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Notes

There are a number of internal links in this manual to assist readers in cross-
referencing the material. Anywhere in the text that you see a numeric reference in
square brackets, e.g. [3.1] or [see 2.2.3], it refers to that section of the manual. If you
are reading an electronic version of this manual, clicking on the number part of that
reference will take you straight to that section.
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1 Homepage

The TOLS Homepage is shown below. From this screen you have the following
options:

e Reqister for access to the system

e Login to the system (existing user)

e Rest your password (existing user)

e Access the Help Forum for Chamilo (the platform TOLS uses)

% -Tinda Online Leamning 5 % % |

€« - C' [ tindatrainingsolutions.com.au/chamilo/ 9 =
* TOLS :
"4 Tinda Online Learning Solution a1 ~AA
Homepage
Welcome to TOLS - the Tinda Online Learning Solution.

| English - |
What is TOLS?
Lz Tame TOLS is a web-based system for delivering quality training at low cost.
— How does it work?
For individuals - You click on the Register link in the left-hand menu to create a userid and password for accessing the system. Then you go to the
Pass TOLS store and select one or more courses from our extensive list. Pay for your purchases and you'll be immediately enrolled into those course(s).
Then come back to this page, log in, and start learning!
For Businesses, Corporate Entities, et - Instead of specific courses, organisations have the option to purchase Course Credits (at package prices).
Login Those credits can then be spent to enral any employee/member of that arganisation in any of our courses. Contact us at enquiries@tols com.au and =
v ask about our corporate pricing.
T . And it's all online?

Yes. The courses are all self-directed with no timetables, so you can work at your own pace whenever you have the time. You have up to a year to

I lost my password complete a course.

=
w

So | don’t get any manuals?
Help Actually, yes you do. Each course has a downloadable, printable course manual.
Forum .
— Where can | see a list of your courses?
Click here for a list of what courses are available and what's coming.

Please email us at enquiries@tols com au if you have any other questions.

Portal Chamilo 1.9.6 © 2013
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1.1 Register for access to the system

Click the Register hyperlink to register for access to TOLS. This takes you to the
Registration page. You must complete all fields marked with a red asterisk (*).

% Tinda Training Selutions - x %

€ - C | [} www.tindatrainingsolutions.com.au/chamilo/main/auth/inscription.php %l =
* TOLS
"4 Tinda Online Learning Solution 5, s AA

Homepage

Registration

Registration

m

" First name

* Last name

* E-mail

Code

* Usemame

* Pass

* Confirm password
Phane

Motify by mail on new \ Upon reception v |
invitation received

Motify by mail on new ‘ Upon reception v |

TOLS User Manual v 2013.09.12 Page 5
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Further down the page are options that allow you to configure the frequency at which
notification emails are sent to you about personal messages sent from the TOLS
social network to your account. If you set these fields to ‘No’, you won'’t receive any
notifications.

At the bottom of the page is a link to the TOLS Terms and conditions. Click to access
and read them. To complete your account registration you must tick the box to say
you have read and agree to the Terms and Conditions. If you don’t agree to them,
you cannot access TOLS.

Click the Register button to complete your account registration.

% Tinda Training Solutions - %

<« C' [ www.tindatrainingsolutions.com.au/chamilo/main/auth/inscription.php w =
* Confirm password
Phone

Motify by mail on new \ Upon reception . |
invitation received

Motify by mail on new \ Upon reception . |
personal message
received

Motify by mail on new ‘ Upaon reception
message received in
group

Course Credits
Remaining

[ | have read and agree to the Terms and conditions

* required field

m

Portal Chamilo 1.9.6 © 2013

1.1.1 Updates to Terms and Conditions
Please note that whenever there has been an update to the TOLS Terms and
Conditions, you will be required to re-read and re-agree with them in order to
continue using the system.

TOLS User Manual v 2013.09.12 Page 6
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1.2 Login to the system (existing user)

To login to TOLS, type your username into the Username field, and your password

into the Pass field. Then click the Login button to proceed.

% Tinda Training Selutions - x % ¥

€ - € | [} wwwitindatrainingsolutions.com.au/chamilo/index.php

* TOLS
"a Tinda Online Learning Solution

Login b

Register

| lost my password

Help
Forum

Welcome to TOLS - the Tinda Online Learning Solution.

| English v
What is TOLS?
Uremems TOLS is a web-based system for delivering quality training at low cost.
testuser b How does it work?
For individuals - You click on the Register link in the left-hand menu to create a userid and password for accessing the system. Then you go to the
Pass TOLS store and select one or more courses from our extensive list. Pay for your purchases and you'll ke immediately enrolled into those course(s).

Then come back to this page, log in, and start learning!

For Businesses, Corporate Entities, efc - Instead of specific courses, organisations have the option to purchase Course Credits (at package prices)
Those credits can then be spent to enrol any employee/member of that organisation in any of our courses. Contact us at enquiries@tols.com.au and
ask about our corporate pricing.

And it's all online?

Yes. The courses are all self-directed with no timetables, so you can work at your own pace whenever you have the time. You have up to a year to

complete a course.

So | don’t get any manuals?
Actually, yes you do. Each course has a downloadable, printable course manual.

Where can | see a list of your courses?

Click here for a list of what courses are available and what's coming.

Please email us at enquiries@tols com au if you have any other questions.

Portal 2

TOLS User Manual v 2013.09.12
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If you type an incorrect username or password, TOLS won't log you in but display an
error message instead.

Tinda Training Solution

€ - C'|[) wwwiindatrainingsolutions.com.au/chamilo/index.php?loginFailed=18&error=user_password_incorrect e =
‘\‘,I Tinda Online Learning Solution a1 * AA
Homepage
— Welcome to TOLS - the Tinda Online Learning Solution.
L English v |
What is TOLS?
\isemame TOLS is a web-based system for delivering quality training at low cost.

‘ ‘ How does it work?

For individuals - You click on the Register link in the left-hand menu to create a userid and password for accessing the system. Then you go to the

Pass TOLS store and select one or more courses from our extensive list. Pay for your purchases and you'll be immediately enrolled into those course(s).
Then come back to this page, log in, and start leaming!

For Businesses, Corporate Enfities, etc - Instead of specific courses, organisations have the option to purchase Course Credits (at package prices).

Login Those credits can then be spent to enrol any employee/member of that organisation in any of our courses. Contact us at enquines@tols.com.au and
ask about our corporate pricing.

m

) ) And it's all online?
[Logm failed - incorrect lagin or password. ]

Yes. The courses are all self-directed with no timetables. so you can work at your own pace whenever you have the time_ You have up to a year to
complete a course.

Register
| lost my password So | don’t get any manuals?
Actually, yes you do. Each course has a downloadable, printable course manual.
Hel Where can | see a list of your courses?
P Click here for a list of what courses are available and what's coming.
Forum

Please email us at enquiries@tols.com.au if you have any other questions.

nilo 1.9.6 © 2013
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If your login is successful you will be taken to your My Courses page [see 2.2].

/% Tinda Training Solutions - % §__

€ - € [} wwwiindatrainingsolutions.com.au/chamilo/user_portal php @2 = |
‘*I Tinda Online Learning Solution a2z +*A A
Homepage  Mycourses Personalagenda  Progress Testljser (U]
My courses

@ ﬂ Middle Manager |

il ﬂ Stress Management (3\

Edit profile

m

Courses

Sort courses

Course catalog

Courses sessions history

Main navigation
Profile

This page displays all courses you are currently enrolled in.

TOLS User Manual v 2013.09.12 Page 9
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1.3 Reset your password (existing user)

If you cannot remember you password, you can click the | lost my password link on
the Homepage:

/% Tinda Training Solutions - x W% §

€& - C [} wwwiindatrainingsolutions.com.au/chamilo/index.php e =
* TOLS 1
"4 Tinda Online Learning Solution a1 ~AA

I — Welcome to TOLS - the Tinda Online Learning Solution.
|~ English A \
What is TOLS?
Msemame TOLS is a web-based system for delivering guality training at low cost.
“ ‘ How does it work?
For individuals - You click on the Register link in the left-hand menu to create a userid and password for accessing the system. Then you go to the
Pass TOLS store and select one or more courses from our extensive list. Pay for your purchases and you'll be immediately enrolled into those course(s).
Then come back to this page. log in, and start learning!

For Businesses, Corporate Entifies, et - Instead of specific courses, organisations have the option to purchase Course Credits (at package prices).
Those credits can then be spent to enrol any employee/member of that organisation in any of our courses. Contact us at enquiries@tols.com.au and

Login SF
ask about our corporate pricing.

Register And it's all online?
Yes. The courses are all self-directed with no timetables, so you can work at your own pace whenever you have the time. You have up to a year to
Re=gyjpassRd b complete a course.

So | don’t get any manuals?
Help Actually, yes you do. Each course has a downloadable. printable course manual.
Forum

Where can | see a list of your courses?
Click here for a list of what courses are available and what's coming.

Please email us at enquiries@tols com au if you have any other questions.

Portal Cl

TOLS User Manual v 2013.09.12 Page 10
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This brings up the | Lost My Password page, where you type in either your username
or email address (the one you used to initially register for access).

/= Tinda Training Solutions - %

&« € [ www.tindatrainingsolutions.com.au/chamilo/main/auth/lostPassword.php s7 =

* TOLS 3
"4 Tinda Online Learning Solution 2y 2 AA

| lost my passwaord

Forgot your password 7

* User name or e-mail
address
Enter the username or the email address with which you registered and we will send your password.

Send

* required field

m

Portal Chamilo 1.9.6 © 2013

If the username or email address you typed in matches your account details, an
email similar to the following will be sent to your email address.

Dear user :
You have asked to reset your password. If you did not ask, then ignore this mail.

Your registration data :

Username : XXXXXXXXXX

Click here to recover your password :
http://www.tindatrainingsolutions.com.au/chamilo/main/auth/lostPassword.php?reset=xxxxXxXxxx

Your password is encrypted for security reasons. Thus, after pressing the link an e-mail will be sent to
you again with your password.

Yours sincerely,
TOLS Administrator
Portal Admin - Tinda Online Learning Solution (TOLS)

TOLS User Manual v 2013.09.12 Page 11
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When you click the link given in your email you will be taken to the I lost my
password Screen; however this time it will have a different message:

% hitp:/fumw tindatrainingso... 0 ~ B & = Tinda Training Selutions - T... *

| Eile Edit View Favorites Tools Help

TOLS A
A Tinda Online Learning Solution JAA

| lost my password

Your password has been reset

Back

Portal Chamilo 1.9.6 @ 2013

At the same time another email will have been sent to your email address notifying
you of your new password.

This is your information to connect to http://www.tindatrainingsolutions.com.au/chamilo/

Your registration data :
Username : XXXXXXX

Pass : yyyyyyyyyy

Use your username and the new password to login to TOLS.

1.4 Access the Help Forum for Chamilo

This link leads to the Forum pages for the Chamilo Learning Management System
(LMS), the platform that powers TOLS. It is not particularly relevant to TOLS
students.

TOLS User Manual v 2013.09.12 Page 12
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2 Navigation Bar

* TOLS
¥4 Tinda Online Learning Solution

A

Homepage My courses Personal agenda Progress

My courses / Courses catalog

The Navigation Bar at the top of the screen provide access to:

the Homepage [see 2.1]

the My Course page [see 2.2]
your Agenda page [see 2.3]
your Progress page [see 2.4]

At the right is your user name, with a drop-down link to your Profile page [see 4].

Finally there is the red power button which logs the user log out at any time with a
single click.

Underneath the Navigation Bar is the “breadcrumb” trail. This shows the page you
are currently viewing (in black at the right) and, if relevant, the path you followed to
reach it (in blue at the left). Any entries in blue are links back to those pages. For
example, the breadcrumb trail in the above figure indicates that the user is in the
Course Catalog page, which they accessed from the My Courses page, and the My
Courses text is a link back to that page.

TOLS User Manual v 2013.09.12 Page 13
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2.1 Homepage (after login)

This Homepage looks very similar to the Homepage you see before you login. The
obvious differences are the presence of the full Navigation Bar, your User Picture
and some sections of links.

% Tinda Training Solutions -

€ - C [4 wwwiindatrainingsolutions.com.au/chamilo/indexphp

* TOLS
"4 Tinda Online Learning Solution S, A AA

82

Homepage Mycourses Personalagenda Progress TeslUser ®

Welcome to TOLS - the Tinda Online Learning Solution.

21 1 What is TOLS?
Coo TOLS is a web-based system for delivering quality training at low cost.

How does it work?
For individuals - You click on the Register link in the left-hand menu to create a userid and password for accessing the system. Then you go to the

Profile ] TOLS store and select one or more courses from our extensive list. Pay for your purck and you'll be diately enrolled into those course(s).
2 1 2 Then come back to this page, log in, and start learning!
Edit profile ada
For Businesses, Corporate Entities, efc - Instead of specific courses, organisations have the option to purchase Course Credits (at package prices).
Those credits can then be spent to enrol any employes/member of that organisation in any of our courses. Contact us at enquiries@tols.com au and =
Courses W ask about our corporate pricing.

N
-
w

Coupeleaio And it's all online?

Yes. The courses are all self-directed with no timetables, so you can work at your own pace whenever you have the time. You have up to a year to
complete a course.

|

Help

N
oy
I

Eom So | don’t get any manuals?

Actually, yes you do. Each course has a downloadable, printable course manual.
: o Where can | see a list of your courses?

Main navigation Click here for a list of what courses are available and what's coming.

Profile

N
i
|

Please email us at enquiries@tols com au if you have any other questions.

Portal Chamilo 1.9.6 © 2013

2.1.1 User Picture
This section simply shows your user picture, if you have uploaded one to your Profile
page [see 4.1].

2.1.2 Edit Profile link
This link takes you to your Profile page [see 4] so you can see your account details
and make any changes.

2.1.3 Course Catalog link
This link will take you to the Courses Catalog page [see 2.2.2].

TOLS User Manual v 2013.09.12 Page 14
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2.1.4 Forum link
As with the pre-login Homepage, this Forum link only leads to the Forum pages for
the Chamilo LMS, and is not particularly relevant to TOLS students [see 1.4].

2.1.5 Profile link

This link also takes you to your Profile page [see 4] so you can see your account
details and make any changes.

TOLS User Manual v 2013.09.12 Page 15
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2.2 My Courses page

This is the default page you will be taken to whenever you login to TOLS.

% Tinda Training Solutions -

€« C' [ www.tindatrainingsolutions.com.au/chamilo/user_portal.php

’ TOLS
"4 Tinda Online Learning Solution ¢ <AA

Homepage  Mycourses Personalagenda  Progress TeslUser

My courses

@ E ﬂ Middle Manager
> |
profile C Stress Management 3\
Edit profile
[Since your latest vist: Event added (10/09/2013 04:38) |

Courses

Sort courses
Course catalog

Courses sessions history

Main navigation
Profile C

m

Portal Chamilo 1.9.6 © 2013

wwwtindatrainingsolutions.com.au/chamilo/main/calendar/agenda, php?cidReq=0107 &ref=2&gidReq=0atd_session=0

The main display area of this page (A) shows a list of all the courses you are
currently enrolled in.

The course names themselves are links to the relevant Course Home pages [see 3].

There may be one or more icons next to a course page that indicate something to do
with that course has been updated. In the sample screenshot above, the Agenda
icon next to Stress Management indicates that the Agenda tool [see 3.2] has been
updated. If you put your mouse pointer over the icon, some more information will be
shown, as per the figure below:

Stress Management 3\

[ Since your latest visit: Event added (10/09/2013 04:38) |

You can see your user picture (B), if you have uploaded one to your Profile page
[see 4.1].

TOLS User Manual v 2013.09.12 Page 16
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Links to your Profile page [see 4] are visible on this page as well (C).

The last section (D) contains links to various tools related to courses:

e Sortcourses [see 2.2.1]
e Course catalog [see 2.2.2]
e Current session history [see 2.2.3]

TOLS User Manual v 2013.09.12 Page 17
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2.2.1 Sort Courses

This option lets you change the order your enrolled courses are displayed in on the
My Courses page.

In the Sort Courses page, each of your enrolled courses will have an upﬁand/or
down - _-arrow next to it (if you only have one enrolled courses, both arrows will be
greyed-out).

Click the up/down arrows as appropriate to move the course up or down in the list
order.

Each course will have an information icon ﬂ next to it. Clicking that icon will
display the course description in a pop-up window.

Each course will also have a edit icon next to it, in the shape of a pencil (#).
Clicking this icon appears to allow you to change the Category the course belongs
to. In fact, you can’t make this change.

! % Tinda Training Solutions - % % |

&~ C | [1 www.indatrainingsolutions.com.au/chamilo/main/auth/courses. phpZaction=sortmycourses e =

* TOLS
"4 Tinda Online Learning Solution a1 «AA

Homepage  Mycourses Personalagenda  Progress

My courses / Sort courses
="
No courses category =

Middle Manager 0 / Li/_} &

Stress Management (9] / {} \‘,;

m

TOLS User Manual v 2013.09.12 Page 18
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2.2.2 Course Catalog
This option displays the available courses via the Course Catalog page.

There is a Search field (A) that allows you to conduct a keyword search through
course titles.

Clicking the Random Pick button (B) will display a selection of from 1 to 10 courses
in the List Area (D). These courses will be randomly selected from the entire roster
of active courses in TOLS.

Course Categories (C) are used to help organise the courses into smaller lists for
easier viewing in the List Area. Click on any of the categories to see all the courses
contained in it.

The List Area (D) displays a list of courses; with the exact list being determined by
your use of options (A), (B) or (C). When you first access the Course Catalog page, it
displays a random list as though you had clicked the Random Pick button.

Each course shown in the List Area has a course icon (if one has been set) some
basic statistics and ratings, and most importantly a Description button. Clicking the
Description button will display the course description and other information (if
available) in a pop-up window.

o ]
% Tinda Training Solutions -
€« €' [ www.iindatrainingsolutions.com.au/chamilo/main/auth/courses.php v
A Tinda Online Learning Solution a1 +A A
Homepage  Mycourses Personalagenda  Progress Test User L]
My courses / Courses catalog
— =
M Search - N
. — Basic Bookkeeping c"””“‘”"“’f;
= system Administrator e
Random pick '&OJ 9 L |
L 0 Votes | 14 Visits | Your vote [?]
COURSES CATEGORIES
Business Skills Courses (4) Description L4
Financial Courses (2)
Client Service Courses (1)
Bl 2gers Courses (4)
C rosoft Office 365 Courses (4) Civility In The Workplace FETTERaETE
rosoft Office 2007 Courses (14) "\ System Administrator montt
Microsoft Office 2010 Courses (20) '.&OJ 7
Microsoft Office 2013 Courses (6) e 0 Votes | 10 Visits | Your vote [?]
Microsoft Windows Courses (1)
Miscellaneous Courses (0) FEEL
Personal Development Courses (12)
Trainer Courses (1)
— Facilitation Skills c""""’“’”'ai
month
T\ System Administrator
O 7
L 0 Votes | 10 Visits | Your vote [?]
Description

TOLS User Manual v 2013.09.12 Page 19



G TOLS
"4 Tinda Online Learning Solution

2.2.3 Courses Sessions History

This option changes your Enrolled Courses List to a display of information about
your Sessions, which is a function not currently in use in TOLS. This page will
therefore be blank.

The Courses Sessions History link changes to a Display Courses List link, which will
change the main display area back to your Enrolled Courses List.

|/ % Tinda Training Solutions -~ % §__ ¥

€& - C [} wwwiindatrainingsolutions.com.au/chamilo/user_portal php?history=1 =

* TOLS
"4 Tinda Online Learning Solution 01 ~AA

Homepage  Mycourses Personalagenda  Progress

My courses

© ;

Profile
Edit profile

m

Courses
Sort courses

Course catalog

Display courses list :

Main navigation
Prafile

Portal Chamilo 1.9.6 © 2013

TOLS User Manual v 2013.09.12 Page 20



TOLS
A Tinda Online Learning Solution

2.3 Personal Agenda page

Clicking Personal Agenda on the Navigation Bar will take you to an Agenda page
that combines all the entries/events from all the agendas you have access to, i.e.

e the general Agenda [see 3.2] for each course you are enrolled in; plus
¢ the private Agenda for each Course Group [see 3.10] you are a member of.

You may also add your own personal entries/events, which no-one but you can view
and access. Put your mouse cursor over any entry to see more information about it
(assuming more information has been added into the entry).

% Tinda Training Solutions - % % 1
« € [ www.iindatrainingsolutions.com.au/chamilo/main/calendar/agenda_js.php?type=personal
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Homepage Mycourses  Personalagenda  Progress Testllser L)

Agenda —
Today - > September 2013 E LGl Week | Day
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Course Maintenance

9 10 1 12 13 14 15

8pm - Video Conf. with Michael
& Beth

16 17! 18 19 20 21 22

Spm - Activity 1 due.

Use the left and right arrows (A) to move the view to the next calendar page. Use the
calendar period buttons (B) to switch between Monthly, Weekly and Daily views.
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Entries in green are from the general Agenda of a course you are enrolled in.

The Strezs Management course will be offline today
3 for scheduled maintenance.

Course Maintenance

Entries in brown are from the private Agenda of a Course Group you are a member
of.

Activity 2 iz due to be submitted to vour Course
Coach by Spm today.

19 —

Entries in blue are ones you have added yourself.

WC with Michael & Beth (from Stress Management
group) about Activities.

Bpm - Video Conf. with Michael
& Beth

10
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2.4 Progress page

The Progress page gives you some statistics on each course you are enrolled in.

% Tinda Training Solutions - x %

- C' | [ www.iindatrainingsolutions.com.au/chamilo/main/auth/my_progress.php e =
‘@I Tinda Online Learning Solution a1 * AA
Homepage Mycourses Personalagenda  Progress Tesl user ®

= My courses b
J
Course Time spent in the course Progress Performance ¥ Latest login Details
Middle Manager 1:35:18 3556% 56.67% Sep 11, 2013 }s =
Stress Management 0:57:28 50% 0% Sep 11. 2013 »

Timeline
@ L
09-04 2013-09-04 2013-09-10 2013-00-10 2013-00-10
1:34 12:00:43 10:21:23 10:36:04 11:27:15

You have entered the course 0063 in
Wednesday September 04, 2013

In the My Courses section:

e Time spent in the course should be self-explanatory - the total time spent in
the actual course.

e Progress is the percentage of steps in the learning Path that have been
viewed or completed (as appropriate).

e Performance is the average of all the test scores in the Learning Path.

e Latest Login is the last date the user accessed the course.

e Details allows you to see even more statistics about a particular course:
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% Tinda Training Solutions - % §__

€« C' | [1 www.indatrainingsolutions.com.au/chamilo/main/auth/my_progress.php?course=0063 we| =
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Homepage Mycourses Personalagenda  Progress

& My courses

m

Course Time spent in the course Progress Performance gj Latest login Details
Middle Manager 1:35:18 35.5% 56.67% Sep 11, 2013 »»
Stress Management 0:57.28 50% 0% Sep 11, 2013 »

Middle Manager

Tests Attempts Best attempt Ranking Best result in course Statistics g3
There is no test for the moment
Learning paths Time spent Progress Performance Latest login
Middle Manager (HTML version) 0:00:00 0% 0%
Middle Manager (Flash Version) 0:06:00 1% 56.67% September 10, 2013 at 06:04
PM
Timeline

The Tests section (A) has details only for standalone exams that are accessed via
the Tests tool [see 3.6]. It does not include details of tests that have been integrated
into the Learning Path (the Performance statistic shows those).

The Learning Paths section (B) shows all of the different Learning Paths available for
that course, and various statistics about each one. The fields are almost identical
with the ones under the My Courses section.
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% Tinda Training Solutions - % §__

€« C'  [1 www.iindatrainingsolutions.com.au/chamilo/main/auth/my_progress.php we| =
!._p,l Tinda Online Learning Solution a A A
Homepage My courses Personal agenda
& My courses
q
Course Time spent in the course Progress Performance gj Latest login Details
Middle Manager 1:35:18 35.5% 56.67% Sep 11, 2013 >> =
Stress Management 0:57.28 50% 0% Sep 11, 2013 »
Timeline ¢——— .
@ B
09-04 2013-09-04 2013-09-10 2013-00-10 2013-09-10
1:34 12:00:43 10:21:23 10:36:04 11:27:15

You have entered the course 0063 in

Wednesday September 04, 2013 R
=
O C

The Timeline section of the Progress page shows a history of dates and times at
which you accessed any of your courses.

Use the left and right arrows in the grey box (A) to move the timeline (B) left or right.
Alternately you can click on any entry in the timeline to make it the leftmost entry.
The details of the leftmost entry are displayed (C) below the timeline.
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3 Course Home page

As the name suggests, this is the homepage for a particular course. From this page
you will be able to view and access a variety of tools. Some are necessary for
studying and completing the course, while others are provided to possibly enrich and
extend your learning experience.

Simply click on a particular tool’'s text or icon to access it.

/ % Tinda Training Solutions -
o C' | [ www.tindatrainingsclutions.com.au/chamilo/courses/0063/7id_session=0 e

TOLS s
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Homepage  Mycourses  Personalagenda  Progress

3 Middle Manager

Fida A course home

Middle Manager Course &) course description
E ;) Agenda
\gk \:} __J- Documents
it L g Learning path

Course description Documents Learning path @ Links
('
1 Tests

{4}, Announcements

g I Forums
= A
Announcements Forums ) Dropbox

42 G
roups

(@ Surveys

Links

e

=
|5y Assessments

d}‘-‘- Glossary

Dropbox Surveys Assessments

) Notebook

@
5
%

&

Glossary HNotebook

The Course Home page has a Training Navigation Menu (A) at to the right of the
screen. This menu provides quick links to all of the available tools and is really
unnecessary on this page (as those links are already present). However it also
appears on most of the various tools pages as well, giving you a very convenient
way to access various tools without having to come back to the Course Home page.

The Hide button (B) allows you to hide the Training Navigation Menu in this page
and all the various tools pages. The button then changes to a Show button, so you
can turn the menu back on at any time.
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3.1 Course Description Tool

The course description is a summary of the course, and may include some or all of

the following sections:

e Description

e Objectives

e Topics

e Methodology
e Assessment

x

% Tinda Training Solutions -

C' | [§ www.tindatrainingsolutions.com.au/chamilo/main/course_description/?cidReq=0063&:id_session=0&gidReq=0
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Homepage

Mycourses  Personalagenda  Progress

{ Middle Manager / Description

m2

Test User

~AA

o

Hide
Course Description

Traditionally, middle managers make up the largest managerial layer in an organization. The Middle Manager is responsible to those above them and thase below them. They head a vari
departments and projects. In order for an organization to operate smoothly. it is essential that those in middle management be committed to the goals of the organization and understan:

effectively execute these goals.

It is crucial for businesses ta focus on these essential managers and provide them with the opportunities to succeed. Mo matter the organization's structure or size. it will benefit from en]
trained middle managers. Having a middle manager understand their rale in the organization is very important. They are in communication with a very large percentage of the company. a
large impact throughout the organization.

Course Objectives

Define management.

Understand ethics in the workplace.

Manage information and make decisions.

Be familiar with the control process.

Use organizational strategies to facilitate change.
Create structures and processes to manage teams.
Manage as a leader

Topics

Introduction to Management
Ethics and Social Responsibility
Managing Information

A

i Course home
@ Course description
@.Agenda

g4 Documents

g Learning path
9 Links

®
& Announcements
\‘_';P Forums

4;/) Dropbox

~2 Groups

|A Surveys

E Assessments
ﬁ Glossary

Tests

| Notebaok
4

Decision-Making

Contral

Organizational Strategy

Innovation and Change

Organizational Structures and Process
Managing Teams

Motivation and Leadership
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3.2 Agenda Tool

The Agenda tool provides users with a comprehensive diary/calendar tool showing
relevant entries/events for the course as a whole, as well as any that apply only to a
Course Group [see 3.10] you are a member of.

L ] C' | [} www.tindatrainingsolutions.com.au/chamilo/main/calendar/agenda_js.php?type=course | =
"4 Tinda Online Learning Solution a2 mi1 +AA
Homepage Mycourses  Personalagenda  Progress
{} Stress Management / Agenda
Hide ’}: Course home
Today | 4 | » September 2013 Week | Day :cription
Mon Tue Wed Thu Fri Sat SUD\ Agenda
N 1
@4 Documents
g Learning path
9 Links
¥ Tests
2 3 4 5 5 7 b 8
L'ﬁ:) Forums
’) Dropbox
L:‘_:} Groups
9 10 " 12 13 14 15
.(’ Surveys A
@Assessmems
i@ Glossary
* ) Notebook
16 17 18 13 20 pal
23 24 25 26 27 28 29

Use the left and right arrows (A) to move the view to the next calendar page. Use the
calendar period buttons (B) to switch between Monthly, Weekly and Daily views.

Put your mouse cursor over any entry to see more information about it (assuming
more information has been added into the entry).

Entries in green are for the attention of all students enrolled in the course. They are
typically posted by the TOLS Administrator and will be about things that will affect all
enrolled students.

The Stress Management course will be offline today
for scheduled maintenance.

3

Course Maintenance
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Entries in brown are for the attention of members of a particular Course Group, and
are not visible to anyone who is not a member of that group. They are typically
posted by the group’s Course Coach (if one has been assigned to the group).

Activity 2 i due to be submitted to vour Courze
Coach by Spm today.

19 —

All entries from this Agenda are also posted to your Personal Agenda [see 2.3].
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3.3 Documents Tool

The Documents tool gives you access to a folders of downloadable documents that
are relative to the course. For each course you should always see at least the
following folders:

e Activities, which contains optional activities for increasing your understanding
of the course material.

e Course Manual, which contains the Training Manual for the course.

e Resources, which contains the Quick Reference Sheets for the course and
may have other resource materials as well.

% Tinda Training Solutions - x

€ €' | [3 www.tindatrainingsolutions.com.au/chamilo/main/document/document.php?cidReq=0063&id_session=0&gidReq=08&student_table_direction=DESC&student_tat 97 =
& B Tinda Online Learning Solution a3 m1 A A
Homepage  Mycourses Personslagenda  Progress Tesl user L)
' Middle Manager / Documents
Hide i‘ Course home
> Search :‘J Course description |||
{3\ Agenda -t
Current folder Documents El \) :
. Documents
Type HName t Size Date g
Learning path
oy Activities 2421 3 weeks, 2
20130021 @@Lk
o)  Course Manual <: 221M  3weeks, 3| [ Tests
2013-08-21 E
& Announcements
ey  Resources 20817k 1month 4| ~
2013-08-07] D?" Forums
’) Dropbox
2 Groups
(g Surveys
E Assessments
& Glossary
> .| Notebook

Portal Chamilo 1.9.6© 2013

Click on any of the folder name to see its contents. Then click on any filename to
view it. Once the document is open there will be a Download button you can click on
to download a copy of the document to your computer.

(see screenshots on next page)
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3.4 Learning Path Tool

A Learning Path (“LP”) is a specific sequence of learning objects/experiences that
make up the training content of the course itself. Students must view all of the items
in a selected Learning Path to complete it.

Because we want our courseware to be as accessible as possible, different LP
versions may be available to aid in viewing on a range of computers and smart
devices. These LPs will have one of the standard suffixes to make them easy to
identify:

e HTML version — [see 3.4.1]
e Flash version — [see 3.4.2]
e iOS Version — [see 3.4.3]

If you see other LP versions with a different suffix than those shown above, please
do not access those LPs. They may be custom-built to suit a particular organisation
and only students from that organisation should be accessing them.

Click on the relevant entry to access your appropriate Learning Path.

% Tinda Training Solutions - x
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3.4.1 HTML version Learning Path

This LP is made up of objects written in the basic language of the Internet and World
Wide Web — HTML. This ‘no-frills’ LP uses only text and images and should be
viewable on the widest range of technology. If you are accessing TOLS on an older
computer or a tablet device (including iPads or Android tablets) this may be the
version for you.

| % Tinds Traiming Solutions =

« Cc W‘Miﬂingmlu[:'nm.mm.a... il main/newscorr antraller.phy Req ewllp_id e
() course nome JCEAS Table of Cantents N[ start |[ Back | next || €nd | B 9 10 11 12 13 14 15 16 17 18 Pagel3ofds

wWW Module One: Getting Started
E Warkshop Objectives
0%

Strass Management Pre-Assignment Review

Module Two: Understanding Stress

What rs Stress? 3
What s Eustress? 3] z o
Module Four: Altering the Situation

William James

2 Understanding the Tnple A Approach
Now that we have the basic building blocks of a stress
‘ Module Three: Creating a Stress-Red: e reduced lifestyle, let's talk about how we deal with stress.
i

v

Eating Property b 1 . We've heard the saying. “A leopard can't change its spots,”
=1 Rie A #
B 4 but we'd like to disagree. When dealing with stress, there
Exercising Regularly | are often many ways in which you can change your
[

approach or the situation to make it less stressful.
Sleaping Well

Module Four: Altering the Situation

— —
F Identifying Appropriate Situations E

Creating Effective Acbons
Module Five: Avoiding the Situation

The Second &
Identifying Appropriate Situations

Creatng Effective Actions
Module Six: Accepting the Situation

The Third &

Idantifying Apprepriate Situations

Creating Effective Actions
‘ m

The screenshot above shows how a HTML version LP is presented. There is a link to
go back to the Course Home page at the top-left (A).

Underneath that is a small section (B) containing the following:

e a Reporting button - this will cause the Viewing Pane (E) to display a few
basic statistics about your progress (or lack of it) in each object in the Path
(©).

e Previous and Next buttons — you can use these to move through the objects
in the Path (C).

e Progress bar and Percentage display — a visual and numerical display of your
progress (or lack of it) through the Path as a whole.

Occupying the rest of the left-hand side of the screen is the Path (C). This shows all
of the learning objects that comprise the course material (there may only be one
such object, as in the above screenshot).
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e Each object will be shown in its own grey box.

e Any textin a black box is simply a header, used to assist in the Path’s
readability.

e The object in the blue box is the one currently being displayed in the Viewing
pane (E).

e Objects that have been viewed/completed (as appropriate) will have a green
tick next to the name.

Many of the HTML objects have their own internal menu (D). Clicking on any of the
menu entries will take you to that page of the content.

The Viewing Pane (E) is the area where the content of the Path object is displayed.
Many of the HTML objects have navigation buttons located at the top of the Viewing
Pane. This will assist you in working your way through all pages of that object’s
content.

Finally, there is a small left-pointing arrowhead located at (F). Clicking this
arrowhead will collapse the entire leftmost column. This will cause (A), (B) and (C) to
disappear and leave more room on the screen for better viewing of (D) and (E).

y & Tinds Training Soluficns %
« c www tindatrainingsolutions.com.au/ =
Table of Contents 2 i Start | Back || Next End | 8 9 10 11 12 13 14 15 16 17 18 Pagellof4n

Module One: Getting Started
Waorkshaop Objectives

Pre-Assignment Review
Hodule Twa: Understanding Stress
. William James

What s Stress?

What s Eustress?

Understanding the Triple 4 Approach

Module Three: Creating a Stress-Red

Eating Propery We've heard the saying, “A leopard can't change its spots,”

ut we'd like to disagree. When dealin, h stress, there

are ofte

Exercising Regularty iy ways in which you

ge your

approach or the situation to make it less stressful,

sleaping well

Module Four: Altering the Situation
e First &

Identifying Appropriate Skuations

Creabing Effactive Actions

Module Five: Avoiding the Situaticn

The Second A

1dentifying Appropriate Stuations

Creating Effective Actions
Module Six: Accepting the Situation

The Third &

Identifying Appropriate Situations

LYY W

The arrowhead itself changes to a right-pointing one, and is visible at the very left of
the screen. Clicking it again causes the original view to be restored.
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Please note:

If an object in the Path is not assessable (i.e. it is not graded in any way) any
Progress or Percentage score indicates only that the object was accessed. It doesn’t
mean you have read or viewed everything in that object. It is up to you to track or
remember your own progress through each object.

This is most obvious in courses that have only a single object in their Path, like our
example screenshot. As soon as you have accessed the LP, it displays the first page
of the content of the first (and only) object in the Path. Your progress then becomes
100%, because you have viewed the one and only object, all without reading a word!

TOLS courses are all presented as self-directed, so you are responsible for ensuring
your read all the available LP content.
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3.4.2 Flash version Learning Path

This LP uses Flash-based animations to present the learning material in a more fun
and interactive way. Some of them even include a voiceover to cater students who
learn better when they can hear the material being presented. You must have Flash
Player version 10 or better to be able to view this LP version.

When a Flash-based object has to be loaded, you will see the following screen. Note
the small ‘loading’ indicator in the centre of the viewing pane — this is to let you know
that the content must be loaded and how it is progressing. When the indicator
reaches 100% the content will automatically load.

You will see this screen whenever you first access a Flash version LP, as the first
object is always Flash-based content.

I

- C' | [} www.tindatrainingsclutions.com.au/chamilo/main/newscorm/Ip_controller.php?cidReq=0063&id_session=0&gidReq=08&action=view&Ip_id=2 v =
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fu-) Course home
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%

Middle Manager (Flash Version)
m Getfing Started

Module01

Pre-Assignment Review «

m Infroduction to Management

ADOBE" CAPTIVATE

Module02 «»

Activity 01-Effective and Efficient
Management

Activity 02-Priorities «

Handout 01-Managerial Mistakes 7

m Ethics and Social
Responsibility

I‘

Module03

Activity 03-dentifying Ethics «*
Activity 04-Unethical Behavior «
Activity 05-Decisions «#

Activity 08-Social Responsibility «*
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The screenshot below shows how a Flash version LP is presented.

/ % Tinda Training Solutions - x
&« C' | [3 wwwiSBEE iningsolutions.com.au/chamilo/main/newscorm/Ip_controller.php?cidReq=0063&id_session=0&gidReq=08action=view&Ip_id=2 gl =

W.-§ Course home

L A N
I 2 "It has become dramatically clear that the foundation

T1%
of corporate integrity is personal integrity.”
Middle Manager (Flash Version) p g y D g y

m Geffing Started

Sam Dipiazza

Module01 «*

Pre-Assignment Review «

fion to Management
Mod

Activity 01-Effective and Efficient
Management «+#

Activity 02-Pricrities «*

—
Handout 01-Managerial Mistakes 4
v

m Ethics and Social
Responsibility

MODULE THREE: ETHICS AND
s SOCIAL RESPONSIBILITY

Activity 03-dentifying Ethics «*
Activity 04-Unethical Behavior «
Click anywhere to continue

Activity 06-Decisions « m a

Activity 06-Social Responsibility «»

There is a link to go back to the Course Home page at the top-left (A).

Underneath that is a small section (B) containing the following:

e a Reporting button - this will cause the Viewing Pane (E) to display a few
basic statistics about your progress (or lack of it) in each object in the Path
(©).

e Previous and Next buttons — you can use these to move through the objects
in the Path (C).

e Progress bar and Percentage display — a visual and numerical display of your
progress (or lack of it) through the Path as a whole.

Occupying the rest of the left-hand side of the screen is the Path (C). This shows all
of the learning objects that comprise the course material (there may only be one
such object, as in the above screenshot).

e Each object will be shown in its own grey box.

e Any textin a black box is simply a header, used to assist in the Path’s
readability.

e The object in the blue box is the one currently being displayed in the Viewing
pane (E).
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e Objects that have been viewed/completed (as appropriate) will have a green
tick next to the name.

The Viewing Pane (D) is the area where the content of the Path object is displayed.
At the bottom of any Flash-based objects you will find a playbar with various controls
that may assist you in working your way through all the slides of that object’s
content.

Click anywhere to continue

00

Message prompts such as “Click anywhere on the screen to continue” and “Click on

the next entry in the menu at left of screen to continue” will appear above the playbar
when all the information on a slide has appeared. The voiceover (if present) will also
give these prompts aurally.

Finally, there is a small left-pointing arrowhead located at (E). Clicking this
arrowhead will collapse the entire leftmost column. This will cause (A), (B) and (C) to
disappear and leave more room on the screen for better viewing of (D).

) % Tinds Training Salutions %

« c www tindatrainingsolutions.com.au

n
i

Activity Time

In order to reinforce the lessons in this module, please read and complete the
following Activities, which you can select by clicking on them in the menu at
the left of your screen: -

=Activity 03 — Identifying Ethics

=Activity 04 — Unethical Behaviour

=Activity 05 — Decisions

=Activity 06 - Social Responsibility >

Please note: All activities can be printed from the Learning Path by right-clicking anywhere on the
page in the main screen and selecting 'Print’. They can also be found in the Activities folder in the
Documents facility of this course.

The arrowhead itself changes to a right-pointing one, and is visible at the very left of
the screen. Clicking it again causes the original view to be restored.
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3.4.3 i0S version Learning Path

This LP also uses animations to present the material, but has been specifically built
to work on Apple devices (which can’t normally play Flash-based content).

There are currently no iOS LPS available, so there are no screenshots.
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3.5Links Tool

The Links tool shows links that may allow you to find out more information about a
topic or concept presented in the Learning Path [see 3.4].

As you might guess, you simply click the link and the website, document, etc will
open in a new browser tab.

'/ % Tinda Training Solutions - % §
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"a Tinda Online Learning Solution g1 m1 A A
Homepage Mycourses Personalagenda  Progress Testllser o

{7} Stress Management / Links
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@ Documents

g Learning path
e Links

\:& Tests

general

& Mational Sleep Foundation Website
Statistics and studies about sleep and sleep-related problems

& Announcements
2 Forums

<

'5; Dropbox
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% Glossary
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3.6 Tests Tool

The Test tool shows any tests that may be available for students to test their
knowledge or learning.

Please note that any tests in this tool are standalone and normally optional. They will
be separate to any tests that are included in the Learning Path [see 3.4], even if they
appear to be the same test.

Click on the Test Name entry to take the test.
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3.7 Announcements Tool

/% Tinda Training Solutions - % W\ |

The Announcements tool is used by the TOLS team to make announcements related
to the course, which will be flagged (by a bell icon) to course students when they
next access the course via the My Courses page [see 2.2].
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3.8 Forums Tool

The Forums tool allows students to take part in discussions about any aspect of the
course. You can read and reply to others’ messages, or post new messages
yourself. Only students who are enrolled in the course are able to see that course’s
Forums tool.

i{ & Tinds Traiing Solutions %
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3.8.1 Forum Categories

Forums will be grouped under one or more Categories (A), as the first step in
keeping the tool structured and organised.

Each Category should then have one or more Forums (B) within it, to further guide
students to the appropriate place for their discussions. Each Forum will also show:
e how many Topics exist within the Forum
e how many Posts exist within the Forum
e when the Latest Post was made, and by whom
e a Detail icon which you can click to receive a notification when new posts are
made to that forum. A green tick appears over the icon to show that you will
receive these notifications. Click the icon again to stop receiving the
notifications.
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There is also a Search icon (C) which you can click to go to a page that allows you to
search the forums for a particular word(s).

Click any Forum name to go into that Forum page.

3.8.2 The Forum
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The Forum page will show the Threads (A) (or topics), that are or have been
discussed in that forum. Each Thread will show:

e the number of Replies to the initial post

the number of Views (times viewed) the Thread has received

the Author or creator of the Thread

when the Latest Post was made, and by whom

a Detail icon which you can click to receive a notification when new posts are
made to that Thread. A green tick appears over the icon to show that you will
receive these notifications. Click the icon again to stop receiving the
notifications.

Click the Thread name to see the posts in that thread [see 3.8.3].

Above the list of Threads are two icons. Clicking on the arrow icon will take you back
to the Forums Categories page. Clicking on the other icon (two little speech bubbles
with an asterisk) will let you start a new Thread [see 3.8.5].
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3.8.3 Viewing an existing Thread
From a Forum page, when you click on the name of a Thread you will go to that
Thread page.
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The posts in that Thread are displayed in the main area (A). Above that though is a
toolbar with five icons:

e a Back to Forum icon (left-pointing arrow), which will take you back to the
Forum page.

e a Reply to This Thread icon (two little speech bubbles with a little curved
arrow), which will let you post a reply [see 3.8.4].

e List View, Threaded View and Nested View icons, which simply allow you to
change the way the posts in the Thread are displayed on the screen.
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3.8.4 Replying to a Thread
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When you choose to reply to a post in a Thread, you will be taken to a basic HTML
editor for writing your message. There is no need to feel intimidated if you're
unfamiliar with a HTML editor — just treat it like you’re typing an email.

Enter a Title (A) for your reply.

Type your message in the Text field (B). Browse the toolbar above it and use any
formatting functions you feel comfortable with, or just type plain old text without
worrying about making it look pretty.

If you click the Advanced Settings link you get two further options.

- Advanced settings
[T] Motify me by e-mail when somebody replies (noreply@tols com_au)
Add attachment

File name Choose File | Mo file chosen

File comment
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There is a checkbox you can tick to receive a notification when someone replies to
your post (which is a good idea that saves you having to keep checking manually for
replies).

There is also a section for attaching a file to your post (maximum size 200 Kb). Click
the Choose File button to open a File Open window, which you then use to select the
file from your computer that you want to upload. You can (and should) add a
description of the file in the File Comment field.

When your reply is ready click the Reply to This Thread button (D) to post your reply.

The Thread (E) box at the bottom of the screen simply shows the posts to date, in
case while composing your reply you need to refer to any of the details or
information in previous posts.

3.8.5 Starting a new Thread

In a Forum page, if you click the Create Thread button you will see the Create
Thread page. The use of this page is virtually identical to that of the Reply to This
Thread page, so please refer to that section of the manual [3.8.4] for more
information. The only difference is that, in this page, there is no Thread box showing
the posts to date as there won't be any yet.
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3.9 Dropbox Tool

Students can use the Dropbox tool to share their own documents with others
enrolled in the course. Files are limited to 200Kb in size.
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There are two separate pages, one for Sent Files (A) and one for Received Files (B).
Click the links to change between the two.

Above those links are two icons (C). The first lets you add a new folder to the
Dropbox. The second is used to actually share a new file (see screenshot on next

page).
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lfa. Tinda Trairing Solutions %
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Click the Choose File button to open a File Open window, which you then use to
select the file from your computer that you want to upload.

Tick the checkbox if you want to Overwrite any previous versions of the same
document that are already in the dropbox.

Use the Send to box to select which person you want to send the document to. You
select multiple entries by holding down the CTRL key and clicking each entry you
want to include. If you just want to upload it so anyone can view it select the ---Just
upload--- entry.

Click Upload to transmit your file.
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3.10 Groups Tool

The Groups tool is used to create private subsets of students (e.g. students from the
same Organisation) within the course and give them access to some private facilities
that can only be seen and used by Group members.
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The Groups page shows all the Groups registered for that course. Each group entry
includes:
e the Group Tutor, if one has been assigned
e the number of Registered members (the second number is the maximum
capacity of the group)
e a Registration option, which has been disabled. Students are not typically
allowed to add themselves to a Course Group.

Any student enrolled in the course can see these groups, but cannot access them
unless they are a Group member.
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In the example screenshot above, the box indicates that our Test User is a
member of Group 01. Even though the Test User can see the Group 2 entry, it can’t

be accessed.

If you are a member of a Group, click on its name to access its private Group Area.
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The Group Area page shows the private tools available to the group members (A). It
also indicates who the group’s Coaches are, if it has any (B). Lastly it displays a list of
all the Group members (C).
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The tools that are available within the group and that only group members can see
and access are:

) Forum — this tool is identical to the course-wide Forums tool [see 3.8],
Op except that there are no categories and only one forum, which is named
after the Group name. All Threads are posted in that one forum.

o Documents - this tool is identical to the course-wide Documents tool [see
3.3].

Agenda - this tool is identical to the course-wide Agenda tool [see 3.2].

Announcements - this tool is identical to the course-wide Announcements
tool [see 3.7].

P <

Assignments — the course-wide version of this tool is not enabled, but the
Group version is. See next page [3.10.1].
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3.10.1 Group Assignments

The Assignments tool allows members of a Group to upload documents for their
Course Coach to review. Assignments are usually configured to be invisible to other
members — only the submitting member and the Course Coach can view them.

Click on the Assignments tool in the Group Area page to access the Assignments
page. It displays all of the Assignments that have been set for the Group.
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Click on any of the Assignment names to access its page.
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Now click the Submit Paper icon to upload your response to an Assignment.
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Click the Choose File button to open a File Open window, which you then use to
select the file from your computer that you want to upload. Use this option if your
response to the Assignment is in a document on your computer.

If the Assignment is not a separate document, then complete the Title and
Description fields as your assessable response.

For either of the above cases, click the Send button to submit your response for
assessment.
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3.11 Surveys Tool

The Survey tool allows access to the course feedback Survey. However you can
only see the entry after you have been invited by email to complete the Survey. Click
the Survey name to begin filling it out.
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Your feedback is very important to us, so that we can continue to make
improvements to our courseware and the overall course experience.
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3.12 Assessments Tool

The assessments tool shows you which elements of the course must be completed
before you will be considered to have ‘graduated’ the course and be allowed to
generate (or be sent) a course completion certificate.

For example, in the below screenshot you can see that for this course a student
must simply complete the Course Survey [see 3.11].
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3.13 Glossary Tool

The Glossary tool may contain terms and definitions relevant to the course materials.
This can serve as a reference aid to study and understanding.
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3.14 Notebook Tool

The Notebook tool provides you with a way of writing, storing and organising your
own notes about the course. Notes created by this tool are private: no other student
or any Course Coach can access your notes.

/% Tinda Training Solutions - x §

€& - C [ wwwiindatrainingsolutions.com.au/chamilo/main/notebook/indexphp?cidReq=0107 &gidReq=0&id_session=0 s =

* TOLS F
"4 Tinda Online Learning Solution g2 m1 ~AA

Homepage Mycourses Personalagenda  Progress

'+ Stress Management / Notebook

Hide ‘_g_\ Course home

gﬁ_j E] D ﬁ b & Course description

_ \’;) Agenda
Test Note (Creation date: Yesterday 207 3-
& Documents

g Learning path
9 Links

\:ﬁ Tesis

d Announcements

Must create a test note. Oh wait. | just did!

7R

m

&3 Forums

fj Dropbox
L'.'(.;'. Groups

.a Surveys
@Assessmems
& Glassary

* J Notebook

The icons above your list of notes should be mostly self-explanatory. They allow you
to Add a New Note, or Sort your list of notes by Date Created, Date Last Modified, or
Title.
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3.14.1 Adding a new Note
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The Add a New Note page displays a basic HTML editor for writing your message.
There is no need to feel intimidated if you're unfamiliar with a HTML editor — just
treat it like you're typing an email.

Firstly, type in a Note Title.

Then type the body of the note into the Note Details field. Browse the toolbar above

this field and use any formatting functions you feel comfortable with, or just type plain
old text without worrying about making it look pretty.

Click the Create Note button to save your note.

TOLS User Manual v 2013.09.12 Page 60



* TOLS
"4 Tinda Online Learning Solution

4 Profile

Your profile page contains all the details of your TOLS Account. Not all of these

details are able to be edited by you, however some of them are.

There are many links to your Profile page scattered around TOLS. The most easily-
accessible one is on the Navigation Bar. If you click on your username on the right-
hand side of the Bar a dropdown menu appears, with a single link on it — Profile.

@ Test User ~ 'E':J

Click on that link to access your Profile page.
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4.1 Change Picture

Click the Choose File button next to the Change Picture field to add or change the
picture associated with your profile. This will open a File Open window, which you
then use to select the image file from your computer that you want to upload. Once
you are back in the Profile page, scroll to the bottom of the page and click the Save
Settings button.

Remember that your Profile Picture is subject to the TOLS Terms and Conditions,
i.e. it must not be one that is likely to offend anyone, or you will be asked to remove
it.

You are not required to have a Profile Picture if you don’t want one. But keep in mind
that it doesn’t have to be a photo of you. It can be a clipart image, an avatar, or a
picture of anything that you feel represents something about you. Be creative — it can
be a bit of fun.
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4.2 Change Language

Click the dropdown box next to the Language field to change your default language
on TOLS. Note that this simply changes all the labels of things on the screen, such
as field names, etc. It does not change the language of any course materials or
anything uploaded by another student — they all remain in the language they were
originally written in (usually English).

Once you have selected your new default Language, scroll to the bottom of the page
and click the Save Settings button.

4.3 Change Password

To change your password, first type your current password into the Pass field. Then
type the new password you would like to have into the New Password field. Type
that new password again into the Confirm Password field, scroll to the bottom of the
page and click the Save Settings button. Your password should now be changed.

Remember that you are responsible for the security of your TOLS account — don’t
make your passwords easy to guess. Click the below link for some tips on setting
strong passwords:

http://www.staysmartonline.gov.au/home users/secure your computer/set and use
strong passwords
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“ TOLS

A Tinda Online Learning Solution

4.4 Email Notifications

There are three fields where you can change the frequency at which you are sent
emails to notify you of certain messages being sent to your account. Use the
dropdown arrows to control when you get these emails:

e Upon reception means that as soon the message is received, you are sent an
email to let you know.

e Once a day means that you are only sent one email each day to let you know
that one or more messages have been received. No email means no
messages. This is a good option if your account email address is a work or
business address.

e No means that you never get sent an email, no matter how many messages
are received. You will only know you have messages if you check manually.

Once you have made your selection(s), scroll to the bottom of the page and click the
Save Settings button.

Please note: as of the publication date of this version of the TOLS User Manual, the
message types referred to in this section are currently turned off.
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