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There are 2 cateqgories of users:

Any registred user can accessthe Training Space, and read the entriesin the
I nformation Space.

But only the tutors, trainersand traineesinvolved in a common wor k-based training can
create new entries (or delete them), and accessto their private workspacein the
Collaboration Space.

Training Space

You need your login and password to enter in the Training Space.

— Account details

User Name
User names are case sensitive, moke sure the caps lock key is not encbled.

L 1

Passwaord
Case sensitive, make sure caps lock is not ¥ you have your cliok here to refrigve it

L

# Rememhber my name.
Check this To have your user name filled in automatically when you log in later.

It ismainly devoted to in-company tutors, but also to teachers/trainers, students and trainees
who are interested in the topic of intercultural relationship.

In the training space, you can find online inter active self-training modules, in the shape of
case studies, whose main goal isto stress the necessity of taking into account and deal with
the intercultural aspects of the relationship between people involved in the transnational
work-based trainings.

(for more details, see the TUTOR-RING Presentation module).
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| nfor mation Space

You need your login and password to enter the Training Space.

In the Information Space, you can find infor mation about :

Companies/ Training Trainess
Organisations Ceantres Experiences

which use (or have used) TUTOR-RING to work together and to communicate.

In this Infor mation Space the trainers can present their training institution (vocational training
centre, technical school, university, adults' training centre, or other).

The students and trainees can present their training path and experiences.

The companies or other organisations can give information as their profile, methods of integration
of trainees in the working environment, languages in use, working hours and holidays, as well as
practical information : accommodation arrangements, provision of social and health security, labour
legislation about trainees,...

When atraining institution and a company (or any organization) are involved together in a work-based
training (ie when a student has learning periodsin the training centre and training periods at the
workplace in a company), the Information Space allows first presentation.

But it can be useful, also, for a student who looks for a company, or for companies which want to get
in touch with training centres...

To access the I nfor mation Space, use your login and password

— Account details

User Nome
User nomes are case sensilive, make sure the caps lock key is not enabled.

I

Password
Case sensitive; make sure caps lock is not enabled. K you have forgotten your password, clicl heie o ieliizve d.

I

¥ Remember my name.
Check this fo have your user name filled in automaficolly when you log in loter.




Companies/Or ganisations

You can see a list of companies/or gnisations which hase used TUTOR-RING
To see details, you have just to,click on their name.

Training Space | Informalion Space | Colloboralion Space

“wrmation SpacewCompanies § Organsations

5 Companies/ Organisations

Compoany | Orgoanization Counfry
o TECHMAR ' France
METALSRE D sanl France

For example, thisone:

METALORGO sarl

Title:
WIETALCRG G sl

Language of this entry:
English

Company Logo:

) View (JPES image 1Kb)

Country:
France

City:

Clermont-Ferrand

city

Mo City

Here you can find o list of compeanies and organisations which cooperata in the Tuter-Ring Programme. Click on
the name of the company/erganisation to obtain more detailed information.

[Ehowe all entfries] [Ehowe entries In English] [Add a new entry] [Maintfain additional files]

Sactor

wranufacturing

Clermeont-Ferrand Manufacturing

Working Longuage:
French

Other Languages Usad:
English, Spanish, Garman

Cooperation with EU Countries:
Crechoslovakia, Germany, Spain, Finland

Caoperation with ather Countries:
Canada, Algeria

Schedule of the Enterprise During One Year.:

The company works all vear long.

The normal warking time for employess is 35hfweek. from onday to Friday.
helidays:5 weeksfyear + legal fernal days

Accemmedation Arrangements.:
lunch posible at the companys' restaurant (free for trainess).
when possible. other accomodation at the students residence of the city

Provisien Of Secial and Health Security:
The students and trainees of EU benefit of the French social protection,
For the other ones, it depends of agreements behiveen countries.

Labour Legislation abaut Trainzes:
hHpaf e .gouv.dravail.fr

To create a new company/organisation, click on [Add a new entry]

and fill in theform

Training Space | Infarmolion Spoce | Collaboralion Spoce

formation Space

Privacy @ Please hote that your entries will be automatically visible for all logged in vsers s soon as you save them,

Edit Company / Instifution

5 Entenorse Details

Title =

This will be the name with which the Company / Organisafion is shown in lists.

(do not forget to SAVE it)




Training centres

Of course, it isthe same...
To seetheir details, you have just to click on their name.

Training Space | Infarmathan Space | Collobaralion Spacs

formalion Space wTraining Centres

= Tralining Centres

Here yau can find o list of training centres which cooperate in the Tutor-Ring programme. Click on the name of the
training centre to abtain more detailed infermation.

[Shiowe cll entnesz] [Show entres in Engheh| [Adad o nesae entry] [Mantain additional files)

Titla Country City
G AL EghE France Clermont-Ferrand
Flivi bl e Lescieriing Gatrnary Edangen

Thisonefor example:

P Auvergne

Title:

with information about its nature, GIF Auvergne
main fields of teaching,
pedagogical organization,
contact person, €tc...

Language of this entry:
English

Centre_logo:

(M

AUVERGHNE

#] visu [GIF imags Sk

Country:
France

To createa new Training center, click on [Add a new entry]
and fill in theform

Eclit Training Centre

[ Traiining Centre Details

Title w
This will be the name with which the Training Center is shown in lists.

(do not forget to SAVE it)



Trainees experiences

Here, you can find presentations of studentsor traineeswho are (or have been) involved
in transnational work-based trainings, or who are interested in such experience.

Training Space | Information Spoce | Collabonation Space

formation Space wTrainess Expatiences

— Trainees Expetiences

Here you can find o list of experience repors provided by frainees taking part in o transnational werk based
training. Click on the name of the experience report to view the report.

[Ehowe all entries] [Bhowe entnesin English| [Add o new entry] [Mombain acditional files|
Title ' Country

Training perod at the work place in metallurgy  France

Traimirig ini the Finnish wood industry Finland
Example:
Training period at the work place in metallurgy Hg
Titla:

Training period at the work place in metallurgy

Language of this entry:
English

Traines's Nama:
GEER Hans

Nature of the Training:

In the framew ork of the preparation to a postgraduate diploma in Germany, | have to work duting 3 months in
an industricl company dbroad.

Az | have lgarnt French language, this fraining period fakes place in a metallurgical company of Clermont-
Ferand. in the centre of France.

Training Centre involved.:
B Fin-pewLearming

Country of Training Centre:
Germany

Country of Company | Organizetion:
France

Do not hesitateto [Add a new entry]|

Edit Traines's Experierice

— [§ Training Details
Tifle =
Please enler hete a sharttifle for your fraining e.q. *Cooking atthe Ritz in Paris’. This fitfe will be showm in [isls: (mox. 250 characters)

Language of this enfry
Flease select the language used in this enfry.

Byelorussian A

Trainze's Name
Pledse enler your name in the form LASTN AIE, firshame.

MNature of the Training
Flease enfer here some generdl information on e fraining (e.g. field, fopic; level, objectivel




Collaboration Space

You need your login and password to enter the Collaboration Space.

The Collaboration Spaceisa private workspace for training centres, companies and
traineesinvolved together in a work-based training.

The information they exchange are not visible by oher people.

With this Collaboration Space you can work together and communicate more easily, in spite
of the geographical distance.

To access the Collabor ation Space, use your login and passwor d

— Account details

User Name

User names are case sensilive, moke sure the caps lock key is nof enabled.

Passward

Case sensitive, make sure caps lock is not K you have f your cliok here to refrigve it

# Rememhber my name.
Check this 1o have your user name filled in automafically when you log in later.

To enter your private workspace, click on itsname
(here, Training 1 Workspace, for example)

Training Spaoce | Information Space | Collaboration Space

Collaboration space

— Collaboration space
If you are here for the firgt time. you may want to see g

The Metwork collaborative wotkspaces dims to help trainers, tutors and trainess invobeed in transhational waork-
based vocational training to keep inclose contact and to waork together during the periods in the training centre
and the perods in thework place abroad.

. Click on the name offloboroﬂve space to enterit,
Training 1 Warkspaos

Plegse Confact us, if you nead 4 new collabeorative spaces for your own fraining. In the contact form plaase give us
the narmes of the participants with which yousrant to share the space.

(If you are involved in several work-based training with several different companies, you may
have several workspaces available...)



In your Collaboration Space, you can store documents and information to share them with
your partners.

You havejust to click on Add New Item

Training Space | Information Spoce § Collaboration Spoce

shdbaration space s Trairing 1 Workzpace

By default, a private forum will be created for your partnersand yourself in each

O Training 1 Workspace

& Uporie leyel

Container for abjects shared by this group

This folder has no visible iterms. To Gdicomenf, prass the add button, or paste content from another location.

Adld mew ifem

select the type of iterm vou want toadd fo yvour folder,

—  lferms Avdilalzle

[d Event

[0 Folder

ol

A simple fl:'lldE.I'-El"l oichelype

[5 File

Adidl

wor kspace.

An Auchetype derived version of CIVFCalendar's Event

& Mrchetype derived version of CFRefault's Fle:

If you miss such aforum of if you need a second one, don't hesitate use the contact form to

ask for one. Please provide the name of the workspace in your request.



Add an Event

With this tool, you can (for example) arrange more easily dates for a meeting with your
partners, or ateleconfererence, or any other event.

You havejust to fill in the form

— & ATEvent Details
Title =

Description
An adminishative summary of the confent

Event Location
Enfa'l_ihe incation where the event will take ploce.

Aftendees
People which-should oitend to the event:

Event Starts =
Enter the starling date and fime, or elick the calendar icon and select if,

2006 v |/[February /3 v| B 18 v|:[45 »

Event Encls =

Enter the ending date and hme; or click the calendar icon and selectil.
|2006 ¥ |f|February v |/|3 v B |18 v |45 v
Contact Name

Enter o contact person or organization for the event,

Contact E-mauail
Enter on e-mail address to use for informotion regarding the event.

Contact Phone
Enter the phone number to call for information and /or booking.

(Do not forget to SAVE it)




Add aFile

In your private Collaboration Space, you can easily upload files from your computer (or from
a network) to share them with your partners.

Edit File
Add the relevant details of the file to be added in the form below; select the file with the 'Browse' button, and prass
‘Tave'.

— [3 ATRle Details

Title =

Description

An adminishative scummary of the content

File m

Selectihe file to be added by clicking the 'Browse’ button.

| | Browse |

| save || Camncsl |

Add aFolder

Y ou can also create folders in the workspace to arrange the files according to their topics

Edlit Folder
— [0 ATFoldler Details
Title =
Description
An administrafive summary of the content

| © Serve || L Cancel




Example:

In this workspace there are:
- anEvent

- aFile

- akFolder

Training Spoce | Infomalion Spoce | Colloborafion Spaoce

sllaboration space nTraining 1 Workspace

- OTraining 1 Workspace

= U ore lewvel

Container for objects shared by this group

Select v :

= [{ TelzCaonterencs 1 kB 2005-02-03 154217 publishied a w

= % =P presentation EBJ"EEB 20080203 1 5:44:21 Eitslisked a -
= ) Esdmiristratiee decumetits &R0 154533 | pubishied a -
© Rerame || 7 out || ¥ copy || ¢ Delete |

Of course you can open, rename or delete them when you want.



Other functions

When you are logged in, you will see on the left side a box with your user name and some
additional functions:

You are logaedin a5
pariner]

Chamge Fassword
Edlit Your Profile
Registar 4 Uset

Lengy Dot

Wl WOk OIoes!

When you log in for the first time, you should change your password:

Change password for trainer

— Password Details

Current password
Enter your cunent password,

I

Mew password
Enter your new password, Minimum 5 characters.

Confirm password
Re-enter the p d. fhake sure the ps are idenfical.
| Changs Passward H o Caricel

You can, if you wish, edit your own profile, with your portrait...

Personal Preferences

— 2 member Details
Full name
Enfer full nome; eq, John Smith.
Charlot

E-mail =
Enfer on email addiess. This is necessary in r:iuse:il
any third parfies or expose it anywhere.

|chdr|oi@funn‘y.com |

Occupation

|Trc1iner |

Portrait
To add of change the porirait: click the "Browse! b
100 pizels tall.

&

¥

)




If you are logged in as a Tutor-Ring project partner, you are able to create a new register ed
user on your own:

Registration Form

User type =
Depending on the type, the user will be allowed to create different enfries in the informalion space

| Tutar j

User name =
Enter a user name, vsvally something like jsmith'. Ho spaces or special characters. User nomes and
passwords are case sensitive, make sure the capslock key is not enabled. This is the nome used to log in.

Full name
Enter full name, eq. John Smith.

E-mail =
Enter an email address. This is necessary in case the password is lost. We respect your privacy and will
not give the address away to any third paries or expose it anywhere.

Password
fhinimum 5 characters

Confirm password
Re-enter the password. Miake sure the passwords are identical.

Send o mail with the password

=

Please select as user type one of the following:

Registered (has read access to the Training Space and Information Space)
Tutor (is ableto create a company description)

Trainer (is able to create atraining center description)

Trainee (is able to create a training experience description)

If you tick the checkbox above the [Register] button, the new user will receive a welcome
email with his user name and password.

The new user will not be assigned to a collaborative workspace by default. When you
registered the three actors of atransnational training, please send a short email with their user
names to tutor-ring-admin@fim.uni-er langen.de to ask for a workspace.



| mportant infor mation

The achievement of TUTOR-RING isin progress.
It is carried out in the framework of a Leonardo da Vinci European project from October 2004
to March 2007.

New case studies will be achieved in the Training Space in 2006.
The Information Space and Collaborative Space will be upgraded.

TUTOR-RING will bein 11 languages.

Per shaps some changes have occured in some screens.

Wethank you for helping usto test and to improve TUTOR-RING.

To contact TUTOR-RING partners:

V SB-Technicka Univerzita
Ostrava

Lumiroval3 Ostrava70030 Czech Republic

FIM-NeuesL ernen
(Friedrich-Alexeter-
Universitat Erlangen-
NUrnberg)

Konrad-Zuse-Str. 391052 Erlangen Germany

TUV Akademie GmbH
(Unter nehmensgruppe TUV
Rheinland Berlin Bretenburg)

Alboinstral3e 56 Berlin D-12103 Germany

Volkswagen Coaching GmbH

Brieffach 055/9 38436 Wolfsburg Germany

Centred EtudisMONLAU

Caracas, 35 08030 Barcelona  Spain

It& Suomen Aikuisinstit-uuti
(ISAI Ltd)

Joensuu Science Park  Lansikatu 15 80160 Joensuu
Finland

GIP Auvergne

3 av. Vercingétorix 63033 Clermont-Fd France

Association Nationale pour La
Formation Automobile

41-49 Rue of theGarenne Sévres 92310 France

European Profiles SA

11B Kodrigtonos Str.  Athens10434  Greece

CONFORM CollinaLiguorini  Centro Direzionale BP1 83100
Avdlino  Italy
SCIENTER ViaVa dAposa3 Bologna40134 Italy

Noorderpoort College

Postbus 530 9700 AM  Groningen The Netherlands

Universitatea Politehnica din
Bucur estii

Spl. Independentei, 313  Bucarest  Romania

TRANSFER Slovensko o

Pribinova 23 810 11 Bratisava Slovakia

North Devon College

Old Sticklepath  Barnstaple Devon UK




