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Getting Started
PowerUP is designed to help you learn the computer skills you need to achieve your educational and career 
goals. To get started, you will need to become familiar with the different areas of the program’s dashboard.

Applied Computer Basics The Applied 
Computer Basics course contains a series of 
lessons that cover common workplace computer 
skills and the basic skills needed to complete 
computer-based tests.

TypingWeb TypingWeb is an online typing 
course that can help you practice and improve 
your keyboarding skills.

Course Progress These dashboard features 
allow you to track your progress in the course 
and print certificates of completion.

User Information This area of the dashboard 
allows you to update your personal information, 
access the course Help document, or exit the 
website.
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Applied Computer Basics
The Applied Computer Basics course contains twenty lessons that are grouped into five Themes. The lessons 
can be completed in any order, but because new lessons often build off of skills learned in previous lessons, it 
is helpful to complete the lessons sequentially. 

Using the Table of Contents Each lesson 
is part of a Theme. The lessons within a Theme 
can be viewed or hidden by clicking on the 
symbol to the right of the Theme title. Clicking 
on the positive symbol will expand the Theme 
area and reveal the lessons. Clicking on the 
negative symbol will collapse the Theme area 
and hide the lessons. 

Viewing the Lessons To open (or launch) 
a lesson, click on the button to the right of the 
lesson title.

 •  Lessons you have not yet opened will have a 
green button with the word “Start.” 

 •  Lessons that you have viewed but not 
completed will have a blue button with the 
word “Continue.” 

 •  Lessons that you have completed will have a 
grey button with the word “Review.” Completed 
lessons will also have a green check mark 
next to the lesson title. 

Note: When you launch a lesson you have 
previously viewed, you can choose where to start. 
You can return to the point where you stopped or 
go back to the beginning of the lesson.
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TypingWeb
TypingWeb is an online typing tutor that provides typing lessons, games, and tests. To open TypingWeb, click 
the “Go to TypingWeb” button on the dashboard. This will take you directly to your personal TypingWeb account. 

Typing Course Choose from a 
range of typing lessons from beginner 
to advanced. For the most practice, 
take the complete course. If you are 
already comfortable with certain keys 
or skills, you can choose the specific 
typing lessons you want to take.

Typing Games Typing games 
provide a fun way to get additional 
practice. Select the game you want to 
play, review the rules, and then start 
typing your way to a new high score!

Typing Test Use the typing test to 
evaluate your progress. If you take 
the test more than once, you can use 
the results to track how your skills 
improve over time.

Typing Certifications Once 
you are confident in your typing 
ability, take the certification tests 
to officially verify your typing speed 
and accuracy.

Note: Profile updates from PowerUP will not 
transfer to TypingWeb. Use the Preferences 
link to update your profile or account 
preferences in TypingWeb.
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My Progress
Clicking the My Progress button on the dashboard will open your personal progress report and create a 
document that you can print.

Personal Information The first section of the progress 
report will contain your personal information, class 
information, and access information. This section also 
contains a summary of how much time you have spent in 
the course.

Progress Report The second section of the report will 
show the completion status of each lesson as well as how 
much time you have spent in it. (For your overall time, 
please see Total Time at the top of the report.)

 There are three possible statuses for a lesson in the 
progress report: 

 • Not Started 

 • In Progress

 • Completed

Note: A completed lesson will also display a green check mark to 
the left of the lesson name.

1

2



Copyright © McGraw-Hill Education 7

Certificates
Clicking the Certificates button on the dashboard will take you to the Print Certificates page. This page shows 
you the different certificates that are available for the course, and which of those certificates you have 
currently earned. 

Theme Certificates A certificate of 
completion is available for each theme in the 
course. When you have completed all of the 
lessons within a theme, the print button will 
activate and you will be able to print a certificate 
of completion for that theme. 

Course Certificate Students who finish all 
of the lessons and themes will also be able to 
print a certificate of completion for the course. 
This certificate includes a comprehensive list of 
the skills you have mastered by completing the 
PowerUP program.
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Profile
The profile area contains your personal user information. This is where you will go to update your personal 
information, contact information, or password. To view your profile, click the profile icon on the dashboard.

Personal and Contact Information  
Your profile contains your personal 
information and contact information. To 
update your profile, select the information 
you want to change, then enter the new 
information. In a text field, you can type 
the new information directly in the field. In 
a drop-down field, you will need to select 
the correct information from a list. Although 
many fields are optional, keep in mind 
that some are required. Required fields 
are marked with a red asterisk. When you 
are finished, click Update Profile to save 
your changes.

Changing Your Password To change 
your password, start by opening your profile. 
Next, click the Change Password button. 
Enter your current password in the Old 
Password field. Choose a new password that 
meets the password requirements. Enter 
the new password in the New Password 
field, and then enter it again in the next field 
to confirm it. Click Save Changes to finish 
changing your password.

Note: If the system is not accepting your new 
password, double check that it meets all of the 
listed security requirements. If the system is not 
accepting your old password, start by contacting 
your teacher or administrator—they have the 
ability to reset your password if needed.
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Quick Reference Lesson 
Guide
The guide below outlines the different features and 
navigation options available within the lesson.


