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About This User Guide

This Guide has been written for the general user of NetSpeed Fast Tracks. It covers topics such as how
to find content in Fast Tracks and how to post comments.

A separate guide is available for people who wish to create their own content: the NetSpeed Fast Tracks
Author Guide.

About NetSpeed Fast Tracks

NetSpeed Fast Tracks at http://www.netspeedfastracks.com is a searchable database of just-in-time
information and training content that helps you manage your day-to-day workplace challenges and your
career. Think of it as a learning-on-demand resource that is seeded by external professionals but grown
and maintained by individuals throughout your company.

NetSpeed Fast Tracks offers four main types of content:

e PodSpots: Short audio podcasts, usually accompanied by an avatar or video.

e Interviews: Recorded conversations with authors and other experts on a wide range of issues.
Listen to them in their entirety or hear short clips on key points.

e Knols: Concise articles written on practical topics like writing effectively, negotiating with others,
delegating work, dealing with conflict, and other workplace issues you and your employees face
every day.

e Blog Posts: More informal thoughts, observations and opinions that allow people to share what's
on their mind about the world of work and stimulate discussion.

Private content and NetSpeed Learning Solutions Content

NetSpeed Fast Tracks was created by NetSpeed Learning Solutions. NetSpeed Fast Tracks combines
content from your own organization, from outside experts, and from NetSpeed Learning Solutions.

Your company’s NetSpeed Fast Tracks site license offers a private version of NetSpeed Fast Tracks.
Employees of your company have Premium access to all NetSpeed Learning Solutions content.

Content that is specific to your organization is called private. Private content is accessible only to
members of your organization. Private content can range from formal white papers on policy or processes
to informal blog posts about breaking news to the capture of tribal knowledge that is not documented
elsewhere.

Private content is indicated by an icon that based on the corporate logo, as shown in this example:
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http://www.netspeedfastracks.com/

Fast Tracks Insight Interview

i |
il
An Interview with our CEO

Aninterview with Bill Horon

Lastweekwe had the oppartunity to sit over coffee and discuss the n
marketing strategy. We alsa got some candid insights on potential
competitors in the field.

Content that is not private does not display this icon.

Any user on the Internet can navigate to the NetSpeed Fast Tracks site. Some of the NetSpeed content is
accessible to anyone with a basic Member account. Some content is available only to those who have
paid a subscription for the Premium account. Since your site license includes Premium access to all
NetSpeed Learning Solutions content, you will have full access to all NetSpeed Fast Tracks content, in
addition to all private content for your organization.

When you log into NetSpeed Fast Tracks, the system presents a view of the site that is customized for
your organization. This view is available only to members of your organization. The look and feel of your
private site may be co-branded for your organization, depending on the terms of your site license.

Finding content

NetSpeed Fast Tracks has a tab for each content type — PodSpots, Interviews, Knols and Blogs. Clicking
each tab displays the “home page” for that content type. Home pages contain different sections that help

you find the content you're looking for. For more information on how to navigate the sections on the home
pages, see the “How do | find...” sections for each content type in this User Guide.

When the amount of content is large, Search, Categories, and Labels can be used to quickly find what
you're looking for.

Finding Content Using Search

You can easily find specific NetSpeed Fast Track content by using the Search box at the top of page.
Enter one or more words and press the Search button. The system will search individual words that
match your entries within these areas:

Title

Summary or description (this varies depending on the content type)
Author first name and last name

Keywords entered by the author and/or Content Administrator
Labels entered by the author when the content was created

In the following example, “art of selling” was entered into the Search field. The system found six
PodSpots, one knol and one interview whose keywords, labels, title, summary or author names contained
the word “art” or “selling.
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art of selling Search !

About

Search Results Summary

Your search refrieved:

Six Podspots

Cne Knol

Cne Interview

Mo Blog Posts

The actual content pieces are displayed on the same page directly below the Search Results Summary.

Here are some more details on how Search works.

” o

e Small words like “of,” “and,” and “the” are ignored in the Search.
e If you enter multiple words in the search field, the words are searched individually and not as an
exact phrase.

Finding Content Using Categories

Within each content section, you can search for content by general category. Each section may display
different categories, depending on what is appropriate for that section.

Knol Categories

Communication Practices

Leadership

ManadingfSupenising

Fersonal & Career Development

Success Factors

Transition to Management

Work Challenges

To display content items associated with the category, click the category name, such as "Communication
Practices."

Any content item may be associated with any number of categories, so you might find the same content
via multiple categories.

Categories are pre-defined by the content administrators.
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Finding Content Using Labels

You can also find content by using labels — words or phrases that describe the content. Labels can be
used to “jump” from content to content because they are displayed at the end of each PodSpot, interview,
knol, and blog post. In the example below, the knol contains the labels “art of selling” and “sales
technique.”

=
D

Getting Them to Say No

~~
Posted by Angelica Dallas _ada

As a salesperson, sometimes the best sales transaction is the one you walk away from. Don't be afraid to
suggest that your customer doesn't need what you're selling him. As a matter of fact, push for that very thing
Getthem to tell you why your product is great and why they can't do without it

Click a label to find
other podspots,
interviews, knols and
blog posts with similar
content

Posted on Monday, March 10, 2008, 5:01 pm

Labels: art of

If you click a label, the Content by Label page is displayed showing all PodSpots, knols, interviews and
blog posts that also include that label. This means that once you find one content item of interest, all
content with that same label can be discovered one click away.

Unlike keywords, labels are explicit and should be unique to a particular set of content. If an author wrote
a series of knols on time management, the author might give all of them the label "time management". A

user who requests a list of all content items labeled "time management” would see only the content given
that exact label.

In this way, labels actually work like categories, except that labels don't have to be predefined in the
system by an administrator. They can be invented by any author. However, the authors take the
responsibility for being consistent in their use of labels, and in not colliding with another usage of the label
in a different context.

Searching for a Particular Label

If you already know that a certain label exists, you can quickly discover the list of content with that label
by entering the label exactly in the Search box at the top of the page.
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art of selling

Blogs About

Search Results Summary

Your search retrieved:

Six PodSpots
Cne Knaol

One Interview
Mo Blog Posts

Label: art of selling

In the example above, the user entered "art of selling" in the Search box. The Search function returned
various content items that matched the keywords "art" and/or "selling". In addition, the system found that
the exact phrase "art of selling" is used as a label, and displays a link to that label. Clicking the label
displays the Content by Label page that was described in the previous section.

Searching Content within a Label

You can combine both the power of search and the specificity of labels, by doing a search within only the
content linked to a label. In this way, you can drill further into the content associated with the label.

In this example, clicking “art of selling” resulted in one knol and one blog post with the same label.

Content by Label

ART OF SELLING
This label has:

Mo PodSpots
One Knol

Mo Interviews
One Blog Post

Search within "art of selling” label

|

The Search function within the label page works exactly like the Search box that you'll find at the top of
every NetSpeed Fast Tracks page, except that search results are limited to the content with the given
label.
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PodSpots

A PodSpot is a short podcast, usually lasting between one and three minutes and presented in both an
audio and visual format. The visual presentation may be in the form of a video or an avatar. The audio
PodSpot can be downloaded for later play onto your computer, iPod or mp3 player.

Anyone within your organization — a regular user or the administrator — can create a PodSpot. All content
created within your organization is considered “private.” Along with private content, additional PodSpots
are provided by NetSpeed Learning Solutions.

The PodSpot page

Each PodSpot has its own page. Content submitted by your company will include your company logo.
You can tell the permission level of the author as follows.

Permission Level How to tell the Permission Level
P ~
eer The Peer icon s follows the author’'s name.

Content Administrator No icon is displayed. If an author's name is shown, it may represent an
expert who is not necessarily a member of your organization. The
Content Administrator can also publish a PodSpot anonymously.

The graphic below describes different elements of the PodSpot:
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Your company's logo

appears above content
. that is private (that is, it |
was created by someone
within our arganization).
Getting 'ql_-?m to Say No
Sometimes the best way to sell someone is 1o suggest they dont nead what you're hawking
Length: 0:47
This icon appears next toa
. ~~ padspot when a peer is the
Posted by Angelica Dallas _g.a author.
angelica@dallas.com
ABC Corporation
— Watch
Click to watch and listen;
You have four
play options;
1. WATCH:
—__-—"—‘—-‘—-‘_____ Podspots may
inclsde an avatar that
talks in sync with the
audio recording.
—Listen —
Listen to the audio stream 2. LISTEN: Click the
% n play button 1o fisten;
3. DOVWNLOAD:
Download to your [
— Download compuler of )::pa i
Download the audio file lo your computer, to play laler or to transfer to 3 por] playar,
>efting Them o Say N
Geting Them o Sa: He 4 READ: Read the
franscript —
—Read —
As a salesperson, sometimes the best sales transaction is the one yol Waaway ronT. oon't
be afraid to suggest that vour customer doesn’t need what vou're selling him. |
Click a label to
Posted on Thursday, March 6, 2008, 7:26 pm find othisr
padspots with
Labels: art ol selling sales technigue similar contant
The Edit link
Comments appears if you
are the author
of the podspot

How do I find a PodSpot?

Clicking the PodSpots tab on the menu displays the PodSpots home page, which presents an overview
of all the PodSpots in your organization.
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Match your search text with
a podspot's keywords, title,
labels, description or
submitter's full name.

About

Featured Pod Spots

Home Interviews Knols

PodSpots

Welcome to NetSpeed PodSpots

Titles of the 50
most recent
podspots are

Recent PodSpots

The Cycles of Change, Part 4;
Rebalancing

The Cycles of Change. Part 3: Instability
The Cycles of Change, Part 2 Change
Anticipating Your Readers Questions
Lighten the Load

Six Editing Questions about Content and
Lavout

Three Editing Questions about
Language

Eight Ways to Tune Up Your Email
Seven Planning Questions for Clearer
Writing

The Cycles of Change, Part 1: Stabili
Four Ways We lMeet Change — and How
1o Make the Most of It

Solving the Puzzle of Your Best Work

Pod Spot Titles

All PodSpot Titles

shown in
reverse
chronological

Your Praise can

r

ngth: 2:12)

Find podspots that you
have created. Then copy pw to make it juicy
the URL into an email Featured podspots are
and send to your updated regularly.

associates.

Prepping Your Raise
2)

Display podspots by
category

Dashboard

New PodSpot
My PodSpots

Pod Spot Categories

Managing/Supemvising

undwork for a successful negaotiation

Avoiding Burn Qut
(Length: 03:43)

How to replenish yourself

Personal & Career Development

Find all podspots.

You can find the PodSpot you're looking for in several different ways.

e By category. When a PodSpot is created, it can be placed into one or more categories. Click one
of the categories in the PodSpot Categories section to display only the PodSpots in that
category.

e By searching. Enter one or more words into the Search field. The search results will include any
PodSpots whose keywords, title, labels, description or submitter’s first or last name (for Peer
submitted PodSpots) match your entry.

o By featured PodSpot. The center of the page displays PodSpot titles that are currently being
featured by your company. Featured items are changed periodically. Click any title to display that
PodSpot.

e Recently added. The Recent PodSpots section at the right shows recently created PodSpots.

e Your PodSpots. The home page contains a Dashboard section that includes a link to PodSpots
authored by you.

e By label. Clicking a label will display a page that lists PodSpots, interviews, knols and blog posts
that also contain that label. Labels are a great way to jump between content types that contain
similar themes.

Interviews

The Interviews section offers recorded interviews with authors and other experts on a wide range of
issues. Listen to them in their entirety (usually around ten to fifteen minutes) or short clips on key points.
Like the audio portion of PodSpots, interviews are downloadable to your mobile device.

Within your company, only Content Administrators can create interviews. Many of the interviews that
you'll see have been provided by NetSpeed Learning Solutions.
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The Interview page

Each interview has its own page. The graphic below describes different elements of the Interview page.

Title and name of
interviewee

Fast Tracks Insight Interview

How to Grow as a Lead/
Description
An interview with Joe Folkman . -

Research shows how building strengths rather than fixing weaknesses/ &kes for powerful

leaders ‘K‘ '

"To have a real impact at work, be open to feedback, fix your flaws, get clear about how 10 make a
difference, and embrace your passions.”™

Entire interview (16:56) Listen to or download

Download the entire interview...
t]

Average leaders and extraordinary ones (01:05)

Download % ... or just hear snippets
t]

Examples of critical leadership competencies (01:27)
Download

Joseph Folkman, Ph.D., is managing director of
Novations Group, Inc., a Provant company. He is the

Make a Difference

the key behaviors that significantly impact an
indmvidual's overall effectiveness. His more than 25

diagnosis, management assessment, and
individualforganizational change.

Contact Information
ifolkman@zco.com
http://www.zico.com/index.ht

and optional
book of the
interviewee

author of three books: Tuming Feedback Into Change,
Making Feedback Work, and Employee Surveys That

Dr, Folkman's unique approach helps people uncover

years of experience has focused on survey research,
analysis, and consulting in the areas of organization

Bio, contact info,

How do | find an interview?

Clicking the Interviews tab on the menu displays the Insight Interviews home page, which presents an

overview of all the available interviews.

NetSpeed Fast Tracks User Guide
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Search for all content
types by keyword, title,
summary, and/or author

Home PodSpots Interviews Knols Blogs About Admin

Featured interviews are
updated regularly

Fast Tracks Insight Interviews Featured Fast Tracks Insight Interviews

Titles of the

Purpose, Passion, and Your mostrecent

interviews _wiII
Roadmap for Change be shown in
reverse
Carol Vecchio chronological
qrder on the
How to renew yourself and your career, and make the ;gg‘:lde of the

mast of the changes that come your way

More Than A Game

Jim Corbett

Why business and golf are a perfect match--and
vour perfect opportunity

Here are some ways to find interviews on topics that you're interested in.

e By searching. Enter one or more words into the Search field. The search results will include any
interviews whose keywords, title, description or submitter’s first or last name match your entry.

e By featured interview. The center of the page displays featured interview titles. Click any title to
display the page for that interview.

o Recently added. The Recent Interviews section at the right shows recently added interviews.

e By label. Clicking a label will display a page that lists PodSpots, interviews, knols and blog posts
that also contain that label. Labels are a great way to jump between content types that contain
similar themes.

Knols

The word knol stands for “a unit of knowledge.” You can think of it as a short, concise article that offers
information on practical topics such as writing effectively, negotiating with others, delegating work, dealing
with conflict, and other workplace issues you and your fellow employees face every day.
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The Knols page

Each knol has its own page. Content submitted by your company will include your company logo. You
can tell the permission level the author as follows:

Permission Level How to tell the Permission Level

o

Peer The Peer icon i« follows the author's name.

Designated Author No icon is displayed.

Content Administrator No icon is displayed. If an author's name is shown, it may represent
an expert who is not necessarily a member of your organization.
The Content Administrator can also publish a knol anonymously.

The graphic below describes elements of the knol.

Your company'’s logo
appears above content
= that is private (that is, it
Knol /‘ was created by someone
within your organization).
.

This icon appears next to the
author’'s name when a Peer

Getting Them to Say No (someone other than an
= administrator or designated
y ~~ .
Posted by Angelica Dallas _a.a author) is the author.

As a salesperson, sometimes the best sales transaction is the one you walk away from. Don't be afraid to
suggest that your customer doesn't need what you're selling him. As a3 malter of fact, push for that very thing
Get them 1o tell you why your product is great and why they can’t do without it

Click a label to find
other podspots,

Posted on Monday, March 10, 2008, 5:01 pm interviews, knols and
blog posts with similar
Labels: art of selling sales technigue content

— The Edit link appears if
you are the author of

Comments the podspot

Marianne Morton wrote:
This knol was very helpful. It's counter-intuitive to seek a 'no” answer, but | can see how it would save
everyone lots of ime

Comments can
be added to
knols by any
reader.

Mar 10, 2008, 6:28 pm

How do | find a knol?

Clicking the Knols tab on the menu displays the Knols home page, which presents an overview of all the
knols in your organization.
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Interviews Knols

About

Search for all content
types by keyword, title,
summary, and author

Home | PodSpots

Welcome to Fast Track Knols

Titles of the 50
most recent
knols are

Featured Fast Track Knols

shown in
reverse

. chronological
A Potpourri of Succe order.

by Cynthia Clay

ng our 23 hands-on,
tips and techniq)
ssessments,

exercises,
reinfarcement.

Mare...

Featured knols are updated

Dashboard

you've authored

Use the Dashboard to create a
new knol or show a list of knols

regularly

Mew Knol
My Knols

Knol Categories

Communication Practices

Leadership

Search for knols by
categories

Managing/Supenvising

There are several ways to find a knol with the content that you're looking for.

Leadership Learning Transfer

by Telly Courialis

In light of current global busine

that leadership is no longer jus

even lower-level managerial, p
capabilities to function adequately. Becaus
levels, leadership training is among the m
today.

Recent knols

Making the Business Case for
Transformation through Training

What's Your Networking Quotient (MQY?
How to Write E-Mail That Gets Results
Six Steps to Written Communication that
Gets Results

How to Write Persuasive Business E-
mail

Apologize—Do It Wrong and You'll Be
Sorry

7 Secrets to Psych Yourself Out of Pre-
Presentation Jitters

Know Can Do

The Seven Second Advantage
Selecting the Best Person for the Job
Writing Tips for Recent Graduates

Is Your Writing Too Abrupt?

Writing Messages of Comfort and
Condolences

Dealing with Anger and Insults

Tips for Winning Proposals

Tips for Giving Written Feedback

Slim Down Your Writing

Seven Steps to Your Goal

How to Write an Apology

How To Say Thank You

e By category. When a knol is created, it can be placed into one or more categories. Click one of
the categories in the Knol Categories section to display only the knols in that category.

e By searching. Enter one or more words into the Search field. The search results will include any

knols whose keywords, title, labels or submitter’s first or last name match your entry.
o By featured Knol. The center of the page displays featured knol titles. Click any title to display

that knol's page.

e Your Knols. The home page contains a Dashboard section that includes a link to knols authored

by you.

e Recently added. The Recent Knols section at the right shows recently created knols.

e By label. Clicking a label will display a page that lists PodSpots, interviews, knols and blog posts

that also contain that label. Labels are a great way to jump between content types that contain

similar themes.

Blogs and Blog Posts

Blogs have become popular on the Internet as a place to document recent events or to capture a thought,

observation, or opinion. Within NetSpeed Fast Tracks you use blogs for the same purposes. They are

usually written in an informal style, and are sometimes relevant for just a limited period of time. That’s why

newer blog entries (called blog posts) are displayed first, with older posts under them in reverse

chronological order.

And there is often reader participation — anyone can publish a comment about the blog post, or even a
comment directed at other comments. Blogs are a great choice for starting a discussion about an

intriguing topic.

NetSpeed Fast Tracks User Guide
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Many blogs on the Internet read like a personal journal of a single individual. But some blogs revolve
around a general topic, where different authors can post to the blog. NetSpeed Fast Tracks blogs can
represent either an individual or a team. Examples of groups where team blogs might be appropriate are

a functional area, a product group or an enterprise project team.

Here’s some terminology: a blogger blogs, and a blog post is published on a blog.

The Blogs Post page

Each blog post has its own page. The graphic below describes different elements of a blog post.

Note that this
blog post is for
the “Sales and
Marketing” blog.

z Each post has a
Sales and Marketing Blog ) P e

author's name comes

% after the post.
Monday, March 10, 2008

Getting Them to Say No

intuitive. They said thai sometimes the best sales transaction is the one you walk away from.

other podspots,
interviews, knols and
blog posts with similar

product is great and why they can’t do without it

why continue to waste everyone's time?

Posted by Marianne Member at 6:52 pm Edit
The Edit link appears if

Labels: art of selling sales technigue you are the author of
= the post.

Comments

Add a co

Hey, fellow Sales folksTl just wentto some sales training that offered some advice that was real counter-

Yeah, it didnt® make too much sense for me at first. They said don't be afraid to suggest that your customer
Click a label to find doesn't need what you're selling him. As a matter of fact, push for that very thing. Get them to tell you why your

content That's when it clicked, They do the selling themselves. And if they really, really dont need what we're selling,

omment \Jﬁ
Comments can

be added by

any reader.

How do I find a blog post?

Clicking the Blogs tab on the menu displays the Blogs home page, which presents an overview of all the

blogs in your organization. Recent posts from all the blogs are presented in a rolled-up view.

NetSpeed Fast Tracks User Guide
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Search for blog posts by
keyword

The Dashboard section
appears only for Administrators
and Designated Authors

Lists and describes all blogs.

Blogs About Admin

Knols

]
Titles of the 50
R&D Blog Latest Posts (All blogs) eE): e W
My Blog Posts
+ Research and blog posts are
development Sunday, February 24, 20 shown in
discussions. 49 ; reverse Recent posts
Future thinking QY-12 module preli chronological
happens here. — from R&D Blog order, by blog. R&D Blog
Sales and Marketing lan and | were talking about h e proposed QY-12 would have a QY-12 module prelim.
Slog dedicated blaster component, we both realized that we could design
e Newpodnc reuse the exact same compon the xanada base fusile. This #17000
announcements, will save at least four months of effort. )
sales tips, and Posled by Fast Tracks Demo Adi Blog
competitive Dt/
analyis S 5
Versalile Woodagit
Sunday, February 24, 2008
X-17000

Managing/Supemnvisin

Blog Categories

— from R&D Blog The 7 most recent blog posts (from any
blog) are shown in reverse chronological

Whew! Marketing  order.

17000 to market bressrrerrrere = e

working on the new QY-12 module blaster

Posted by Fast Tracks Demo Admin at 6:00 pm Edit 1]

Search for blog posts by
blog categories

Blog posts can be found in several different ways.

NetSpeed Fast Tracks User Guide

By blog. The Blogs section of the home page lists and describes all blogs. Click any blog name
to display the posts for that blog only.

By creation date. The Latest Posts section in the center of the home page lists blog posts from
across all of your organization’s blogs, in reverse chronological order. The Recent Posts section
at the right shows recent blog posts by blog.

By category. When a blog post is created, it can be placed into one or more categories,
according to subject. Click one of the categories in the Blog Categories section to display only
the blog posts in that category. (However the Recent Posts section on the right continues to
show recent posts for all blogs, regardless of category.)

Your blog posts. For Administrators and Designated Blog Authors, the home page will display a
Dashboard section that includes a link to blog posts written by them.

By searching. Enter one or more words in the Search field. The search results will include any
blog posts whose keywords, title, labels, or submitter’s first or last name match your entry.

By label. Clicking a label will display a page that lists PodSpots, interviews, knols and blog posts
that also contain that label. Labels are a great way to jump between content types that contain
similar themes.
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