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Employee Q&A for the SkillSoft e-Learning Library 

1. What is the SkillSoft e-Learning Library?

The SkillSoft e-Learning Library provides KP employees a significant learning benefit—easy access to numerous e-Learning courses on KP Learn 24/7. 

Starting in January 2011, employees can go to KP Learn and access more than 500 leadership, management, process, project management, business skill, and over 100 desktop e-Learning courses.   

2. What types of e-Learning courses are available?

	Desktop Courses
	Business Skills Courses

	· Office 2003 and 2007: 

· Word

· Excel

· PowerPoint

· Visio

· Access

· Project and more

· Adobe Web Development and Graphics

· Lotus Notes 8
	· Leadership and Management

· Communication (Business)

· Project Management

· Team Building 

· Human Resources/Interview & More

· Finance & Accounting

· Admin Support

· Six Sigma and Process


For a complete catalog listing of all courses click here.

3. Is there a cost for these e-Learning courses?

Yes, the cost is $100 per person for complete access to all the SkillSoft Courses in KP Learn for one calendar year. This amount will be recharged to your manager’s cost center.

4. How do I get access to these courses?

You will access the SkillSoft e-Learning Library through KP Learn. You must first register for a prerequisite course. Your manager must approval this prerequisite before you can gain access to the entire SkillSoft e-Learning Library. These courses are available to anyone whose regions have agreed to make the courses available to their employees.

5. How do I register for this prerequisite course?

Step 1: 
Log in to KP Learn on any computer with Internet Access: http://learn.kp.org/
Step 2: 
Click on Log in to KP Learn.
Step 3:
Enter your NUID and password, and click Log in. If this is the first time you are using KP Learn, your initial password is welcome1.

Step 4:
In the Learning Catalog Search box, enter 100 Dollars Recharge and click on Go. The full prerequisite course title is: 100 Dollars Recharge Approval Requested for the Entire SkillSoft Library for 2011
Step 5:
Click on Launch. You will receive a registration warning indicating that your manager is required to approve this registration.  

Step 6:  Click on Register. You will get a registration confirmation/pending approval. KP Learn will send your manager a system-generated e-mail indicating that his/her approval is required before you can launch/take this prerequisite course.
6. How do I know if my manager approved my registration for the prerequisite course?

Once your manager has approved your prerequisite, KP Learn sends you a courtesy email regarding the approval. 

7. I received the courtesy email from KP Learn indicating that my manager approved my prerequisite. Why can’t I access the SkillSoft e-Learning Library Courses?

You will need to complete the registration process by going back into KP Learn to launch the short prerequisite course. Once you have launched this course, you should see the following screen:
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SkillSoft e-Learning Library Prerequisite Course for 2011
Access Jan - Dec 2011

Your manager has approved the $100 recharge fee for your access to the
SkillSoft e-Learning Library for one calendar year Jan — Dec 2011.

There are more than 600 Desktop, Business Skills, Process, Project Management,
and Professional Development e-Learning skills training courses now available to
you in KP Learn.

You now have unlimited access to over:
=100 Desktop Applications Courses
= 470 Business Skills Courses

To see a complete listing of SkillSoft courses in KP Learn, click here.

By viewing this page, you have completed the required prerequisite.
Exit ths page by clicking on the close button or *x" in the upper right hand corner of this window.

KP recognizes that training
is a strategic investment
required to provide our
organization with a
sustainable competitive
edge for the future.





Exit this screen and this will be recorded as completed on your transcripts. This will then allow you access to any of the SkillSoft courses until December 31, 2011.
8. How do I search for courses within the SkillSoft e-Learning Library?

For a complete catalog listing of all e-Learning courses click here.

Use this catalog to select courses that will support your personal and professional development. Once you have identified a course, enter the title of the course into the Search Learning Catalog box (for example, Introduction to Microsoft Office 2003), and click on Search Learning Catalog.  

For help searching the KP Learn catalog for relevant courses, please refer to the job aids for KP Learn: http://kpnet.kp.org/learn/ja/index.htm#emp.
You can register for any courses in the catalog, and you do not have to complete a course before you take another (unless there is a recommended order in which you need to take a series of courses.)
9. How do I take an e-Learning course that I have identified?

Once you have searched and found the e-Learning course you would like to take, you will need to launch the course. Click on Launch to take the course.  

Once you launch the course you will see the following screen. Click on Run to continue with the course. Please note that you may get this message twice.
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10. Who should I contact if I am having a problem with the SkillSoft courses?

For problems with your KP Learn password, please contact the KP National Help Desk at 888-457-4872.

Once in KP Learn, if you encounter problems launching the course content, please contact SkillSoft technical support at 866-754-5435.

For help searching the KP Learn catalog for relevant courses, please refer to the job aids for KP Learn: http://kpnet.kp.org/learn/ja/index.htm#emp.

For questions about the program, please contact your Regional L&D department.






[image: image3.png]Internet Explorer - Security Warning

Do you want to run this software?
j Name: Skilsoft Business Skil Player
Publsher: SkillSoft Corporation

(&) or s

Wil fils from the Internet can be useful, thi il type can potentislly harm
our computer. Only run software from publishers you trust. What's the k2




