Getting Started
SNAP 2013 Instructor Guide

SNAP 2013, the fourth version of Paradigm’s Training and Assessment system for teaching Microsoft®
Office and computer concepts, is a completely new web product. This latest version of SNAP is an easyto-use application that can both train a student and accurately assess a student’s ability to use
Microsoft Office, Internet Explorer, and Windows 8.
This guide will walk you through the steps required to use SNAP 2013 for the first time as an
instructor. Refer to the on-line FAQ and/or online Help pages for specific information about SNAP
2013’s features and functionality.
Select from the links below:

Preparing Your Computer for SNAP 2013
Creating Your Course
Enrolling Your Students

Preparing Your Computer for SNAP 2013
1. If you received an email from your Paradigm Sales Representative containing your Login Name and
Password continue to the next step. If not, contact your Sales Representative and get those before
proceeding.
2. Connect to the Internet, launch either Internet Explorer or Firefox, and go to
www.snap2013.emcp.com.

3. If at any time you are having difficulty getting started, click the Help link, located next to the
USER LOG-IN label, for assistance.
4. SNAP 2013 requires a few software components to be installed on your computer in order to
function properly. A helpful utility is available to evaluate your computer and assist with any
missing components. From the login-in page click the
button in the File Download dialog box, click

button, click the
from the InstallShield

Wizard, click
from the InstallShield Wizard, and then click
from
the InstallShield Wizard. The configuration utility analyzes your computer system and
determines if the proper components are installed. Below is a list of the necessary components:
a. Microsoft .NET Framework 3.5.1 SP1+ - This is a Microsoft utility that is on most
computer systems. If it is not installed on your computer, the Check Configuration
utility will install the application. The installation process takes only a few minutes.
b. Microsoft Office 2013 – To using the skill assessments and document assessments a
non-beta version of Microsoft Office 2013 must be installed on your computer.
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c. Printer – A non-printing print driver is installed on your computer for using in SNAP 2013
skill exams. This allows for testing of a student’s skill in printing documents without the
need to produce a physical document.
d. SNAP Skill Player – This is an executable program used to run the SNAP 2013 Skill exams.
It needs to be installed only once. Its size is 6.9mb.

Creating Your Course
1. After completing the Check Configuration process, login to SNAP 2013 by entering your login
name and password in the USER LOG In section of the login page and then clicking GO.
2. The Getting Started page will display the “Welcome to SNAP” dialog box, which takes you to the
Course Builder, which will assist you in setting up your first course and sections. Begin by clicking
the here link.

3. Give your course a long title and short name, select a start date, create one or more sections,
and then click

. More sections can be added at any time.

4. Select the textbook(s) you will use in your course, and then click

.

NOTE: You choose to schedule activities Weekly or by Topic. If you let Course Builder schedule by Topic, it will assign
one chapter per Topic.
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5. In Step 3 of the Course Builder, you are asked to choose a course length, and also to decide if
you want the Course Builder to schedule your course content for you, or if you wish to
schedule the content yourself.
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If your course length is not one of the options, choose the length closest to the actual length. You
can make adjustments later.
NOTE: To schedule by Topic:
In Step 3 of the Course Builder, you are asked to choose the number of Topics to schedule the
content yourself, or if you want the Course Builder to schedule your course content for you. To
schedule yourself, click No and select the number of Topics. To have the Course Builder schedule
the course for you (one Topic per Chapter, click Yes.

When you are satisfied with your selections, click the

button in the lower right corner.

Note: If the option to allow the Course Builder to schedule your content for you is grayed out, it
means that the combination you have chosen is not compatible with this feature. This might be
because you have chosen a book with a large amount of content, and a short course length.

You will now be asked to confirm your course settings. Look them over, make any necessary
changes, then click the Continue button.
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6. Depending on your settings, the Course Builder will take a minute or two while it builds your course. When
it is finished, you will see a confirmation message on your screen.

Click Continue. Your new course will now appear on the left pane.

Enrolling Your Students
Students are required to self-register in your course. To do this, a student uses an enrollment
key that you provide and the activation code that accompanies his or her textbook.
Each section in your course has its own enrollment key. The enrollment key is found by clicking
and then clicking
listed in the Sections table.

in your course. The enrollment key in

Send or post this enrollment key to the students who will enroll in a particular section.
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