
1 

User Productivity Kit (UPK) Instructions 
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Log into Core-CT with your user name and password. Click the Core-CT 
Help tab. 
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Click the appropriate UPK link. 
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The UPK Outline (left column) displays. Use the outline to navigate to a 
topic. The Outline is similar to a Table of Contents. 
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The Concept window will change when navigating through the Outline 
and will display information about a particular topic. 
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Click the plus sign in the UPK Outline to navigate to the desired subject. 
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The purple book        in the Outline represents a module within Core-CT. 
 
The purple book within the module represents a Section. 
 
The open book icon        represents your place in the outline. 
 
Click the Plus sign to view the topics for a module. The paper sheet icon      
represents topics. The paper sheet icon with a bubble       represents a simulation. 
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You can also search for a topic by entering key words in the Search field 
above the Outline. Click the magnifying glass icon to display the search 
results.  
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After selecting a topic, choose a playback mode.  The options are See It!, 
Try It!, Know It!, and Print It!  
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See It! - This is a web video that allows learning by simply watching. Pause, 
resume, and replay the training at any time. 
 
Select the        or press escape on the keyboard to close the topic. 
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Clicking the Actions link in any mode will open the Actions Menu.  
Click the appropriate link. 
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Try It!  - Learn interactively in this simulated environment. The UPK 
Player provides instructions as to what needs to be done to complete a 
task.  Perform the task to advance to the next step. 
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Follow the instructions in the yellow bubbles to complete an exercise. 
 
You will be prompted to try again if you make a mistake. 
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Test your knowledge with the Try It! mode. 
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Upon completion, you can print and save the Scoring 
Results. 
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Clicking the Print It! link will open a PDF file similar to a Core-CT 
job aid that will be available to print. 
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Contact the Help Desk (860-622-2300, 
http://footprints.ct.gov/footprints) if you have any questions or 
problems with UPK. 
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