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San Francisco Disaster Service Worker Awareness Training

Login Procedures

1. Go to www.SFDSW.org
2. Go to the DSW Training page by clicking on DSW Training on the right side of the screen under Explore

3. Midway down the page, there are a number of links located under Individual Training.  Click on the blue text in the 3rd bullet: interactive Disaster Service Worker training exercise 
4. The Client Login is located on the top left of the screen.  Select the radial button at the top labeled First Time User
a. Enter the Project ID: 
sfdswhr

b. Enter the Password: 
sfdswhr

c. Click Login
5. Enter your 5 digit DSW ID Number
 from the back of your DSW ID and click “Proceed”

6. Complete the Self-registration Form and click “Submit”

7. You will be taken to the project Welcome page.  In the middle of the page you will see the heading My Active Bookcase and Bookcase Details in a grey banner.  Click on Disaster Service Worker located under the grey Bookcase Details banner.

8. Review the sections titled Welcome to the San Francisco Department of Human Resources QLibrary and Why It’s Important.
9. Scroll down to QBookshelf to access the training materials. The training content is the first document listed: Disaster Service Worker.  Click on it, or you may review the PowerPoint presentation before reading through the Qbook.  To open the book, double-click on the cover.  Once the book is open, use the arrows at the bottom of the book pages to turn the page.  

10. For more information on how to navigate the system, click on “Help” in the upper right corner of the Welcome page.

11. Once you have completed the interactive learning exercise, close the Qbook using the X at the top of the book.  The training website will remain open.  Scroll down the webpage to the Challenge Arena.  Use the 4 practice games to prepare for the final challenge.  Click on the game title to open it.  After completing a game, click on the X at the upper right of the panel.

12. Once you have used the 4 practice games, click on the Final Challenge and complete the exercise.  Once your Final Challenge has been finished and scored, you can close the game.
13. When you have successfully completed the Final Challenge, you will need to print your certificate and give a copy to your Human Resources Representative or Personnel Officer

a. To print the certificate, look to the top of the webpage for a link titled Scores. Click on Scores.  

b. You will be taken to a page with several tabs at the top and a heading titled Hall of Fame.  On the left side of the screen is a box titled My Certificates.  Inside the box, click on the title View My Certificates of Achievement.
c. A new window will open with a panel titled Certificates of Achievement.  Look at the second row of certificates titled Final Challenge Certificates.  Certificates that are in color can be printed by clicking on the certificate.  If multiple certificates are available, print the certificate that is right-most in the panel. 

d. The certificate will open in a new window.  Click on the printer icon located at the upper left side of the screen.  Click Print in the new window.  Close the certificates windows using the X at the top right of the page.

14. To exit the training materials click on Logout located near the top right of the screen.
15. Remember your ID and password to access the materials again in the future
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Technical Information
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How do I install Flash Player?
You can download it free from the Macromedia site using the link below. Follow Macromedia’s instructions. 
http://sdc.shockwave.com/shockwave/download/download.cgi .
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How do I allow pop-ups on this site?
Usually the browser indicates that it has blocked a popup via an alert message or a blinking flash. You will have the option of allowing pop-ups to appear on this site while you work on the site. In your browser, go to Tools and click on Enable pop-ups.
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If you cannot install Flash or disable the pop-ups, contact your IT person.
Registration Information
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How do I register in the project for the first time?
· See the Login Procedure instructions page above.
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How do I login the second time, after I've registered?
· Open your browser 

· Follow the first 3 steps of your Registration procedure 

· Enter your User ID 

· Enter your Password (it is case sensitive) 

· Click on Login

· Chose your project 
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I am getting stuck at the Registration page. Nothing happens when I click Submit
You have not filled in one or more of the mandatory fields in the form. Scroll up and make sure there are no error messages in red requesting that you fill in the required fields.
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I am unable to get to the online training materials, or I am unable to register or to login
· Make sure that you have completed the Registration process. You are not registered until you submit the User Profile Form. 

· If you have registered and are unable to login, it may mean that you are typing your User ID and/or Password incorrectly. 

· If you have forgotten them, please use the "Forgot User ID/Password" link. You will need email address and the answer to your secret question 
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I get an "Invalid login" message. Why?
This message indicates that you are typing your User ID and/or Password incorrectly. Please use the Forgot User ID/Password link if you have forgotten your ID or Password. You'll need the answer to the secret question.
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What is the "Profile Form" (Registration From)? Why are you collecting this information from me?
The Profile Form or Registration Form is meant only for the online system to give you access to the training. It will be used for the purpose of administering and tracking training and producing reports. Your information will not be shared with any outside party.
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I "Submit" the User Profile form, but nothing happens. What is the problem?
Make sure you have filled in all the required fields. Scroll up to see if there is any alert message in red and fill in the field accordingly.
Project ID and Password
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I can't login or it won't let me in. I am unable to register.
There may be several reasons for this: you may have the wrong Project ID and/or Password for first-time login or you may be using an incorrect User ID and Password if you are a registered user. Check with your manager or the project administrator. Keep in mind that the User ID’s and Passwords are case sensitive—be sure that the Caps Lock on your keyboard is off.
Your ID and Password
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  I have forgotten my User ID and password.
Follow the first 3 steps of your Registration procedure, click on “Registered User” and click on the "Forgot user id/password” link. You'll need your email address and the answer to your secret question.
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I have forgotten my User ID, password, and the answer to my secret question.
Your login information will need to be reset. Please contact support@qube.com  or the project administrator to request this.
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I am sure that my User ID and password are correct, but they don't work now.
Your login information will need to be reset. Please contact support@qube.com to request this.
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How do I get answers to questions not answered here?

Contact the QBook Support Team by emailing support@qube.com

 HYPERLINK "http://www.qlibrary.com/QBookHelp/HelpFile/!SSL!/WebHelp/qbook_help/frequently_asked_questions/the_questions.htm" 


 HYPERLINK "http://www.qlibrary.com/QBookHelp/HelpFile/!SSL!/WebHelp/qbook_help/frequently_asked_questions/the_answers_1.htm" \l "top#top" 
QBook FAQ's
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  What is a QBook?
QBooks are online books. They are used for product training, as reference books, to deploy information quickly and efficiently to employees located in a large demographic areas, etc. The content of QBooks depends on the organization’s objectives. Content can be linked to websites, documents, videos and audios.
The content of a QBook can include concepts, ideas, technical instructions, product training, best practices, employee education and any other information a client wants to convey to their audience. Examples include:

· Technical information on specific products 

· General company information or procedures 

· Administrative issues: 

· Corporate governance 

· HR information and training for new hires 

· Health and safety issues 

· Emergency Procedures 

· Reference materials 

· Sales Plays 

· Training information and concepts 

· Complicated banking procedures 

· General information on sports or any other topic 

Opening and Closing the QBook  
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I am trying to open the QBook. Why doesn’t it come up?
You must click on the Web Version icon or the title of the QBook in the QBookshelf to launch the QBook. A white window appears and flickers for a brief second and then disappears, or a yellow line as the top of the browser, it indicates that a popup blocker is disallowing it. Make sure that you have disabled all popup blockers on this site. Usually, the browser indicates that it has blocked a popup via an alert message of blinking flash or a yellow line. You will have the option of allowing pop-ups on this site while leaving them blocked on all other sites. If you see a "Loading" message, but the book does not appear for over a minute, it is likely that the internet connection or network is slow. If the computer seems to have hung, please close all browsers and restart it.
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How do I open the book? 

Opening the book is easy, but "opening it" means different things, depending on where you are, how you wish to view the book and what operating system you are running on your computer.  

Opening the QBook from the QSpace Project Home Page 

If you’re at the QBook project’s Home Page in QSpace you can open the book by clicking the document name or format icon next to it in the QBookshelf in the body of the page.  Available formats are web (online), pc (offline), Mac and PDF (printable). See the items below to decide what version of the QBook to use:

If you are connected to the Internet, use the Web Version

If you plan to be connected to the Internet while reading, use the format labeled Web Version. This is the recommended method, as it provides access to the extra features of the QBook, such as the Challenge Arena.

If you wish to download the QBook for offline use, use the PC Version

If you wish to download the QBook to your Windows laptop or workstation, click the icon labeled PC Version. Then follow the steps you usually follow to find and view a downloaded item.

If you wish to download the QBook to a Mac use the Mac Version

If you wish to download the QBook to your Macintosh laptop or   workstation, click the icon labeled Mac Version. Then follow the steps you usually follow to find and view a downloaded item.
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How do I close the book?
There are two ways to close the book – one leaves the book window open on your desktop with the closed book displayed and the other closes the window altogether.

· To close the book but leave the window open, click the inside edge of the front or back cover.  

· To exit the book entirely, click the ‘X’ in the upper right corner of the book. 
Navigating the QBook
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From the QBook, can I go directly to the games?
Absolutely. In fact, we encourage playing the games while you’re reading or even before you read. To access the games, click the Games link in the upper right corner of the QBook.  This takes you to the Challenge Arena on the Home page and Challenge Arena where the games are located. 
[image: image24.jpg]


How do I make the pages flip faster or slower?
You can change the flip style of the pages using the bottom Navigator Bar in View > Flip Speed. 
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How do I jump to the Table of Contents?
Once the book is open, you can click the TOC icon in the top right corner of the book to jump to the Table of Contents.  You can click any entry in the Table of Contents to skip to that page.
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I skipped pages, what do I do? Why is this happening?
To flip a QBook page you only need to click it once anywhere on the page. If you double-click a page it may cause it to flip two pages at one time.  Using the Slider Bar below the pages will also cause it to skip several pages at a time.  If you only want to turn the page, click it once. If you want to turn more than a few pages, use the Slider Bar.
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How do I move from one section to another without tediously flipping page by page through the whole QBook?
You can move from one section of the QBook to another by using the Slider Bar or by clicking entries in the Table of Contents. The Slider is located on the black Navigation Bar below the book. You can click and drag the Slider Bar to the left or right to navigate through the book. To flip to the Table of Contents, click the TOC link on the top right corner of the book. 
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Can I make the text in the book larger?
 To make the text in the QBook larger, maximize the QBook window.

Downloading and Printing the QBook
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Can I download the QBook to my laptop?
Yes. You can download the QBook to a PC or a Mac. Here’s how:

If you wish to download the QBook to a PC…

To download the QBook to your Windows pc, click the document format icon in the QBookshelf labeled PC Version. Then follow the steps you usually follow to find and view a downloaded item. The QBookshelf is located on the QSpace Project Home Page.

If you wish to download the QBook to a Mac…

To download the QBook to your Apple computer, click the document format icon in the QBookshelf labeled Mac Version. Then follow the steps you usually follow to find and view a downloaded item. The QBookshelf is located on the QSpace Project Home Page.
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Can I print a section or the whole QBook? If so, how?
In most projects, PDF versions of the QBook are available for printing. If you see an Acrobat PDF icon next to your QBook name in the QBookshelf, you can download and print it. 
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How do I get answers to questions not answered here?
Contact the QBook Support Team by emailing support@qube.com
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Click on the “Help” button in the upper right corner of the QBook for more information
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What are QGames?
QGames are tools that help you understand and retain the training material. The questions in the QGames are created using the content of the QBook.

Playing the QGames will reinforce your understanding of the subject matter as well as help you to retain the information four times as much as any other online training system.
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What are Practice Games?
Practice Games are games designed to help you practice the concepts, principles and applications presented in the QBook. They are not tests or quizzes. By playing the Practice Games over and over--you can play them as many times as you like--you can master the training and understanding of the concepts.
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What is the Final Challenge?
The Final Challenge is like the final exam. It measures your proficiency in the training. You can attempt the Final Challenge only once. We recommend that you attempt the Final Challenge after you have played the Practice Games several times. All questions in the Final Challenge are taken from the Practice Games.
[image: image38.png]



What is the difference between a Practice Game and the Final Challenge?
You can play Practice Games as many times as you want to increase your skills. The Final Challenge is a compilation of questions from all the Practice Games. It is like a final exam--you can play it only once.
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How do I open the QGames?
Once you login to your project and the Welcome page displays, click Play Games from the Quick Navigation Menu. This will take you to the QGames Page. Click the name of the game you want to play and wait for it to load.
Playing QGames
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  I am trying to play the games, but they don't come up.
If you see the "Loading" message and the game does not appear even after 25 seconds, it is likely that the Internet connection is slow. If the computer seems to have hung, then close all browsers and restart it. If you don't see the "Loading" message, it is possible that your PC does not have the Flash and Shockwave plug-in installed. Usually the application will automatically detect whether or not the requisite plug-in is available. If not, you'll be prompted to follow a link to perform a free download from the Macromedia site at http://sdc.shockwave.com/shockwave/download/download.cgi
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What happens if I get disconnected from the Internet while playing a game?
You'll get an error message and you will have to play the game again, since the scores may have been lost. Login again and proceed to play the game.
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The Final Challenge game has locked me out.
Remember that you can play this game only one time. It will lock you out after you have played it once. If you need to play again, contact your project administrator.
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I attempted the Final Challenge, but could not complete it successfully. I would like to retake it.
If you had problem that prevented you from completing the test successfully, contact your manager and request that the test be reset so you can retake it.
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Why can't I take the Final Challenge test more than once?
The Final Challenge is like the final examination in any course. Hence, it can be taken only once. Only in special circumstances can your score be re-set upon approval from your manager.
[image: image45.png]



The system doesn't allow me to take the Final Challenge.
If the Final Challenge (FC) displays a symbol like this ? it indicates that you have already attempted it once. You are allowed to take the Final Challenge only one time. To retake the FC, contact your manager and request that the test be reset so you can retake it.
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I am getting error message when I try to play the Final Challenge.
It may be that the programmers are updating the site or a momentary Internet disconnection. Try the game again. If necessary, close the browser first and login again.
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I'm sure I passed the test, but I can't see it. It does not show up in the database.
It may be that you mistook a Practice Game for the Final Challenge, or it might be a rare case of lost Internet connectivity, or that the session timed out after you started playing the game. Try playing the Final Challenge again.
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Why do the games have a time limit? Is it more important to answer quickly than answer right?
Time is an inherent part of the games. Having to answer within a short time limit helps the player to be alert and attentive.

Scores
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I got all questions right, but my score is less than 100%
You can achieve maximum score in any game only by playing it at Level 3. In Levels 1 and 2 even though you may have answered all questions correctly, you cannot achieve 100% score.
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  I took the Final Challenge and got everything correct, but My Scores are showing as less than 100%.
You may be looking at the About My Scores Practice Games tab. There is a separate tab for Final Challenge. Click the Final Challenge tab to view the correct score.
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Can my Final Challenge scores be re-set?
Your Final Challenge score can be reset to allow you to replay the game only in special cases and upon approval from your manager.
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How do I look at my scores?
From the Quick Navigation Menu at the right side of the page, click QGame Scores/About My Scores. The About My Scores page has two tabs: one for the Practice Games and the other for Final Challenge.
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Are all the scores recorded and posted immediately after I play?
Yes.
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I completed the Final Challenge successfully but I don't see my scores.
You can view your Final Challenge scores by clicking QGame Scores/ About My Scores on the Quick Navigation Menu, then clicking the Final Challenge tab. Notice on the About My Scores page that there are two tabs at the top of the page above the bar graphs. Click on the second (Final Challenge) tab.
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What are the Hall of Fame and Hall of Champions?
The Hall of Fame (HOF) is the ranking of all the players for this project. This ranking is derived from combined Practice Games scores as an aggregate of the scores from all the practice games the player has played. On the page you will see the top ten players listed along with your name and rank highlighted. You can see all players’ ranking by clicking on the More Scores link. Once you have attained 90% or higher in your Combined Practice Game Scores, you will enter the Hall of Champions (HOC). Note that the HOF and HOC reflect only the Practice Game scores. The Final Challenge scores are normally not made public.
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Why are everyone's scores made public?
The concept of QGames includes a component of competition. In our experience, we have seen that adults are highly motivated to learn when they are competing against their peers. By seeing your scores published and ranked along with your peers, you'll push yourself to be the best. Normally only the Practice Games scores are made public. Only your manager will be able to see your Final Challenge score.


Certificates
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   How can I earn Certificates for completing a course?
You earn a completion certificate by passing the Final Challenge. Your company sets the passing score.
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   Do I get a Certificate when I complete the project?
Yes. To view or print your certificates, go to the About My Scores page, and then click the certificate icon on the right side of the page. As you reach the thresholds set by your company, the Certificates will be colored to indicate which ones you have earned.
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Can my manager see my progress?
Yes. Only your manager will be able to view and track your performance.
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How do I get answers to questions not answered here?

Contact the QBook Support Team by emailing support@qube.com

 HYPERLINK "http://www.qlibrary.com/QBookHelp/HelpFile/!SSL!/WebHelp/qbook_help/frequently_asked_questions/the_questions.htm" 


 HYPERLINK "http://www.qlibrary.com/QBookHelp/HelpFile/!SSL!/WebHelp/qbook_help/frequently_asked_questions/the_answers_1.htm" \l "top#top" 
� If you don’t have a DSW card contact your department Human Resources Representative.





