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1. Pre-Study Process @ ALC Online Japanese School

Overview

Taking a course involves the following steps.
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(1) Install Skype (pg. 4) (3) Search for and reserve a free

trial lesson (pg. 16)

©
]
(4) Search for and prepare a (5) Take a lesson (pg. 21) (6) Evaluate the lesson (pg. 23)
textbook (pg. 20) Use the Notes function (pg. 22)
@

(7) Purchase a desired course (pg. 26)
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2. Installing Skype

@ ALC Online Japanese School

Overview

Taking lessons at the ALC Online Japanese School requires Skype, an online communications software application.
If you have yet to create an account with and install Skype, this manual will walk you through visiting the Skype website, creating an

account, and installing the software.
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Use one Skype account across all your devices...

em Explore  Prices Downloads  Help 3,

_|Create an account or signin

Skip this step by signing in with your Microsoft or Facebook account a
B3 Microsoft account

A Messenger, Hotmail or O

Facebaok

First name* Last name*

Your email address* Repeat email*

It only takes a minute or two - then you're ready to call your friends free over Skype, and even talk face-to-face on video.

* Safe & Secure
* Quick & Easy
* Clear & Simple

How to access the Skype account creation page

1. Open your browser and visit Skype's website.
(URL : http://www.skype.com/en/)

2. Click the "Get Skype" button.

3. Click "Join us".

4. On the page shown at left, you will sign up for a free account.
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2. Installing Skype

@ ALC Online Japanese School

Create a Skype account

On the free Skype account creation page, you will create an account needed to use Skype.

First name* Last name*

Repeat emai .

Profile information

I Birthday Month Year
I Gender Select nl
|

5. [ country/Region* (vapan K3 '
City
6- l Language* English n '

Mobile phone number

* [Japan n +81

How do you intend to use Skype?

[ Select n

Enter your name and e-mail address

1. Enter your first and last names in the separate fields provided.
2. Enter and re-enter your e-mail address.

Provide profile information

3. Select / enter your birthdate.

4. Select your gender.

5. Select your country or region of residence.
6. Select the language you use most often.
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2. Installing Skype

@ ALC Online Japanese School

Skype Name*

| K24

BE

Password* Repeat password*

=
—

Inform me about new products, features, and special offers. When you sign up for SMS
notifications, our first SMS will allow you to get Skype on your mobile (where applicable,
your operator may charge you for receiving SMS messages).

By email
l \ Can't read the text in the box?
9 Refresh Listen Help

[ype the text above here*

Yes, | have read and | accept the Skype Terms of Use and the Skype Privacy Statement

10.

11.

E{m Explore Prices Downloads Help R Signout

My account

©  skype's privacy policy has been updated.

Finding a friend is easy

Launch Skype then search by name, Skype

L 70% Name, or email address. When you've
found your friends, send them a message
to say hi

Call phones, SMS, Learn how to add contacts

access WiFi

Discover credit

Enter a Skype name and password

7. Provide a Skype name.
8. Enter and re-enter your desired password.

9. Enter the text as shown in the image.
(text will change each time you go to make an account)

10. Click the "l agree — Continue" button.

11. If you see the screen at left, account creation is complete.
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2. Installing Skype

@ ALC Online Japanese School

Install Skype

After account creation is complete, install Skype.

1 E{m Explore  Prices  Downloads  Help Signin  Joinus

Use one Skype account across all your devices...

Computer Mobile Tablet Home phones v More devices

Skype for Windows desktop

Ifyou y o
PC,th desktop
powerful version for you.

e

Enjoy the fresh new look and feel of Skype for
Wi Here are just a few of the great things you

(o]

Nind:

7 Chat every day with free instant messages.

«__Share photos and see them inline, right in the

Download Skype

1. Go to Skype's website (http://www.skype.com/en/).
At the top, click the "Get Skype" button.
You will see a screen like the one at left.

2. Click the Computer button.

3. Click the "Get Skype for Windows desktop" button.

*When installing Skype on a smartphone or tablet, choose the
applicable device in before proceeding.
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2. Installing Skype

@ ALC Online Japanese School

< Installing Skype

o

-

Skvpe)

Not far to go now... Select your language:

English

You're just a few steps away from using Skype

O DRLIOs

For future updates, Skype may automatically install
the latest version to your computer without you having
to do anything

Bly installing this spplication, you agres you have read and accepted Skype's Terms of Use and
Shype's Privacy Policy.

H | agree - next

", Installing Skype

BE X

Skvpes

Make Bing your search engine and MSN
your homepage.

Get great search results from Bing and the latest
news, sports, weather and more from your favorite
sources with the new MSN.

[¥] Make Bing my search engine
[l Make MSN my homepage

*Applies to Internet Explorer, Firefox, Chrome and Safari.

By clicking 'Continue' you agree to Microsoft Service Agreement and Privacy Policy.

f (fofﬂinue

4. The Skype installation screen appears.
5. Select a language.

6. Click the "l agree — next" button.

7. The screen at left appears.

8. Click the "Continue" button.
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3. Launching and Logging in to Skype ALC Online Japanese School

Log in to Skype
After launching Skype, log in.
Once logged in, you can begin using the program.

T 1. Enter the Skype name and password you provided when creating a
Skype account (see pg. 6).

2. Click the "Sign in" button.

skype_name_example -

1

Signin

Can't access your account?

(— Sign in with a different account B Sign me in when Skype starts

3 Skype OContacts Conversation Call View Tools Help
* © NHONGO
Q search
A Home
# Call phones
conTacrs Recent 3. You have now logged into Skype.
NH \ N Calland chat with ©) $ro-FPEREESNELL
~ Facebook friends
Ojage Chantic for free. More info~
Show earlier messages b\ Find friends
e MyET Yiwen -
@ MMS Vinalines @ SWimorsink
43y agova Sope
SOBRSERELTHVET
i ciara22540 -
3 MMS Vinalines w  TESOBOR

RN T —REESOEBSERELTHVET
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4.Free Trial Lesson Sign-up ) ALC Online Japanese School

Overview

The following describes the free trial lesson sign-up process.
*|f using Internet Explorer, version 9.0 or above is required.

How to access the free trial lesson sign-up page

e —— — 1. Open your browser and visit the website for the ALC Online Japanese
ourse List Instructors ay Structure n

School.
JAPANESE

2. Click the "Sign up for free trial lesson" button.
- LANGUAGE

online }

Entering member data

Clicking the "Free trial lesson sign-up" button will bring up the "New
member registration" page (shown at left).

On this page you will enter the information to be used for the ALC
Online Japanese School

Password

3. Enter the user's e-mail address.
Name .
4. Enter the password twice.
Nickname 5. Enter the user's name.
I This will be used when communicating with your instructor. 6. Enter the userls nickname.
7. R soverome @m0 | [ Grock Siypo rarmo | 7. Enter the user's Skype name.

(If the user does not have a Skype name, please see the "Skype Setup

Manual")
Note *The Skype name used when signing into Skype from a Facebook or
Logging into the ALC Online Japanese School will require Microsoft account will have a "facebook:" or "live:" added to the
the e-mail address and password you provided in steps 3 portion of each registered e-mail address that precedes the @.
and 4. o . , @ For Facebook accounts (satotaro@~) — "facebook:satotaro"
Please make a note of this information and ensure it @ For Microsoft accounts (satotaro®@~) — "live:satotaro”

does not get lost.

10
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4.Free Trial Lesson Sign-up

@ ALC Online Japanese School

Time zone I
I Company name | | Example: xx co., Lta I

“Free trial lessons are valid for two Weeks from the signup date.
“Please note that you will lose the ability to take a free trial lesson once you purchase a paid course.

| (GmT +0300) AT, 48, #3

. Agree to ALC's Handling of Personal Information  View ALC's Handling of Personal Information in a separate
window
Agree to ALC's Terms of Use & View ALC's Terms of Use in a separate window

Agree and proceed

Registration completed. Please check your inbox to confirm

account details.

8. Please select the time zone where you currently live.
9. When registering through a corporation, please enter the
corporation's name.

10. Please read the Privacy Policy (Handling of Personal Information)
and click the "l agree to ALC's Handling of Personal Information"
button.

11. Please read the Terms of Use and click the "l agree to ALC's Terms
of Use" button.

12. Click the "Agree and proceed" button.

*If the screen does not change even after clicking the button, please check
the information entered in each field. If a field's information was improperly
entered, the rules for that field will be shown below it in red.

13. Registration will be tentatively completed when you see the the
"Completed" screen.
Please check your e-mail inbox.

11
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4.Free Trial Lesson Sign-up ) ALC Online Japanese School

Check Skype name

The free trial lesson sign-up page is able to check Skype names.

How to check a Skype name
1. While logged into Skype, click the "Check Skype name" button.

, —rr———
Skype Name | Example: ichiro_skype Check Skype name

® nformation X — If the Skype name is correct —

Information . . . . .
You will see a dialog stating: “You can’t start a conversation with yourself...”.

You can't start a conversation with yourself or add
yourself to your Contacts.

8§\ Start call % i
art ca X - If the Skype name is not correct —
o You are about to make a call. You will see a dialog asking: "You are about to make a call to (name). Do you
want to go ahead?".
You are about to make a call to yumikotakuwa, This indicates the Skype name was entered incorrectly.

Do you want to go ahead?
Please check and correct the name.

[T Do not ask me again oK | Cancel I

12
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4.Free Trial Lesson Sign-up ) ALC Online Japanese School

== Checking your provisional sign-up completion e-mail
1. When sign-up is completed, you will receive the provisional
sign-up completion e-mail shown at left. Click to open the e-

E3a(107

[Online Japanese School ALC]Provisional ap peaUEee | mail.
plication for Free Trnal Lesson has completed.
Dear eeee 2. The e-mail appears.
This is Online J School ALC tariat. - . .
Thank you very much for your application for Free Tral Lasson Click the link that appears under where it says "Please complete
Provisioral application for Free Trial Lesson has completed. this application from the following URL."

https.//nihongo=
eneductoss net/user/user subscription confirm /3 7d? bdefcTT eab?e0753d95148854573

browser's address bar.

©) ALE Oniine Japaness School 3. Registration will be complete when you see "Registration

completed". Click the "Back to home" button to return to the home

Registration completed. .
page of ALC Online Japanese School.

Back to home

Notes

1. You will be unable to log into the ALC Online Japanese School
until you complete the sign-up process from this e-mail.

2. If you are unable to click the link in the provisional sign-up
completion e-mail, copy the link and paste it into your
browser's address bar.

3. If using Internet Explorer, version 9.0 or above is required.

13
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5. Logging In @ ALC Online Japanese School

Overview

If you have already signed up for an account, log in to the ALC Online Japanese School.
Otherwise, see "4. Signing up for an Account" (pg. 10).

. e

©HOME  © Courselist | © Instructors © PayStructure  © Pre-Study Process | © Testimonials © Qza

- JAPANESE
% -.LANGUAGE

online |}

ANIIANIT

Logging in

1. Open your browser and point it to the ALC Online Japanese
School.

2. Atthe top of the screen, enter the e-mail address and
password you provided when signing up for an account.

3. Click the "login" button.

- DS
4. s ona e swewe | 4, If the screen at left appears, you have successfully logged in.
£) ALC Online Japanese School

B AL ot sparese rekomn
OOTSUKA
MUSASHI
- Free course RS [P ——
ey o
() Notification > vEw

14
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6. Making Changes to a Profile

@ ALC Online Japanese School

Overview

After logging in, you can make changes to your profile.

By adding a self introduction and picture to your profile, you can share with your instructor such information as the things you like

and your hobbies before you meet.

% Purchase and study history
1_ Il} Change registered information I o Notification

E_Course list

o Change registered information

2_ ]l + Basic information I

+ Password

Accessing the screen

1. From the menu, click the "Change registered information"
button.

2. Clicking "Basic information" will bring up the screen at the
bottom left.

Changing registered information

All information you provided when signing up for an account, except for
your date of birth, self introduction, and profile picture, will be shown.

3. Select your birthdate in the "Date of birth" section.

4. Say something about yourself in the "Self-introduction"
section.

5. To set a profile picture, click the "Select picture" button in the
"Profile picture" section.

6. Select your preferred language in the “Display language”
section. Pages will now be shown in the language you
selected.

7. Select the time zone where you currently live.

8. Clicking the "Update" button will save your profile data.

Notes

When selecting a profile picture, you can achieve the best results
by using a 500 x 600 pixel image.
(Pictures with other resolutions may appear stretched)

Copyright ©2015 ALC Press Inc. All Rights Reserved.
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7. Searching for Lessons ) ALC Online Japanese School

Overview

After signing up for an account, your account will be assigned a ticket that allows you to take one free trial lesson.
Go ahead and use your free ticket to take a lesson.

Accessing the screen

@ Notification

1 I° — Fitter 1. From the menu, click the "Reserve lesson" button.
: 2. The Reserve Lesson screen (middle image at left) appears.
™ Purchase course + Filter by dateftime
ﬁ | esson reservations and history *All available lessons up to two weeks after the specified date will be shown.
Q Reserve lesson . .
oo e et et ot e ot Selecting lessons available to you

E] The most basic way to search.

This is used when selecting an instructor based on the lesson you wish to

Fiter take
e 1. Select the name of the lesson you wish to take in the “Available
. lessons” section. (If you have a free account, you may only select "Free
course"
View only your favarite instructors 2. 2. C|ick the "Search" button_

3. Instructors available to teach the selected lesson will be shown by

Ry date.
| Al

SAKODA YOS.

==

16
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7. Searching for Lessons ) ALC Online Japanese School

Selecting based on lesson date

In addition to filtering lessons by "Available lessons", you can also filter by
lesson date/time.

1. Inthe "Filter" section, click "Filter by date/time".

A date/time search form appears.

Click the box underneath "Date".

On the calendar that appears, select a desired lesson date.

Under "Filter by time", select the start and end times for the desired
lesson in the "From" and "To" sections, respectively.

Click the "Search" button.

Instructors available to teach the selected lesson will be shown by
date.

ukhwnN

No

Filter by instructor
In addition do filtering lessons by "Available lessons", you can also filter by
keywords that include an instructor's nickname, gender, name, or a
textbook name.

1. Inthe "Filter" section, click "Filter by instructor".

2. Afilter search form appears.

3. Tofilter results by gender, place a check in either the Male or Female
box under "Gender".

4. To search by an instructor's nickname, enter it under "Nickname".

5. To search based on home country, country of residence, hobby or
other information in an instructor's self introduction, enter that
information under "Keywords".

6. Click the "Search" button.

7. Instructors who match the criteria you provided are shown.

Viewing only your favorite instructors
¢ View only your favorite instructors After completing a lesson, you can choose to display only the instructors
that you have registered in your "Favorites".

17
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8. Reserving a Lesson ) ALC Online Japanese School

Overview

Conducting a search using the lesson search function will display (based on date/time) in the "List of available lessons" a list of
instructors that match your search criteria. To reserve a lesson, bring up the Reserve Lesson page by selecting an instructor shown

under lesson search.

Bringing up the Reserve Lesson page

! . . . . .
‘ ﬁ 1. In the list of instructors shown under "List of available lessons", click

sarooa vos the "Reserve" button under the thumbnail image for the instructor you
selected.

2. This brings up the Reserve Lesson page.
This page is split into the instructor's "Self-introduction" section (at

the top) and "Reserve lesson" section (at the bottom).

© Resenve lesson AL vew

2015/04/08 21 00~21 50 2200~2250
zo-z50 [

18
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8. Reserving a Lesson

@ ALC Online Japanese School

© Reserve lesson

> L vew

Availabl lessons,

zorsours 2o [ seerzes [

zz0~2350 L

Reserving a lesson

1. Under "Reserve lesson", select a desired time and click the "Reserve"
button.

Select the textbook o be used.

Pravious textbook

Free trial lesson v

Frae trial lesson text b

2. Select the textbook to be used.

3. Click the "View textbook" button to see the content of a
textbook.

4. Click the "Reserve" button.

m

Clicking the "View textbook" button will bring up
the textbook to be used for your lesson.

© Resenve lesson »aLvew

2015/04 /08

2200~2250

5. If "Cancel" appears next to the time you selected, your lesson was
successfully reserved.

— Reservation completion e-mail — —

|Online Japanese School ALC| Reserv 375741 CBIES FFHEEIET

Once a lesson is reserved, an e-mail | avonlescon has compiatodt

(Ilke the one here) |nd|cat|ng ;‘;;; :Lr;f:neSS:mulALo + EEHAwA = 2015/2/21, Sat 1744

successful lesson reservation will be Tou | e 80y51 ol
sent to your registered e-mail e
address. This is a useful function for | i cure amress Soro a0 sectera:

quickly checking lesson time by Lesaon cae: 2015222
smartphone, etc.

Copyright ©2015 ALC Press Inc. All Rights Reserved.
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9. Doing a Textbook Search

@ ALC Online Japanese School

Overview

The following describes how to prepare the textbook for your lesson before the lesson starts.

B Course list

& Instructor list

By Search textbooks

¥ Lesson guide

+ Filter by instructor
*When filtering only by instructor, all available lessons ugy
*When filtering by date and instructor, all available lessor|

View only your favorite instructors

@ Search textbooks

= Filter

Lesson name

Textbook name

Course name

Q Search

@ Search textbooks

= Filter

@sson name
extbook name

Course name | Select course name M |

Textbook list

Lesson name (upper tier)
Textbook name (lower tier)

Free trial lesson
Free trial lesson text

Textbook

Reserve lesson

| [E

Accessing the screen

1.

From the menu, click the "Search textbooks" button.

2. This brings up the Search Textbooks screen (middle image at

left).

Searching and viewing textbooks
Textbook searching involves a filtered search. You can then select the
desired textbook from the list of textbooks shown.

1.

Enter or select either a "Lesson name", "Course name", or "Textbook
name".

Click the "Search" button.

This brings up the "Textbook list" (shown at bottom left) showing the
textbooks you searched for.

To view a textbook, click the "Textbook" button.

To reserve a lesson that uses this textbook, click the "Reserve lesson"
button.

Please remember to prepare your textbook before a lesson starts.

Copyright

©2015 ALC Press Inc. All Rights Reserved.
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10. Ta king a Lesson @ ALC Online Japanese School

Overview

Before a lesson starts, you will receive a Skype call from your instructor.
Launch Skype and wait for the call.

o Starting a lesson

Yuriko Miyagawa calling...

1. When your instructor calls you on Skype, a window like the image at

- L left will appear.
2. Clicking the "Answer" button will start the lesson.

Ending a lesson

1. Atthe end of the lesson, place your mouse cursor over your
instructor's image on screen.

2. This will bring up a toolbar underneath your instructor's image.

3. On this toolbar, click the "End call" button (the red receiver icon shown
in the bottom image at left).

4. This will end the lesson.

21
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11. Notes Function @ ALC Online Japanese School

Overview

You can take notes during a lesson.
Jot down useful information and advice from your instructor.

Accessing the screen

® Purchase course

|E o oo raton o et I O Notification 1. From the menu, click the "Lesson reservations and history"
i : button.
This brings up the Reserve Lesson screen (middle image at left).

% Purchase and study history 2

# Change registered information

w

2. | @ Lessonnistory Click the "View details" button shown next to a lesson you've taken.

4. This brings up the “About the lesson" screen (shown at bottom left).

2015/04,/09 i yuriko miyagawa st
400 =145 1 Conversation (1) Explaining foreign names (1)

© Evaluate < Add to favorites

5. Under "Lesson notes", make a note of useful information.
6. Clicking the "Edit" button will save your notes.

@ About the lesson

e 7~09 ' yurika mivagawa nsiwet
14001450 1 Conversation (1) Explaining foreign names (A35)
255D
< Add 1o favorites

22
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12. Evaluating Lessons ) ALC Online Japanese School

Overview

After a lesson ends, please use the system to evaluate the lesson.
Lesson evaluations can be done up to 24 hours after a lesson is taken.

Accessing the screen

| ® Purchase course

1. B Lessonicton I + Click here for manual 1. From the menu, click the "Lesson history" button.

% Purchase and study history

% Change registered information Q Notification

2. This brings up the Lesson History screen (middle image at left).

2, e Lesson history )
3. Click the "Evaluate" button.

2015/04/08 yuriko miyagawa reseto
1400 - 1450 1 Conversation (1) Explaining foreign names

View detuils 2850
3. ==

4, | @ roouttneiesson 4. This brings up the About the Lesson screen (shown at left).
Apr - 09 YUK Miyagawa pstmcte
14007450

1 Conwersation (1) Explaining foreign names
2550

< Add to favorites

23
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12. Evaluating Lessons ) ALC Online Japanese School

Evaluating lessons

At the bottom of the About the Lesson screen, there is the "Evaluate a lesson" section.
In the "Evaluate a lesson" section, you can evaluate such things as your instructor's attitude, how they taught the lesson, and also

leave comments for them.
How to evaluate lessons

1. Inthe "Rate" section, use a five-point scale to evaluate your
© Evaluate a lesson instructor on his or her teaching method and attitude as well as
lesson comprehensibility and Skype sound quality.
e = === = 2. Give your impressions of the lesson in the "Comment on the lesson'
L5 3 3 BN goeee LR 8 3 4 L Srespee LR 8 3 ENK ey wkkd  { coon Section.
fm 3. Click the "Send the above information" button to complete your
2. evaluation.

Notes
| Sond i above formation Comments entered in the "Comment on the lesson" section are
not shared with instructors or other students.

24
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12. Evaluating Lessons

@ ALC Online Japanese School

Evaluation criteria

Please use the following criteria when conducting lesson evaluations on a 5-point scale.

(1) Teaching method

L. 0. 0.0 .6 ¢ Very good  |Has extensive knowledge, teaches effectively, and gave a lesson well-suited to my needs
0. 0.8.0%¢ Good Has good knowledge, understands my Japanese ability, and explains things thoroughly.
0. 0. 0 04 Average Teaching method and lesson content were fair-to-middling.

* ok Rk Poor Did not teach to my Japanese ability.

* WK Very poor Did not demonstrate the knowledge and teaching skills an instructor requires.

The instructor taught with passion and was an intent listener. | hope to take many more

(3) Comprehensi

Kk ok kk Very good lessons with him/her in the future.

Kk ok kA Good The instructgr listened carefully and tried to understand me. I'd like to take more lessons with
him/her again.

0. 0. 0 "¢ Average The instructor listened to me carefully.

* Kk KK Poor The instructor did not listen to me much.

* KRN Very poor The instructor barely listened to me and lacked enthusiasm.

bility

0. 0.0.0. Very good  |What the instructor said and the feedback he/she provided was very easy to follow.

2 0.0. 0. 8¢ Good What the instructor said and the feedback he/she provided was pretty easy to follow.
0. 0.0 "¢ Average What the instructor said and the feedback he/she provided was marginally easy to follow.
* ok KRR Poor What the instructor said and the feedback he/she provided was not very easy to follow.

K XK

Very poor

(4) Skype sound quality

What the instructor said and the feedback he/she provided was quite difficult to follow.

. 0.0.0.0.¢ Very good  |[Excellent video and sound quality that made me feel like we were talking in person.
0. 0. 0.0%¢ Good The video and sound quality was good.

. 0. 0.0 0*¢ Average There were no problems that obstructed the lesson.

. 0. 0 0 B¢ Poor There was video display problems and noise, and the sound cut out occasionally.

* WK Very poor There was video display problems and noise, and the sound often cut out.

Copyright

©2015 ALC Press Inc. All Rights Reserved.
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1.

13. Purchasing Courses

@ ALC Online Japanese School

Overview

Once your free trial lesson is finished, please purchase a course if you would like to take more lessons.
You can purchase a course from the Purchase Course screen.

% Notification Business E-mail Course (#1%)

© Reserve lesson

'™ Purchase course

o Lesson guide

| Iy Lesson reservations and history

0 Purchase course

Campaign code empmian code PRI  Enter a campaign code ifyou have one.
Note that going to another page after a search and then ceming back to the search

page will clear any search results. Clicking the Search button again will bring up
campaign details.

Price (tax
included)

EEl Creditcard payment

Course name Course description
Business Phone Call Course This course provides intensive study in ways to handle phone calls
(calling, receiving, transferring, etc ) in business situations. Students wil
learn about how to quickly respond appropriately when the person being
called is away from her desk, when having a call transferred, and when
taking a message. They will also leam methods for legically and concisely
expressing themselves through short speeches

Honorific Language in Business This course provides intensive training in honorific language, an essential

EEl Creditcard payment

element of business situations. Students will get a thorough grounding in

Accessing the screen

1. From the menu, click the "Purchase course" button.

2. This brings up the Purchase Course screen (shown at left).

Copyright ©2015 ALC Press Inc. All Rights Reserved.

26



13. Purchasing Courses

@ ALC Online Japanese School

Purchasing courses

From the Purchase Course screen, select and purchase a course. 1. From the menu, select a course and click the "Credit card

Price (tax

Course name Course description

—
Business Phone Call Course This course provides intensive study in ways to handle phone calls

(calling, receiving, transferring, ete.) in business situations. Students will

Creditcard payment

learn about how to quickly respond appropriately when the perscn being
called is away from her desk, when having a call transferred. and when
taking a message. They will also leam methods for logically and concisely
expressing themselves through short speeches.

@ General Business Japanese Course

Course price 21,600

tax 1,600
Payment 1 21,600
Study period

90Day

Method of payment Credit card

—
Card type @‘

(Example) 1234567890123456

Card number

payment" button.
2. This brings up the credit card payment screen (middle image at

left).
Checking course details
The card payment screen is divided into the course purchase
confirmation area (middle image at left) and the credit card
information entry area (bottom image at left).

Info Details

Course price

Shows course purchase price, including tax.

Sales tax

Shows tax applied when purchasing a course.

Payment amount

Shows the total amount, which is sales tax added to the course price.

Study period

Shows the period during which the student can access the course.

Payment method

Shows the method of payment for the course.

Entering credit card information
Courses offered through the ALC Online Japanese School are purchased
using a credit card. Please enter your credit card information in the fields

provided.

1. Enter your credit card number, omitting hyphens.

S— T 2. Enter the name as it appears on the card.
— e e 3. Enterthe card's expiration date.
o e s 4. Enter the card's security code.
The security code can be found on the back of the card.
e . e S o e 5. Those with a company code should enter it here.
ﬁ T 6. Click the "To the confirmation screen" button.
Security code location ]
The security code is the last three digits of the E
seven-digit number on the back of your credit card.
Copyright ©2015 ALC Press Inc. All Rights Reserved.
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13. Purchasing Courses

ALC Online Japanese School

@ Business Phone Call Course

Payment 1 21,600

Method of payment Credit card

Card typs == [E
Card number

Cardholder name 18

Company code

Expirstion date

Security code

E Course purchase complete.

Thank you. Flease proceed to lessen reservation.

7. When the credit card payment confirmation screen appears,
click the "Order" button.

8. Course purchase is completed when you see "Course purchase
complete".

Copyright ©2015 ALC Press Inc. All Rights Reserved.
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14. Checking Lessons Purchased and Completed ) ALC Online Japanese School

Overview

After purchasing a course, you should verify that your purchase was recognized.
You should also verify that points were properly used when you took the previous lesson.
U LSS5 UTT gu L |

B Lesson reservations and history

Accessing the screen

E}I‘ Purchase and study history I F Click here for manual 1. From the menu, click the "Purchase and study history" button.
2. This brings up the "Purchase and study history" page (shown at
bottom left).

£ Change registered information

Purchase and study history

0 Purchase and study history
Do procsd  Coue e o On the Purchase and Study History screen, you can check the names of
purchased courses and the number of points used in lessons.

Info Details

Date Shows the date a course was purchased, added, taken, or
processed [removed.
Course

Shows the names of courses purchased or taken.
name

Shows the reasons points were assigned or used up for that
Content P g P

course.

Shows the number of points added via a course purchase or an

administrator, or points used when taking a lesson.

Assign / Example:

use A positive number such as "1.0" indicates points were added.
A negative number such as "-1.0" indicates points were

removed or used.

Expiration |Shows the expiration for a purchased course.

29
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15. Logging Out

@ ALC Online Japanese School

Overview

Make sure to log out before closing your browser window.
This is to create a stress-free experience for you by ensuring that nobody else using the computer after you can access your account.

™ Lesson guide English testing course

© FAQ Course English Test

& Contact us I Business Phone Call Course (7<1%)

o Logout

langusge o BN = ©Gobacktothe ALCwebst=  SIGN UP for a free trial ©

@ ALC Online Japanese School

© HOME © Course List © Instructors © Pay Structure © Pre-Study Process © Testimonials

JAPANESE

.. LANGUAGE .

N scHooL e

Log out

1. From the menu, click the "Log out" button.
2. Logoutis complete when you are returned to the home page of

ALC Online Japanese School.

Copyright ©2015 ALC Press Inc. All Rights Reserved.

30



@ ALC Online Japanese School

Other Functions
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16. Notification

@ ALC Online Japanese School

Overview

Here you can view notifications from the administrator.

1 % Notification I

© Reserve lesson o L

™ Purchase course

(1]
wn
W
(=]
[{=]
€
1]

2. o Notification

2015/04/11 Abou new teacher

Accessing the screen

1. From the menu, click the "Notification" button.
2. This brings up the Notification screen (shown at bottom left).

3. Click on a notification to see its content.
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17. Changing Passwords

@ ALC Online Japanese School

Overview

Use this function when you wish to change the password used to log in to your account.

% Purchase and study histary

& Change registered information I o Notification

k Course list 2015/04/11 Abou new teacher

san

e Change registered information

- Password

Reenter password

Update password

Completed

Password has been changed.

Accessing the screen

1. From the menu, click the "Change registered information"
button.

2. Clicking the "Password" button will bring up the Change
Password screen shown at the bottom left.

Updating your password

1. Enter and then re-enter your desired password.
2. Click the "Update password" button.

3. Password update is complete when you see "Password has been
changed".
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18. Lesson Guide

@ ALC Online Japanese School

Overview

The Lesson Guide screen provides information such as how lessons are structured.
Usage of this page is recommended for beginners for the wealth of helpful information it provides.

Iy Search textbooks

™ Lesson guide

@ FAQ

@ Popular courses

English testing course

uid

o Lesson

[{=]
1]

I + Click here for manual

O’T" .

= Click here for manual

User help
3 . Manual for preparing Skype

Accessing the screen

1. From the menu, click the "Lesson guide" button.

Clicking "Click here for manual" brings up a list of manuals (shown

at bottom left).

3. Clicking a topic brings up a guide.
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19. Frequently Asked Questions (FAQ) ) ALC Online Japanese School

Overview

This page provides questions often asked by users and answers to these questions.
Please search for answers here before submitting an inquiry.

B Lesson guite Accessing the screen
ﬁ ° FAa | ——— 1. From the menu, click the "FAQ" button.
| © Confact us Course Endlish Test 2. This brings up the FAQ screen (shown at bottom left).
XEREE:
2.| @ 3. Click on a question to view the answer (4). Ew?ﬁ?‘ﬁfﬁﬁ(\\z&g&%&?@
4. BRISHTZEEDRREINET, R i
o s e o I BICLTHYES, )
(EOTUERIBELHYFELE

A)

N
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20. Contact Us

@ ALC Online Japanese School

Overview

The Contact Us page allows you to submit an inquiry to the administrator.
Use this function when unable to find an answer to your question in the FAQ.

™ Lesson guide

@ FAQ

English testing course

& Contact us

I Course English Test

Inquiry subject

01. About registration of free lesson

Information has been sent.

Accessing the screen

1. From the menu, click the "Contact us" button.
2. This brings up the Contact Us form (middle image at left).

How to submit an inquiry

1. Select a subject for your inquiry.
2. Enter the body of your inquiry.
3. Click the "Submit" button.

4. When prompted with "Submit inquiry as shown below?", click the
"OK" button.

5. Your inquiry has been successfully submitted when you see
"Information has been sent".
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21. Operating Environment @ ALC Online Japanese School

Overview

The ALC Online Japanese School requires the following operating environment.

PC Web Browser

- Internet Explorer 9.0 or above
- Google Chrome

Smartphones and tablets

- Android OS 4.2 or above
- iPhone
- iPad
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