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Using LearningExpress

via the Information Commons

Welcome to a Maine State Library tutorial on LearningExpress, your online learning platform.
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What is LearningExpress Library ?
= An interactive online learning platform

m Courses, Tutorials, Tests, Ebooks
m Personalized

= Immediate scoring, complete answer
explanations, and an individualized
analysis of results

LearningExpress Library features over 700 practice tests, tutorials, and eBooks
related to job search and workplace skills improvement, career
certification and licensing exam preparation, college entrance and
graduate school admissions exam preparation, GED exam preparation,
and basic skills improvement in reading, writing, and math, for all ages.
In addition, you will find interactive popular software tutorials/courses
that are video-based and allow you to learn at your own pace.
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Using LearningExpress Library
m Access only in public libraries or from
home with a free account

m Can only be used by Maine residents

® Must be a registered MARVEL! user for
use outside a public library

= Must create a LearningExpress account

Access to LearningExpress Library is free for Maine residents. All you need is a MARVEL!
account for access and a LearningExpress account where all your courses and tests are stored
for you. Getting set up is easy as you’ll see in the next slide.
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Accessing LearningExpress Library
within a Public Library

Maine.gov

Contact Us
AN
MSL Home @UGINEILLEIINLIEY] General Public  Librarians  State Agencies  Talking Books Plus
Home — Information Co ons

LoarmingExpress Lay . M@ine Public Library Information Commons

Getting a Job d& BROADBANDUSA

Health Information

EGov Online

LearningExpress

ihat is LeamingExpress: How to Use Maine CareerCenter

LearningExpress Library from Public Library Search by Topic

Your Opinion Counts Home Access if Registered MARVEL! User Courses. Resources. Keyword Search
Instructions to Access from Home Job Checklists

Getting a Job

Legal Assistance

Digital Literacy

Information Commons: http://www.maine.gov/msl/commons/index.shtmil

S MSL

If you are in a public library and want to use LearningExpress Library, visit the Information
Commons at the State Library website listed at the bottom of the slide
(www.maine.gov/msl/commons/). Under LearningExpress click “LearningExpress Library from

Public Library.” You will need to set up your own LearningExpress account which will be covered
in a later slide.
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Current User: Home Access

) Contact Us | Hour
| MS L MAINE STATE LIBRAR)

MSL Home @UEguEiOIe Uity General Public  Librarians  State Agencies  Talking Books Plus
Home — Information Commons

LeamingExpress Lbiery  Maine Publie Library Information Commons

Getting 2 Job M o ADBANDUSA

Health Information

EGov Online

LearningExpre Getting a Job
Legal
o ihat 1s LeamingExpress AMow to Use Maine CareerCenter
Digital Literacy LeamméExéress levE from Public Library Search by Topic
Your Opinion Counts Home Access if Registered MARVEL! User Courses. R Keyword Search
Instructions to Access from Home Job Checklists

Information Commons: http://www.maine.gov/msl/commons/index.shtml

To use this resource at your Maine home or other places in Maine with an Internet connection,
you must be a registered MARVEL! user. The vendor requires verification that users of this
resource are Maine residents. None of your information will be shared with other parties.

If you are a current registered MARVEL user, visit the Information Commons at the State Library
website listed at the bottom of the slide (www.maine.gov/msl/commons/). Under

LearningExpress click “Home Access IF registered MARVEL! user”. There are two methods to
login.

The last slide in this presentation features links to download and print instructions.
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Login to MAM,'as a Current

Home/Remote User

MARVEL! Login with Library Barcode

You may log in to access MARVEL! databases by
using your last name and library barcode ONLY if it
is from one of the Minerva libraries, URSUS libraries
or from Portland Public Library.

Last Name :

Library barcode :

Log inwith barcode

Can I use my library barcode to
’Iogin?

MARVEL! Username Login

Marvel is available to all Maine residents. If you do
not have a library barcode from a Minerva library,
URSUS library or from Portland Public Library, please
create an account (see New User below) and use
the login below.

Username :

Password :
Log in with password

New User? Register here.
Forgot your password?

Edit my account 1

Information Commons: http://www.maine.gov/msl/commons/index.shtml

The two login methods are shown on this slide.

e On the left side, you can login using your last name and library barcode ONLY if the library

card is from one of the Minerva libraries or Portland Public Library.
e On the right, login with your own MARVEL username and password.

Try logging on with either your library card or your unique MARVEL username and password. If
you can get into MARVEL! but not LearningExpress Library, it’s probably because your library
card is not from a public library or your account affiliation is not set for “public library”.

Since “Learning Express Library ” is limited to public library users you may need to edit your
account to be set to the “Public Library” affiliation. You can always retrieve your password or

edit your account by using either of the links labeled 1 in the slide.
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Set Up a New MARVELY Account

MARVEL! Login with Library Barcode MARVEL! Username Login
You may log in to access MARVEL! databases by Marvel is available to all Maine residents. If you do
using your last name and library barcode ONLY if it not have a library barcode from a Minerva library,
is from one of the Minerva libraries, URSUS libraries URSUS library or from Portland Public Library, please
or from Portland Public Library. create an account (see New User below) and use
the login below.
Last Name : Username :
Library barcode : Password :
Log inwith barcode Log in with password
New User? i here. l

Forgot your password?

Can I use my library barcode to
in?
foginz Edit my account

Information Commons: http://www.maine.gov/msl/commons/index.shtml

S MSL

To set up a new MARVEL! account, click on the blue link “Register here” labeled 1 in the slide or
you may register for an account at www.maine.gov/marvel/

Choose the tab, “Getting Started” then “How do | register for a username and password?” .
Then, click Register here”.

See the last slide in this presentation which has links to download and print instructions.
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Register for a New MARVELY Account

Register For a New Account
Al fields except Company are required.
First Name
Last Name

Optional
Company Name

Address
City
State |Maine
Zipcode
Email
Library Affiliation | [Select Affiiation] v

Select Affiliation]
Choose a username or use [EETNTETET

K-12 School
A:adem\c
| Business/Corp

Create your own & character | Special/Other
or use the randem generated password below

== MSL

When you register for a new Marvel account, you’ll be asked for first and last name, address,
city, zip code, email, and library affiliation. Important: Be sure the state “Maine” remains
spelled out.

Since “Learning Express” is limited to public library users, you need to set the Library Affiliation
to “Public Library”.
Use your email address for your Username for ease of remembering.

Choose a Password of at least 6 characters in a combination of letters and numbers or use the
one randomly generated. It’s easier to choose your own password so that you can easily
remember it

You will automatically receive an email with this information with the subject heading
“MARVEL! New Registration”. Save this email.

You can always retrieve your password or edit your account by using the related links on the
MARVEL! login page.
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Accessing LearningExpress Library via
the Information Commons

Maine.gov

Contact Us | Hour:
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S MSL

If you are in a public library and want to use LearningExpress, visit the Information Commons at
the State Library website (www.maine.gov/msl/commons/). Under LearningExpress click
“LearningExpress Library from Public Library”, labeled # 1 on the slide.

To access from Home or other Maine places with an Internet connection, use the Home access
link — labeled #2.
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~LearningExpress Library Homepage

: © LearningExpress Library!
3 Hah Schoal

Coflege Preparation

ﬂ College Studsnts

m‘m Saltware Tub el

[EF=0 GOD Preparation
55

Gt Syt Now!

This is the LearningExpress Library homepage. You can look at what is available from here but if
you want to take courses, the first thing to do is create your private user account. This account
is where your courses, tests and eBooks will be stored so that you can return to them as you
work through them. To create your account, click Register near the bottom of your screen.
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Creating an LearningExpress Account

® Minimum of six
characters with no

Register:

)

spaces for username R T
and password Verify password: | |*

m Email used if you forget Emat ]
your password

m If you don't have an Remired
email account, set up a
free Gmail account at
www.gmail.com.

Just create a username and password. Note that both your username and password must be a
minimum of six characters and should not include spaces. Click ‘Register’ and you’ll be set up
on your own personal learning platform.
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After Logging In
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Once you've logged into your account, you'll notice that LearningExpress welcomes you back (1)
and also lets you know who you’re logged in as (2).The first thing to do is choose one of the
learning centers listed on the left side of the screen. You can choose from elementary school
through college preparation, GED preparation, software tutorials, job search and workplace
skills, skill building for adults and US citizenship preparation. The blue ‘More Info’ button to the
right of each learning center title will give you more information on what is inside each center.
Let’s look at the Job Search and Workplace Skills ‘More Info’ button. You may also use the
search box (3) to find different topics.
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Job & Workplace Skills Information

LearningExpressLibrary

»iQ,
[ 10b Search & Workplace Skills
Learning Centers 1
1f you're searching for a job, thinking about a carser change, or want to take the next step on the ladder to
Bl Bemantary School @ WUCCuRs, U FiioUrcas v ¢ halp Tou, VOU'S find counes, practices, ind slkooks Al of bleful infemation,
= on a wide vanety of Carser and workplace subrjects: choosng a great career, job huntng, mterviewing,

TPEg] M School @ networkng, sharpenng your busmass wiiting skils, daling with caworkens, achisving success on the job, and

masch mors

1 Fff e Schadl @ Choass your Tasts, Courses, and allaoks fram the categories below:

Students

Colloge Praparation @ ¥ Business Writing

] oh, Resumes, ervie:
I A T Jods Search, Resumes, and Interviewing

s ¥ TOEIC Preparation
!m‘wpux Software Tutonals @

E GED Preparation @
e

ﬁlﬂbmlm&n Skills.

This is the ‘More Info’ screen. The paragraph labeled 1 in the slide says that these resources will
help if you're searching for a job, thinking about a career change, or looking to move up in your
current career. The three categories to choose from, depending on your needs, are business
writing, job search, resumes and interviewing and TOEIC which is the preparation Test of English
for International Communication. Clicking on any one of these categories will display what is

available. Let’s further explore the Job Search, Resumes, and Interviewing section by clicking on
that title.



Slide 14

Job Search, Resumes, & Interviewing

Search A~ Job Search & Workplace Skills
What Do I Do Now? Below, you'll find a wide variety of resources that will prepare you for career
@ Browsing Tests, Courses, and

eBooks: Click on a category on Choose your tests, courses, and eBooks from the categories below:
.| theright to view a list of

TiQB  resources in that topic. To view } Business Writing

more specific information on a
test, course, or eBook, click on v Job Search, Resumes, and Interviewing
its name.

Job Search and Networking Skill:
@ Searching for Tests, Courses, ;
and eBooks: Type the topic that Creating Great Resumes and Cover Letters
interests you into the search Interviewil

field above. You can filter your

P—— Sub categories
search by selecting "Tests,” Success on the Jol

"Courses,” or "eBooks” from the "
pull-doewn menu, or leave the » TOEIC Preparation
default "All" to search our entire

library of resources.

@ Moving to Other Learning
Centers: To jump to another
Learning Center, click on the
desired Learning Center in the
tabs above.

@ Improving a Course's

S MSL

Here, we see there are 4 sub-categories in the middle of the screen. On the left side,
LearningExpress gives you tips on what to do next or how to make the learning experience more

enjoyable for you. Let’s look at what is available under Creating Great Resumes and Cover
Letters.



Slide 15

|l

Creating Great Resumes & Cover Letters

Choose your tests, courses, and eBooks from the categories below:

} Business Writing
¥ Job Search, Resumes, and Interviewing

Job Search and Networking Skills

= Creating Great Resumes and Cover Letters

Career Course: Creating a Great Resume

A professional, well-written resume is the best way to get a potential employer's attention; with the help of this
resume to exactly what they're looking for. mere info

Career Course: Creating Great Cover Letters

Your cover letter is your chance to make a strong first impression with a potential employer. By using the skills il
more infa

Goof-Proof Resumes & Cover Letters
The 36 manageable and easy-to-understand lessons found in Goof-Proof Resumes & Cover Letters will have yo
Resumes That Get You Hired

Create the perfect resume package—cover letters that get read and resumes that get results! more info

Interviewing

S MSL

Now we’ve arrived at actual resources. Here is where you’ll find courses, as in this example,
ebooks and other resources you can use. Click on any of the course titles and you’ll get a longer

description and an estimate of how long it will take to complete the course. This is shown on
the next slide
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Creating a Great Resume Detall

 Job Search, Resumes, and Interviewing

= Job Search sad Networking Skills

Creating Great Resumes and Cover Letters

@ L in Take this class —»
ty you are the best candidate for the job. Conpiing

To be congidened for most jobs, wou must prepare a fawless resume that showcases exacty w

arvd fine-tunirg your resume requies time, effort, and attention by detal.

‘This eaurse will help you crnate: either 2 standaed rrsume o 3 custom resume for each job you apply fer. By falowing the strps eutired in the
course, you will leam haw to obtain the necessary edge over other applicants that wil demonstrate that you are the perfect candidate to fil a
parbiular gb operng,

“You wil first kiam what a resume is meant to achieve and then leam abeout the tree man types of resume formats. Then, you will comede al the
infisemation you naed to create your swn resume.

1E you fill cut each exercce n ths course acourately, at the end of the final segnent, you will have the opbon to dowrload your resume in FOF
format, which yeu can then print and send 1 a patential empleyer, Otherwise, you'l be provided with a text decument that inudes everything
wou've written, which you can paste into a weed-processing pragram and formatfedit on your o,

Agprovina Coersy : «— Estimated time to take course din

S MSL

This course will explain what a resume is, what it does, and the different kinds of resumes. But
even better, by the time you’ve finished this course and completed all the exercises, you will
have completed a resume. If this sounds like what you’re looking for in a class, just click the
button on the right side, “Add to My Center’. This will add the course to your private personal
account so that you can take it at your own pace.
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Just “Added” a Course and ‘My Center’

You've just added:

Ql’al«'r Course: Creating a Great Resume
15 yeus My Contur e

My Center

You cian vew and access of dl of your selecled lesty, courses, ind eBocks below.

There are ro bests n My Center.

- My Courses

Caroar Geursa: Craaong 2 Giat Rasume - O
Businass Wang Claar and Simel m G
SaMsL

When you add a course to ‘My Center’, this is the screen you’ll see first. At the top, you'll see
the course you just added. You can start it by clicking on the ‘traffic light’ icon to the right of the
screen. Below that is ‘My Center’ which a list of all your tests, courses, and eBooks are listed
that you have chosen. You remove a course, test or eBook by clicking the trash can to the right
of “start” or “continue”. This cannot be undone.
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Inside a Course

Welcome to Your Course Center

Wieko to the LearmningExgpr
description below carefully. 1t ic
instructions on how to navigate through the Course Canter, as well as the special faaturas of the
coursa platform, plaase click on the jane® link on the top navigation bar within the course. You
can raturn to these iNStructiong anytime whils you ane in the course.

Ca r Course: Creating a Great Resumae

Description: In this course, you will learn about the smportance of creating a flawless resume. First,
you will determme the resume format that is nght for you. Then, you can review that
resume format or other resume formats you could use to present your mformation to
prosp ployers. After g each of the cribical resume components, you
will compile your own resume, which you can download and save to a disk.

Lesson Toplcs: Segment 13 About Resumes and Formats
Segment 2: Compiling Your Resume

For more instructions on using this course platform, please click on the "Instructions® link on the top
navigation bar within the course.

Plaase Click the s a" Button to begin.

Start the course by clicking here ] MSL

This is the course introduction screen with the start button at the bottom.
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Course Qverview

If you have taken the time to determine what you want from your caree
be a terrible mistake. To be considered for most jobs, you must prepare
tuning your resume requires time, effort, and attention to detail.

Don't worry if you don't knew how to write a resume. This course will he
steps outlined in this course, you will learn how to demonstrate that yor

The focus in Segment 1 is resumes in general. You will first learn what =
Then, the course provides details about the three main types of resume

« Chronological
s Functional
« Combination/Targeted

If these formats are unfamiliar to you, relax. You will see sample resume
decide for yourself by reviewing all three types.

Click Next to move to the next screen - MSL

This is the first page of the course we’re taking. Notice the Course Outline on the left side of the
screen. You can quickly navigate through the course using this outline. There’s a link that tells
you how to save your work as you progress through the course. The black menu bar at the top
of the screen contains more detailed instructions for taking the course as well as link back to
‘My Center’ and an online notebook where you can take notes. These notes can be searched.
Proceed to the next page in the course by clicking the blue Next button on the lower right side
of the screen.
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Moving Back and Forth

v oy Cemter Wolebook

Sl Corees Course: Cresting s Greal Resume

My Center

Saving Your Werk on This Course

Courss. fou cam s4op 2t any time and take 2 bresk, or you can sick up whe you le' o on ancther day. Your

et you cick “Sebenil,” vour o il
ittt wil £t be there when you retum. &L the e of e

saved igam i pratentad v the Pubter 0 Al Togethar® vactin ol that wsgmert. You nil i
nct, wich i i fush o Burk dove, dlowng you b e kg after you b

== .

Previous Page Next Page

You can always review material on earlier pages by clicking the ‘Previous’ button. Also notice
the detail in the Course Outline on the left as we moved into Segment 1 of the course. Each of
these titles is a link to move you quickly to that section. If you have to leave a course and return
to it later, this is the quickest way to get back to where you were. Keep moving through the
course this way, completing exercises as they come up. You may come across pages that can be
printed to serve as templates. In that case, your computer would need to be connected to a
printer. In a library that is generally not a problem. If you are taking a course from home, check
to see that your printer is ready and full of paper.

When you finish a course, click on My Center in the menu bar to return to your personal
learning space.
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After Completing a Course

My Center ( Logot | lelp)
TN

Fpiniobay| Gn | hhewhl | kel Sdbeeg 08 feanepe

e W
My Center Browse Learning Centers

ieu can view ardd access of al of your sulected tests, courses, and oBooks below.

Thetn e ras basts o1 My Canbar

Logout

When you’ve completed a course and returned to “My Center”, you can start another course if
you’ve chosen multiple ones or choose another learning center to browse. If you are finished
for the day, be sure to ‘Logout’ especially if you are working in a library on a library-owned
computer.

This slide shows My Center with two courses and one eBook. If you add tests, you can “View
Results” or choose to “Start’”. This lets you keep track of the learning you are doing and the
status of each item. There’s no limit to the number of items you can add to your center. You
can delete items when you’re finished but this will also delete your results.

If you ever have problems with LearningExpress, access the online Help which appears on every
screen.

We hope you’ve enjoyed this tutorial. Have fun exploring and learning with LearningExpress.

And, don’t forget the next slide which contains links to the instructions mentioned earlier.
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Related Links

m Information Commons

m Access LearningExpress from Home jweb
page]

m First Time Users: Using LearningExpress
Library from Home (por to downloadj

m Current Reqgistered MARVEL Users: Using
LearningExpress Library from Home port

download]

This slides contains related links and the instructions for setting up the accounts you need to
use LearningExpress.



