San Diego Global Academy Quick Start Tutorial
To login to San Diego Global Academy, go to https://collabornation.net/login/potterparkzoovolunteers
Enter your username and password. If you have forgotten either, contact Jennifer Horvatin at
jhorvatin@ingham.org for assistance.

Once you log-in, you will come to your home screen.

On the left, there are several icons to help you navigate the site.
The top one takes you to “My Courses”. This is where all the courses you would like to
take or have been assigned are located.
The second one takes you to “Course Catalog”. This is where you can search for courses
that you would like to take and add them to “My Courses”.

The third icon takes you to “Site Members”.
The fourth icon takes you to “Events”. We don’t use this feature much, but this is where
in-person training sessions would be found.

The fifth icon takes you to “Discussions”. We haven’t yet used this feature.
The sixth icon takes you to “Resources”. This is where resources like training manuals,
links to outside resources, and data sheets will eventually be located.
The last icon takes you to “Teams”. As we explore the best way to organize the volunteer
program, this feature may be used, but it isn’t right now.

The main body of the page is “My Courses”. This is where your list of courses will appear once you have
selected them. As you can see, I already have several courses added. Yours may not have any courses
until you add them from the course catalog (more on that below). Administrators also have the ability
to assign required courses, and they would appear under “My Courses” as well.

Clicking on the second icon will bring you to the “Course Catalog”. This is where you can search for
courses to take and add them to “My Courses”.

To search for courses with a keyword, type the keyword into the search bar and click “search”.

Clicking on “Show Categories” gives you the option to select a category to refine your keyword search.

You can also select a category (without a keyword in the search box) and see all the courses in that
category. For example, if you click on the “Animal Welfare” button, you will see the courses in that
category below. This picture is cut-off, but on the site, scrolling down would allow you to see them all.

The courses are displayed with a picture, the title, whether or not it is a certificate course, the cost (all
courses are free for you), and a “Learn More” button.

To learn more about the course and/or to add it to “My Courses”, click on “Learn More”. You will be
taken to the course description and more details about the course. If you scroll past the description,
there are suggestions for other courses you might like to add. If you choose not to add the course, click
the back button on your browser to go back to your search results.

If you decide to take the course, click the “Add to My Courses” button. At this point, you can take the
course immediately, or you can click the back button on your browser to return to course search.

When you look at the individual courses, there is a row of icons at the bottom. The one that looks like a
sheet of paper with the corner folded is “Notes”. Once you start a course, you can take notes and
access them from the “My Courses” screen rather than entering the course. The box with the down
arrow is “Delete”, should you wish to remove th
the
e course from your “My Courses” list. Once you
complete the course, a graduation hat appears. This is where you can view, download,
download or print your
certificate.. Please note that the site administrator will be able to see all completed courses, scores, and
certificates, so there is no need to report it. The last speech bubble icon is for “Feedback”. This allows
you to give feedback on the course itself (content, ease of use, etc) to the course creators.

Courses are usually a combination of videos, Power Point, and recorded narration. At the end of most
courses, there is a quiz, and for certificate courses, there is a minimum score in order to pass. Once you
have completed a course, it will appear in “My Courses” as completed (the bar turns from blue to
green), with the option to retake it.

