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Introduction
This document contains instructions for Adding Time to Prevent Losing Your Work, Navigating
the Virtual Lab, Saving Your Work, and Accessing Saved Files Later.

For instructions on completing course specific lab assignments, refer to the exercise
directions housed in the course’s virtual lab.

Opening the Virtual Lab Desktop

Click the software title in the gray box at the bottom of the screen.

“Power Button” to open the virtual lab desktop.

Note: Activating the virtual lab desktop may take up to 5 minutes. If the virtual desktop
does not respond after ~10 minutes, click the refresh button to try again.
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Instructions: Using Access and Visio in the Virtual Lab Desktop
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1. Click software title

Before You Begin: Adding Time to Prevent Losing Your Work

The virtual labs are hosted on remote servers, which have automatic countdown timers,
ensuring software is turned off when not in use. The default time allotted for the uCertify desktop
is 30 minutes.

To ensure you have enough time to complete your lab, add additional time to your session
before you begin. You can add time in 30 minute increments — and 99 minutes is the maximum
time allowed. We recommend setting the time to the maximum and adding additional time as
you work, to avoid the timer running out. If time runs out before you save your work, YOUR
WORK WILL BE LOST.
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Complete the following steps to add time to the virtual lab timer.

1. Click “Add Time”
2. Select the number of minutes from the dropdown.
3. Click “Save.”

1. Add Time*

I © 00:00 I Submit Previous € $ 10f1 ¥ Settings

Add Time [Access and VISIO 2016]
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I |
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25 Mins 3. Click Save

Cancel

\ 2. Select Minutes
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Opening Visio

1. Start the virtual lab and Double-click the Visio icon on the virtual lab desktop.
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2. You are now ready to use the software within the virtual lab environment. Remember to
save your work and add time to the countdown timer to ensure your work is not lost.

Saving Visio Files

Like working on your personal computer, you must save your Visio files if you intend to
return to them or continue working on them later. There are two options for saving your
work in the virtual lab:

Option 1. Save Visio files to the uCertify Evidence Tab.
Option 2. Save Visio files to Microsoft OneDrive.

When working in the virtual lab you must upload your work to the Evidence tab if you wish to
review or continue working with that file later. If you do not upload your work to the Evidence
tab, it will be lost, and you will not be able to return to it. You must complete both steps to save
your work to the virtual lab Evidence tab.

1. Save file(s) to the virtual lab desktop.
2. Upload the file(s) to the Evidence tab.
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Step One: Save the Visio File to the Virtual Lab Desktop

Select File > Save As > This PC > Desktop.

Name the file appropriately. The file Save as type should be Visio Drawing, so you
can re-open and edit later, if needed.

3. Click Save.
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1. Double-click Upload My Work from the virtual lab desktop.
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2. Click Choose.

3. Locate the saved file on the Desktop.

4. Click Open to upload the file.
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5. Verify the correct file is listed in the selection box. Click Upload to save the file to the
uCertify Evidence tab.

\& uCertify

Informatics Systems Analysis and Design

I SampleChart.vsdx : Lhonsey, Upload I

6. Confirm the file uploaded to uCertify.

=2 VISIO 2016 82| Time Remaining 38:36m Add
N Exercise Evidence
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& uCertif;
Informatics Systems Analysis and Design I ) - I
# ate File
Choose 1 05-04-2017 SampleChart.vsdx
o Fﬁ
I 1 05-04-2017 SampleChartvsdx I
Option 2: Saving Visio Files to OneDrive
1. To save the file to OneDrive, Select File > Save As > OneDrive > Sign In.
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2. Enter your Office 365 email, then click Next.
Note: You may use a personal Office 365 email account or your WGU email.

Sign in

Type the email address or phone number of the account
you would like to use with Visio.

%7(——_ 2a. Enter Email
your.name@wgu.edu
|

Next ‘ 2b. Click Next

Privacy statement

3. Enter your password, then click Sign in.

X
Sign in with your organizational account
your.name@wgu.edu
”........| | « ' 3a. Enter Password
<4+—  3b. Click SignIn
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4. Save your file to OneDrive by clicking File > Save As > OneDrive > OneDrive.

5. Name the file appropriately. The file Save as type should be Visio Drawing, so you
can re-open and edit later, if needed.

6. Click Save.
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Accessing Saved Files

There are two instances in which you might want to access saved files.

1. To continue working on a file saved to uCertify or the Microsoft OneDrive
2. To download and save copies to your personal computer

1. Double-click Upload My Work from the virtual lab desktop.
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2. Click on the name of the file you want to download to the virtual lab desktop. It will
download to the bottom of the screen.

Please select any file Choose Upload

# Date File

1 05-04-2017 I Sample testing.vsdx I

3. Click the downloaded file to open and continue working.

4. When you are finished with your edits, be sure to re-save your work and re-upload
to the uCertify drive.

To Continue Working on a File Saved to Microsoft OneDrive

1. Double-click the Visio icon from the virtual lab desktop.
2. Login to Office 365 by clicking Sign in to get the most out of Office.

=

Visio Search for online templates 0 Sign in to get the most out of Office

Learn more

Recent

FEATURED CATEGORIES

To browse fora
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3. Your file should appear on the left under Recent. Click on the file to open.

LU

4. When you are finished with your edits, be sure to re-save your work to the OneDrive.

Download and Save Files to Your Personal Computer

If you wish to maintain copies of your work on your personal computer, you can download any
files you previously saved to the uCertify Evidence tab or Microsoft OneDrive.

Downloading Files Saved to uCertify

1. Select the Evidence tab.

2. Click on file(s) to download. 1. Evidence tab

/
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Choose Upload
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Choose Upload

# Date
1 05-04-2017

File
SampleChart.vsdx

# Date

1 05-04-2017

File

SampleChart.vsdx

/

2. Select file to download
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3. Save File to your computer.

[ ] Opening Drawing2.vsdx

You have chosen to open:

< Drawing2.vsdx

which is: Binary File (14.6 KB)
from: http://s3.amazonaws.com

Would you like to save this file?

—
Cancel Save File
I

Downloading Files Saved to Microsoft OneDrive
1. Login to your Microsoft OneDrive.

2. Click on file(s) to download.
3. Save to your computer.
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