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*Initial Set Up

Ensure that you are connected to the Internet.

Launch your web browser (Internet Explorer, Firefox,
Safari).

Enter http://sam2010.course.com to visit the SAM 2010
login page.
Note: do not include: www



http://sam2010.course.com/

*Login Page
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Welcome to SAM 2010! Username:

The premier testing and training tool for Microsoft® Office 2010 is here! Password:

SAM builds students’ skills and confidence with a variety of real-life simulations, and
SAM Projects’ assignments prepare students for today's workplace.

If you have a username/password: Enter your username and
password in the appropriate fields, and click che Login button.

No username/password: Click the New User button; you will
follow the on-screen prompts to create your SAM 2010 account.




*Institution Key

>% COURSE TECHNOLOGY
1&» CENGAGE Learning

New User Login Help

How to loqgin to SAM 2010

Technical Support
24/7 Chat Support here

Your instructor will provide your Institution Key.
It will contain 8 digits in this format T2xxxxxx.

Call (800) 648-7450

Monday - Thursday

8:30am to 9:00pm EST

Please enter your 8-digit Institution Key: gr;%aa);n to 6:00pm EST

Institution Key: | T 2XXXXXX Submit online request

[ submit J Cancel ]
gm——— — *~-J
Once you have entered the institution key
Austin Community College’s and click Submit, SAM will ask you to verify

Institution Key: T2025289 that you have selected the correct institution

key for your institution. Select “OK” if this is
correct.




*Key Code Entry

Please enter your 18-digit key code: ‘
Key Code: g
= 4

If your institution is using the key code
version of SAM 2010, you will enter your

key code here. This will be found inside the flap of
the SAM 2010 package (card) you purchased with your
textbooks. If you do NOT see this message, please
proceed to the next screen.

Click Save to go to the next screen.

NOTE: This 18-digit code is case-sensitive.




*User Profile

+ "¢ COURSE TECHNOLO(
L

CENGAGE Learning”

My Profile Login Help

How to [ogin to SAM 2010

*Required Fields

*First Name: John Technical Support

Middle Initial: 24/7 Chat Support here

*Last Name: Taggart Call (800) 648-7450

*Username (Email): jftaggart7425@sam.com R~ T

8:30am to 9:00pm EST

*Password:
. ) ] Friday
Verify Password: 8:30am to 6:00pm EST
Alias: Submit online request
1D

Communication Email: jtaggart7425@sam.com

Time Zone: | (GMT-05:00) Eastern Time (US & Canada), Bog

WebCt 1D:
*Secret Question: | Whatis your favorite sports team? E

*Secret Answer: Patriots

You need to create your SAM User Profile.

Enter your information in all of the required (*) fields, including a
secret question and answer that will be used for security purposes

should you ever forget your password. Usernames MUST be an
email address.

Click Save when you’re done.




*Profile Confirmation

This screen confirms the
information entered in the
User Profile screen. If all
information is accurate,
click Confirm.

If it’s not correct, click
Revise and go back to the
prior screen to edit.

NOTE: If you have tried to
enter a username which
already exists within
Cengage Learning, you will
be prompted to confirm
your password. (Next
screen)

y Profile

First Name;

Review and confirm your information

John

Middle Initial:

Last Name;

Username (Email)

Password:

Taggart

» jtaggar7425@sam.com

EE

Alias:

D #:

Communication Email

Time Zone;

: jtaggart7425{@sam.com

: (GMT-05:00) Eastern Time (LS & Canada), Bogota, Lima, Guito

WebCt ID:

corim J e




*Username already exists

If you have tried to enter a
username which already
exists within Cengage
Learning, you will be
prompted to confirm your
password.

If you are unable to retrieve
it by using the “Forgot your
password?” link, you will
need to create a new
username to used within
SAM 2010.

This Username exists in Cengage Brain

This Lisername exists in Cengage Brain.

Flease enter the Cengage Brain passwaord to log in.

Ifyou have fargotten the password, please click *Forgot your passwoard? to
retrieve it.

[fthe Cengage Brain account is not yours, please create a new SAM 2010
account with a different Username.

Fargot vour passwoard?




*Terms & Conditions

Terms & Conditions

This is a legal document between Course Technology Cengage Learning ("Course Technology™) and you. Course IL
Technology is willing o license the Software to you only upon the condition that you accept all of the terms contained
inthis license agreement. If you agree to all ofthe terms contained in this license agreement, please so indicate by

selecting the "I AGREE™ option below. If you do not agree to the terms of this license agreement, please select the 7l
The SAM TERMS and CISAGREE" option below. If you elect to decline and have purchased your User Manual for the Software (User
CONDITIONS W]ll d]S la Manual), you may return it to Course Technaology to the address noted below, along with all packaging, proof of =
p y' purchase and a letter from the institution on whose systermn the Software is installed cerifying that no user profile
has been created for you. If Course Technology receives these materials within 30 days of your purchase of the User
Read them fuuy’ and then Manual, Course Technology will issue a refund to you for any fee paid by you for the returned User Manual.

click the | Agree button to

License Agreement L

accept the terms and

00 . License Grant. Course Technology Cengage Learning ("Course Technology™) grants to you, subject to termination
Cond]tlons and Cont]nue. as provided in this License Agreement, a nonexclusive, nontransferable license ("License”) to use the Skills
Assessment Management computer software as accessed throuagh a local area netwark ar single central

. o processing unit ("Workstation™), any accompanying printed information relating to the Software, including the User
If yOU Cl]Ck I D’sagree, SAM Manual (collectively, the "Software™). The Software is subject to protection under the copyright, trade secret laws,

. . where applicable, and other intellectual property laws of the United States and other jurisdictions. With this License,
aUtomathally eX]tS- you acquire only the right to use the object code version of the Software while the License is in effect and do not

acquire any rights of ownership in the Software. You shall not be considered to be an "owner of a copy™ and shall not
have rights granted under 17 USC Sec. 117 to make adaptations of the Software. You may use the Software on a
single microcomputer by accessing the Software through the Workstation.

License Prohibitions. You may not rent, sell, lease, lend, sublicense, give or permit access to the Software to any

third party; remove or obscure Course Technology's proprietary rights notices; alter, decompile or disassemble, nor
attempt to alter, decompile or disassembhble, nor permit the alteration, decompilation ar disassembly of the Software;

use the Software on any service bureau, time sharing ar any interactive or similar systemn; develop software

derivative of or interfacing with the Software; use the Software to provide training on the Software to third paries; use

or copy Software otherthan as authorized by this Agreement. You may not assign this License Agreement without M




*Home Screen

You should now see the SAM Home screen, where you will begin each SAM
session. If the necessary Flash Player (v10) is not yet installed on your
computer, click the links under Software to install it.

(Check with your instructor first; this may already be done for you.)

L4 ErinHolley, Get Started Now!
Sections ‘
SAM Assignments i
Reports ] My Sections (0) Join a class
My Assignments (0)
My Report Results
|
&
Saturday, January 02, 2010
Welcome to SAM 2010 v1.0!
» SAM: Skills Assessment Manager will help you learn and apply Microsoft Office® skills.
» Foranswers to some of your detailed questions, censult the Student documentation in the
right hand pane.
» For Technical assistance beyond what's in the manual, use the Technical Support links to
the right.
Thank you.
r«. SAM Team - Ce
o Rt NN,

| et o S S P SRS

~%, COURSE TECHNOLOGY:
1~ CENGAGE Learning®

My Account | IKey:T2111111 | Help | Logou

PORTANT: You must have W
lash Player installed to launch g
assignment.

et Adobe Flash Player

Docum®

Get in-depth information on using
SAM 2010.

User Manual
* doc

* pdf

Technical Support

Student chat at here
24 hours, 7 days a week!

Support via email
tech.supporti@course.com
24 hours, 7 days a week!

Need additional help using



*Join a Section

In order to see your SAM Assignments, you need to be enrolled in a Section (class).

From the Home screen, click the Join a Class link. You can also click the Sections
button (left navigation bar), then the Join a Section button.

%, COURSE TECHNOLOGY

aw CENGAGE Learning” .
My Account | IKey:T2013212 | Help | Logout TO JO]n a
Section, click

Home | My Sections

o
SAM Assignments [ the name Of
e | [ the section in

the “All
Sections” list
on the left.
Click the right

No data is currently available

Click on the section name and then click the > button to move the section to your My Sections list. To remove a section from your list, b
click on that section name in My Sections and then click the < button.” a r rOW u tto n
All Sections (1) My Sections (0) to move -it

CIS110. Computer Foundations, Taggart, MWF1pm (Fall, 21

| into “My
| > Sections” and
click Save.




*SAM Assignments

To begin your SAM Assighments, click My Assignments (from the Home tab) or SAM
Assighments (left navigation). You can sort based on Assignment name, type of

assighnment (Exam, Training, or Project), due date, and more. Simply click on the
column heading to re-sort the table.

Click on the name of the assignment (it should be a link) to get started.

~%, COURSE TECHNOLOGY

i%w CEMGAGE Learning”

My Account | IHKey:T2013212 | Help | Logout
Home | My SAM Assignments
Sections I Refresh Screen
A il"l'it-}l Ens ’
l ____________________________________ I Section: From: Toe
phepers LA B &) | [T Se=rc
Assignment 3 Available
Chapter 1 (Word) homework Froject Mow -
Foundations Pretest Exam MNow —

Foundations Pretest, Training Training Mow




*SAM Projects Workflow

SAM
Assignments

Download

(or Save)
, Complete
Instructions Project

and Start
BES

Submit for
grading

Review
grades




After you click
the link to the
name of the
SAM Projects
assignment,
you will want
to download or
save the
Instructions &
personalized
Start Files to
your desktop or
other location
(USB drive,
MyDocuments,
etc.)

*SAM Projects

My SAM Assignments

Chapter 1 (Word) homework

Instructions

Follow the on-screen instructions below to both download your star files and submit your completed files for this class.

¥ Download File

Start Files

Click on each link to save File(s) to your computer. Mote Start Files have heen automatically personalized with your first and last
name.

¥ SC Word2010 C1 L1a JakeRivello 1.docx
2" support SC W10 C1 L1ajpg

Grade Submission

Submit your Attempt Number 1 for grading using ‘Browse..” button. Click ‘Browse.." to navigate to the file's location on your
computer. The filename(s) should match the filename in italics below

File File Name File Location

1 SC Word2040_C1_Lia JakeRivello 2 docx Browse...

We will get to the submission information later.



* Sample Download #1:

Y 1 M aa M TIRMY . COURSE TECHNOLOGY Instructions
: I SHELLY CASHMAN SERIES' REgieeley 1. Openthe fils 5C_Word2010_C1_Lla_FirslascNams_l.docx and save ha fils as
S5C_Word2010_C1_Lla_FirstLastName_2.doex baforzvon mova to the naxt stap. Varify

that vour nams appaars in the footer at the bottom of the documeant. If itdossnot, plaase
download a new copy of tha start fils from the SAN Wab sitz. (IMotz: Do not edit the footarat
SHELLY CASHMAN WORD 2010 the bottom of the document.)
CHAPTER 1: INTHE LAB 1 2. Tvpathe flyer text, unformatted, as shown in Figura 1. If Word flags any misspalledwordsas
wou tvpe, chack the spelling of thesz words and comect them, (Nozs: Figurz 1 contains
paragraph marks {T)to show vouwhars to prass ENTER whila tvping the text. If vou display

CREATING A FLYER WITH A T e e
PICTURE =

Studying Al Night /9y

SKILLS ) ’ -
LET US HELP ¥OU | Our expert instructors teach effective study habits, time management skills, and
= Save s document with a naw filenams energy-building technigues
= Inserttext

Classes are 515.00 per session¥
= Camecta misspelled word

= Centera paragraph Sessions last four weeksq)

Change the thems colors Classes meet in the Student Services Center twice a week]

Change the font size

Call 555-2838 or stop by to sign up today 19

Change the font

Apply 2 text effect

Change the colorof text 3. Csnter the headline “Studwing All Night?” and center the signaturs line “Call 555-2838 or
stop by to sign up today!”

Bold text

- . 4. Changs the theme colors to Concourse. (Nors: the theme font and theme stvlz should ramain
= Crzate s bulleted list

Ofics)
= Underiine text . - e - .
) 3. Changs the font size of the headlinz to 4Bpoint and ths font to Comic 3ans M5 Apply the
= Change the zoomlevelin a document taxt 2ffzct callad Gradient Fill - Dark Red, Accent 6, Inner Shadow.
® Inserts picture 6. Changsthe font size of body copy batwaenths headlins and the signaturalinz to 20 point.
" Apply s style to = picture 7. Changs the font of the body copy and the signatue lin= to Arial.

Apply a picture effect - - - -
pply & pictur 8. Changs the font size of the signature line to 22 point. Change the fontcolor of the sienature

= Reszize 5 graphic linz to Dark Red, Accent 6. Bold the textin the signaturs lin=.
= Add s page border 9. Bullatthe threa linzs (paragraphs) of taxt abova the sinature lina.
PROJECT OVERVIEW 10. Bold the taxt®LET US HELP YOU!”, and changa its color to Dark Red, Accent 6.

11. Underline the text*Studant Services Canter™.

As 5 parn-time employes in the Student Services Center st school, you have been asked to

prapare & fiyarthet adve = classes about study habits. First, you prepare the unformatted fiyer 2. Changz the zoom to 30 parcent so thatthe sntirz page is visible in the document window,
shown in Figura 1, and then you format it so that it looks like Figure 2.

13. Insart a pictura of vour choicsbalow the haadline. WOTE: A sleeping studentimags namad
i, 1 e e available f Ny Vebsite. or N
STUDENT START FILE suppo{t__SC_‘\. 10_C1_Llajpg” is available from the SAM Wabsita, or voucan choosz to
uszadifferant imags.
SC_Word2010_C1 Llz FirstLastNams I.docx (Nots: Downloadyour personalized start fils 14. Apply the Soft Edge Oval picturz style to tha insartad pictura. Apply the glow affact callad

N N - A .
from www.cangage.com/sam? 010} Blue, 5 pt glow, Accent color 4 to the pictura.




*Sample Download #2;:

(i;qg Ha-®-134 )+ _Excel 3a_
- Home Insert Page Layout Formulas Data Review View Developer Add-Ins Acrobat
‘B * cut Calibri - [A W= = =@  SiwesTet Earerl - i
poste 0 P |B 1 O-|E- b A|E= EHEE_QE\ EMerge & Center ~ | | $ ~ % 5 [[%2 8| | Cond
~ - Format Painter =Sl - 0020 | Eorme
Clipboard & Font 7} Alignment 7} Mumber
[ c14 - g |
A B C D E F G
1 Chemistry 303
2 First Semester Scores
3 Posted 12/20/2010
4
5 Students ‘
6
Som e Sta rt f'i les W'i ll 7 = Exam Weight Median Maximum Minimum Range
8 E Exam 1 20%
9 £ Exam 2 20%
be completely blank 0 8 bms
11 8 Final Exam 40%
(WO rd exam p le ) or 12 7 overal 100%
13
. 14
pa rt] a l ly CO m p leted 15 Student Scores Top Ten Overall Scores
16 Student ID Exam 1 Exam 2 Exam 3 Final Exam Overall
( Excel exam p le ) . Be 17 390-120-2 84.0 80.0 83.0 72.0
18 390-267-4 98.0 92.0 91.0 99.0
. . 19 390-299-8 54.0 56.0 51.0 65.0
sure tO fOllOW all Of Al sl Wt A 20 390-354-3 98.0 5.0 90.0 94.0
. 21 390-423-5 83.0 83.0 74.0 77.0
the Ste ps N the 22 390-433-8 52.0 63.0 58.0 53.0
23 390-452-0 97.0 98.0 93.0 91.0

instructions and
Save your file once
you’re completed.




*Submit for grading

My SAM Assignments

Chapter 1 (Word) homework

Instructions

Follow the on-screen instructions below to both download your start files and submit your completed files for this class.

& Download File

Start Files

Click on each link to save Fila(s) to your computer. Mote Start Files have been automatically personalized with your first and last
name.

® SC Word2010 ¢1 L1a JakeRivello 1.docx
@ support SC W10 ©1 L1aipg

Grade Submission

Submit your Attempt Number 1 for grading using '‘Browse. " button. Click ‘Browse. " to navigate to the file's location on your
computer. The filename(s) should match the filename in italics below

File File Name File Location

1 SC_Word2010_C1_L1a_JakeRivello_2 docy Browse...

—> X R

When you’ve completed your project and saved it one

final time, you will revisit the SAM site and Browse for
your file, then Submit it for auto-grading.




*Graded file—Summary

Cathy Silva, NP Excel Case 3A

Submission #1
Score is 60 out of 100

¥ 1. Verify that your name appears in cell B4 of the Documentation sheet.

2. In the First Semester Scores worksheet, in cell F17, enter a formula to calculate the weighted average of
v the first student's four exams. Use the weights found in the range C8:C11, matching each weight with the
corresponding exam score. Use absolute cell references for the four weights.

v 3. Copy the formula in cell F17 into the range F18:F52. (Hint: You can use AutoFill)

v~ 4. In cell BS, enter a formula to count the number of final scores in the range F17:F52.

v 5. In cell D8, use the MEDIAN function to calculate the median or middle score for the first exam.

v 6. In cell E8, calculate the maximum score for the first exam.

¥ 7. 1n cell F8, calculate the minimum score for the first exam.

8. In cell G8, calculate the range of scores for the first exam, which is equal to the difference between
10 X the maximum and minimum score.

Cell formulo incorrsct in cell GE.

9. Repeat Steps 5 through 8 for each of the other two exams, the final exam, and the overall
F10 % weighted score.
Cell formula incorrsct in cells: G8, G10, G11, G12.

Al Ll AN by ey

10. Use conditional formatting to highlight the top 10 scores in the range F17:F52 in a light red fill

This is an example of what the Downloaded File will include,
after it’s graded.
*Go to Reports, then change the dropdown to Download

Submitted Projects and click on the name of the Project to

download. Exception: Access results available as Study Guide
only.




* Graded file—embedded

comments
*not applicable for Access

!'/I-:!_i-" H9--4 )+ MNP_Excel_3a_CathySilva_1_3[1].xlsx - Microsoft Excel

- - Home Insert Page Layout Formulas Data Review View Developer Add-Ins Acrobat

= ——— || = — u| ) || = Tk, = - g
B iz:;y Calibri BT SR =|[®~|  SFwrapTen Number - i_:t‘l #‘;ﬂ _l_;'ﬁ - Efﬂ ’_E__\ E’::Itfsum % l?[
Pafte 7 Format Painter (B I U -||&-||d- A= =||iE iE| EMerge aiCenter~ ||| 8 - % o || %] S5 F‘:o"r’rhdaigi"n”ga'v a:‘;;"b"laetv st;flzllv I”Sf’t De'fte F‘”:“at £ T éi?t’:raf 'S:IETEc:

Clipboard (F] Font (F] Alignment Ta Mumber (F] Styles Cells Editing
I G8 - fe | =MIN[C17:C52)
A B C D E F G H J K L M

1 Chemistry 303

2 |First Semester Scores

3 Posted 12/20/2010
4

5 Students | 36

6

7 > Exam Weight Median Maximum Minimum Range i

8 E Exam 1 20% 86.0 99.0 52.0 53.0 SAM Projects 2007-

9 £ Exam 2 20% 80.0 99.0 53.0 50.0 |Cell formula incorrect (see step 9)
10 ﬁ Exam 3 20% 83.0 98.0 50.0 51.0‘
11 E Final Exam 40% 81.5 99.0 51.0 55.8‘
12 ~ Overall 100% 80.5 96.8 55.8 U.D‘

This is an example of the project w/the embedded comments about

what was performed incorrectly, with the specific step humber to
refer back to.

390-354-3
21 |390-423-5 83.0 83.0 74.0 77.0 78.8
22 |390-433-8 52.0 63.0 58.0 53.0 55.8
23 |390-452-0 97.0 98.0 93.0 91.0 94.0

24 |390-485-7 87.0 77.0 83.0 87.0 84.2

A lanns man -~ A o e o Ao A A Aa



*Congratulations!

You have now successfully
logged into SAM 2010,
joined a section, and
seen a sample lab
project!

Go to

to complete your lab
projects.


http://sam2010.course.com/

