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Introduction

This Technical Manual was developed to assist yiblu tive National Career Development
Association’s Career Development Facilitator eLeagrdDVD. The manual includes basic
information about the technical requirements nesrys® operate the DVD as well as some
information that can help you troubleshoot any peots you may experience.

Most students will have the necessary computempeaent needed to operate the CDF eLearning
DVD and will experience few problems. For those wdooexperience problems, this technical
manual will provide enough information to solve madsallenges. If you experience
problems/challenges that you are unable to soleasp contact your CDF eLearning instructor
for assistance.

This DVD was developed to be compatible with mashputers (except Mcintosh/Apple
platforms). Many of the programs needed to utilim DVD are available as free downloads
from the web.

We hope you are challenged by the content on thi® Bnd grow in knowledge from your
eLearning experience. We welcome comments and éekdiegarding your experiences. You
may send those to mpowell@ncda.org or contact ttBAIHeadquarters at (918) 663-7060.
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NCDA CDF eLearning Program System Requirements

What do | need to run the CDF elLearning program ormy computer?
A DVD drive.

Internet connection and ONE of the following interrbrowsers: Internet Explorer
version 6.0 or higher or Firefox version 1.5 orieg Free downloads are available from
the web.

28,800 bps or faster modem or a direct connectidhd Internet via the cable or a DSL
or T1 line.

Email account that sends and accepts attachments.

Speakers or the ability to play sound through tM®DQirive.
Adobe Acrobat Reader. Free downloads are avaifatne the web.
Windows Player.

Word processing program — Microsoft Word is preddrr

256 MB Ram or more.

Microsoft Windows 98 or higher.

Please note this eLearning program is not compatiblwith Macintosh/Apple
platforms.



Internet Browsers

What version of Internet Explorer do | have?
To find out what version of Internet Explorer yoavi:
1. Open Internet Explorer.

2. From the menu bar chooSdelp” and then click oflAbout Internet Explorer”.

I.I’f‘ MSM.com - Windows Internet Explorer

'.;\_:{ y ¥ b I\’, hikkpe [, msn, com)f

Fil= Edit ‘iew Favorites Tools | Help
Conkents and Ind
{3 al 88| "| \! MSM. camm antents and Index

Internet Explorer Tour

Cnline Suppark

Cuskomer Feedback Options. ..
Send Feedback

Abouk Inkernet Explarer

3. A window similar to the one below tells you the sien of Internet Explorer you have
installed on the computer.

g About Internet Explorer EI

/- ) Windows* i
L_e Internet Explorer7/

Version: 7.0.5730.13

Cipher Strength: 128-bit

Product ID: 92318-600-0011903-00108
|pdate Versions:0

Warning: This computer program is protected by copyright law
and international treaties, Unauthorized reproduction or
distribution of this program, or any partion of it, may result in
severe dvil and criminal penalties, and will be prosecuted to the
maximum extent possible under the law.

»

£2006 Microsoft Corporation System Info... |

You need to have Internet Explorer version 6.0 or igher installed on the computer
for the CDF eLearning Program.



If you need to upgrade the internet browser gtnéoMicrosoft website at
http://www.microsoft.com/windows/downloaddhe newest version of Internet Explorer is
Internet Explorer 8. This version runs on computeisag Microsoft® Windows Vista® RTM,
Windows Vista with Service Pack 1 (SP1), Windows® Xith SP2, or Windows Server®
2003 with SP1 in a network environment.

1. Shut down any programs or files that are open.d3be Microsoft website.

2. Find the section for Internet Explorer 8 and clickthe“Download now” button.

o ' -
@ Internet Explorer8 l.:' Windows L

A faster, safer web One download, lots of

Internet Explorer 8 makes everyday stuft

web tasks faster and surfing more Download Windows Live E:

secure. and get sharing, e-mail, ph
more—ifree.

M | Can hous it wencks |

3. On the Internet Explorer 8 homepage, click on thewnload now” button.

Internet Explorer 8: Home page

It's time to upgrade to the world's mos

@ Internet Explorers

Get @ tips

Browse fo

For Windows XP
United States
Other locales and versions Information

IT Pros | Dewv




4. In the next window, determine which version of intet Explorer 8 you want to
download. (Bing is a new MSN search engine.) THek on “Download now”.

Close

@ Internet Explorer8

& Internet Explorer 8
 Internet Explarer 8 with ©iNg and msn¥

optimized with your favarite MSN features: Bing Bar, MSN home
page, Bing Search, and more

Learn maore

5. After you click on the Download" button, a File Download — Security Warning" box
will appear asking where to save the file.

File Download - Security Warning ﬂ

Do you want to run or zave thiz hle?

Mame: IES-WindowssP-x86-ENU, exe
Twpe: Application, 16, 1ME

Fram: download.micrasaft,com

Run Save | Cancel I

potentially harm your computer. [F you do not trugt the gource, do not

|-ﬁ) Wwhile files from the Intermet can be useful, thiz file ppe can
= unor save this software, What's the risk?




6. Save this file to the desktop to make it is eadynih. Click on“Save”. When the Save
As" dialog box opens, navigate to the desktop so bwafSave I’ box reads
"Desktop” and then click onSave".

saveas 2]
Save in; I@ Desktop j e ? = HE.

My Documents 57 Datana1n

¥ My Computar 52 Datalnll

L My Netwark Places EHECDF Tutorisl
== Acrobat,com & iTunesSetup

i Sdobe Reader 9 @MDzilla Firefox
iTunes EJMyCareerPlan

] fﬁlLu:utus Mokes 5.5 El__]l"-“lyDncuments
-';,,"Lu:utus Symphony Documents EEMCIS (D)

4 Latus Symphony Presentations EWnrdsheets
illLatus Syrmphony Spreadshests

by R
Doz

File name: 3 P-=36-ENL j Save

Cancel ‘L

i

Save az type: I.-'-‘-.ppliu:atiu:un

7. Once the download is complete a box will appeackGin “Run”.

Download complete -0 x|

,
—\-i_-,;' Download Complete

IES-Windows®P-x86-ENU. exe From dawnload. microsaft, com

Downloaded: 16.1ME in 10 sec
Cownload to; Do, M ES-WindowsxP-x86-ERMU, exe
Transfer rate: 1,60ME)Sec

[ Cloze this dialog box when download completes

Fun Cpen Folder | Cloze I




8. Another box will appear and ask if you really wémtun the software. Click orRun”.

3l Internet Explorer - Security YWarning E[

Do you want to run this software?
Mame: ‘Windows Inkernet Explorer &
Publisher: Microsoft Corporation

% IM:::re options Fun | | Don't Fun I

While Files From the Internet can be useful, this file type can potentially harm

wour computer, Only run software From publishers wou trusk, What's the risk?

9. Follow the on screen instructions for installing tiewest version of Internet Explorer.
NOTE: You will have to restart you computer once theiges complete. Be sure all
files and programs other than Internet Explorerciosed.

¢~ Install Windows Internet Explorer 8 x|

(- Welcome to Windows Internet Explorer 8

Before you begin, we recommend that vou save your files and close all programs,

Because Internet Explorer 8 will be updating files that might be in use, you must restart
yOUr computer once setup is complete. This ensures that all files are properly updated and
installation is campleted.

" I want to help improve Internet Explorer
" I do not want to participate right now
Learn more

Mexk = I Zancel

10. Select T do not want to participate right now” and ‘Next’. Read the site license
agreement and click on agree”.




What version of Firefox do | have?
To find out what version of Firefox you have:
1. Open Firefox.

2. On the top menu bar click dhlelp” and then click onAbout Mozilla Firefox” .

( : Firefox Help
‘# e T s For Inkernet Explorer Users

Mast Visitﬁﬁm Mebraska Career Info... | Lroubleshooting Information...

- Release Naokes

J '-'-al Google Report Broken Web Site...

Web Images Yideos Maps Mews |  ReportWebForgery..

Check For Updates..

About Mozilla Firefox

3. A window will open that will tell you the versiorf &irefox installed on the computer.
You will need version 1.5 installed on the compuiterthe CDF elLearning Program.

{ About Mozilla Firefox x|

" Firefox

yersion 3.6.3

©1995-2010 Contributors, Al rights reserved. |
Licensing infarmation), Firefox and the Firefox logos
are trademarks of the Mozilla Foundation, all rights
reserved,

MozillafS.0 (Windows; U; Windows NT 5.1; en-US;
rv:1,9.2.3) Gecko/20100401 Firefox/3.6.3

Credits |
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If you need to upgrade the version of Firefox,
1. Go towww.firefox.comand go to théUpgrade Your Firefox” link and click on
“Download Now--Free

Upgrade Your
Firefox

3.6.3, Bnglish {U=3,
Windows {BME)

¥ Download Now - Free

Releaze Motes - Other Systerns and
Languages

2. When the setup window opens, click datve File”.

Opening Firefox Setup 3.6.3.exe El

You have chosen ko open

[ Firefox Setup 3.6.3.exe
which is a: Binary File
from: http:/fFtp.jaist.ac.jp

Wauld you like to save this file?

Save File | i Cancel

3. Save the file and follow the instructions to updairefox to the most current version.
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Frequently Asked Questions

What can | expect when | put the CDF eLearning DVDn the DVD drive on
my computer?
1. When you insert the CDF eLearning DVD into the caiep, it doesot install a
program onto the computer. The program should atadmatically.

2. If the program does not automatically begin playafigr you insert the DVD into the
DVD drive, double click oriMy Computer” and under Devices with Removable
Storage", double click on the DVD drive. (Please note th&t DVD drive on the
computer may have a different letter attached tioaih D.) Double clicking on the
DVD drive will begin the program.

Hard Disk Drives

E:;@ Local Disk (2

Devices with Removable Storage

Igg E-CDF (D:}

3. When the CDF eLearning program opens, click orf' LizEcept and will abide by
the Copyright Statement as indicated abové button to begin.

1;';*‘ E-CDF Master Menu ;lglﬁl

E-CDF Curriculum

E Copyright 2006 by the National Career Development Association
305 North Beech Circle
Broken Arrow, OK 74012

Phone: {866) 367-6232
1 !ﬂ Fax: (918) 663-7058
electronic curriculum may be reproduced, stored in a retrieval system or transmitted by

means, electronic, mechanical, or photocopying, recording, or otherwise, without the
ior permission of the National Career Development Association.

¥ specific product that may be used in conjunction with this curriculum.
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4. Next, the E-CDF Master Menu window will appear &nel narrator will begin
talking. From the menu you can choose the chatemant to work on.

—— E-CDF Curriculum

Carcer Development
Facilitno

Introduction
Chapter 1: Developing a Helping Relationship
Chapter 2: Using Your Helping Skills with Diverse Populations

Chapter 3: The Ethics of the Career Development Facilitator

Chapter 4: Career Development Theory and its Application

#istart| | 1 @ °0 | @) Mosill Firefox | ) Lesann € Roth - Inbo... | 59 DA | 1 ecoF Technicaltenual... |[ 2 E-COF Master Menu [« B X4 2:40 a1

5. Please keep in mind that this program does not adbaok-marking feature thus you
will need to keep track of the chapters you havemgeted and those you still need to
work on.

6. Each time you insert the CDF eLearning DVD you wekd to accept the copyright
statement and then choose the chapter you wanbrio an.
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How do | install the E-CDF curriculum on my compute?

1. The speed and performance of the program will @eced by loading the curriculum
on you computer. Remember, the program is not ctbipavith Macintosh/Apple
platforms.

2. Insert the CDF eLearning DVD into the computer.<glall other open files and
programs.

3. On the first screen that appears, select the bthetrsays, Click here for important
installation instructions.”

B8 E-CDF Master Menu : =101 x|

ﬂ E-CDF Curriculum

@ Copyright 2006 by the National Career Development Association
305 North Beech Circle

Broken Arrow, OK 74012
Phone: (866) 367-6232

\ ‘ Fax: (918) 663.7058
electronic curri | may be reproduced, stored in a retrieval system or transmitted by

means, electronic, mechanical, or photocopying, recording, or otherwise, without the
ior permission of the National Career Development Association.

dicated above.

14



4. The computer will need at least four gigabytespaice on the C drive to load the
program. To determine if there is sufficient spadiek on “Check Disk Capacity”.
A box will appear in the middle of the screen ttedis if the computer has enough space
to load E-CDF. If there is not enough space, yduhaive to delete programs from the C
drive or run the program from the DVD.

5. Next, click on ‘Install Software”. The program will create a director %
on the C drive entitled “ECDF Tutorial” and putiaon on the Lt
desktop. The installation takes about 10 minutes.

ECDF Tutorial

6. If more than one media player is working oQ
your computer, you may be asked which =
player tO use. Selecp«ray USing W|nd0WS '51:5 Ig:ft;gstk of device containg more than one type of
Media Player”.

YWhat do you want Windows to da?

| v

7. On some computers, the autorun.exe file

does not load properly; so, there will be an @ Play
. . uzing Windows Media Player
error message when you click on the icon
“ECDF Tutorial’. If you receive the Rt S
message, close the ECDF DVD, and beinc E2 viewa _
. K N S iew a slideshaw of the images
the install process again. The install proce: »;J sing Windows Picture and Fa Viewer
takes 10 minuteS. \\ Frirt the pictures o
r;::é uzing Phato Printing ‘wizard
'y Dpen folder to view files ;I
0k I Cancel |
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How do | find information about the DVD Player installed on my
computer?
The CDF eLearning program will ONLY run from a D\fiayer. It will not play from a CD
Rom or CD/RW drive. To check to see if you haveMplayer installed on the computer:
1) Double click on My Computer”.

2) Under ‘Devices with Removable Storadeit will tell you if you have a DVD or DVD-
RW (RW stands for Read/Write meaning you can cop¥p8 from this drive) or if you
have a CD Rom or CD-RW. If you do not have a DVivelryou will not be able to run
the CDF elLearning Program.

3) If you need further information about the DVD drieeif you think it is not operating
properly, while My Computer” is open:
a) Left click on the DVD drive once.
b) While it is selected, right click on the name of hVD drive.
c) Choose théHardware” tab at the top.

16



d) Click on the DVD drive. A message should appear the one above telling you if
the device is working properly. If you receive aroe message, click on
“Troubleshoot...” and follow the steps in the Wizard.

e) If you need further specific information about €D drive, copy down the name
and type of the drive and then open the Internatvber and Google the type of drive
that you have.

| put the DVD in my computer but it will not play; what is the problem?
The CDF eLearning Program is designed to be usedciinomputer DVD drive onlyit will not
work in a CD player or on a DVD player that is cented to a television.

Follow the steps under the frequently asked queSkiow do | get information about the DVD
Player installed on my computetd verify that the computer does in fact have a DM&yer.

If you know that the computer has a DVD playerdither of the following steps:
1) Remove the disk and inspect the back for scratdhgsu find substantial scratching,
notify the instructor that the disk you receivedsvdamaged and request a new one.

2) If the DVD is not damaged or scratched, try:
a. Playing the DVD in a different computer with a D\ddve. If the DVD works in on
a different computer, than you have a problem withDVD drive you were trying to
use and it probably needs to be replaced.

b. Playing a different DVD in the DVD drive on the cpuater. Make sure you are using
a DVD and not a CD when trying this. If you areeatd play a different DVD on the
computer but not the CDF eLearning Program, thamam the instructor because
you might have received a defective DVD.

c. Cleaning the disk with a damp cloth or commercisDcleaning solution. To clean
the DVD gently wipe the silver side of the dischwa soft, lint-free cotton cloth. Do
not use a paper cloth which can scratch the plasticleave streaks. When you clean
the disc, wipe from the center of the disc outw&rd.not use a circular motion. Dry
the disc thoroughly and insert it into the DVD maynd try again.

d. Cleaning the disk drive with a commercial prodinetttyou can purchase from the
store.

What size of attachments will my email provider sed?
To use the CDF eLearning Program you must havereail account. The size limit of email
attachments varies with the provider that you usted below are the attachment size
limitations for some of the more popular free enpadviders. If you do not see the name of the
email provider, please go to their website andctetor “email attachment size limitatiord.
- AOL—16MB

Gmail—20MB

Hotmail—10MB

Yahoo—25MB

17



How do | find out the type and speed of my modem?
Most personal computers come standard with a 28B8mr faster modem. If you need to get
specific information regarding the modem instalbedthe computer, follow these instructions:
1) Go to“Start” , click on“Control Panel”, and then double click giAdministrative
Tools”.

2) Under 'Administrative Tools", double click offComputer Management”.

3) Once Computer Management is open you will see a split window. On the leénd
side of this window, double click dibevice Manager”.

4) After you click on Device Managel, the right hand side of the window will populate
with the names of various components installechenrcomputer. Scroll down until you
find “Modems’.

5) Double click on the worModems”. This will change the + next tdlbdems' to a —
and it will display the name of the modem instalbedthe computer.

18



6) To get more information about the modem on the adep
a) Right click on the name of the modem installedl@domputer and choose

“Properties” or
b) Double click on the name of the modem and feperties’ window will open.

(Please note that the name of the particular madstalled on the computer may be
different from this picture.)

7) If you receive the messagéliis devise is not working properly, click on the
“Troubleshoot” button and follow the Microsoft Wizard troubleshiog steps.

8) If under 'Device Usagéyou receive the message that this device is tidadnd you are
having trouble connecting to the Internet, sel&ctable Device” and try connecting to
the Internet again.

9) If you need more specific information than whapisvided in the Properties’ page and

you are unable to locate the original documentattian came with the computer, you
will need to do an Internet search on the naméehodem installed on the computer.

19



| do not hear any sound playing from my computer orspeakers; what is the
problem?
The DVD is in the drive and you can see the prognamming but you cannot hear any talking.
1) If you have speakers installed on the computer,ensaike they are turned on and the
volume is turned up.

2) On the task bar, click on th&6lume Icon".

3) A little box should appear, make sure tiMute” box is not checked and the slider for
the volume is about in the middle.

4) If you are unable to locate a control for the voduam the task bar, go ttStart” then
“Control Panel” and click or*Sounds and Audio Devices”.

5) Verify that the Mute" box is not checked and the slider for the volwustrol is placed
in the middle.

20



If speakers are not installed on the computer,nged to play the audio through the DVD
player.
1) Go to“Start” then“Control Panel”. Click on “Administrative Tools”, click on
“Computer Management”, click on“Device Manager”, and, finally, double click

143 DVD”_

2) From the DVD Properties' window click on the'Properties” tab and make sure the
slider volume is turned up.

| am getting a voice echo or it sounds like the aualis double playing, how do

| fix this?

This problem occurs when you are trying to movedoikly through the DVD or there is more
than one module open at a time. Double check 8ieliar at the bottom of the screen and close
any additional modules that may be open.
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What is an “HTTP 404 Error Message”™? | keep gettingthis when connecting

to a website.
If you get an HTTP 404 Error Message” or “Error Message” or “Cannot connect to
Server’ message orPage Not Found message:

1) Minimize the CDF on-line learning program.
2) Open the web browser and connect to the Internet.

3) Verify that you have an Internet connection by igpin an Internet address like
www.msn.comor www.disney.conin the address line of the Internet browser.

4) If you are able to open up a different web pagehak to the CDF eLearning Program
while the browser is still open and try clicking the button again.

5) If you still get an error message, report thish® instructor because the website you are
trying to connect to may have moved.

22



How much RAM Memory is installed on my computer?
1) Go to“Start” then click orf'Control Panel” and“System”.

2) Under the General’ tab of the pop up window, the amount of RAM Memarstalled
on you computer will be listed.

This screen will also show you the type and versibtne Windows operating system currently
on the computer and the name and speed of thegzmcthat the computer has.

How do | find the amount of free storage availablen my hard drive?
To check the amount of free space on the hard:drive
1) Double click on‘My Computer”.

2) Under ‘Hard Disk Drives” click on the“C” drive one time to select it (the drive may
have a different letter associated with it). Alditbop up box may appear showing how
much storage space the computer has and the awiolue¢ space.
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3) If this small pop up box does not appear, whiih drive selected, right click on it and
choosé'Properties”. Under the General’ tab you will be able to see how much free
space the hard drive currently has.

What Operating System do | have?
1) Go to“Start”, click on“Control Panel”, and click or‘'System”.
2) On the General’ tab, the type and version of the operation systestalled on the
computer is listed.

Operating System Information

A
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Does my computer have Adobe Acrobat Reader?
To find out if the computer currently has Adobe &luat Reader installed:
1) Go to“Start” and click orf'All Programs” . Look for a program calledXctrobat Read
version X" (the version you have installed may vary from pihture below).

2) If the computer does not have Acrobat Reader, freteadownload from Adobe Acrobat.
Go to their website dittp://www.adobe.comRecommend using Internet Explorer to
download the program because Firefox has manyiadditsteps in the process. From
the Adobe home page, click on tliget Adobe Reader” button.

3) When the next window opens, click on ti®wnload” button and follow their
instructions for downloading and installing the mstwersion of Adobe Reader. Also,
determine if you want the free Google toolbar.
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Does my computer have Windows Media Player?
To find out if the computer has Windows Media Plapstalled:

1)

2)

3)

4)

5)

Go to“Start” and click on All Programs”. Look for Windows Media Player.

If the computer does not have Windows Media Playstalled, get the free download
from Microsoft. Their web address isttp://www.microsoft.com On the Microsoft

home page,Downloads and Trials' tab.

On the next page, click dlwindow Media Player Downloads’ in the center column.

When the next window opens, select the downloaeitber Windows7, WindowsXP, or
Windows98.

Save the downloading files in the program filesyoar hard drive.
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Why does my computer run slow or freeze up while &m using the CDF
eLearning Program?
If the computer runs slow while you are using tli#F&Learning Program, try:

1) Looking at the task bar and closing all other aggtions that may be open.

2) Verifying that the computer has enough RAM memastalled to run this program. You
need 256mb of RAM to run the computer. For helgifig out how much RAM is

installed on the computer seddw much RAM Memory is installed on my comRiter
this manual.

3) Shutting down the computer and restarting it. liyrba necessary to reconnect to the
Internet.

4) Doing a basic computer clean up by:
a) Running a disk clean up. Go‘tstart”, click on “All Programs”, choose
“Accessories”, click on“System Tools”, and chooseDisk Cleanup”.

After the cleanup is complete, you will receive assage like the one below
confirming that you want to delete these filescKlOK” for it to continue.

b) Defragging the hard drive. This step takes quindde. The first step is an analysis
of the hard drive and if the operating system dusghink you need to perform this
operation, it will let you know. If you do needdefrag the disk, it can be
advantageous to do so because it will help witrsfieed of the computer.
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1) Go to“Start” and click on‘All Programs ”. Choose‘Accessories’, then
“System Tools, and click on“Disk Defragmenter”. When the window opens
click on“Analyze”.

2) If you receive a message that you should perfodisladefragmentation, do so.
Keep in mind that you need to close out of all catepprograms while it is
defragmanting the drive and that this process ctakld up to a couple of hours.
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