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Introduction

Thank you for purchasing Certiprep™. This product, developed by Certiport, Inc., assesses your computer skills through hands-on exercises. The possible applications of this product include: a preparation tool for certification exams; an assessment tool for schools or employers; and as an educational tool to demonstrate features of the software being tested.

System Requirements

CPU: Pentium 166/equivalent or better

RAM: 64 MB or more

DISK SPACE: 100 MB

SERVER DISK SPACE: 15 MB (when using a Network Database)

DISPLAY: 800 x 600 resolution or better

OS: Windows 95/98/2000/XP

SOFTWARE:

For Office 2000 exams: Full custom installation of Office 2000 Premium or Professional.

For Office XP exams: Full custom installation of Office XP Premium or Professional.

For Office 2003 exams: Full custom installation of Office 2003 Premium or Professional.

Installation

Before You Install the Software

Before you can install Certiprep™, you must first have a complete installation of either Microsoft® Office Professional 2003, XP, or 2000. Confirm your Microsoft® Office setup by following these instructions:

1. Open your computer's Control Panel by clicking Start » Settings » Control Panel.

2. In the Control Panel, open Add or Remove Programs.

3. Select your version of Microsoft® Office in the list and click Add/Remove or Change.

4. Select Add or Remove Features and click the Next button.

5. If a list of checkboxes appears, make sure every box is marked, including Choose advanced customization of applications.

6. If all of the icons have a white background, you already have a complete installation. Click Cancel to quit the setup program.

7. If any icon has a gray background, you do not have a complete installation. Please click the icon to the left of Microsoft® Office and select Run ALL from My Computer. Click Update and follow the onscreen instructions. Reboot your computer.

Basic Installation
1. Insert the Certiprep™ CD. A menu will appear giving you three options for installation: Office 2003, XP, and 2000 (Note: if the menu doesn't appear automatically, open the CD from My Computer and double-click the Install_Menu.exe file).
2. Click on the version you wish to install (If a dialog box appears with the warning “The publisher could not be verified. Are you sure you want to run this software?,” click the Run button). The InstallShield Wizard will begin the installation process.

3. A screen will appear that says “Welcome to the InstallShield Wizard for Certiprep : Microsoft® Office 2003/XP/2000”. Click the Next button. On the License Agreement screen, review the license information and select “I accept the terms in the license agreement.” Click the Next button. Review the Important Notice information and click the Next button again.

4. Complete the fields on the customer information screen. At the bottom of the screen, choose “Anyone who uses this computer (all users)” or “Only for me (User)” and click the Next button.

5. On the file destination screen, accept the default destination folder of C:\Program Files\Certiprep\. Click the Next button.

6. On the Ready to Install the Program screen, click the Install button. The installation should take approximately 2 minutes. When the installation is completed, click Finish to configure Certiprep. If the Certiprep screen does not automatically appear, launch the program by selecting Start » All Programs » Certiprep.

IMPORTANT NOTE: If portions of your hard drive are set as Read-Only to users of Certiprep, the following folders need to be set to Read/Write: the installation folder (usually C:\Program Files\Certiprep), all its subfolders, and the DDC Database folder (see Network Installation below for more details). The DDCMyDocs folder (in the root of the installation drive by default) will need to be given Full Control. The DDCMyDocs folder can be moved to another location, and the path changed using Administrative Tools.
Activation Process
Before you begin using Certiprep™, you will need to activate it by connecting to our online database. If necessary, connect to the Internet before starting Certiprep for the first time.

1. On the Certiprep screen, select Office 2003/XP/2000 – Not Activated. Click the Next button.

2. On the Activate Exam Module – Office 2003/XP/2000 screen, enter your Activation Key and click Next. If you do not have an activation key, contact the software vendor.

3. The software will attempt to validate your activation key. If you have a multiple-seat license, you will see the number of seats available and how many have been activated.

4. If the activation key is validated, the software will automatically restart. If you are using a network version you will then be taken to Configuration Options.

Note: If the activation key cannot be validated, a screen will appear with instructions for activating the software without connecting to the online database. This situation can occur if there is a technical problem with the online database, if you are not connected to the Internet, or if your firewall is preventing POST requests at www.certiport.com/certiprep. Please try to resolve the issue and try again. If you cannot resolve the issue, follow the instructions on the screen to receive your alternate activation key. You can click the Copy to Clipboard button to copy the required information to the clipboard to be pasted in an e-mail.
Network Configuration Options

After clicking Next, you will need to choose between creating a new network database, mapping to an existing database, or configuring for standalone use. Please configure for standalone use.
IMPORTANT NOTE: In addition to network configuration, if you plan to use Outlook™ tests in the Office 2000, Office XP, or Office 2003 modules of Certiprep™, you will need to create a special configuration for Outlook™. Certiport recommends that computers used for Outlook™ tests should not be used for personal e-mail, calendar appointments, etc. as there is the possibility that user profiles can be deleted. See Configuration for Outlook™ Tests.

Standalone Installation

Select Do Not Connect to a Network Database. You will now be given the option to change the administrator password. This password is required to create new administrator accounts. Certiport recommends that you change this password and keep the new password in a safe location. Click Next when you are finished. This completes the installation.

Configuration for Outlook™ Tests

If you plan to run Outlook™ tests for Office 2000, Office XP, or Office 2003 exam modules, you must configure Outlook™ using the procedures below.

IMPORTANT NOTE: Do not run the Testing Center Outlook™ exam on a computer where Outlook™ is being used. It may destroy personal data such as e-mail messages and contacts.

Configuration for Outlook™ 2002 (XP) and 2003
1. From the Start menu, select Settings » Control Panel and double-click the Mail icon.

2. The Mail dialog box will appear. Click Show Profiles.

3. If any profiles exist, select each profile and click Remove.

4. Click the Add button to add a new profile.

5. Type Testing Center as your profile name. Click OK.

6. Select Add a new e-mail account. Click Next.

7. Select POP3 and click Next.

8. Enter the following information:

· Your Name: Janice Grisham

· E-mail Address: jgris@plutosoft.com

· User Name: jgris
· Password: abcde
· Incoming mail server: pop.plutosoft.com

· Outgoing mail server: smtp.plutosoft.com

9. Click Next.

10. Click Finish.

Configuration for Outlook™ 2000

If Outlook™ is already set to Corporate/Workgroup mode, you can skip steps 1-3.

1. Start Outlook™. Click Tools » Options. Click the Mail Delivery tab.

2. Click Reconfigure Mail Support. Select Corporate or Workgroup and click Next.

3. When prompted, click Yes.

4. From the Start menu, select Settings » Control Panel and double-click the Mail icon.

5. The Mail dialog box will appear. Click Show Profiles.

6. If any profiles exist, select each profile and click Remove.

7. Click the Add button to add a new profile.

8. Choose Manually configure information services and click Next.

9. Type Testing Center as your profile name. Click Next.

10. The Testing Center Properties dialog box will appear; click the Add button. The Add Service to Profile dialog box will appear. Select Outlook™ Address Book and click OK. Click Add again, scroll down and select Personal Folders and click OK.

11. The Create/Open Personal Folders File dialog box will appear. Replace *.pst with the file name Outlook™. If an outlook.pst file already exists in the currently open folder, navigate to a different folder, such as C:\My Documents. Click Open.

12. The Personal Folders dialog box will appear. Accept all defaults by clicking OK. From the Testing Center Properties dialog box click OK.

13. Click the Finish button. Click Close to exit Microsoft® Outlook™ setup.
Technical Support

The Certiprep™ QuickStart Installation Guide is designed to help you install and activate the Certiprep software quickly and effectively. This is not a comprehensive instruction manual. To view the complete Certiprep User Guide, visit www.certiport.com/certiprep, then click Technical Support. On the right side of the Technical Support Web page is a link to the User Guide.
To access troubleshooting information for a wide variety of common problems, visit www.certiport.com/certiprep and click on the Technical Support link. From the Technical Support Web page, you can launch the Certiprep Troubleshooting Wizard to help you find a solution to your problem.
If the problems you are encountering are not solved with the Troubleshooting Wizard, please call the Microsoft® Office Specialist support line: 1-888-222-7890 (U.S. & Canada) or (801) 443-3150 (Int.). You can also send an e-mail message to support@certiport.com.
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