Things to Know About...

Preparing for Online Training

Online Training Musts
M You've got to pay atftention to avoid getting lost.

M Don't be shy about asking for help.
M Be Early! Sign on at least 10 minutes before class starts.

Advance Preparation
M Download the practice files and all supporting materials.

Print out the supporting materials and job aids.
Confirm you have Microsoft Teams installed.
Unzip the Practice Files Archive and move it to your Desktop.
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Check your internet connection and plan your environment.

Technical Considerations
Be sure you have a way to be heard, microphone or phone.

Try to use two computer displays if possible.
Confirm you know your email address and password.
Practice the Alt + Tab Switcher until it becomes second nature.
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Complete all software updates before class begins.

Right before you Join the Class

M Clear your desk and close other programs.

M Open each of the Practice Files.

M Close your office door and turn off distractions.
M Join the Teams Meeting.

During the Class

M Stop and ask questions if you get lost.
M Participation is vital and will affect how much you take away.

M Stay alert and resist the urge to multi-task.

cdalr:OMPUTER.ﬂPs cda,lcor\APUTERJRAMNG cdachNUNE,SERWCES cda,leRAPH|c.DE5|GN

www.cdacomputer.tips www.cdacomputer.training shop.cdaonline.services www.cdagraphic.design

Copyright © 2020 CDA Graphic Design, LLC except where noted.



	Preparing for Online Training
	Online Training Musts
	Advance Preparation
	Technical Considerations
	Right before you Join the Class
	During the Class




Accessibility Report



		Filename: 

		Tech-Check-for-Online-Training-Job-Aid.pdf






		Report created by: 

		Christopher Duncan, christopher@cdagraphic.design


		Organization: 

		





 [Personal and organization information from the Preferences > Identity dialog.]


Summary


The checker found no problems in this document.



		Needs manual check: 0


		Passed manually: 2


		Failed manually: 0


		Skipped: 0


		Passed: 30


		Failed: 0





Detailed Report



		Document




		Rule Name		Status		Description


		Accessibility permission flag		Passed		Accessibility permission flag must be set


		Image-only PDF		Passed		Document is not image-only PDF


		Tagged PDF		Passed		Document is tagged PDF


		Logical Reading Order		Passed manually		Document structure provides a logical reading order


		Primary language		Passed		Text language is specified


		Title		Passed		Document title is showing in title bar


		Bookmarks		Passed		Bookmarks are present in large documents


		Color contrast		Passed manually		Document has appropriate color contrast


		Page Content




		Rule Name		Status		Description


		Tagged content		Passed		All page content is tagged


		Tagged annotations		Passed		All annotations are tagged


		Tab order		Passed		Tab order is consistent with structure order


		Character encoding		Passed		Reliable character encoding is provided


		Tagged multimedia		Passed		All multimedia objects are tagged


		Screen flicker		Passed		Page will not cause screen flicker


		Scripts		Passed		No inaccessible scripts


		Timed responses		Passed		Page does not require timed responses


		Navigation links		Passed		Navigation links are not repetitive


		Forms




		Rule Name		Status		Description


		Tagged form fields		Passed		All form fields are tagged


		Field descriptions		Passed		All form fields have description


		Alternate Text




		Rule Name		Status		Description


		Figures alternate text		Passed		Figures require alternate text


		Nested alternate text		Passed		Alternate text that will never be read


		Associated with content		Passed		Alternate text must be associated with some content


		Hides annotation		Passed		Alternate text should not hide annotation


		Other elements alternate text		Passed		Other elements that require alternate text


		Tables




		Rule Name		Status		Description


		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot


		TH and TD		Passed		TH and TD must be children of TR


		Headers		Passed		Tables should have headers


		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column


		Summary		Passed		Tables must have a summary


		Lists




		Rule Name		Status		Description


		List items		Passed		LI must be a child of L


		Lbl and LBody		Passed		Lbl and LBody must be children of LI


		Headings




		Rule Name		Status		Description


		Appropriate nesting		Passed		Appropriate nesting







Back to Top
