The following instructions are designed to help you to get started with your e-
learning course.

If you have any questions about the course you have been nominated for, or
encounter any problems with it please do not hesitate to contact the decha
team responsible for e-learning:

Gemma Cook
Tel: 0191 383 3274
E-mail: gemma.cook@durham.gov.uk

Natalie Wales
Tel: 0191 383 4641
E-mail: natalie.wales@durham.gov.uk
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Getting Started:

1. Open internet explorer.

2. When your home page appears type the following address into the
address bar and hit the return button on your keyboard.

Http://www.decha.org.uk

2 Durham County Council Br awser Home Page - Microsoft Internet Explorer provided by

File  Edit  View Favoritesgl Tools  Help

&L > 4 @ _;‘J /.- ) Search ‘fi'::;’ Favorites @ Media Q-‘? 4~ -\.
Adnﬁ' S @j http:/fintranet; 5 i
~—— Durham County Council

"Making County Durham the best place in which to live, wark and bri

In accessing the Intranet or the Internet or using e-mail from any County Counc

are bound by the Policy and Code of Practice for Use of the Internet and Ermail.
policy are available from the IT Helpdesk. Please click an option to continue

| - B o e

3. When the decha website appears click on the e-learning section of the
navigation bar then click on Courses Available.

€1 Fr\DECHA SharediwWebsite\ CURRENT|indexct bl / v | B

durham employers' care and health alliance

decha

Short Courses Resources Links

ce (\E

ENVESTOR TN PEOFLE

Contact Us

E-learning

(} A Wam Welcome from Durham Employers

ESVESTOR TN PEOFLE

Courses Available
Thank you for visiting!

If you are part of County Durham's Independent and Vaolunidiy sodiarZdie & meun sector -
then this website is for you!

We hope that you find this site informative and wseful. Pleass feel free to contact us if you require any further
infarmation, clarfication of any issue or wish o comment on this sife.

Pleass click here to view our contact details,

Qkills oreare

This website s designed to look best at ascreen resolution of 1024x748 or greater. If you are running Microsoft
Windows™ and are ursure of your settings or wish to change thermn and don't know how, you can pop up an
instruction window by clicking here.

Decha wishes to thank its funding partmers for their continued support

decha website last updated 09/0s/08
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4. When the page loads click on whichever range you have access to, this will
then load the ivy Learning Management Screen.

A Mental Capacity Act 2005 - Microsoft Internet Explorer. provided by Durham County 7 .ouncil

File Edit W“iew Favorites Tools Help

@Back - \_-9 E @ ih pSearch *Favorites @ D:B- ..;; .ﬂ i LJ @ﬁ

Address ‘a F:ADECHA Shared|Website\CURRENT} availab . html
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Home About Us Membership Funding

v Beo s ?

NMDS-SC  Shori Courses  E-leaming  Resources  ConfactUs  Links 7.

What Course are Available

Acwride rangs of courses are availabyf to you now, and more are added regularly to meet demand. Click on the
links below to log on te an e-leamplg course.

Health & Sofe
Business Essentials
Heatlh & Social Care
Desktop Applications
Gemmad Cook

Tel: 0191 363 3274
Email: gemma.cock@durham.gov.uk

HTML
WBC Zor

5. When the Ivy Learning Management System screen appears (see
below) click anywhere on the screen to continue.

& o
Ivy Learning Management System
Welcome to the LMS

Fri 04 Jan

lvy Learning
Management System

click to continue
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4. When the login screen appears enter your user ID and password
(shown on your welcome letter) into the appropriate fields and hit the
return key on your keyboard.

@ "
_» Clo findow:

Ivy Learning Management Sys
Login

User Log In:

Please enter your details below: -

User ID:

» Enter

Password:

If ya this service
before, please ask the system
administrator to register you for a
User ID and Passwaord,

6. When the main menu screen appears (shown below) click on the line
“My Learning Courses”.

.-Ivy Learning Management System

Main Menu

Main Menu

Please select from one of the options below:

» My Learning Courses
\/MV" i :

7. The following screen shows the name(s) of the course area(s) you
have access to. Click on the name of the course area you would like to
study.

_» Ma I

Ivy Learning Management System
Course Areas

Introduction

Please select one of the course areas to show the courses in that caf
title to see the lesson menu. The status of the courses is shown usin
that a status of 'completed' does not necessarily imply that all of the
passed) -

O - Mot Attempted O - Incomplete H - Completed
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8. All the courses within the course area will be displayed (shown below).
Click on the name of the course you would like to study.

Note: Some courses will be available in both audio and non-audio
formats (see the example below). Both courses will cover the same
content, so choose the option that you prefer — there is no need to
complete both courses.

Ivy Learning Management System

Course Areas
Introduction
Please select one of the course areas to show the courses in that category

title to see the lesson menu. The status of the courses is shown using the
that a status of 'completed' does not necessarily imply that all of the modul

passed): -
O - Mot Attempted O - Incomplete E - Completed
¥ Meetings Status
= Meetings Competency Assessment (no audio) O
= Introduction to Meetings & Meeting Types O
» Introduction to Meetings & Meeting Types {no audio) O
» Meeting Planning and Preparation O
» Meeting Planpi ration {no audio) O
onducting Effective Meetings O
Conducting Effective Meetings (no audio O
B N ST L Lo sl O D 2 Characters O
5 Mee_ting Behaviour & Dealing with Problem Characters {no O
audio)
* Yirtual Meetings O
= Yirtual Meetings (no audio) O
9. The contents of the course will be displayed (shown below). Select the

part of the course you want to study.

| > Main Menu

Ivy Learning Management System

Course Contents

Introduction

Please select one of the lessons to begin studying or click 'Back' at the bottom o
to the course listing. A brief description of the lesson will be displayed when you
the name. The status of the lessons is shown using the following key: -

O - Mot attempted O - Incomplete H - Completed B - Passed
Conducting Effective Meetings: Status
-

» Course Post-Test O

9. The part of the course you selected will launch. Follow the instructions
given on screen.
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