional files that are required for an activity or
quiz will be located here.

MSI Courseware -

Ms I MOS Courseware ,Q,

Practice 7.2 Insert A Picture

Related Files
Download the related files for this activity.

music_crowd,jpg <n—

* Note: If a Related File is a .Jpg or a .png file, select to
open graphic, then right click to save.



Step 9: MSi Courseware Instruction Panel — Required
Tasks to Complete

* In each InApp Practice activity, there will be a
Required tasks to complete area.

MSi MOS Courseware P\

Practice 1.4: Document
Properties

Required tasks to complete
[ ] Enter Press Release next to
Categories in Properties

[ ] Enter Approved for Release next to
Status in Properties




Step 10: Begin the Activity

« Each step in the Practice InApp activities will include a
Gif. This will show the instruction step in detalil.

Steps to Follow

1 Select File tab
< —

2 Select Info

3 Select Show All Properties

4 Next to Categories type Press Release

5 Next to Status type Approved for
Release

6 = O3 irrow to exit the
Backstage View




Step 11: Dialog Boxes in Activity

* Please note once you open a dialog box you will not be
able to scroll in the dynamic window nor will you be
able to view animated instructions. We suggest you
watch the instruction gifs before you open up any

dialogue boxes.



Step 12: Detach the InApp MSi Instruction Panel

« The panel can be detached and moved to any place on
your screen. Hold your mouse cursor at the top of the
panel for 2 seconds. Then drag the panel anywhere
you would like it to be and can also resize it. To return
it to its original location double click it to dock.

For Release Time

| Announces Awvailability of
Subtitle

MSi Courseware v x mmediate availability of . enabling owners of

M Si MOS Courseware P\ f release.

ne, Job Title at .

Practice 1.4: Document

Prope rties n deploying . , a business type, recently

1 its worldwide network. will enable to

. yee Name, Job Title, . “Remainder of
Required tasks to complete

B} Check My Work

is an update driven by customer feedback and is part of "s commitment to deliver the

latest product updates in one convenient installation  is available for immediately download at




Step 13: How to Restart an InApp Lesson

* |f you are working through an activity and at any point
you would like to restart it, simply close the application
and reopen a fresh file from the MSi Learning
Management System course page.



Step 14: Practice InApp Activities - Check My Work

* While you are going through the
activity, you are able to select the
Check My Work button at any time to
see your progress. To continue with
the lesson, close out the Current
Score section by selecting the X.

"Si MOS Courseware R

Current Score 50% T

You have partially
completed the activity.

Required tasks to complete

Enter Press Release next to
Categories in Properties

[] Enter Approved for Release next to
Status in Properties

Steps to Follow

1 Select File tat
K

2 : ‘ ect Info

3 Select Show All Properties
H

4 Next to Categories type Press Release
CH

§ Next to Status type Approved for
Release

2 Check My Work [ Continue




Step 15: Practice InApp Activities - Check My Work —

Continue Button

« When the lesson is completed, select
the Continue button.

M Si MOS Courseware R

Current Score 100% X

You have fully completed
the activity. Great work!

Required tasks to complete
Enter Press Release next to
Categories in Properties

Enter Approved for Release next to
Status in Properties

Steps to Follow
1 Select File tab

x

2 Select Info
(<

3 Select Show All Properties
n

4 Next to Categories type Press Release
n

5 Next to Status type Approved for
Release

—




Step 16: Practice InApp Activities - Check My Work —
Close Button

* In the Practice Complete box, select Close.

Si Courseware N

M SI MOS Courseware

Current Score 100%

You have fully completed the
activity. Great work!

Danssivad tanlen ¢a cavanlasa

Practice Complete

You have completed this practice activity.
Select the "Close” button and manually close
the activity which will allow you to return to
the MSi page in your web browser to
continue your course, Select the "Cancel”
button to continue working inside the

activity.

|




Step 17: Practice InApp Activities - Check My Work —

Close application

* In the Please close the document
box, close out the application. At
the top of the document, select

Required tasks to complete

Please close the

document

Please ally th t
llow you to return to the M35i pag
veb b nt

 When it asks you if you would like to save

changes, select Don't Save.

Learn maore

Save Don

Want to save your changes to "KADTP4-V1_sid-fbefed_ (2)77

If you click "Don't Save’, a recent copy of this file will be temporarily available.

't Save Cance

|




