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CC®/VES

D4.5 Guidelines on How to use the Learning Plaiform

1 Guidelines on How to use the Learning Platform

1.1 Userlogin

Users can access the learning platform through the link: hitp://chamilo.ccseducation.com/. The platform is
available in 5 languages: English, Polish, Romanian, Spanish and Turkish. The user can select the language
from the top left menu.

CC®JVEE

Lifelong This project has been funded with support from the European Commission. This communication reflects the views only of the
e Learning author, and the Commission cannot be held responsible for any use which may be made of the information contained
English - Programme
gl therein
Espafiol
Polski Most popular courses
Romana .
ECOMVET (Tiirkge)
Tarkee Panagiotis Papanastasiou | Alessandro Caputo
3 Votes | 1343 Visits | Average 4.7/5 | Your vote [?]
Login
Description
Register
| lost my password
ECOA4VET (Polski)

Panagiotis Papanastasiou | Alessandro Caputo

Help ' 2 Vlotes | 1906 Visits | Average 5/5 | Your vote [7]

o Description

Figure 1: Language selection

On the landing page the user is shown a list of courses and there is an active log in form, as users must be
registered fo access the platform. The registration is open for all learners but to subscribe a course it will be
necessary a code that can only be provided by the administrator of the platform.

CCRVES

Lifelong  This project has been funded with support from the European Commission. This communication reflects the views only of
- Learning  the author, and the Commission cannot be held responsible for any use which may be made of the information contained

| English M Programme  therein
Usemame

i0anna277s Most popular courses
Pass ECO4VET (Polski)

Panagiotis Papanastasiou | Alessandro Caputo
‘ 2 Viotes | 1905 Visits | Average 5/5 | Your vote [7]
Login
Description
Register

1 lost my password

ECO4VET (Turkce)
@ Panagiotis Papanastasiou | Alessandro Caputo
o
Help 3 Viotes | 1271 Visits | Average 4.7/5 | Your vote [7]

Forum Description

Figure 2: Landing page http://chamilo.ccseducation.com/
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Registration can be made through the option “Register”, below the log in form. The user will be asked to
provide his/her personal data and to choose a username and a password.

Once registered, the user can insert the Username and the Password in order to access the platform. Then
he/she will be able to subscribe a course from the available ones. For attending a course for the first time
the user needs to provide a password that is given to the learner by the administrator of the platform.

Homepage My courses Personal agenda  Progress [P Chara Papanikolaou (U}

Profile

& invox [

[ Gompose ccagves  ECO4VET (Espariol)

- Panagiotis Papanastasiou | Alessandro Caputo

& Edit profile o A
2 Votes | 1563 Visits | Average 5/5 | Your vote [7] |
-

Courses
| Course catalog

coaguer  ECOAVET (English)

Panagiotis Papanastasiou | Alessandro Caputo

EelD 2Votes | 1639 Visits | Average §/5 | Your vote [7]
Forum
Main navigatinn -
ootie coagues  ECOAVET (Tlrkge)

Panagiotis Papanastasiou | Alessandro Caputo

2Votes | 472 Visits | Average 5/5 | Your vote [?]

Figure 3: The list of courses to the logged in user

Homepage My courses  Personal agenda  Progress [P Chara Papanikolacu (0}

This course requires a password

@ Accept

Portal Chamilo 1.9.10.2 © 2016

Figure 4: Password requirement for first time entry in the course

Once the user inserts the password he/she will be able to attend the course.
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1.2 Homepage

Homepage is the page where the user is redirected when he/she logs in. From this page the user can
subscribe or access already subscribed courses.

CCB/VER .

Homepage My courses  Personal agenda  Progress

uSer Learner ©

Lifelong This project has been funded with support from the European Commission. This communication reflects the views only of the

Learning  autnor, and the Commission cannot be held responsible for any use which may be made of the information contained
Programme  gerein

x Most popular courses

Panagiotis Papanastasiou | Alessandro Caputo
Courses

ECOA4VET (Tiirkge)

Panagiotis Papanastasiou | Alessandro Caputo
Profile
& Inbox 3 Votes | 1343 Visits | Average 4.7/5 | Your vote [?]
& Edit profie

ECO4VET (Polski)

3 | course catalog 2 Votes | 1906 Visits | Average 5/5 | Your vote [?]

Help
Forum — ECOAVET (English)

Panagiotis Papanastasiou | Alessandro Caputo

».
/
\
»

&

3 Votes | 2366 Visits | Average 5/5 | Your vote [7]
Main navigation

eSSl Go to the course
Profile

ECOA4VET (Espafiol)

Panagiotis Papanastasiou | Alessandro Caputo

©

2 Votes | 1861 Visits | Average 5/5 | Your vote [2]

Figure 5: Homepage

Some important tools of the homepage are also:

¢ Inbox: in which the user will receive the courses messages.
e Compose: which the user can use to send messages.
o Edit profile: where the user can modify his/her data.

1.3 Following a course
The main role of the user in the platform mainly constitutes:

e aftending the e-learning lessons and completing the self-assessment activities (exercises and
evaluation).

e completing and submitting assignments.

e Answering lessons and courses surveys.

From the homepage, the user can attend the course he/she is subscribed to by the option “"Go fo the

course”. He/she will be redirected to the main page of the course. At the top of the page there is an

instructional video that help new comers to navigate through the new learning objects.

This project has been funded with support from the European Commission. This document reflects the views only of the author, and the
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Welcome to ECO4VET!

Introduction to ECO4VET Platform

L

OOUU,

Figure 6: Main page of the course

There are different tools that can support the user to the learning process:

e Course description: When clicked, this option directs to practical information about the course in
which the user was subscribed.

e Agenda: When clicked displays important events about the course.

e Documents: When clicked displays the relevant documents to this course.

e Learning path: Is the main tool to follow the course. When clicked displays the progress the user was
made in the course with regards to the units and learning objects dedicated fo this course and the
user can select a unit to go info it.

e Announcements: When clicked displays the announcements the educators are making for this
course.

e Forums: When clicked leads to the course forumes.

e Chat: When clicked leads to the chat.

e Assignments: When clicked allows the user to see and submit his/her assignments.

e Surveys: When clicked the user has access to the surveys related to this course.

e Assessments: The assessments leads the user to see his/her progress in the course assessments.

e Notebook: This is a personal notebook that the learner can use.

This project has been funded with support from the European Commission. This document reflects the views only of the author, and the
Commission cannot be held responsible for any use which may be made of the information contained therein.
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An instructional video for users is also available online in multilingual versions to explain them the different
tools:

Language Version Video Link
EN http://www.ecod4vet.com/courses/access-the-course
ES http://www.eco4vet.com/es/cursos/acceder-al-curso
PL http://www.eco4vet.com/pl/szkolenia/dostep-do-kursu
RO http://www.ecodvet.com/ro/cursurile/accesati-cursul
TR http://www.ecodvet.com/tr/kurslar/kursa-girin

1.3.1 Accessing the learning unit
Users can access the learning units through the “Learning path” tool.

CCOAVER il

ECO4VET (Engish)

CC@/VER

Welcome to ECO4VET!

Introduction to ECO4VET Platform

—
llmﬂ"fl

OO

Assignments

Figure 7: Learning path tool

Then, the user is directed fo the list of learning units. The percentage of completion is easily visible fo the
user. At that moment he/she can click the desired learning unit. It should be noted that a user can't access
the next unit without completing the previous one.

This project has been funded with support from the European Commission. This document reflects the views only of the author, and the
Commission cannot be held responsible for any use which may be made of the information contained therein.
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CC®/VER o

Homepage Mycourses Personal agenda Progress nloanna Kakari o

» ECO4VET (English} / Learning paths

Title Progress Detail
@ Unit 1. Intoduction to Management Systems —— - — I
a Unit 2. Management Systems Implementation in Furniture Sector | 0 =

Figure 8: List of learning units

Once in the Learning Path ...

You will see
the list of
units available

to you. Momepage Wy oo Permonat agenca  Finpertng

:?;Chamilo e

Many of the
units have
prerequisites
an that means
that you will
only see some
units if you
have passed
previous
ones.

Click on the
name of the
unit to see
the content
and activities. S

Figure 9: Accessing the unit

This project has been funded with support from the European Commission. This document reflects the views only of the author, and the
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1.3.2 The User Interface (Ul) of the learning unit

When accessing the unit, the user will find the learning objects which he/she can go through the Unit Menu.

Y 600

Unit 1. Introduction to Management —

s Improvement of Vocational Education and Training
related to Ecodesign and Sustainable Production
in the Furniture Sector

Unit 1. Introduction to Management Systems

Presentation

Figure 10: Unit menu

e Unit Menu on the right: The learning unit consists of:

Main presentation of the unit (theoretical content)
Exercise(s)

Self-assessment exercise(s)

Personal project step for the learner (only in some units)

O O O O

1.3.3 The main presentation of the unit
The main presentation of the unit contains the theory related to the unit:

The theoretical contents of To see the contents follow the instructions on the first page.
the unit are available in the For a better understanding you can also see the video:
option “Presentation”. http://www.ecodvet.com/m-e/news/554-ecodvet-pilot-course-features

| ¥

& Management system (M) - Concept
] Sy
& ams- quaity concept

soctons wxpand orcotapety | & QM5 Customer and process approaches

]
& ams-s0 %001
Cick it again to close the
. favigation tree. & ams-1somis 9001:2015

MS - ISO/DIS 9001:2015 purpose
Crek It o 8231 viewing the. & QM- 150/DI5 9001:2015 purpose
mosona presontation, o & oms- 15015 9001:2015 scope
indwidual pages wihin that

section @ M5 - Quakty management princiles

& oms-a
O ams.ce

Figure 11: Main presentation of the unit
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- QMS - Quality management principles
eo - CC@_m WE | ( 4. Use a process approach 1 »g

4. Use a process approach

Unit 1. Introduction to Management

Systems Organizations and companies must use a process approach
to manage their activities.
Presentation [
The process approach is a management strategy. When
managers use this approach, it means that they manage
and control their processes, the interactions between these
processes, and the inputs and outputs that link these
< processes together. It also means that they manage these
interactions as a system.
When this approach is applied to quality management, it 3
means that they manage their processes and their process ¥
interactions as a coherent Quality Management System

(QMS).

N 71sTslelol? Al & ainlel>)

The tools in the presentation are:

Figure 12: Presentation tools

e Menu button: The Menu button on the upper far left side of the screen offers access to the list of the

subjects included in the current learning object.

e Active image button: The active image button is an interactivity feature that once clicked presents
hidden information regarding the subject under discussion.

e Arrow navigation bar: The arrows on the right of the screen and the Home button help the user to
navigate through the slides of the presentation. The green Reload button on the centre helps the

user to reload the specific unit.

o Help features: The help features consist of electronic versions of: a pen, pencil, eraser, magnifying
glass and also a zooming feature. There is also a Help option available.

An instructional video for users is also available online in multilingual versions to show them how to navigate

through the presentation:

Language Version
EN
ES
PL
RO
TR

Video Instruction Link
https://www.youtube.com/watch?v=ZXSJx5FBWLO
https://www.youtube.com/watch?v=u2EL9RpéljU

https://www.youtube.com/watch?v=pfqulluu_xY

https://www.youtube.com/watch?v=8L10pal0éFk

htps://www.youtube.com/watch?v=pzmcvrRnAb4

This project has been funded with support from the European Commission. This document reflects the views only of the author, and the
Commission cannot be held responsible for any use which may be made of the information contained therein.
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1.3.4 Exercises

Exercises are optional activities, although users have to pass through them to complete the unit, it is not
necessary to answer them to pass the course.

As they are just for practice, users can repeat them as many times as they want in order to improve their
learning and results.

CCaVER
goo Improvement of o ational Education and Training =
related o [rodesign and Sustainable Produs tion L
0% in the Furniture Secior
A. "It asks you to start by understanding your organization and

its context before you start to develop its process-based

Unit 1. Introduction to Management ams.
Sysiems —
Presentation B. It asks you to suppert your QMS by managing
Exercise 4 communications and by providing the necessary resources.
JR— L -
C. It asks you to plan the development of your QMS.

Personal project step A - Unit 1

L -

Figure 13: Exercise

Once in the unit ...

You can check if you have In the exercise, select you answers and then click on the check
understood some contents by button. Exercises are just for practice, so you can repeat them as
doing the practice exercise. many times as you want to improve your results.

BCOVET By | (e e v 1

ot 3 Vg Dy Preview

i "

Unit 1. Introdyfition 1o Management
Systams

e 8.1t a5k3 you 23 support your OMS by mansgng

1 80 by provecbeng the necessay fesources

lon the development of your OMS.

Figure 14: Sending an exercise
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Improvement of Vocational Education and Training

1.3.5 Assessments

Assessments are mandatory activities, it is necessary to pass them to pass the course. As they are
evaluations, users can only attempt once. Also, once entered, users have to answer the assessment before
going anywhere else in the platform, otherwise assessment can get blocked.

the Furniture Sector

eoo lmprovement of Vocational Education and Traiming
related to Frodesign and Sustainable Produd tion
- L -
1. "A set of procedures an organization needs to follow in order to mest its

Unit 1. Introduction to Management
Systems

Presentation

Exercise [] 4
Assessment

Perscnal project step A - Unit 1

Once in the unit ...

objectives’ is a proper definition of
© A. Auditing.

@ B. Certification

© C. Management system.

© D. None of the above.

2. Is this statement true or false ? "generally speaking, management system
standards and protocols can be applied to any organization, large or small,
whatever the product or service and regardless of the sector of activity"
© A.Yes, itis true.

@ B. No, itis false.

Figure 15: Self ~Assessment

To pass the unit you must do
the Assessment

In the assessment, select you answers and then click on the check
button. You can only attempt assessments once.
Please read the document “how to see your results” to know how to
see if you have passed.

Figure 16: Sending an assessment

This project has been funded with support from the European Commission. This document reflects the views only of the author, and the

Commission cannot be held responsible for any use which may be made of the information contained therein.
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1.3.6 Project steps

Project steps are assignments for the learner.

Course home @ &
goo Personal Project Step A - Unit 1 - Introduce “your company”
= Description:

For this project you will be the manager of a furniture company. Introduce your company: name, activity, mission or customer need that fulfills, vision
or where the company wants to go, values, ... The more information you give aboutit, the more score you will get

N N You can write it directly using the assignments utility but we recommend you to upload a file.
Unit 1. Introduction to Management v using . v / .

Systems

Type
Presentation

Exercise Q 4

Assessment

Personal project step A - Unit 1

Title Score Date Status

Page o of 0 o v

Figure 17: Project steps

To pass the unit you must do
the Project Steps

In the project step, select the project step concerning the unit by
clicking on the name.

Pervonel Prye e & - bavedece "ot company” | Pase

Figure 18: Project steps instructions 1

Read the description of the
activity, which tells you what
to do

To send your activity to the tutor click on the icon “Upload a
document”

o
©
©
©

Pl ot g St |

Figure 19: Project steps instructions 2

Detail

No records to view

This project has been funded with support from the European Commission. This document reflects the views only of the author, and the
Commission cannot be held responsible for any use which may be made of the information contained therein.
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You can answer to the activity by uploading a To send your activity to the tutor click
document or writing in the box, depending on the on the button “Send”.
activity’s instructions. The tutor will correct it.

Figure 20: Project steps instructions 3

Users can also access directly fo the project steps through the *Assignments” tool in the homepage:

CC@VES e

Homepage My courses  Personal agenda  Progress "us«Lumer (J)

ECOAVET (English)

CC@/JVER

Welcome to ECO4VET!

Introduction to ECO4VET Platform

Ca

1 3

Figure 21: Assignments tool

In the assignments tool users can also see the score of the project steps he/she has submitted:
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CC@VER

Homepage My courses Personalagenda  Progress
{} ECO4VET (English) / Assignments / Personal Project Step A - Unit 1 - Introduce *your company"

@ e

Personal Project Step A - Unit 1 - Introd “your

Description:

pany

For this project you will be the manager of a furniture company. Introduce your company: name, activity, mission or customer need that fulfilis, vision or where the company wants to go, values,

more information you give about it, the more score you will get

You can write it directly using the assignments utility but we recommend you to upload a file.

Type Title Score Date Status
] stepadocx 5.00 / 10.00
Page : |of1 o [v

Figure 22: Project steps results

1.3.7 Completed units

alls

Detail

View 1-10f3

When a unit is completed, the menu on the right of the unit will show green/red marks next to each activity:

Course home

600

Unit 1. Introduction to Management

Systems
Presentation (]
Exercise 0
Assessment (]
Personal project step A - Unit 1 °

Figure 23: Completed learning unit 1

Then, going again to the “Learning path”, users will be able to access next unit:

CC®/VER

Homepage Mycourses Personal agenda  Progress

_; ECO4VET (English) / Leaming paths

Title Progress
@ unit 1. Introduction to Management Systems.
a Unit 2. Management Systems Implementation in Furniture Sector | 05

Figure 24: Completed learning unit 2

Y ioanna Kakari

Detail
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1.4 How to see the resulis

This is the main page in the Learning Path

In the left part
you've got the
activities’ control

In the right part
you will see the
content

1 600

Improvement of Vocational Education and Training
related to Ecodesign and Sustainable Production
in the Furniture Sector

Unit 1. Introduction to Management Systems

- Lifelong This project has been funded with support from the European Commission. This publication refiects the views only
Learning

of the author, and the Commission cannot be held responsible for any use which may be made of the information
Programme | contained therein.

Figure 25: Activities’ control

In the activities’ control you’ve got the following tools

See your Go to the
i Go to the
results previous i
activity next activity

o

2

Unit 1. Introduction to Management

Systems

Frosaation List of
Exercise / activities
Assessment

Personal project step A - Unit 1

Figure 26: Activities’ control tools
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When the green icon appears it means

that you have already entered in that

content, but it doesn’t mean that you
passed the activity.

Systems

Presentatior

To know if you passed the activity, you
have to go to the reporting tool

Figure 27: Accessing the reporting tool

In the reporting tool you can see your results

T

un

trociuction to Managament

Presentation will appear completed if
you have already entered the
presentation

You will not get a score

Figure 28: Reporting tool - Presentation

ST o

Suction t0 Managamant

Exercises are optional, so it will appear
completed if you have already entered You can attempt as many times as you

the exercise. want to improve your score but it is just
You won't get a passed/failed status. for practice, the score will not count for

passing the unit.

You will get a score for your exercise.

Figure 29: Reporting tool - Exercise
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O oy
800 - — e P po

Unit 1. Introduction to Management
Systems

Assessments do count for passing the You will get a score for your assessment.
units so you will get a passed/failed You have only one attempt and your
status. score will count for passing the unit.
If you have not submitted your answers You will pass the assessment at 50%.
but you have entered the activity, you
will se a completed status but without a

score.

Figure 30: Reporting tool - Assessment

T M o
600 - Fe— P o
Prasariation .

000000
7100 o0:00:00

Ynit 1 Introduction to Managsment 7m0 000000
Systems

Assignments (project steps) do count for
passing the units so you will get a
passed/failed status.

If you have not submitted your
assignment (project step) but you have
entered the activity, you will se a
completed status but without a score.

Your tutor will give you a score for your
assignment (project step) but you won’t
see it in the reporting tool.

You can see your assignments results in
trough the Assighments tool that is in
the main page of the course. If you have
submitted your assignment but you
don’t have the score is because the
tutor has not reviewed it yet.

You will pass the assignment (project
step) with 5 out of 10.

Figure 31: Reporting tool - Project Steps
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