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Microsoft® IT Academy Program




Quick Start Guide —
How to give your students access to e-Learning Courses

The foIIowinq(screenshots will lead you through
how to quickly:

 Locate your instructor codes & access instructor portal
* Create student access codes

 Create an email containing access codes to send to
student

Note: You would use this same process to create an access code for
yourself if you want to access any of the e-Learning courses

- Before you start — you need to have your IT Academy
membership number (from your welcome email) and login into
Members site:

https://www.microsoft.com/education/itacademymembers/default
.MSpx
* If you have questions or don’'t know your login details contact -

Microsoft Regional Education Service Centre, Ph AUS 13 20 58
(Option 4) apacresc@microsoft.com



https://www.microsoft.com/education/itacademymembers/default.mspx
https://www.microsoft.com/education/itacademymembers/default.mspx
apacresc@microsoft.com.au
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‘G,"'*’Sl,e,'jg;' E] Search 1* &~ qe- | @ ~ 99 Bookmarks~

‘m Microsoft IT Academy ... X [

&~ (@ sign
&~ & v dm v b Page v [ Tools

[@& Find ~ “% Check » T AutoFill ~
W ‘% :‘ & Microsoft AUS Intercom ’ & Complete Feed File ‘ (& E-Learning Home lm My Benefit Codes
. to Install Siveriig ]
DSO AcCade Progra
[Home | [EmEmeE e\ 2
My Academy

Program Overview

Member Benefits
E-Learning

Digital Literacy
Textbooks

E-Reference Library

Lab Licenses
Certification Exams
MSDN Academic Alliance
TechNet Plus

- click here to learn more

Instructor Tools >
Marketing Tools »
News & Events u mg:e Official Microsoft E-Learning
Newsletters
Live Meetings ==
| Order academic textbooks
Support |
FAQs
Contact Us Request lab licenses for Microsoft
products
Take advantage of discounted

certification exams

E

cestirics Activate one free annual MCT

Microsoft. membership
Students to Business

Micrison

Become a testing center for Microsoft
exams

Market your institution with the
Microsoft IT Academy logo

Activate the E-Reference Library
benefit!

Order discounted Microsoft Official
Curriculum®

Activate your free MSDN AA
subscription*

M 0D

Pl Activate your discounted Microsoft

F o S

|

=

i

Administrator Tasks Instructor Tasks

Manage and track your students’
e-learning access

Empower students with Digital Literacy
curriculum

course

certificates for students

Create your own e-learning

Leam about MCT membership

Explore certification exam options

Access the E-Reference Library*

B oo

From the Members
site, click on “My
Academy” to bring
up your academy
details




Click Here to Install Silverlight

Microsoft | IT Academy Program

Home

My Academy | My Academy Change IT Academy MICROSOFT AUSTRALIA TEST SITE - XXXXX . [ Go | | Manage IT Academy

Program Overview

Member Benefits MICROSOFT AUSTRALIA TEST SITE

E_L . - .
=i We are interested in

Digital Literacy

Textbooks v My Membership | My Benefit Codes locating the
E-Reference Library .
i e Status : Active Instructor Login
Certification Exams MembershipID - XXXXX COd es —So CI IC k on
MSDN Academic Alliance — “ . ”
TechMet Plus Membership Level : Advanced My Ben Ef|t COd es
Instructor Tools r Membership Expiration Date : December 31, 2009
Marketing Tools 3

Days Until Membership Expiration : 260 days

News & Events
Newsletters Country /Reqion 1 Australia
Live Meetings City = MORTHRYDE

Support
FAQS
Contact Us If you have questions about the information on this page, contact your Microsoft IT Academy Regional Service Center.

Aol




Click Here to Install Siverlight

Micresoft |IT Academy Progre

Home

My Academy
Program Overview

Member Benefits
E-Learning

Digital Literacy
Textbooks
E-Reference Library
Lab Licenses
Certification Exams
MSDN Academic Alliance
TechMet Plus
Instructor Tools
Marketing Tools

News & Events
Mewsletters

Live Meetings

Support
FAQS
Contact Us

osoft

Micr
Students to Business

it

»

My Academy

MICROSOFT AUSTRA

Here are your instructor codes. If you need more setup you can
request from the Regional Support Centre . Each instructor needs
their own login code. You will only need to enter it once as it will
be retained (with your LivelD). If you are the administrator then

you will give out the codes to your instructors.

My Membership | My Benefit Codes / |

You will need the codes listed

Code

TechMet Plus Direct  THP

Microsoft
Certification exams

Microsoft Certified
Trainer (MCT)

membership

E-Learning
Use the instructor access cod

Access Code

6452-TTAAdmIN-1 XXXX
7502-TTAAdmin-3  XXXX
3104-ITAAdmIN-E  XXXX
8383-ITAAdmIN-7  YXXX
9603-ITAADmMIN-9 XXXX

T2-uwx

954C40527

below to activate «aademy member benefits and links to their activation instructions are located here.

ructions

XXXX ! ~“Enter this Promotion code to redeem the TechMet Plus Direct 40% discount offer,
R———

A, 2009 During Microsoft Certification exam registration,use the 72-exam-number prefix to receive academic pridng.

~Ebruary 14, 2010 Enter this voucher code to redeem your MCT membership.

es below (1 per instructor) for first time sign-in to the Learning Management System (LMS) for Microsoft E-Learning.

Status Date Activated Date Created

Activated February 20, 2009 January 17, 2009
Available MNA January 17, 2009
Available MNA January 17, 2009
Available MNA January 17, 2009
Available MNA January 17, 2009

If you have questions about the information on this page, contact your Microsoft IT Academy Regional Service Center,

& Printer-Friendly Version

Send This Page = 7 Add toc Favorites




E-Learning Instructor Portal

* http://itacademyinstructor.microsoftelearning.com/

Microaoft IT Academy Program £-Learning

atkmiriser ELeacTeng YU may access the Ihitracizr Laarming Manegerment You =an scom yaur courses fram the Maoroeeft IT Azedesty Pragram & Laarming wie

Accuss Site »

Sutswl

Ala Ztateoiesd TR aka b hooted Tor Niraveft by Eemant 1

Subsequent ",
logins you will
only need to
click on “Access
\ Site”

The first time you
login into the
instructor portal,
you enter your
instructor code and
tick the box to
accept the
agreement. You will
then be prompted
to log into your
LivelD


http://itacademyinstructor.microsoftelearning.com/

/2 Home - Windows Internet Explorer

@ =, € | https://itacademyinstructor.microsoftelearning.com/signin.aspx
EI Search 1' &~ C%’ 51 ~ 9% Bookmarks~

i & Home X

& Find ~ "% Check -

Gougle 3 ~

96 4 59|+ | [T My Benefit Codes

Microsoft | IT Academy Program

Microsoft IT Academy Instructor Learning Management System

Home
Manage users

Students

Groups Welcome,

IT Academy E-Learning Instrut

E-mail Communications

Reports

Manage content The Microsoft IT Academy Program Instructor Learning Management System (LMS) gives yol

Access Codes track vour student's online learning progress.

Subscriptions »

Support Administrativera..
FAQ —
Contact Us Manage users

| Manage all of the details for your student's ofitm.
students; and generating reports.

IT Academy Home
Manage content
Manage all of the details for your organization's e-learning courses which includes..
content to students; and managing subscriptions.

Support

Find all of the answers to your questions about customer and technical support, getting start¢
information for your needs.

# Top

You may think that the
first step is to setup your
classes and list of
students & their details.

However, that would
require a lot of setup.
The most straight-
forward way to proceed
is to create course access
codes and distribute
them to your students via
email. When the student
enters the student portal
with that code they are
then prompted to login
or create a LivelD. Once
they do that — you see
them and all their details
in your Instructor Portal!

Manage Your Profile | Contad: Us

©2009 Microsoft Corporation. &ll rights reserved. Terms of Use | Trademarks | Privacy Statemnent This site is hosted for Microsoft by Element K.



~ Home - Windows Internet Explorer

E’ Search 1' S~ EBH' @ + % Bookmarks~

Wk !88 ‘:lm My Benefit Codes ! & Home X

Microsoft ‘ IT Academy Program

Microsoft IT Academy Instructor Learning Management System

Home : | Organizatio

——

Manage users

Students »
Groups > Wi .
- o Slooive, Click on “Create”
E-mail Communications » IT Academy E-Learning In !
Reports »
Manage content |_The Microsoft 1T Academy Proar==—— e, and
Access Codes » || Create - .S
Subscriptions » | Search & Edit [
Support Administrative areas _
FAQ
Contact Us Manage users

Manage all of the details for your student's online learning which include: creating groups; searching for students; communicating with
IT Academy Home | students; and generating reports.

Manage content

Manage all of the details for your organization's e-learning courses which include: creating your course access codes for distributing
content to students; and managing subscriptions.

Support

Find all of the answers to your questions about customer and technical support, getting started, browser information, and other important
information for your needs.

# Top

Manage Your Profile | Contad: Us

©2009 Microsoft Corporation. All rights reserved. Terms of Use | Trademarks | Privacy Statemnent This site is hosted for Microsoft by Element K.




/2 Administer Content :: Access Codes :: Create - Windows Internet Explorer

™

~

Ll € https://itacademyinstructor.microsoftelearning.com/accessKey/createAccessKey.aspx?fn=displayCreateAccessKey8tcwa=True

E| Search 1»@ - 4}. S~ ¥ Bookmarks~ | [& P "% Check » ] AutoFill ~

1 € Administer Content : A... X | }

Google| 8~

Ve @ [25]+ [0 My Benefit Codes

Microsoft | IT Academy Program

Microsoft IT Academy Instructor Learning Management System
Home User: Patty €

Administer Content :: Access Codes :: Create

An access code is used to "unlock” the student's E-Learning content. There are 2 types of access codes: A single use code is a |
created for each individual student, and a multi-use code is 1 universal code that can be used multiple times by more than 1 p(

Manage users
Students
Groups
E-mail Communications

v v v v

Access codes are aligned to subscription pools. A subscription pool includes the content that the student vill access on the My L¢

The subscription pool details vill include: the subscription pool ID number, offer/course title, term length, expiration date and tl

number of subscriptions available for use in that pool. Once you add your subscription pool to the access code, you vill have thi
| wverify all of the pool information.

Reports

Manage content
Access Codes

! SUbSCfiPﬁons » * Indicates a required field.
Support Access Code Set Information
FAQ
Contact Us Access Code Identifier is Access Code Identifier

| optional. If you do not specify
one, then it vill be HKXXX - - XXX

| automatically generated by
the system. If you do specify
one, then it must be
alphanumeric, 2 to 8
characters in length, and must
have at least 1 |etter.

IT Academy Home

Number of Codes Needed*

Code Type (select one)*
@ Single use (Individual codes created for each student)

() Multi-use (1 universal code to be used by multiple students)

Access Code Settings

Expiration Date*
Day ~ Month v Year v

Group

Select Group

Subscription Pools

You can select up to 3

Subscription Pools*
subscription pools.

Add Subscription Pools

A Top ClearFields |||

Create Access |

In this section you specify
information necessary to create
an access code for one or more

courses.

The first section allows you to
nominate a specific code
identifier, to align with a course
code for example (optional).

You can choose to create a
unique code for each student —
or create one code that can be

used by a whole group of
students — which will be easier
to distribute.

In either case, you need to
setup enough codes for all
students. For example if you
will have a maximum of 50
students then you need to
setup 50 codes (put 50 in the
box that says “Number of Codes
Needed”) even if you set-up
one code as a Multi-use code.
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& | https://itacademyinstructor.microsoftelearning.com/accessKey/createAccessKey. displayCreateAccessKey&cwa=True
Gougle| 3 ~ EI Search 1' S~ o ‘ &b~ ¥% Bookmarks~ | [@ Find ~ 7 Check » | AutoFill ~ & - SignIn
©¢ & |89+ | [ My Benefit Codes ‘@Administer Content :: A... X [ \ fa > M v dwh v [ Page v (G Tools v

9

Microsoft ' IT Academy Program

Microsoft IT Academy Instructor Learning Management System Set the explry date Thls IS
e | werrevsl  the expiry date for initially

Manage users | Administer Content :: Access Codes :: Create

Students An access code is used to "unlock” the student's E-Learning content. There are 2 types of access codes: A single use code is 2 un u SI ng th e Cod e n ot fo r th e

Groups created for each individual student, and @ multi-use code is 1 universal code that can be used multiple times by more than 1 per

.
Access codes are aligned to subscription pools. A subscription pool includes the content that the student vill access on the My Lea CO u rse . An e_ Lea rn I n g

The subscription pool details vill include: the subscription pool ID number, offer/course title, term length, expiration date and the
Manage content | number of subscriptions available for use in that pool. Once you add your subscription pool to the access code, you vill have the /

Agcésscodes 5 | wverify all of the pool information. Cou rse is Va I id fo r 150 d ays
i Subscfipt{ons b

7support | ¥ Indicates a required field. from the fi rst ti m e the

Access Code Set Information
FAQ

o - T — course has been accessed.

| optional. If you do not specify
IT Academy Home one, then it vill be HKXXX - - XXX

| automatically generated by
the system. If you do specify
one, then it must be
alphanumeric, 2 to 8
characters in length, and must
have at least 1 |etter.

E-mail Communications
Reports

v v v v

Number of Codes Needed*

Code Type (select one)*
@ Single use (Individual codes created for each studs

() Multi-use (1 universal code to be used by multip 4€nts)

Access Code Settings

F— To select the e-Learning course
Day. =] MGt ] Your = content click on “Add
e subscription Pools”. Each
Subscription Pools Access code can contain a
Yom anoslec) ppiod Subscripton Pools* , maximum of 3 course

Add Subscription Pools i
collections

# Top Clear Fields ] | [ Create Access,
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Ll €  https://itacademyinstructor.microsoftelearning.com/accessKey/createAccessKey.aspx?fn=displayCreateAccessKey&cwa=True

El Search {r S~ E%v Sl » Q Bookmarks~
| L My Benefit Codes 1f Administer Content : A... X |7il ] v = v :bPage v () Tools v :

& Add Subscription Pools - Windows Internet Explorer E s [E=IEN 5 B

' Microsoft.com Home | Site Map

[& Find ~ “P Check = | AutoFill ~ g4+ () Signin -

lllg https://itacademyinstructor.microsoftelearning.com/subscription/selectSubscriptionPools.aspx?fn=viewSubscriptionPools&includeExpired=false&incl. v % l

Microsoft | IT Acad
Microsoft IT Academy Instr ! Add Subscription Pools Search -

J Viewing All Records 1-50 (of 152) W Th e e a S i est Way to {I‘I—_‘]Du_t:’_

Manage users

Students » SubPool 0. Contains the Offer Term Expires Gemaining locate the courses is
Groups » [F] 3208542 2263: Exam Preparation for the 150 0i-Mar- 99998
E-mail Communications  » . Certification Days 2010 Subscriptions
Reports > [[] 3211376 Clinic 5045: Inside Look at Developing 150 01-Mar- 99399 tO page dOWn a n d
" with Microscft® Windows® SharePoint® Days 2010 Subscriptions
Manage content Services 3.0 I I t h h th
| Access Codes > [ | 3214498 Clinic 5046: Inside Look at Buildingand 150  01i-Mar- 99980 SCro roug €
Subscriptions » Developing Solutions with Microsoft® Days 2010 Subscriptions .
m g 1 Office SharePoint® Server 2007 ”
Support = - course collections.
FAQ [l 3210985 Collection 2278: Planning and Maintaining 150 01-Mar- 100000
= a Microsoft Windows Server 2003 Days 2010 Subscriptions =
Contact Us Network Infrastructure YO u Ca n CI ICk O n t h e
IT Academy Home [ | 3211064 Collection 2278: Planning. Implementing, 150 01-Mar- 100000 . .
7 = and Maintaining a Microsoft® Windows Days 2010 Subscriptions C II T I f
Server® 2003 Active Directorv® O eCtlon It e Or
Infrastructure
[F] 3210381 Collection 2541: Core Data Access 150 01-Mar- 100000 I I | f I I I
— Development with Microseft® Visual Days 2010 Subscriptions O re I n O r at I O n

Studio® 2005

[F] | 3208368 Collection 2542: Advanced Data Access 150 01i-Mar- 100000 rega rd I ng th e

Development with Microseft® Visual Days 2010 Subscriptions

S course. To select a
[F] 3208755 Collection 2543: Core Web Client 150 0i-Mar- 100000 *
- Programming with Microsoft® Visual Days 2010 Subscriptions .

S ® 2005

e course collection put
[F] 3210531 Collection 2544: Advanced Web Client 150 0i-Mar- 100000
- Programming with Microsoft® Visual Days 2010 Subscriptions .

Studio 2005 an X in the box

[F] 3209043 Collection 2546: Core Windows® Client 150 01-Mar- 100000
- Development with Microsoft®

Revglopment Vil | Deve | 2010 \.Subscriptione beside the course id.

[F] 3209631 Collection 2547: Advanced Windows® 150 01i-Mar- 100000
- Client Development with Microsoft® Days 2010 Subscriptions
Visual Studio® 2005 -
] 3214043 Collection 2548: Core Distributed 150 01-Mar- 100000
- Application Development with Microsoft® Days 2010 Subscriptions

2005

Done

Visual Studic

€ Internet | Protected Mode: On #100% ~




@ Add Subscription Pools - Windows Internet Expiorer
__d—

=

]g https://itacademyinstructor.microsoftelearning.com/subscription/selectSubscriptionPools.aspx?fn=viewSubscriptionPools&includeExpired=false8tincl. + Q |

]
]

3209831 Collection 5106: Upgrading Enterprise 150 01-Mar- 100000
Desktop Support Skills to Windows Vista Days 2010 Subscriptions

3213978 Collection 5125: Introducing Microsoft 150 01-Mar- 100000
Office Communications Server 2007 Days 2010 Subscriptions

3209706 Collection 5148: Implementing a 150 01i-Mar- 100000
Microsoft® Exchange Server 2003 Days 2010 Subscriptions
Messaging Environment

3210231 Collection 5149: Managing a Microscft® 150 01-Mar- 100000
Exchange Server 2003 Messaqging Days 2010 Subscriptions
Environment

3327104 Collection 5160: Core Development with 150 01-Mar- 100000
the Microsoft® .NET Framework 2.0 Days 2010 Subscriptions
Foundation (formerly part of Collection
2956)

3313481 Collection 5161: Advanced Development 150 01-Mar- 100000
with the Microsoft® .NET Framework 2.0 Days 2010 Subscriptions
Foundation (formerly part of Collection
2956

3215727 Collection 5257: Core Training for 150 01-Mar- 99980
Windows Vista Days 2010 Subscriptions
Collection 5258: Core Training for 150 01-Mar- 99986
Microsoft Office Word 2007 Days 2010 Subscriptions
Collection 5259: Core Training for 150 01-Mar- 99992
Microsoft® Excel® 2007 Days 2010 Subscriptions
Collection 5260: Core Training for 150 01-Mar- 99990
Microsoft Office PowerPoint 2007 Days 2010 Subse~
Collection 5261: Core Training for 150

Microsoft Qutlook 2007

Collection 5262: What's New in the 2007
Microsoft Office System

-

;.

s

Remember you can
choose a maximum
of 3 course
collections per
access code. If your
student requires
additional course
content you can
setup additional
access codes. When
you have finished
selecting the
courses be sure to

/

3216303 Collection 5263: Core Training for 1 “
Microsoft Office Access 2007 CI ICk on Add

3215855 Collection 5264: Cor 99940 w
a Microsoft Office 2010 Subscriptions SeleCted
D 3215983 Collecti 01-Mar- 59980

Days 2010 Subscriptions
[ Add Selected ] | [ Cancel ]
=
€ Internet | Protected Mode: On #®100% ~




Microsoft IT Academy Instructor Learning Management Systemn

Home

Manage users
Students

Groups

E-mail Communications
Reports
Manage content
Access Codes
Subscriptions
Support

FAQ

Contact Us

IT Academy Home

- v v v

You can select up to 2

User: Patty Gilchrist | Organization: Mice
Administer Content :: Access Codes :: Create

An access code is used to "unlock" the student's E-Learning content. There are 2 types of access codes: A single use code is @ unigue code
created for each individual student, and a multi-use code is 1 universal code that can be used multiple times by more than 1 person.

Access codes are aligned to subscription poels. A subscription pool includes the content that the student vill access on the My Learning page.
The subscription pool details will include: the subscription pool ID number, offer/course title, term length, expiration date and the remaining
number of subscriptions available for use in that pool. Once you add your subscription pool to the access code, you will have the ability to
verify all of the pool information.

* Indicates a required fisld.

Access Code Set Information

Access Code Identifier is Access Code Identifier
optional. If you do not
specify one, then it will WA - - XN

be automatically
generated by the

system. If you do Number of Codes Needed* NOW you a re ready

specify one, then it must 3
be alphanumeric, 2 to 2

characters in length, and to Create the access
must have at least 1 Code Type (select one)*
letter. Single use (Individual codes created for each student) COde. CIiCk on
@ Multi-use (1 universal code to be used by multiple students) “«
Create Access

Codes”

Access Code Settings

Expiration Date*

26 « May - 2009 -

Group

Select Group

Subscription Pools

subscription pools. Subscription Pools /of 3)
[] Sub Pool ID O] Contains the Offer Term Expires iining
[ 3216175 Collection 5258: Core Training for Microsoft = 150 01-Mar- 86
Office Word 2007 Days 2010
[ 3216367 Collection 5260: Core Training for Microsoft = 150 01-Mar- 5990
Office PowerPoint 2007 Days 2010
[ 3215919 Collection 5261: Core Training for Microsoft = 150 01i-Mar- 99557
Outlook 2007 Days 2010

[ Remowve Selected H Add Subscription Pools ]

# Top [ Clear Fields ] | l Create Access Codes




In this
example we
created a
multi-use
code for up
to 30
students.

We are now
ready to
send the

code to the
student.
Highlight
and Copy
the code.

structor Learning Management System

User: Patty Gilchrist | Organizati

- Access Code Set Details

] Access Code Identifier

(No Identifier)

Subscription Pools

Access Codes Created

Now that your access codes are created, you can review all of the details and optionally export the access code data.

Sub Pool ID ¥ Contains the Offer

3216175 Collection 5258: Core Training for Microsoft

Office Word 2007

3216367 Collection 5260: Core Training for Microsoft

Office PowerPoint 2007

3216239 Collection 5262: What's New in the 2007

Microsoft Office System

Individual Access Codes

) Access Code
9291-52V6-8684

# Top

Export Individual Access Codes (1)

Redeemed Uses
0

Term

150
Days

150
Days

150
Days

Create another Access Code

Edit Access Code Set

1-3 (of 3) Access Code Settings
pi Status
Expires Active
01-Mar-
2010 Expiration Date
28-Jul-2009
01-Mar-
2010
01-Mar-
2010
1-1 (of 1)
Remaining Uses Status
30 Active
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Options Format Text

4
11

Verdana ~ 85 ~ |A

== (48] &

B I U|¥- A-|E = =|FEE Addess Chek

J Format Painter

Book Names
Send Clipboard Basic Text ) Names
¥ To...
Send Geiis |

Account ~ | Subject:

To access the e-learning courses just go to: http://itacademy.microsoftelearning.com/default.aspx

And then enter each of the access codes. |

Access Code( 9395-L8H8-9732 )These are Office 2007 Courses)

Sub Pool ID Y Contains. “e Offer

3216175 Collection 5258\ “<e Training for Microsoft Office Word 2007
3216367 Collection 5260: C wing for Microsoft Office PowerPoint 2007
3216239 Collection 5262: Whab the 2007 Microsoft Office System

Paste the code you
just created into the
body of the email.

Patty Gilchrist - Microsoft IT Academy
&/IM i-pagilc@microsoft.com & +61 (C

An Independent Contractor to Microsoft

www.microsoft.com.au/ITacademy

Microsoft’ IT Academy Program
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File
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Card~
Include

Up~

d
!
4

Options

You can now
compose an email
similar to this
example where you
provide the link to
the student portal
http://itacademy.mi

crosoftlearning.com

and provide the
access code. This s
all the student will
need. When they
enter the code they
will be prompted
for their LivelD and
details which will
then appear in your
instructor portal.

[



http://itacademy.microsoftlearning.com/
http://itacademy.microsoftlearning.com/

