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Employee Development Tools

Job Aid: Accessing Accelerate and Exploring Microsoft Office Resources

Access Accelerate

Step 1: Login to Academica (login.wayne.edu)

Academica Login

You have reached a page that requires authenticq
password

@ Your Wayne State AccessID

51 Your Password

« Login

Step 2: Click on Employee Resources (under the RESOURCES section)
Step 3: Click on Other Resources
Step 4: Click on Accelerate - Employee Development Tools

Step 5: Login using your WSU AccessID & Password

RESOURCES Q

Administrative Systems
Document Management
Employee Self-Service

| ———» Other Resources

4 ——¥ Accelerate - Employee Development Tools
Training, Seminars, Workshops
Wellness Warriors

Research Resources

University Resources

Page 1 of 3



How to Search for Microsoft Office Training Tools

Step 1: Navigate to the search box in the upper right hand corner of the home page

Aeceleritte ,
Employee Development Tools My Profile | Help | Log C{ut
Quick Links v Recently Viewed v
See View Browse Visit
What's Learning The Catalog The Accelerate
New Plan Community
New WayneBuy Online Training!
The office of Procurement & Strategic
SDU!C\P[I IS hBD[. to announce a new option

Step 2: Search for the program and/or skill you would like to learn more about

Aecelerite
My Profile | Help | Log Out m Excel Pivot Tables a

Employee Development Tools

Quick Links v Recently Viewed v

See View Browse Visit

What's Learning The Catalog The Accelerate
New Plan Community

New WayneBuy Online Training!
The office of Precurement & Strategic

Sourcing is happy to announce a new option

Step 3: Review search results that will include books, videos, courses, and other resources

Aecelerite -
Employee Development Tools My Profile | Help | Log Out m Excel Pivot Tables a

Quick Links v Recently Viewed v
See View Browse Visit
What's Learning The Catalog The Accelerate
New Plan Community 1
745 Results for SearCh Sort by | Relevance v Go
a You searched: Excel Pivot Tables
Search within these results BOO](S (6 88:) View All
Refine By 7 Show Filter
= Subject . ;
L= Microsoft Excel 2013 for the Business Analyst
Excel 2013 . .
forthe Business By: Larry Rockoff o I
L all Analyst Cengage Course Technology ® 2014 ISBN- 9781285778884
Book: 417 Pages
U Certification -
’ Recommend #fg (0)
Type

Details | Launch More Actions ¥

Training Credits
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Accelerate Employee Development Tools Job Aid

Step 4: Select a Resource

e If you wish to learn more about the resource, click Details
e To begin the resource, click Launch
e To save the resource for later, click More Actions, then Save

Books (688) View All

Show Filter

g Microsoft Excel 20 ss Analyst
Excel 2013 By: Larry Rockoft

for the i
Er‘g:;f;?ess Cengage Course Technol Related It 1286778884
Book: 417 Pages elated ftems

* Recommend #@# (0)

Larry Rackoll

Details  Launch | More Actions ¥

View relevant sections (39)
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Tips for Customized Search Results

Tip 1: The search results will show you the total number of resources found in each category (e.g., Books,
Videos, Courses, etc.). You will only see the top three most relevant resources displayed. If you want to

browse all the resources in a particular category, click View All.

Search sortby [fikem

¥ou mmarchad: Exosl Prect Taklss

Exced 2013 ary Pk
Co Busines . T T
Bnakyst Bk ANF Pigpas

Launch Maore Actions ¥

m Power Excal with MrExcel: 567 Excel Mysteries Sohved
ﬁ }.::o-m:-:‘ -
- Details  Launch = More Actions ¥

Laam Excal 2007-2010 From Mr Excel: 512 Excal Mysteriss Solved

I 2
= i B ks (42 =
e -‘..'.'a"".":-‘ -
kil |
Details  Launch = Maore Actions ¥
B view relesant sedioes (39

—lp Videos (1]
>

Businass Intalligance with QL Sarver: Craating Pheot Tables with M3 Excal

Details  Launch = More Actions ¥

MicroeoTt Excal 2010: Calculations in Phwot Tabdes

Details  Launch  Maore Actions ¥

MicroeoTt Excal 2013: Use a Timsling to Fitter Phvot Tables

Details  Launch = More Actions ¥

—p Courses (36]
o N\

Using PhwotTabdes, PivotCharts, and Advanced Charts in Excal 2013

Recoenemendd il (7

Details = Launch = More Actions ¥
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Accelerate Employee Development Tools Job Aid

Tip 2: Apply filters to narrow down your search results. Interested in a general subject (e.g., Business
Skills) or only one type of resource (e.g., Videos)? Click on the Select dropdown menu next to the Search
box. Filter your results by selecting options under Subject and/or Type.

Aeceleride ,
Employee Development Tools My Profile | Help | Log Qut m et a

Quick Links v Recently Viewed v Search library in English (United States)
73 > - e Tiq1

See : View Browse Visit Filter Results By
What's Learning The The Accelera )
New Plan Catalog Community _Subiect

Fla

[E1 Hot Topics

Ne [F] Analyst Research

2

Katie McDowell

My Profile
cor [F] Desktop Skills

Featured Topics

Select Topic v

View

Wayrnesuy Approvers

The Catalog link
yneBuy training

raininn Seminar

launch links holnw in not started now Tn renicter fnr an inetnictnrled enlires Innnn tn

Tip 3: Use key phrases to find resources on specific topics. Here are some thought-starters for
Microsoft Office programs:

Microsoft 365

Microsoft Excel 2013: Use Flash Fill

Microsoft Excel 2013: Summarize Data with Sparkline

Microsoft Excel 2013: Let Excel Recommend a Pivot Table
Microsoft PowerPoint 2013: Custom Motion Animations
Microsoft PowerPoint 2013: Creating Charts from Excel Data
Microsoft Word 2013: Changing the Orientation of a Specific Page
Microsoft Word 2013: Create a Template

Now you’re an Accelerate pro! Happy Learning!

Questions? Contact Organization & Employee Development at oed@wayne.edu or 7-2111.
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