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1. MEDIAplus administration interface

+ Open Microsoft Internet Explorer.

+ Go to the Internet address communicated to you by ENI;
for example: http://www.mediapluspro.com/sites/blue-bi

Administration Language:

@ Opening a session
To open a MEDIAplUS session,
enter your username and password, ifyou have one, then click Log in

usermame: [ ]

passwords [ ] .
‘

have received fs valid for only one Watch this presentatian...

We reming you that the Username pou g I this your first session?
identified user and is not negotiable. | || Play the video

I

MED| & plui [

¢ Click the Administration link.
administrator name:|. |

password:| |

+ To change the language of the administration interface, choose from the Language drop-
down list.

+ Enter your Administrator name and your Password if you have one.
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B> If you are opening the administration interface for the first time and as the first
administrator, enter admin as your Administrator name leaving the Password blank. We
recommend that you create your own administrator account and that you protect it with
a password.

+ Click the OK button or press the [Enter] key.

CELTLS e e S i A r Oy o AT 0 |

'D’MEDIADI&;S b e ol — et |
Elearning: « + o+ — — — — T — \ . S | edivions B

[ Home ] + | Domains Administrators Resources My profile E
~

Mews about Editions ENI's e-learing proposals will appear on this page.

V Q'ﬁ‘ > 5 MEDIAplus E-LEARNING newsletter le’
1A
Elearning

x> The Admin account that comes with the system has Super administrator rights allocated
to it.

+ Click the My profile button to view the properties of the administrator account you are
currently using.
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HEILR S e i i e b OO T 3
) MEDIADIUS o

R i T
Elearning. . . . ..‘—++++i-f:'1‘ N E

A

U

[ Home ] + Domains Administrators Resources My profile

FPeremes‘ Associated domains

A Administrator properties
L=

Date created: Thursday, July 31, 2008

*Surname: Manning ¥l super administrator rights
*First name: Christine

- Password
*Administrator name: crmanning _

e-mail:
) No rights

Resource permissions: O Read only

@ Read-write

Active administrator

Comments:

Save

+ You can close your administration session from any page in the interface by clicking the
End session button to right of the menu bar.

X> The administration interface is a web application rather than a set of web pages. You
should use the specific buttons and menus to navigate between the different
administration pages rather than the Previous and Next buttons of your browser.
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2. Basics of MEDIAplus administration

MEDIAplus is made up of a certain number of objects, which are managed by means of the
administration interface:

+ domains (public and private domains)

+ administrators (ordinary or super administrators)

+ the programmes and modules allocated to users, along with any associated resources
+ topics (topics are the basic components of a training or assessment programme),

+ users and user groups.

You can create associations between objects.

2.1. Domains and administrators
Two types of domain are available in MEDIAplus: public domains and private domains.

A public domain contains a set of training and assessment programmes and modules that you
can place at the disposal of users in one or more private domains. A public domain does not
contain users.

X> Every MEDIAplus system contains a public domain called ENI Pub ORG. This domain
contains all the ready-made programmes supplied by ENI for the application components
installed in your MEDIAplus system. You cannot delete this domain but you can rename it

if you prefer.

A private domain contains essentially users. If you associate a public domain with a private
domain, you give its users access to the programmes existing in the public domain. In
addition, a private domain can contain private training and assessment programmes that only
the users in this domain can access.

X> Every MEDIAplus system contains a private domain that is called Default ORG. Initially,
this domain is empty. You cannot delete this domain but you can rename it.
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Private domain A

Users
Groups
Programmes

Public domain 1

Programmes

Private domain B

their results,
associations.

Examples:
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Only a super administrator can create domains and link them together.

Several administrators can manage one domain. Different rights over the contents of the
domain can be allocated to these administrators, giving them more or less control.

- an administrator may be able to create users in Private Domain B without being allowed to
create programmes.

- an administrator may be able to view information on users in Private Domain A (such as
for example) without having the right to modify existing programme
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2.2. Programmes, modules and topics

A programme contains one of more modules.

A module contains one or more topics.

Any given programme, module or topic concerns only one application. For example, in a
course including training in Excel, Word and PowerPoint then the user would follow three
MEDIAplus programmes, one for each of these applications.

X> MEDIAplus comes with a set of ready-made programmes that the administrator can assign
directly to users or to groups of users. The public domain called ENI Pub ORG contains
these programmes. In addition, the administrator can create his or her own programmes
and modules.

The basic element of a MEDIAplus programme is called a Topic. In the context of an
assessment programme, the topic is simply a question which the user must answer by carrying
out a sequence of operations in the application concerned. In the context of a training
programme, a lesson and a solution to the question are also included in the topic. In the
context of a MEDIApage v 2 programme, a topic corresponds to a section heading in a book
and includes one or more pages of information.

X> For any given application (for example, Microsoft Excel 2007) MEDIAplus supplies the set

of topics. You cannot modify or rename any of these topics, nor can you add any new
ones.

2.3. Resources

As from the version 6.5 of MEDIAplus, you can add resources to a module. A resource may be
a sound, an animation or an html page, for example.

An administrator can add a resource to the MEDIAplus database provided that he or she has
the rights to do so. Each resource is associated with a specific application. For instance, a
resource could be a help page in html format added for Word 2007, or an Excel file containing
an extra exercise added for Excel 2007.
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Once a resource is in the database, an administrator with the necessary rights can give users
access to it by associating it with a module.

2.4, Users and user groups

A user is a person who uses the MEDIAplus client interface for training or assessment, or for
consulting MEDIApage.

An administrator with sufficient rights can enrol the user in the MEDIAplus database either
individually, or at the same time as other users via a text file.

A user belongs to a private domain. The user may also belong to one or more groups within
this domain.

An administrator with sufficient rights can assign programmes to users, either directly or via a
group to which they belong.
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3. Administrators

Only a Super administrator can carry out the operations set out below. If you do not have
super administrator rights, certain basic commands, such as New administrator for example,
will not be available in your administration interface.

The system'’s original administrator account has Super administrator rights (this account is
called admin by default). This administrator is associated with the two domains that come
with the system (these domains are called Default ORG and ENI Pub ORG by default).

For access to the operations set out below, choose [Home] from the list at the top left of the
window.

3.1. Creating an administrator

+ Use Administrators - New administrator
or

click the Add button that appears above the list of administrators.
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’ ) MEDLApIUS oy o A
o+ + + +

E-fearning.

[ Home ] | Domains Administrators  Resources My profile ﬁ

’ Properties ‘

= Adding an administrator
k=]

Date created: Friday, August 01, 2008

*Surname: [super administratar rights

*First name:
*Administrator name: —

e-mail:

O No rights
Resource permissions: C)Rgad only

@ Read-write

Active administrator

Comments:

Save

X> An asterisk (*) indicates a required field: you must fill in the text box.
+ Fill in the administrator properties.

¢ If your administrator is to have full rights over the database, activate the Super
administrator rights option.

X> Only a super administrator can create or modify domains or other administrators.

+ To specify a password click the Password button.

F Properties 1

= Adding an administratpe
Passuord: pte created: Friday, August 01, 2008
Confirmation:
*Surname: Proctol ights
*First name: |Craig O na password
*administrator name: cproct]
e-mail: |cproct] Save ] [ Cancel |

PRy
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Type the Password then type it again in the Confirmation box and click OK
or

activate the No password option then click OK.

+ Specify the Resource permissions for this administrator.

If this administrator is authorised to add resources to the MEDIAplus database, leave the
Read-write option active.

+ Click the Save button.

[Pruperties ‘ Associated domains

= Administrator properties

Date created: Friday, August 01, 2008

*Surname: Proctor [¥] super administratar rights
*First name: [Craig

*mdministrator name: |cproctor —

e-mail: |cproctor@blue-bi.com

) No rights

Resource permissions: ORgad only

@ Read-write

Active administrator

Comments:

Save

Upon creation of a new administrator a new Associated domains tab appears.

X If you make any further changes to this Properties page, remember to click the Save
button.

3.2. Listing the administrators

+ If necessary, choose [Home] from the list at the top left of the window.

¢ Click the Administrators menu (or open this menu and click the List of administrators
option).
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3.3. Viewing and changing administrator properties

*

*

List the administrators.

Point to the administrator concerned then click the corresponding Administrator
properties icon.

If you change the administrator properties remember to click the Save button.

To modify the domain access for the administrator click the Associated domains tab.

Propertias FAssumatad dnmams‘

Available domains

A Associating domains with the administrator

Associated domains

Remove

0

[]
Name Type | Date created Name Type Date created

[0 eiblictecs Bluz-BI - Espafia public /1072008 1:01:02 PM

[ eiblistheek Blue-BI - Hedarland public  7/18/2008 2:21:44 PM

[0 eibliothek Blue-81 - Deutschland public  7/11/2008 2:03:50 PM

[0 eiblicthaque Blue-B1 - France public  3¢6(2008 4:44:20 FM

[ Blue-BI darmain - London private  7/31/2008 3:04:16 PM

[ pefault orc private  1/23/2008 111471259 AM

[0 comaine Blue-BI - Lyon private  4/12/2008 5:23:18 AM

[ comaine Blue-BI - Paris private  3/6/2008 3:42:23 PM

[[] momine Blue-BI - Betlin private  F/11/2008 11:02:36 AM

[0 comine Blue-B1 - Frankfurt private  F/15/2008 2:20:57 PM

[ comein Blue-BI - Amsterdam private  7/18/2003 11,29:58 AM

[ comein Blue-BI - Den-Haag private  7/21/2008 1:44:32 PM

[ ominio Blue-BI - Barcelona private  7/15/2008 2:14:07 PM

[0 cominic-Blue-B1 - Madrid private 741072008 10:00:14 AM

[ ENIPubORG public 142372008 11:47:29 AWM

3.4. Associating a domain with an administrator

*

*

Show the administrator properties then click the Associated domains tab.

In the Available domains list, activate the domain(s) you want to associate with this
administrator.

Click the Add button.
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Properties FAssnmatad dnma\ns‘
i‘m Associating domains with the administrator
Available domains Associated domains
[ [
Name Type | Date created Name Type Date created
[ eiblictecs Blue-BI - Espafia public  7/10/2008 1:01:02 FM [] Blue-BI domain - Landon private  7/31/2008 3:04:16 PM B
[ eiblictheek Blue-BI - Nederand public  7/18/2008 2:21:44 PM
[0 eibliothek Blue-B1 - Deutschland public  7/11/2008 2:03:50 FM
[ eiblioth&que Blue-BI - France public  3/6/2008 4:44:20 PM
[ pefaultorc private  1/23/2008 11147129 AM
[0 cemaine Blue-BI - Lyon private  4/12/2008 8:23:18 AM
[] coemaine Blus-BI - Paris private  3/6/2008 3:42:23 PM
[ momane Blue-BI - Betlin privste  7/11/2008 11:02:38 AM
[ comane Blue-BI - Frankfurt private  7/15/2008 2:20:57 PM
[ coemein Blue-BI - Amsterdam private  7/18/2008 11,2958 AM
[ momein Blue-BI - Den-Haag private  7/21/2008 1:44:32 PM
[ cominic Blue-Bl - Barcelona private  7/15/2008 2:14:07 PM
[] cominic-Blue-8I - Madrid private  7/10/2008 10:00:14 AM
[] ENIPuboORG public  1/23/2008 11:47:29 AM

> The domain(s) you selected disappear from the Available domains list and appear in
Associated domains.

¢+ To withdraw a domain association, select the domain(s) concerned in the Associated
domains list then click the Remove button.

3.4.1.Viewing and changing the association properties

+ Show the administrator properties then select the Associated domains tab.

+ In the Associated domains list, point to the domain concerned and click the Association
properties icon
or
in the Domains list, point to the domain concerned and click its Associated administrators
icon.
In the Associated administrators list, point to the administrator concerned and click the
Association properties icon.
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Properties of the association between an administrator and a domain

Administrator: Craig Proctor
Domain: Blue-BI domain - London

No rights Read only Read-write

Users C‘ O G
Groups o] o] @
Programmes O O ®
Modules o] o] ®
User-group associations O O ®
User-programme associations O O ®
Group-programme associations C\ O @)
Programme-module associations [ 2] (@] [O]
Module-topic associations O O ®
Module-resource associations (@] O ®
Not authorised Authorised
Export MEDIApage programmes to a PDF format ® [ 4]

Comments:

( Save ] Close ]

X> By default, an administrator has full, read-write rights over an associated domain.

X If the associated domain is a Public domain the association properties concerning users
and groups do not appear.

+ Set the rights for the administrator over the domain.

X> The option Export MEDIApage programmes to a PDF format appears only if your
MEDIAplus user's licence authorises it.

¢ Click the Save button.

3.5. Deleting an administrator

+ Click the Administrators menu (or open this menu and choose List of administrators).

+ Activate the check box to the left of the administrator(s) you want to delete.
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B> You cannot delete the administrator that comes with the system (whose name is Admin
by default).

+ Click the Delete button.
+ Click Yes to confirm.

+ Click OK in response to the message that appears.
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4. Domains

Only a Super administrator can carry out the operations described below. If you do not have
super administrator rights, certain basic commands, such as New domain for example, will
not be available in your administration interface.

For access to the operations set out below, choose [Home] from the list at the top left of the
window.

4.1. Creating a domain

+ Use Domains - New domain
or
list the domains then click Add.

(EULY 30 &5 SAmim = irataom S8 D ATSH e AT
/, ) MEDLADILS Ny R
B caivions

E-learning - i

[ Home ] | Domains  Administrators  Resources My profile

’ Properties ‘

@ Adding a domain

Date created: Friday, August 01, 2008

*Name:

@ private
Type of domain: P

O public

Comments:

save

X> An asterisk (*) indicates a required field: you must fill in the text box.
¢ Fill in the domain properties.

+ Choose the Type of domain that you want to create:
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- A Public domain cannot contain users. It can contain training and assessment
programmes that you can make available to users in Private domains.

- Private domains contain users. A private domain can also contain programmes but you
can make these programmes available only to users in this same domain.

+ Click the Save button.

[Proper’ties‘ Associated administrators Inssociated private domains

@ Domain properties

ID: 25 Date created: Friday, August 01, 2008

*MName: |[Blug-BI library - UK

Type of domain:

This dormain contains a library of programmes common to all our offices.

Comments:

Save

As soon as you create a new domain two new tabs appear: Associated administrators and
Associated private (or public) domains.

B> If you make any further changes to this Properties page, remember to click the Save
button.

4.2. Listing the domains

+ If necessary, choose [Home] from the list at the top left of the window.

X> If you have just created a domain, you must log off, then log on again as an administrator
associated with the domain before you can see your domain in this list.

¢ Click the Domains menu (or open this menu and choose List of domains).
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4.3. Showing and changing the properties of a domain

+ List the domains.

+ Point to the administrator concerned then click his/her Domain properties icon.

*

=, List of domains

[ Add ] [ Delete
0
s Type ::;::erufassuciabed :\ss:ciabzd assessment :\ss::iabed training | b4 e cted
[0 eiblioteca eluz-BI - Espafia public 0 g 3 Frio/zoog Liotioz pm [ O
[ eitlisthesk Blue-8I - Hederand  public 3 2 7/18/2008 22144 P [ O
[ eitliothek glus-BI - Deutschland  public O B E 7/11/zo0s zozsopm [ O
[ eibliothéque Blus-BI - France  public 0 s 2 afefzong a:adizo pm [ O
[ elue-BI domain - Londan private O 1) o 7/31/2008 2:04:16 PM ﬁf Ei -i- ol 2R3
[0 elue-ellibrary - UK public 0 0 o 8172008 4104152 PM ]
Default ORG private 1 o 1] 1/23/2008 11:47:29 AM Ef Di -i- il 0ES
[ Domaine Blue-BI - Lyon private 1 0 o a/izizong g23ae M [ UR & al ol
[] pomaine Blue-BI - Paris private S& o b3 F6f2008 3:42:23 PM Ef Di -i- il oS
[ comane Blue-BI - Berlin private 85 o 1] 7/11/2008 11:02:38 AM Ef Di -i- il 0ES
[0 pormine Blue-BI - Frankfurt private 1 0 [ sasizoog zizosr em B O & ol o
[0 pomein Blue-BI - Amsterdam private &0 0 [ Frigizoog 11:25:58 aM B O a0 ol ol
[ Domein Blue-BI - Den-Hasag private 1 o o FFZ1/Z008 1:44:32 PM Ef Di -i- ol o)
[ Dominio Blue-BI - Barcelona private 2 o o s/1s/za08 21407 P O UR 0 wl o
[0 caminio-Blus-BI - Madrid private 63 o o /102008 100014 am [ UR 0 wl B
ENI Pub ORG public 0 453 284 1/23/2008 11:47:23 am [ O

If you make any changes to this Properties page, remember to click the Save button.

+ To change the associations of a domain, use the options on the Associated administrators

4.4, Associating an administrator with a domain

tab and/or the Associated domains tab.

+ Show the Domain properties and click the Associated administrators tab

*
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B> The administrator(s) that you chose disappear from the Available administrators list
and appear in the Associated administrators list.

¢+ To withdraw an administrator, choose the administrator concerned in the Associated
administrators list then click the Remove button.

4.4.1.Association properties

+ Show the Domain properties and click the Associated administrators tab
or
list the domains, point to the domain concerned and click its Associated administrators
icon.

+ In the Associated administrators list point to the administrator which interests you then
click his/her Association properties icon.

@ Associating administrators with the public domain Blue-BI library - UK

Availably pLonerties of the association between an administrator and a domain

S| Administrator: Craig Proctor
0O A Domain: Blue-BI library - UK
0 No rights Read only Read-write
a|
O a Programmes O @] ®
O i Modules O @] ®
O L _—
Programme-module associations O [4] ®
O
0O ol Module-topic associations O O ®
IF] T Module-resource associations O [ 5] @
0 Not authorised Authorised
Export MEDIApage programmes to a PDF format ® O

Comments:

Save ] [ Close

X> The properties of the association between an administrator and a domain appear (cf.
Associating a domain with an administrator).

As this example concerns a Public domain, no user or group items appear.

X> By default, an administrator associated with a domain has full read/write rights over the
domain.

22 /119



Domains

+ Activate the options required to define the rights of this administrator on this domain.
¢ Click the Save button.

4.5. Associating a domain with another domain

+ Show the domain properties.

If you are working with a public domain, the Associated private domains tab appears. If you
are working with a private domain, the Associated public domains tab appears.

B> For the ready-made programmes, which the MEDIAplus system provides in the ENI Pub
ORG public domain, to be available for the users in a private domain, you will need to
associate the public domain with the private domain.

+ Click the Associated private (or public) domains tab.
+ In the Available domains list select the domain(s) required.
¢ Click the Add button.

[ Properties [ Associated administrators ’Associated public domams]

(ﬂ-) Associating public domains with the private domain Blue-BI domain - London

Available public domains Associated public domains

]

Name Date created Name Date created

DH

Biblioteca Blua-BI - Espafia 7410/2008 101102 PM D Blue-BI library.. 8/1/2008 4104152 PM

Bibliothesk Blue-BI - Hederland 7/18/2008 2:21:44 PM
Biblisthek Blus-BI - Deutschland 7i11/2008 2:03:50 PM

Biblioth&que Blue-BI - France 3/6/Z008 4:44:20 PM

ooocoao

ENI Pub ORG LIZ3/2008 11:47:29 AM

X> The domains you chose disappear from the Available domains list and appear in the
Associated domains list.

4.6. Viewing the reports of a private domain

+ Click the Domains menu (or open this menu and choose the List of domains item).

+ Point to the domain which interests you.
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+ To view the list of users in this domain, click its Report: List of users for this domain icon
To review the programme progress for the users in this domain, click its Report: Status of
programmes for users in this domain icon.
To view learning time statistics for the users in this domain, click its Report: Breakdown
of learning time for users in this domain icon.

B> To find out how to show, print and export the details of these reports, see the chapter on

Reporting.

4.7. Deleting a domain

+ Click the Domains menu (or open this menu and choose the List of domains item).

+ Activate the check box to the right of each domain you want to delete.

You cannot delete the domains Default ORG and ENI Pub ORG which come with the

MEDIAplus system.
+ Click the Delete button.
F@‘) List of domains
[ add ] [ Delete ]
0 [l
— Type |Number of associated | Associated assessment | Associated training |4y
users prog prog
[ eiblictecs Blue-&I - Espafia i w0102 PM [ 2R
¥BScript: ENI - Topic
[] eibliatheek Blue-BI - Nedarland 2 ¥ =Xoiaapm [ g
[ eiblisthek Blue-BI - Deutschland  publ b d Deleting a domain destroys all the abjects in it {users, groups, programmes, modules), [:03:50 Pm ﬂ Qi
\‘{l Are you sure you want ko delete the selected domains? gs
[] eiblicthéque Blue-BI - France publ fa:z0 PM ]
Blue-BI domain - Manchester priv boasem [ %% & wl o
[] elue-BI dornain - Londen priva Josaerm [ g % ul B
[ Elue-BI library - UK public 0 o o siszong doaszem [ O§

X> When you delete a domain you also delete any users, groups, programmes and modules it

contains.

+ C(Click Yes to confirm.

+ Click OK in response to the message that appears.
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5. Resources

Resources are supplementary files that an administrator can include in the MEDIAplus
database. Here are a few examples of resource files: a supplementary Excel exercise, a
document that sets out the company regulations, a web page showing the company structure,
a sound file that tells you how to contact the PowerPoint coach...

When you create a resource, you must assign it to a specific application (for example, Word,
Excel etc.). Other administrators with the necessary rights can then associate the resource
with a module.

For access to the operations set out below, choose [Home] from the list at the top left of the
window.

5.1. Creating a resource

Only administrators with the appropriate rights over resources can carry out the operations
set out below (cf. Creating an administrator)

+ Use Resources - New resource

or

list the resources then click the Add button.
X> An asterisk (*) indicates a required field: you must fill in the text box.
+ Choose the application to which you want to assign your resource.

+ If you choose the resource type Link (Intranet/Internet), enter the full target address
(URL) in the box which appears.

+ If you choose the resource type Can be downloaded, click Browse to select the file
corresponding to the resource.

+ Type the Resource name to appear on the user’s screen.

¢ Open the list and choose the Icon representing the resource to appear next to the
resource name on the user’s screen.

+ If you want your users to see this resource, leave the Visible to users option active.
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> You may find it useful to deactivate this option when you want to withdraw a resource
temporarily, while you are modifying it for example, rather than withdrawing it from all
the programmes and modules concerned.

+ Type the Description that the user will see when he or she points to this resource.

DR e i o e DI A0

1. Coe i oM
E-fearning - _\ o o= NG = cditions [§

==
[ Home ] + Domains Administrators Resources My profile ﬁ

Properties !

Is':Crrj Adding a resource

Applications: | Excel 2007 DD v

CLink (Intranet/Internet)

*Resource type
@ Can be downloaded [C:\Documents and SettingshadministratoryMy Docuf

*Resource name: Practice exercise
& | Icon representing the resource v

Wisible to users

an optional exercise allowing you to put what you have learnt into practice.

Description

Save

+ Click the Save button.

X> N.B. Although the MEDIAplus database can accept all file types, make sure you specify
standard file types that the user will be able to open on his or her computer (for example
html, pdf, doc formats etc...).

5.2. Listing resources

+ To list the resources check that [Home] appears in the list at the top left of the window.
+ Click the Resources menu (or open this menu and choose List of resources).

+ Select the application concerned.

+ To check that the resource can be downloaded, click its Download the resource icon.

26/119



Resources

= List of resources

Applications: Excel 2007 DD File Download E
Resource type: @ (all) O Can be d

Do you want to open or save this file?

[ Add ] [ Delete ]

(= Name: Practice exercise. s
T L L — jﬂ Tupe: Microsoft Office Excel Worksheet | S
O 7 Practice exercise  Can be downloaded Frorn: - vaaw. mediapluspra.com

(i 7 Uben Sie sich Can be downloaded

Open I [ Save ] [ Cancel

“hile files from the Internet can be useful, some files can potentially
haim yaur computer, If pou do nat tust the source, do not open or
sawe this file. Wwhat's the risk?

+ To check that the link to the resource is functioning, click its See the resource icon.

5.3. Viewing resource properties
¢ List the resources.
+ Point to the resource that interests you then click its Resource properties icon.

+ If you change any of the resource properties, remember to click the Save button.

5.4. Deleting a resource

+ List the resources.

+ Activate the check box on the row of each resource you want to delete.
¢ Click the Delete button.

+ Click Yes to confirm.

¢ Click OK in response to the message that appears.

5.5. Associating a resource with a module

+ Show the properties of the module concerned (cf. Modules).

+ Click the Associated resources tab.
Any Available resources for the application dealt with by the module appear on the left.
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+ Activate the check box for the resource you want to associate with your module.
¢ Click the Add button.

> On the user's screen, the resource associated with the module appears at the end of it,
after the topics.
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6. Users

A user belongs to one and only one domain. It is always a private domain.

To manage your users, you must first select the domain to which they belong.

+ In the list at the top left of the window, choose the domain concerned.

X> In this list public domains appear between pointed brackets <...>. Public domains do not
contain users.

6.1. Creating a user

You can carry out the operations set out below provided you have the necessary rights over
the users of the domain in question.

+ Use Users - New user
or
list the users and click the Add button.

PIEL L5 s M i 0T = s DR O]
’ ) MEDIADIUS = e . /

E-fearning — ~ ' = § - I
ing. Lot - D= g 2 ions (8
EBlug-BI domain - London % | Users  Groups Programmes Modules  Resources E

FPeremes ‘

= Adding a user
«w

Date created: Monday, August 04, 2008

Title: | (&) mr O mrs O ms [ active user

indicate a validity period for this user
[Jrassward required

Password

*Surname:

*First name:

*Username:

e-mail:

Comments:

Save More detail =
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X> An asterisk (*) indicates a required field: you must fill in the text box.

*

*

Fill in the properties of the user.

If you do not want the new user access to his or her programmes immediately, deactivate
the Active user option.

To specify a password, click the Password button.

Type the Password then type it again in the Confirmation box and click OK
or
activate the No password option then click OK.

If you want the use of a password to be obligatory, activate the Password required
option.

With the Password required option active, even if you do not specify a password, MEDIAplus
will ask the user to create one the first time he or she opens a session. This option also
prevents the user from removing the password (as would otherwise have been possible in My
account details).

*

*

If you activate the Indicate a validity period for this user option, fill in the from and to
boxes which appear.
Outside of this period, the user will not be authorised to open a MEDIAplus session.

To enter more information about the user, click the More detail button and fill in the
fields which interest you.
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*Surname: [TELLER [ rassword required
*Username: |steller
e-mail: |steller@hlue-bi.com
Comments:
Save Less detail +
Domain: Associated groups:
Trading name: Blue-BI Organisation:
Branch: |Marthern Department:
Telephone: Mobile phone:
Year group: Fax:
Spare field 1: spare field 2:
-

+ Click the Save button.

As soon as you create a new domain three new tabs appear: Associated groups, Associated
programmes and Results.

B> If you make any further changes to this Properties page, remember to click the Save
button.

X> You can create a large number of users via a text file (cf. Importing users from a text

file).

6.2. Listing users

¢ Choose the domain which interests you from the list at the top left of the window.
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=a List of users
=

List of groups: | (&)

( add ] (

Delete

1

2l
@

Surmame

BARNES

BLAKE

BLAKE

CASCOS

DA COSTA

DABILOT

DACI

DEMIGUEL

FEDDEMA,

FONTAINE

FOHTANA

HOCKMEY

KORTEWEG

KOTTERER

MAMOUSSE

OoO0ooDooooooooooog

MAMDART

First name
Danizlle
Curtis
David
Daniela
Dario
Daniel
Daniel
Damian
Claudine
Claire
Clara
David
Daan
Danizlle
Christiane

Christine

Usermame
dbarnes
chlake
dblake
deascos
ddacosts
ddabilct
ddad
ddamiguel
feddema
Fontaine
Fantana
dhackney
dkartanag
dkatterar
crmamousse

crnandart

Trading name
Blue-BI
Blue-BI
Elue-Bl
Elue-Bl
Blue-BI
Blue-BI
elue-Bl
Elue-Bl
Blue-BI
Blue-BI
Blue-BI
Elue-Bl
Elue-Bl
Blue-BI
Blue-BI

Blue-BI

Organisation

Branch

Department

Year group

BRoRRERODRRGR DR R R R

3

jc e

o0 = S-S - Sl - A - A Ay o

B o oe o

[

[

[

e ale me e e e e e s e de e e s e

e

v

When you choose a private domain in this way, a list of all the users in the domain appears.

+ If you want to view the list of users for a specific group, choose the group from the List of

groups.

The users appear with the Surname column sorted in alphabetical order.

+ To sort on the contents of another column, click the header of the column concerned. The
list appears with the contents of this column in ascending order. Click again on this column
header for the list to appear in inverse alphabetical order of the column contents. A

triangle symbol appears to the right of the current sorted column header.

+ To change the position of a column, click on the header of the column you want to move

and holding down the mouse button, drag it to its new position.

¢ To scroll the list, use the page-up and page-down keys or the scroll bar and arrows to the
right of the list.

+ To find specific users, type in the Find box a character string that appears in the user’s

properties then press the [Enter] key.

MEDIAplus searches the contents of all the columns that appear in the list (Surname, First
name, Username etc.).
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Ea List of users
B
List of groups: |(&l) v
( Add ) ( Delete
[ stal
Sumame First name Username Trading name Organisation Branch Department Year group
[ staL <hris cetal Blue-B1 B o *

+ To return to the full list, click the Display the full list button to the right of the Find box.

+ If a user’s email address has been entered in the database, an envelope icon appears for
the user concerned, in the last column but one.

Click on this envelope icon to open a new message to this user in your e-mail application.

B> The colour of the icon in the last column on the right indicates whether or not the user is
currently logged on: a green icon indicates that the user is logged on, while a red icon
indicates that the user is logged off.

6.3. Listing user properties

+ List the users.

+ Point to the user who interests you and click his or her User properties icon.

'Pmper’ties ‘ Associated groups l Associated programmes I Results l

N User properties
=

ID: 766 Date created: Monday, August 04, 2008
GUID: 1BCAES91-C47C-4647-8F00-653C72D4D1DC
Title: | & mr O mrs Oms [ active user
Cindicate a validity period for this user
*Surname: BLAKE Orassword required

*Username: |chlake

e-mail:

Comments:

Gave ] Mare detail =
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+ If you change the user properties, remember to click the Save button.

+ To change the items associated with this user, click the Associated groups tab and/or the
Associated programmes tab.

6.4. Associating a group with a user

You can carry out the operations set out below provided that you have the necessary rights
over the user associations.

+ Show the properties of the user concerned.

+ Click the Associated groups tab.

+ In the list of Available groups, activate the check box of the group(s) to which the user

belongs.
+ Click the Add button.

Properties ’Assuclated aroups ‘ Associated programmes [Resu\ts l

M Associating groups with the user Curtis BLAKE

Available groups

0

Associated groups

(]

Associated | Associated assessment | Associated training
Group name Group name
users progs

t Associated training
proge

[ vLondon south o 2 2 [ London Morth 1 2

2

X> As member of a group, a user can access all the programmes associated with this group.
+ To withdraw the user from one or more groups from the list of Associated groups, activate

the check box for each group which no longer includes the user, then click the Remove
button.

6.5. Associating a programme with a user
+ Show the properties of the user in question.

+ Click the Associated programmes tab.

+ Choose the application concerned and the type of programme to attribute to the user.
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{ Properties I Associated groups FAssoc\atad programmes‘ Results

™ Aggociating programmes with the user David BLAKE

Component type: |Interactive
Application: |(&ll applications) v
Type of programme: O Training & Assessment

¥ersion filter: @ Full and short versions O Short version O Full version

Available programmes Associated programmes

O Full assessment  Excel 2007EE  Full Other 02:15:00 ]
[ Fullassessment  Word2007EE  Full Other 02:23:00 =

+ In the list of Available programmes, activate the check box for each of the programmes to
attribute to the user.

+ Click the Add button.

¢+ To withdraw one or more programmes from this user’s list of Associated programmes,
activate the check box for each of the programmes which no longer concern the user, then
click the Remove button.

X> You can customise a programme for a user by modifying the user’s programme access
and/or his or her training or assessment conditions for this programme.

6.5.1.Changing the programme access settings

+ In the Associated programmes list, point to the programme whose access settings you
want to change for this user then click the Association properties icon.

+ C(lick to expand the Programme access header.
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o . -
9 Properties of the association between a programme and a user

User: David BLAKE Application: Word 2007 EE {Interactive)
Programme: Full assessment Type of association: Programme associated directly with the user
Estimated time: 2:23:00

Type

Type of
programme:

Assessment
Time allocated: |2 Hours |23 Minutes |0

Availabl [“IThe estimated time autornatically becomes the

time allocated.
&. Programme access & | — )11
O A 02,2300

[ programme clased by the administratar

Access authorised:
O For a number of days after the start of the first session

(%) Between specified dates

From: [Monday , August 04,2008 ||Z To: [Thursday, August 04,2011 |

Excluded days:

Cm Or Cw Or Cr Os Os

Assessment conditions ¥

( Save ] ( Close |

X> Assessment and training programmes use the same programme access parameters.

+ To change the time allocated to the programme, deactivate the option The estimated
time automatically becomes the time allocated. Fill in the Time allocated boxes.

+ To make the programme unavailable to this user, activate the Programme closed by the
administrator option.

+ If you want to, set restrictions on the user's access to the programme:
- you can restrict access to a number of days after the start of the first session,

- you can restrict access to a period between specified dates: fill in the From and To
boxes,

- you can refuse access on certain days: select them from the options under Excluded
days.

+ Click the Save button.

6.5.2.Changing the conditions for an assessment programme

+ In the Associated programmes list, point to the assessment programme whose conditions
you want to change for this user then click the Association properties icon.
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+ Click to expand the Assessment conditions header.

¢+ For MEDIAplus to create a customised training programme automatically after the
assessment, activate the option Choose the training programme to update
automatically. Choose the appropriate training programme from the list underneath this
option and specify whether to customise this programme at the end of the assessment
programme or at the end of each assessment module.

=]

Assessment conditions &

Ochoose the training programme to update autoratically:

Timing:
& Mane C‘By module C‘By topic

Authorisation for the user to access the programme several tirmes. Type of access authorised:

O start the programrme again @ Continue the programme

The user can:
[“]5ee the scare while the tast is in progress
[] view the results at the end

Other:

[ Take modules in sequence

[ Save ] [ Close ]

The results of the assessment programme are transferred to the training programme:
topics successfully tackled during the assessment are marked as completed in the
training. This means that the training will focus only on the topics that the user has not
mastered.

+ To apply Timing constraints to your assessment programme choose:

- By module: for MEDIAplus to interrupt the user, whatever the topic reached, at the
end of the allocated time for the assessment module,

- By topic: for MEDIAplus to interrupt the user at the end of the allocated time for each
individual topic.

+ To stop the user accessing this assessment programme more than once, deactivate the
option Authorisation for the user to access the programme several times. Otherwise,
stipulate that the user can Start the programme again or Continue the programme where
he or she left off.

37/119



Users

+ Specify whether or not the user is authorised to:

- See the score while the test is in progress: for MEDIAplus to show the correct
answers count while the assessment is in progress.

- View the results at the end: to give the user access to reports on his or her results.

+ If you leave active the Take the modules in sequence option, the user will have to follow
the modules in the order you have set. If you deactivate this option, the user will be able
to follow the modules in any order.

+ Click the Save button.

6.5.3.Changing the conditions for a training programme

+ In the Associated programmes list, point to the training programme whose conditions you
want to change for this user then click the Association properties icon.
+ Click to expand the Training conditions header.

[Prnpames [Assnclated aroups 'Assﬂmated programmes | Results

; Associating programmes with the user David BLAKE

Cq . P
Properties of the association between a programme and a user

T User: David BLAKE Application: Excel 2007 EE {Interactive)
¥pe Programme: Full training in 17 steps Type of association: Programme associated directly with the user
Availabl prug;l';'rfllsnléf Training Estimated time: 11:15:00
: Time allocated: [11  |Hours [15|Minutes 0
: [#] The estimated time automatically becomes the
L time allocated, [ |
A 4 "
o Programme access ¥ =

Training conditions &

[¥] Aceess to Index is authorised

[#] Aceess to lessans is authorised

[Ithe lesson starts autamatically when the topic opens

[¥] Aceess to solutions is authorised

( Save ] ( Close )

You can specify the following properties:

- Access to Index is authorised: to allow user access to the online manual, if one is
available for the application concerned.

- Access to lessons is authorised: to make the Lesson button available in the user’s
MEDIAplus interface.
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- The lesson starts automatically when the topic opens: activate this option if you
want the user to view the lesson at the beginning of each topic, before seeing the

question.

- Access to solutions is authorised: to make the Solution button available in the user’s

MEDIAplus interface.
+ Click the Save button.

6.6. Viewing a user’s results

+ Show the user properties.

+ Click the Results tab.
+ Expand the Assessment and/or Training tree structures.
*

the results for that item.

Click a tree item such as the name of an application, a programme or a module to view

[Prnpemes I Associated groups I Associated programmes ’Rasults‘

™ User results for interactive components

[L7 Results for the user
= Assessment

# Excel 2007 EE

= wyord 2007 EE

= Ful assessment

Working environment
Managing documents
Entering data
Help with entering text
Managing existing text
Checking, finding and replacing
Character format
Paragraph format
Tabs
Page layout
Finalisation and printing
Styles
Themes and termplates
Tahles
Drawing objects and pictures
Charts, diagrams, imported ohjscts
Mal merge, envelopes labels
Elements of a long document
Outline, index, table of contents

R R R R R

Spedial types of document
Teamn colabaration
# Training

®

6.7. Viewing the breakdown of user learning time

+ List the users.
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¢ Point to the user whose learning time you want to view then click his/her Report:
Breakdown of learning time for this user icon.

B> To find out how to show, print and export the details of these reports, see the chapter on
Reporting.

6.8. Importing and exporting users from a text file

6.8.1.Preparing your text file

Start by preparing a text file in txt or csv format, containing all the information you want to
import.

B Users - UK.txt - Bloc-notes

Eichier Edition Format Affichage 7

TitTle; Surname; First name;Username;Trading name;Branch; e-mail ~
1;5TAL;Chris; ;Blue-BI; Eastern;

2ymamousse;cChristiane; ;B lue-BIjEasTern;

2;MANDART ; Christine; cmandart; Blue-BI;western; cmandart@hlue-bi. com
2;MANNING; Christine; ;81ue-BI;western;

1; SaHAN; Christophe; ; Blue-BI; Eastern;

2;FONTAINE;Cla’ire; ; Blue-BI; southern;

23 FONTANA; CTaras ;Blue-BI;western;

2; PRUMANN; CTaudia; ;Blue-BI; Eastarn;

23 FEDDEMA; Claudine; ; Blue-BI; Eastern;

1; TIMLOT;Clement;; Blue-BI; Southern;

1; TIERRAjClemente; ; Blue-BI; Northern;

1;PROCTOR; Craig; ;Blue-BI;Narthern;

1; BLAKE; CUrtis;;Blue-61; southern;

1; KORTEWES; Daan; dkartewen; Blue-BI; Eastern; dkorteweg@blue—hbi. com
1; DEMIGUEL; Damian; ; Blue-BI; Morthern;

1; DABILOT; Daniel;; BElue-BI; Southern;

1;0ACI;paniel;;Blue-BI; Eastern;

23MOISAN; Edith; ;Blue-BI;Eastern;

2;MONTILLA; Edith;;Blue-BI; Southern;

1; BOSSEAU; Edmond; ; Blue-BI; Northern;

1;B0OSQUE; Eduardo; ; Blue-BI; Northern;

1;MEMON; Eduardo; ;Blue-8I; southern;

2;DEJUAN;Elena; ;Elue-BI;Eastern;

2;DEMAS;Elena; ; Blue-EBI; Narthern;

2;MARQUEZ; Eleonor; ; Blue-BI; Morthern;

2;DIEGUEZ;ETia; ;Elue-BI; southern;

23 DESCHAMPS; E11a;;Blue-BI;Western;

2;MATHELIER; Elodie; ; Blue-BI; Eastern;

23 PEYTON; E1sa; ;Blue-BI;Eastern;

1; SABADEL; Emile; ;Blue-BI;western;

23 TORMERO; Emma; ; B1UE-BI; wWesTtearn;

23 TOURCUX; Emma; ; Blue-BI; Eastern;

1;HUERTA; Enrique; ; Blue-BI; Southern; v

The field separator used is the semicolon (;).

The first line of the file is the header and contains the names of the different fields that
make up each of the subsequent data lines. These field names must be exactly the same as
the field names in the user properties. You can import any of these fields, except for Domain
and Associated groups. These field names may appear in any order.

The following three fields are obligatory: Surname, First name and Username
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This header line must not contain any spaces either before or after the name of each field.

The lines following this header line contain the details of each of the users you want to
import. Each of these data lines must contain a field for each of the fields in the header and
in the same order.

The fields corresponding to the Surname and the First name (and Title, if you have specified
it in the header line) must be filled in. The other fields must be present, but can remain
empty if you wish.

If you have included the Title field in the header line, you must fill in the title field for each
user as follows: 1 for Mr 2 for Mrs or 3 for Ms. You must not leave any of these Title fields
empty.

The file must not contain any empty lines.

6.8.2.Importing your text file

If you want to import your users directly into a group, make sure that the group already exists
before you import your users.

+ Use Users - Import from a text file.

= Importing users from a text file
="

Use a text file (Windows ANSI txt) with the semicolon as field separator.
The first row contains field names {Surname, First name and Username are required}.
The following rows contain the users to import.

File to import:

Browse.

Where the file does not specify a username, generate one from the user’s name. Use the format specified here:

Alex TERRA
Marjolein YAN DPSTAL

(&) aterra / mvanopstal
O aterra / m.vanopstal

O alex.terra / marjolein.vanopstal

O Update the users for whom a username already exists and create new users.

+ Click the Browse button.
+ Select the txt or csv file you want to import then click the Open button.
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+ If you did not specify a username for all of the users in your text file, choose the name
format that you want MEDIAplus to generate.

+ |If your text file contains users who are already enrolled in the MEDIAplus database,
activate the Update the users for whom a username already exists and create new
users option so that MEDIAplus will not create duplicate users.

+ Click the OK button.

% Importing users from a text file

Put the users into this group: |(Nn group) ~

Save

If MEDIAplus can read the structure of your text file, it shows all the users in the file.

+ By default, MEDIAplus will import all the users in this list but you can deactivate the check
box for any user you wish to omit.

+ To add the users to a specific group, choose this group from the Put the users into this
group list.

+ Click the Save button.
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= Importing users from a text file
-

STAL
MAMOLSSE
MANDART
MAHNING
SAHAN
FONTAIME
FONTANA
PRUMARN
FEDDEMA
TIMLOT
TIERRA
PROCTCR,
BLAKE
KORTEWEG
DEMIGUEL
DABILOT
DACI

AN RAALTE
CASCOS
BARNES
KOTTERER.
DA COSTA
READEY
BLAKE
HOCKNEY
GARRET

Chris
Christiane
Christine
Christine
Christaphe
Claire
Clara
Claudia
Claudine
Clement
Clemente
Craig
Curtis
Daan
Damian
Daniel
Daniel
Daniel
Daniela
Danielle
Danielle
Datia
Datren
David
David
Delia
Delphine

cstal
Cmamousse
crandart
cmanning
csahan
cfontaine
cfontana
cprumann
cfeddema
ctinlot
clierra
Cproctor
chlake
dkorteweg
ddemiguel
ddabilot
ddaci
dvanraalte
drascos
dbarnes
dhkotterer
ddacosta
dreadey
dblake
dhackney
dgarret
deognets

8f4/2008 11:47:41 AM
Gf4/2008 11:47:41 AM
842008 11:47:41 &AM
G4/2008 11:47:41 &AM
842008 11:47:41 &AM
8f4/2008 11:47:41 4AM
842008 11:47:41 AM
842008 11:47:41 &AM
84/2008 11:47:41 &AM
8f4/2008 11:47:41 AM
Gf4/2008 11:47:41 AM
842008 11:47:41 &AM
G4/2008 11:47:41 &AM
8/4/2008 11:47:41 AM
8f4/2008 11:47:41 4AM
84/2008 11:47:41 AM
842008 11:47:41 &AM
842008 11:47:41 AM
8f4/2008 11:47:41 AM
842008 11:47:41 AM
842008 11:47:41 &AM
84/2008 11:47:41 &AM
8/4/2008 11:47:41 AM
Gf4/2008 11:47:41 AM
84/2008 11:47:41 AM
842008 11:47:41 &AM
842008 11:47:41 AM

The user has been enrolled successfully.
The user has been enrolled successfully,
The user has been enrolled successfully.
The user has been enrolled successfully.
The user has been enrolled successfully.
The user has been enrolled successfully.
The user has been enrolled successfully,
The user has been enrolled successfully.
The user has been enrolled successfully.
The user has been enrolled successfully.
The user has been enrolled successfully,
The user has been enrolled successfully.
The user has been enrolled successfully.
The user has been enrolled successfully.
The user has been enrolled successfully.
The user has been enrolled successfully,
The user has been enrolled successfully.
The user has been enrolled successfully.
The user has been enrolled successfully.
The user has been enrolled successfully,
The user has been enrolled successfully.
The user has been enrolled successfully.
The user has been enrolled successfully.
The user has been enrolled successfully,
The user has been enrolled successfully,
The user has been enrolled successfully.
The user has been enrolled successfully.

A user enrolment report appears.

+ Click the Users menu to show the standard list of users.

6.9. Deleting a user

+ List the users.

If you need to, use the Find box to locate the user to delete.

+ Activate the check box on the row of each user you want to delete.

+ Click the Delete button.

+ Click Yes to confirm.

+ Click OK in response to the message that appears.

6.10. Moving a user to another domain

+ List the users.
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If you need to, use the Find box to locate the user to move.
Activate the check box on the row of each user you want to move.
Click the Move button.

Select the domain into which you want to move the users.

Blue-BI domain - Manchester v

[ Ok ] [ Cancel ]

Select the domain into which you want to move the users then click OK.

@

VBScript: ENI - Topic

If wou move these users to a new domain, the users will no longer be associated with their groups and their
- programmes, which means they will lose their results,

Are yOU sUre yoU want bo move the users?
Mo

When you move a user out of a domain, the user will lose any associations he or she may
have with any programmes in this domain. The user will, however retain access to any
public domain programmes with which he or she was associated before the move.

Click Yes to confirm.

Click OK in response to the message that appears.
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7. Groups

Groups contain users. When you associate programmes with a group, the programmes, along
with their association properties, are assigned to all its members. In addition, you can
associate programmes individually with group members who have particular needs.

A group belongs to one and only one domain. This is always a private domain.
To manage your groups you must first select the domain to which they belong:
¢ Choose the domain concerned from the list at the top left of the window.

B> In this list, public domains appear between pointed brackets <...>. Public domains do not
contain groups.

When you choose a domain in this way, MEDIAplus lists the users of all the groups in the
domain.

¢ Choose the group from the List of groups.

7.1. Creating a group

You can carry out the operations set out below provided you have the necessary rights over
the users of the domain in question.

¢ Use Groups - New group
or
list the groups and click the Add button.
X> An asterisk (*) indicates a required field: you must fill in the text box.
¢ Fill in the properties of the group.
¢ Click the Save button.

+ Click OK in response to the message that appears.
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) MEDIADIUS

. Y
- Z caal
ELeQring:  + + + + 4+ 4+ 4 4 4+ F b b b bt 4 4 b bbb SRS -

Blue-BI domain - London

~| Users Groups

Programmes  Modules

Resources

F Properties T Associated users T Associated programmes

==, Group properties

ID: 36

GUID:

*Group name: London West

Comments:

Save

Date created: Monday, August 04, 2008

MNumber of associated users: 0
Number of associated assessment programmes: 0

Number of associated training programmes: 0

As soon as you create a new group two new tabs appear: Associated users and Associated
programmes.

7.2. Listing groups

¢ Choose the domain which interests you from the list at the top left of the window.

¢ Click the Groups menu (or open this menu and choose the List of groups option).

== List of groups
Wy

(

add ] [

Delete

] @]
Number of associated Associated assessment Associated training
Group name Data created
users programmes programmes
[ Ltenden Herth 0 z 2z 2/4/2008 11:09:56 AM B o owml
[0 Ltenden South 0 2 2 9/4/2008 11:11:00 AM A o owml
[0 Londen west 0 0 o 8/4/2008 2:30:10 FM B o wml

The users appear with the Group name column sorted in alphabetical order.

+ To sort on the contents of another column, click the header of the column concerned. The
list appears with the contents of this column in ascending order. Click again on this column
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header for list to appear in inverse alphabetical order of the column contents. A triangle
symbol appears to the right of the sorted column header.

+ To change the position of a column, click on the header of the column you want to move
and holding down the mouse button, drag it to its new position.

+ If you cannot see all the groups, you can scroll the list, use the page-up and page-down
keys or the scroll bar and arrows to the right of the list.

+ To find specific groups, type in the Find box a character string that appears in the user’s
properties then press the [Enter] key.

+ To return to the full list, click the Display the full list button to the right of the Find box.

7.3. Listing group properties

¢ List the groups.

+ Point to the group which interests you and click its Group properties icon.
+ If you change the group properties, remember to click the Save button.

+ To change the items associated with this group, click the Associated users tab and/or the
Associated programmes tab.

7.4. Associating a user with a group

You can carry out the operations set out below provided that you have the necessary rights
over the group associations.

+ Show the properties of the group concerned.

+ Click the Associated users tab.

X> When you import users via a text file you can also associate them directly with a group.
+ In the list of Available users, activate the check box of the user(s) to add to this group.
¢ Click the Add button.
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Properties [Associated usars] Associated programmes
=% Assocdiating users with the group London West
o
Available users Associated users
—T—
[ [
Sumame First name Username Surname First name Username
[0 apovILLE Darminique dsboville [ FonTans Clara cfontana
[0 earkEes Danielle dbarnes [ vreuca Demetrio dleuca
O eLaxe Curtis cblake [0 mancarT Christine crmandart
[0 eLaxe David dblake [0 mannng Christine crmanning
[0 Bosgue Eduardo ebasque [ orense Enrique earense
[0 eosseau Edrnand ebasseau [ sapapel Ernile esabadel
O cascos Canizla deascos
[0 coaweTs Celphine deognets
[0 comiLias Esteban ecomillas
[0 pacosTa Datio ddacosta
O oeeot Daniel ddabilot
[0 peLuE-BIA Esteban edblusbis
[0 opejuan Elena edejusn
[0 pemAs Elena edemds
[0 DEMIGUEL Ciamian ddemiguel

X> A user in a group can access the programmes associated with the group in addition to any

programmes associated directly with the user.

7.5. Associating a programme with a group

*

*

Show the properties of the group in question.
Click the Associated programmes tab.
Choose the application concerned and the type of programme to allocate to the group.

In the list of Available programmes, activate the check box for each of the programmes to
allocate to the group.

Click the Add button.

To withdraw one or more programmes from this group’s list of Associated programmes
activate the check box for each of the programmes no longer accessible to the group, then
click the Remove button.
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> You can customise a programme for a group by modifying the group’s programme access

and/or its training or assessment conditions for this programme.

+ Specify the association properties of a programme for a group as you would for a user.

7.6. Group reporting

+ Click the Groups menu (or open this menu and choose the List of groups option).

+ Point to the group which interests you.

¢+ To view the list of programmes associated with this group, click the Report: List of

programmes for this group icon.

To view the list of users in this group, click the Report: List of users in this group icon.
To view the progress of users in this group, click the Report: Status of programmes for
users in this group icon.

To view the time the users of this group have spent learning, click the Report: Breakdown
of learning time for users in this group icon.

X> To find out how to show, print and export the details of these reports, see the chapter on

Reporting.

7.7. Creating proficiency groups

This feature organizes the users into homogeneous proficiency groups according to their
results for a given assessment programme.

Start by including the users in a group and associating an appropriate assessment programme
with the group.

The users then follow the assessment programme. For best results, it is better if all your users
have completed the assessment programme before you organize them into proficiency groups.
However, this approach is not obligatory.

*

*

*

Use Groups - Proficiency groups.
Choose the group to analyse then the programme to analyse.
Indicate the number of groups to create.

If appropriate, activate the Analyse only users who have finished their programme option.
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+ You can also specify the start date and end date for the results to be analysed by
MEDIAplus (by default, MEDIAplus will analyse results from the last six months).

=1 Proficiency groups
-

Select the group currently containing the users. Select the programme to analyse. Specify the number of proficiency groups to create and the
dates of the results to include in the analysis.

Current group to analyse: | London West v

Number of users in the group: 6

¥ersion filter: | Full and short versions s
Programme to analyse: | Excel 2007 EE : Working environment v
Number of proficiency groups to create: |2

O Analyse only users who have finished their programme

start date for the results: [Monday , February 04, 2008 ||=
End date for the results: |Monday August 04, 2008 j

+ Click the Next button.

[# Proficiency groups
-

Here are the proposed groups.
Use the options below to change the names of the groups and/or to move individual users into different groups.
Click OK to save the groups proposed.

T i MANNING Christing a0 LevelGroup_1 v
Levelaroup_1  |LevelGroup 1 FONTAMA  Clara a0 LevelGroup_1 v
LevelGroup_2  |LevelGroup_2 LELCA Demetrio 70 LevelGroup_1

OREMNSE Entique 40 LevelGroup_2 w
SABADEL Emile 20 LevelGroup_2 v
MANDART  Christine 10 LevelGroup_2 v

MEDIAplus shows all the users from this group sorted according to their percentage of correct
answers.

MEDIAplus names the proficiency groups LevelGroup_1, LevelGroup_2 etc.

+ To move a user to a different proficiency group, open the LevelGroup list for the user
concerned and choose the new group.

+ To rename a proficiency group, type the new name in the text box concerned on the left.
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= Proficiency groups
&

=

Here are the proposed groups.

Click OK to save the groups proposed.

Use the options below to change the names of the groups and/or to move individual users into different groups.

e
MANNING Chistine a0 LevelGroup_1 v
FOMNTAMA Clara a0 LewelGroup_1
LEUCA Dermetrio 70 LevelGroup_1 w
OREMNSE Enfique 40 LevelGroup_2 w
SABADEL Emile 20 LewelGroup_2 v
MANDART Christine 10 LevelGroup_2 «

+ Click the OK button.

MANMING Christine 90 The user and group have been successfully associated.
FONTANA Clara 90 The user and group have been successfully associated,
LEUCA Demetria 70 The user and group have been successfully associated.
ORENSE Enrique 40 The user and group have been successfully associated.
SABADEL Emile 20 The user and group have been successfully associated.
MANDART Christine 10 The user and group have been successfully associated,

MEDIAplus returns a Proficiency group summary report.

7.8. Deleting a group

*

*

List the groups.

Activate the check box on the row of each group you want to delete.

Click the Delete button.

Click Yes to confirm.

Click OK in response to the message that appears.

Deleting a group does not delete the users or the programmes associated with the group.
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8. Programmes (interactive training and
assessment)

In MEDIAplus interactive training or assessment components, a user or a group of users is
associated with a programme.

A programme is made up of a set of modules. A module is made up of a set of related topics,
grouped together under a meaningful name or description.

For each application (Microsoft Excel or Word for example) ENI provides a certain number of
ready-made programmes. Each of these programmes is made up of a certain number of ready-
made modules. The public domain ENI Pub ORG contains these programmes.

A programme concerns only one application. For example, you cannot create a programme
that mixes Word and Excel modules.

If you have the necessary administrator rights you can create new programmes according to
your general needs or the specific needs of your users. If you create your programmes in a
public domain they can be made available to users in all the private domains that are
associated with this public domain. On the other hand, if your programmes are in a private
domain, only the users in the same private domain will be able to access them.

X> You can copy a programme from a private or a public domain to another private or public
domain.

X> You can only move a programme from a private domain to a public domain.

The tools and features for managing training programmes are the same as those for managing
assessment programmes.

To manage a programme, first select the domain that contains it. This may be a public
domain or a private domain:

¢ Choose the domain concerned from the list at the top left of the window.

X> In this list, public domains appear between pointed brackets <...>. Public domains contain
programmes but do not contain users. A private domain contains users and can contain
programmes.

The operations described below concern interactive programmes; make sure that the
Component type setting is Interactive.
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8.1. Creating a programme

Before you create a programme, check that it does not already exist either in the same
domain or in another domain. If you do find a similar programme, you will be able to copy it
(or possibly move it) into your domain and then customize its properties and its associations
to suit your needs.

You can carry out the operations set out below provided you have the necessary rights over
the users of the domain in question.

+ Use Programmes - New programme

or

list the programmes then click the Add button.
B> An asterisk (*) indicates a required field: you must fill in the text box.
+ Choose the application for which to create the new programme.

+ Select the Type of programme, training or assessment.

If you are creating an assessment programme, you can choose to classify it as a Short
version.

X> MEDIAplus provides a short and a full version for each of the ready-made assessment
programmes it supplies. A short version contains a reduced number of pertinent topics
that a user can follow for quick assessment before starting a training programme, for
example. A full version assesses a user on all the topics in the programme. This version
may be more appropriate at the end of a course or you may be prefer it as an instrument
for MEDIAplus to customize a training programme for your user.

+ Type a suitable Programme name. This name will appear on the user interface.
+ In the Basis frame choose a category for your new programme.

+ Write a Summary of contents for your programme. This text will appear when the user
points to the programme.
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ENLE S SedmiT et O SO R

Elearning - \ " o Nl 2 Editions [§

=

<Blug-BI library - UK = | Programmes Modules Resources ﬁ

F Properties

@ Adding a programme

Component type: | Interactive

Applications: | Excel 2007 EE v Date created: gnﬂ;gav- August 04,
Type of programme: | gscessment [ Number of associated modules: 0

[¥] shart versian Estimated time: 00:00:00

*Programme name: |Ocoasional user

Basis:| () 1ob profile
O Software function
® Proficiency
O other

(&) Requirernent
A few minutes spent warking through this programme will help identify your training needs.

Summary of contents:

3
+ Click the Save button.

+ Click OK in response to the message that appears.

As soon as you create your programme, an Associated modules tab appears.

X> You must associate modules with your programme before users can follow it (cf.
Associating modules with a programme).

8.2. Listing programmes

¢ From the list at the top left of the window, choose the domain which contains the
programmes you want to see.

¢ Click the Programmes menu (or open this menu and choose the List of programmes
option).

If you have already chosen an application during your current session, MEDIAplus lists the
programmes for this application. Otherwise, the programmes appear for the first application
in the list.
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Choose an application.

Programmes (interactive training and assessment)

X> The programmes for the chosen application are listed in alphabetical order.

+ Choose a type of programme, Training or Assessment.

*

If you are listing Assessment programmes you can choose to view only short versions, only
full versions or both types.

B> MEDIAplus keeps in its memory the last application and type of programme that you chose

during your current session.

55 List of programmes
= prog

Component type: |Interactive

applications: |Excel 2007 EE

Type of programme: O Training & Assessment

¥ersion filter: @ Full and short versions O Short version O Full version

( Add ) ( Delete

]

F Full assessment Excel 2007 EE
O Full assessment Excel 2007 EE
[F Occasional user Excel 2007 EE
[F Working environment  Excel 2007 EE

[
Full Other 15 B & O
Shart Other 15 |ﬁ =
Shart Proficiency 1] |ﬁ ]
Full Software Function 4 |ﬁ IE ¥

In the public domain, ENI Pub ORG, some of the programmes appear without a check box.
These are the ready-made programmes supplied by ENI. You cannot delete or modify these
programmes but you can copy them.

8.3. Listing the properties of a programme

*

*

*

*

List the programmes concerned by specifying the application and the type of programme.

Point to the programme which interests you and click the Programme properties icon.

If you change the programme properties, remember to click the Save button.

To change the modules associated with this programme, use the options on the Associated
modules tab.

X> You cannot change the associated modules for a programme that appears in the list
without a check box. Only the ENI Pub ORG domain contains such programmes.
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8.4. Associating modules with a programme

You can carry out the operations set out below provided that you have the necessary rights
over the programme associations for this domain.

+ Show the Programme properties.

+ Click the Associated modules tab.

X> Any one programme is concerned with a single application. It is not possible to mix
modules dealing with different applications in the same programme.

+ To view the details of a module, point to it in the list and click its Report: Detail of the
module icon.

+ In the list of Available modules, activate the check box for the module(s) you want to
include in your programme.

+ Click the Add button.

Properties FAssociated modu\es]

E Associating modules with the programme  0Occasional user

Application: Excel 2007 EE (Interactive)
Type of programme: Assessment - Short version
Estimated time: 00:42:00
¥ersion filter: O Full and short versions O Short version @ Full version

Available modules Associated modules

[ Remaove ] [ Options ]

| |
F Charts Full 001300 Software function  [] |4 F Caleulations Full 00:17:00  Software function 7]
F Copying and moving, clearing Full 00:06:00 Software function [~ F Farmatting Full 00:15:00  Software Function =]
Fl Data tables Ful 00:09:00  Software function [~ Fl Managing workbooks  Full 00:10:00  Software function =]
F Entering and editing data Full 00:02:00 Software function |~
F Excelin general [ display options Full 00:07:00 Software function [~
Fl Excelin general [ display options - 1 Full 00:07:00 Software function [~
F Import | expart Full 00:04:00  Software function [~
F Objects | pictures Full 00:11:00 Software function [~
Fl Printing Ful 00;06:00  Software function [~ 2

+ To withdraw one or more modules from your programme, activate the check box for each
module you want to withdraw in the list of Associated modules then click the Remove
button.
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8.4.1.Choosing the options for a module associated with a
programme

+ Click the Options button that appears above the list of associated modules.

Properties of the association between modules and a programme

Programme: Occasional user
Type of programme: Assessment - Short version
Application: Excel 2007 EE (Interactive)
Estimated time: 00:42:00

Associated modules

( Save ] Close )

Calculations = =
Farmatting = =
Managing workbooks = ¥

By default, the Time allocated value is the same as the Estimated time, that is, the sum of
the times estimated the individual topics in the module.

+ To change the time allocated for a module, enter the new value in the text box for the
module. First remove the tick from the check box, then replace the contents of the text
box with the new time in the following format: hh:mm:ss.

+ To change the position of the module in the programme, click the arrow buttons at the
end of the row.

+ Click the Save button.

8.5. Viewing the details of a programme

¢ List the programmes, choosing the application and the type of programme concerned.

+ Point to the programme whose details you want to view then click its Report: Detail of
the programme icon.

X> To find out how to show, print and export the details of these reports, see the chapter on
Reporting.
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X> For each application, the ENI Pub ORG domain contains a programme called Complete
training. The detail of this programme shows the complete list of all the MEDIAplus
topics for the application.

8.6. Deleting a programme

+ List the programmes, choosing the application and the type of programme concerned.
+ Activate the check box for each programme you want to delete.

+ Click the Delete button.

¢ Click Yes to confirm.

+ Click OK in response to the message that appears.

8.7. Copying a programme

+ List the programmes, choosing the application and the type of programme concerned.

+ Point to the programme you want to copy and click the Duplicate icon.

Select the domain into which you want to copy the programme and its
modules.

«Blue-Bl library - UK= v

[ Ok ] [ Cancel ]

+ Select the domain to which you want to copy this programme (you can choose to copy to
the same domain if you wish).

¢ Click OK.

+ Click OK in response to the message that appears.

B> You can copy a programme to any domain on which you have the necessary rights. If the
destination domain already contains a programme of the same name (this will be the case
if you are copying to the same domain, for example) MEDIAplus adds a suffix to the name
since a programme name is unique in a domain. You can then access the properties of the
programme and change this name if necessary.
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8.8. Moving a programme to a public domain

X> You can move a programme only from a private domain to a public domain. You cannot
move a programme from a public domain to any other domain.

+ Select the private domain that contains the programme you want to move (the public
domain that is to receive your programme must be associated with this private domain).

+ List the programmes, choosing the application and the type of programme concerned.
+ Point to the programme you want to move and click the Move icon.

+ Select the public domain to which you want to move this programme.

+ Click OK.

+ Click OK in response to the message that appears.
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9. Modules (interactive training and
assessment)

In MEDIAplus interactive training or assessment, modules are associated with the programmes
that contain them. For each application (Microsoft Excel or Word for example) ENI provides a
certain number of ready-made programmes. Each of these programmes is made up of a
certain number of ready-made modules. The public domain ENI Pub ORG contains these
programmes.

A module contains a number of topics. A topic is the basic component of a programme. In
MEDIAplus, an assessment topic is simply a question that the user must answer. A training
topic contains, in addition, a lesson and a solution to the question.

A module concerns only one application. For example, you cannot create a module that mixes
Word and Excel topics.

If you have the necessary administrator rights you can create new modules. If you create your
modules in a public domain you can make them available to users in all the private domains
that are associated with this public domain. If your modules are in a private domain, only the
users in the same private domain will be able to access them.

The tools and features for managing training modules are the same as those for managing
assessment modules.

To manage modules, first select the domain that contains them. This may be a public domain
or a private domain:

¢ Choose the domain concerned from the list at the top left of the window.

X> In this list, public domains appear between pointed brackets <...>. Public domains contain
programmes and modules but do not contain users. A private domain contains users and
can contain programmes and modules.

For the operations described below, make sure that the Component type setting is
Interactive.
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9.1. Creating a module

Before you create a module check that it does not already exist either in the same domain or
in another domain. If you do find a similar module, you will be able to copy it into your
domain and then customize its properties and its associations to suit your needs.

You can carry out the operations set out below provided you have the necessary rights over
the users of the domain in question.

¢ Use Modules - New module

or

list the modules then click the Add button.
B> An asterisk (*) indicates a required field: you must fill in the text box.
¢ Choose the application from the list.

+ Select the type of module, training or assessment.

If you are creating an assessment module, you can choose to classify it as a Short version if
appropriate.

+ Type a suitable Module name. This name will appear on the user interface.
+ In the Basis frame choose a category for your new module.

+ Write a Summary of contents for your module. This text will appear when the user points
to the module.
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a7 2 DT e il s 510 = 200

’ ) MEDILApIUS ey A il LA 2 e
E-learning PR * E \g‘ Editions [

<Blue-BI library - Uk> + | Programmes Modules Resources ﬁ

F Properties 1

EEII:' Adding a module

Component type: | Interactive

applications: | Excel 2007 EE v Date created: Monday, August 04, 2008

Number of associated topics: 0
bl f dule: i
¥pe of module: | Training b/ Number of associated resources: 0

*Module name: [pasic techniques Estimated time: 00:00:00

Basis: | () Job profile
(& Software function
C proficiency
O other
(@] Requirement

First steps in the software,

Summary of contents:

Save

+ Click the Save button.

As soon as you create your module, two new tabs appear: Associated topics and Associated
resources.

X> You must associate topics with your module before users can follow it (cf. Associating
topics with a module).

9.2. Listing modules

+ From the list at the top left of the window, choose the domain that contains the modules
you want to list.

¢ Click the Modules menu (or open this menu and choose the List of modules option).
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(EN LA S mi T strarks O SO A S
I, MeBmpE R
a [
<Blue-BI library - Uk> + | Programmes Modules Resources
E= List of modules
=i
Component type: Interactive
Applications: |Excel 2007 EE
Type: @ Training O Assessment

( Add ] ( Delete ]
N T i -l N

F 1 Discorver Excel and work with a simple table  Excel 2007 EE Other 1} |ﬁ @ @ &

[]  10Tlustrake your tables Excel 2007 EE  Other 11 0 <3 ]

F 11 Move up a gear Excel 2007 EE  Other 10 0 |ﬁ ]

F 12 Da more with your Excel table Excel 2007 EE Other El ] B & &

]  13Pivat your data Excel 2007 EE  Other s 0 <3 =

O 14 Find the right Formula Excel 2007 EE Other 14 0 3 =

F 15 Find aut what's new and exciting Excel 2007 EE Other 11 ] B & &

] 16 Share and collaborate effectively Excel 2007 EE Other 7 0 <3 @

[J  17Find out mare Excel 2007 EE Other 4 0 < =

F 2 Set out your first Excel calculations Excel 2007 EE Other 4 [1} |ﬁ @ ]

F 3 Look good with easy Formatting Excel 2007 EE  Other 7 [1} |ﬁ &

Izl 4 L Lhock and orint L Evcal 2007 EE b, a o I

If you have already chosen an application during your current session, MEDIAplus lists the
modules for this application. Otherwise, the modules appear for the first application in the
list.

¢ Choose an application.

¢ Choose a Type of module, Training or Assessment.

If you are listing Assessment modules you can choose to view only short versions, only full
versions or both types.

X> MEDIAplus keeps in its memory the last application and type of module that you chose
during your current session.

X> MEDIAplus does not provide a check box for the ready-made modules supplied by ENI. You
cannot delete or modify these modules but you can copy them.

9.3. Listing the properties of a module

+ List the modules concerned by specifying the application and the type of module.
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+ Point to the module which interests you and click the Module properties icon.

+ If you change the module properties, remember to click the Save button.

+ To change the items associated with this module, use the options on the Associated topics
tab and/or the Associated resources tab.

X> You can change the associated topics for a module that appears in the list without a
check box. Only the ENI Pub ORG domain contains such modules.

9.4. Associating topics with a module

You can carry out the operations set out below provided that you have the necessary rights
over the module associations for this domain.

¢ Show the module properties.

+ Click the Associated topics tab.

X> Any one module is concerned with a single application. It is not possible to mix topics
dealing with different applications in the same module.

+ In the list of Available topics, activate the check box for the topic(s) you want to include
in your module.

+ Click the Add button.

]
Properties ’ Associated topics | Associated resources
EE_} Associating topics with the module Basic techniques
application: Excel 2007 EE (Interactive)
Type of module: Training
Estimated time: 01:00:00
Available topics Associated topics
T —r—
[1  Reprodudng data in adjacent cells D0:05:00 Basic interactive [l  Spreadshest application basics D0:05:00 Basic
¥ Simple numerical formats 00:05:00 Basic interactive Fl Overview of the environment 00:05:00 Basii
[F] Applying a theme 00:05:00 Basic inkeractive O ©pening a workbook. 00:05:00 Basi
¥ Formatting characters 00:05:00 Basic inkeractive F Maving araund a warkbook, 00:05:00 Basit
F Character font and size 00:05:00 Basic interactive F Entering data 00:05:00 Basii
[F Aligning cell content 00:05:00 Basic inkeractive F Modifying the contents of a cell 00:05:00 Basit
¥ Cell calaur 00:05:00 Basic inkeractive F Selecting and deleting cells 00:05:00 Basit
[1  Celborders 00:05:00 Basic interartive []  Undoing and redoing an action 00:05:00 Basit
¥ Page layaut 00:05:00 Basic inkeractive Fl Saving a workbook. 00:05:00 Basi
[F] Print preview and prinking 00:05:00 Basic inkeractive O Entering a calculation Formula 00:05:00 Basi
— v —

64 /119



Modules (interactive training and assessment)

+ To withdraw one or more topics from your module, activate the check box for each topic
you want to withdraw in the list of Associated topics, then click the Remove button.

9.4.1.Choosing the options for a topic associated with a module

+ Click the Options button that appears above the list of associated topics.

Properties of the association between topics and a module

Module: Basic technigues
Type of module: Training
Application: Excel 2007 EE
Estimated time: 1:00:00

Associated topics

[ Save ] [ Close

Spreadsheet application basics A
Overview of the environment,
Opening & warkbook
Maving around a workbook.

Entering data

HEEREERE
[

4 4 4 4 4 4

Madifying the contents of a cell

+ To change the time allocated for a topic, enter the new value in the text box for the
topic. First remove the tick from the check box, then replace the contents of the text box
with the new time in the following format: hh:mm:ss.

+ To change the position of the module in the programme, click the arrow buttons at the
end of the row.

+ Click the Save button.

9.5. Associating a resource with a module

+ Show the module properties.

+ Click the Associated resources tab.

X> When you create a resource, you associate it with a specific application. You can then
associate the resource with a module for the same application provided you have the
necessary rights.
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X> Important note: before you associate a resource with a module, check that your users will
not have any problems viewing (downloading) the resource on their computers.

+ To view a Resource summary point to the resource.

+ In the list of Available resources, activate the check box on the row of each of the
resources you want to associate with this module.

+ Click the Add button.

{ Properties I Associated topics 'Associated resour’ces]

EE]: Associating resources with the module Basic techniques

Application: Excel 2007 EE (Interactive)

Type of programme: Training
Available resources Associated resources
[ memove ] [ options
] o+ Practice exercise  Can be downloaded 8 ko 3

X> When you associate a resource with a module, it appears in the user interface at the end
of the module, after the topics.

+ To withdraw a resource from a module, activate its check box in the list of Associated
resources then click the Remove button.

9.6. Viewing the details of a module

+ List the modules, choosing the application and the type of module concerned.

¢ Point to the module whose details you want to view then click its Report: Detail of the
module icon.

X> To find out how to show, print and export the details of these reports, see the chapter on
Reporting.

9.7. Deleting a module

+ List the modules, choosing the application and the type of module concerned.
+ Activate the check box for each module you want to delete.
¢ Click the Delete button.
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Click Yes to confirm.

Click OK in response to the message that appears.

9.8. Copying a module

*

*

*

*

List the modules, choosing the application and the type of module concerned.

Point to the module you want to copy and click the Duplicate icon.

Are you sure you want to copy the selected module?

[ OK ] [ Cancel ]

Click OK to confirm your action.

Click OK in response to the message that appears.

X> You can duplicate a module only within the same domain. MEDIAplus adds a suffix to the

name, since a module name is unique in a domain. You can then access the properties of
the module and change this name if you wish.

X> You can copy a module indirectly to another domain simply by copying the programme to

which it belongs.

9.9. Moving a module to a public domain

X> You cannot move a module from a public domain to another public domain.

*

Select the private domain that contains the module you want to move (the public domain
that is to receive your module must be associated with this private domain).

List the modules, choosing the application and the type of module concerned.
Point to the module you want to move and click the Move icon.

Select the public domain to which you want to move this module.

Click OK.

Click OK in response to the message that appears.
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10.Programmes (MEDIApage v 2)

In MEDIApage v 2, a user or a group of users is associated with a programme, giving them
access to a set of html pages equivalent to a book.

A programme is made up of a set of modules. A module is made up of a set of related topics,
grouped together under a meaningful name or description. Each module, then, is like a
chapter of a book.

For each application (Microsoft Excel or Word for example) ENI provides a certain number of
ready-made programmes (books). The public domain ENI Pub ORG contains these
programmes.

If you have the necessary administrator rights you can create new programmes according to
your general needs or the specific needs of your users. If you create your programmes in a
public domain they can be made available to users in all the private domains that are
associated with this public domain. If your programmes are in a private domain, only the
users in the same private domain will be able to access them.

B> You can copy a programme from a private or a public domain to another private or public
domain.

X> You can only move a programme from a private domain to a public domain.

To manage a programme, first select the domain that contains it. This may be a public
domain or a private domain:

¢ Choose the domain concerned from the list at the top left of the window.

X> In this list, public domains appear between pointed brackets <...>. Public domains contain
programmes but do not contain users. A private domain contains users and can contain
programmes.

The operations described below concern MEDIApage v 2 programmes; make sure that the
Component type setting is MEDIApage v 2.

10.1. Creating a programme

Before you create a programme, check that it does not already exist either in the same
domain or in another domain. If you do find a similar programme, you will be able to copy it
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(or possibly move it) into your domain and then customize its properties and its associations

to suit your needs.

You can carry out the operations set out below provided you have the necessary rights over

the users of the domain in question.

¢ Use Programmes - New programme

or

list the programmes then click the Add button.

+ In the Component type list, choose MEDIApage v 2.

VIEE 2 e i e w50 = (200

77) 5 @
MEDIApILS 5 wlE =t gl
X b+ . 4 - b- d = "
learning -k iy \ - o= \ v Edl(m [
<Blue-BI library - Uk= | Programmes Modules ﬁ
F Properties

@ Adding a programme

Component type: MEDIApage v 2
Applications: | Excel 07 EE

*Programme name:

Basis: | (%) 1ob profile
O Software function
(@] Proficiency
C other

) Requirement

Summary of contents:

Save

@1 Done

Number of associated modules: 0

Date created: Monday, August 04,
2008

Estimated time: 00:00:00

 Internet

X> An asterisk (*) indicates a required field: you must fill in the text box.

¢ Choose the application for which to create the new programme.

+ Type a suitable Programme name. This name will appear on the user interface as the

book title.

+ In the Basis frame choose a category for your new programme.
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+ If you want to, write a Summary of contents for your programme. This text will not
appear on the screen.

+ Click the Save button.

As soon as you create your programme, an Associated modules tab appears.

> You must associate modules with your programme before users can follow it (cf.
Associating modules with a programme).

10.2. Listing programmes

+ From the list at the top left of the window, choose the domain which contains the
programmes you want to see.

¢ C(Click the Programmes menu (or open this menu and choose the List of programmes
option).

¢ In the Component type list, choose MEDIApage v 2.

If you have already chosen an application during your current session, MEDIAplus lists the
programmes for this application. Otherwise, the programmes appear for the first application
in the list.

+ Choose an application.
X> The programmes for the chosen application are listed in alphabetical order.
X> In the public domain, ENI Pub ORG, some of the programmes appear without a check box.

These are the ready-made programmes supplied by ENI. You cannot delete or modify
these programmes but you can copy them.

10.3. Listing the properties of a programme

List the programmes.

*

+ Point to the programme which interests you and click the Programme properties icon.
+ If you change the programme properties, remember to click the Save button.

¢+ To change the items associated with this programme, use the options on the the
Associated modules tab.
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> You cannot change the associated modules for a programme that appears in the list
without a check box. Only the ENI Pub ORG domain contains such programmes.

10.4. Associating modules with a programme

You can carry out the operations set out below provided that you have the necessary rights
over the programme associations for this domain.

+ Show the programme properties.

+ Click the Associated modules tab.

X> Any one programme is concerned with a single application. It is not possible to mix
modules dealing with different applications in the same programme.

+ To view the details of a module, point to it in the list and click its Report: Detail of the
module icon.

+ In the list of Available modules, activate the check box for the module(s) you want to
include in your programme.

+ Click the Add button.

Properties l Associated modules]

E Associating modules with the programme Basic fonctions

Application: Excel 07 EE (MEDIApage v 2}
Estimated time: 00:02:12

Available modules Associated modules
[ Remove ] [ Qptions ]
[F Advanced calculations 00:00:08 Jobprofile 5] |* O Aligning data 00:00:04 Jobprofile 7]
F Auditing 00:00:05 Job profile [ O Calculations 00:00:13 Job prafile [
[F Borders and fill 00:00:04 Jab profile [ [F Characters 00:00:05 Jab profile [
[ Cellstyles 00:00:03 Job profile [ []  Creating charts 00:00:10 Job profie [
F Chart options 00:00:17 Job profile [ O Display 00011 Job prafile [
[F Conditional Formatting 00:00:05 Jab profile 7] [F Editing data 00:00:05 Jab profile [
[J  Customising 00:00:04 Job profile [ []  Enteringdata 00:00:07 Job profie [
O Error no name Found | 00:00:03 Job profile [ O Enteringlediting data 00:00:10 Job prafie [
[F Excel tables 00:00:09 Job profile [ [F Help 00:00:05 Job profile [
[F Filtering data 00:00:05 Job profile [ O Moving/Selecting 00:00:06 Job prafile [
O Graphic objects 00:00:09 Job profile [ 2 O Nurnbers and dates 00:00:03 Job profie [ 2
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+ To withdraw one or more modules from your programme, activate the check box for each
module you want to withdraw in the list of Associated modules then click the Remove
button.

10.4.1.Choosing the options for a module associated with a
programme

+ Click the Options button that appears above the list of associated modules.

Properties of the association between modules and a programme

Programme: Basic fonctions
Type of programme:
Application: Excel 07 EE {MEDIApage v 2)
Estimated time: 00:02:12

Associated modules

( Save ] [ Close |

13

Aligning data

I
4 4

Calculations
Characters
Creating charts

Display

4 4 4 4

Editing data

EEEEEEE
[ 2

[ I

q

Entering data

X> The Time allocated value is a legacy from an interactive training/assessment
programme. It is not taken into account for the MEDIApage v 2 programme.

+ To change the position of the module in the programme, click the arrow buttons at the
end of the row.

+ Click the Save button.

10.5. Viewing the details of a programme

¢ List the programmes.

+ Point to the programme whose details you want to view then click its Report: Detail of
the programme icon.
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B> To find out how to show, print and export the details of these reports, see the chapter on
Reporting.

10.6. Creating a PDF file from a programme

You can carry out the operations set out below provided you have the necessary rights over
the domain in question.

Properties of the association between an administrator and a domain
Administrator: Craig Proctor
Domain: Blue-BI domain - London
No rights Read only Read-write
Users O O (O]
Groups O (@] ®
Programmes O (@] ®
Modules (@] (@] ®
User-group associations O O ®
User-programme associations O (@] ®
Group-programme associations O (@] ®
Programme-module associations (@] (@] ®
Module-topic associations O O ®
Module-resource associations O (@] ®
Not authorised Authorised
Export MEDIApage programmes to a PDF format @] (o]
Comments:
[ Save ] [ Close
¢ List the programs.
f@ List of programmes
Component type: MEDILApage v 2
Applications: Excel 07 EE v
( Add ] ( Delete )
[F Basic fonctions Excel 07 EE Full Saftware Function 18 B R O %
F Complete programme  Excel 07 EE Full Job profile 42 ﬁf @ @ |
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+ Point to the programme concerned and click its Export to PDF icon.

+ Wait until the PDF file has been created from the chosen programme.

BB& € 2z =i0enm- o [ -

- | http:fhwww.me diapluspro.comimediaplus 66/admin_net/program_exporter.aspx?itemid=B19&itemtype=2 - Microsoft Internet Explorer = E]

Aligning data 1
Madifying the arientation of cell content 2
Aigring cell content 2
Indanting call contorss 3
Marging caik: 3

Calculations B
Learming about calculation formulas e
Creating a basic cakaiation formuia 6
Entaring 3 formuta from more than ona shoet
Creating a formula wth a funcian &

Using the semi-automatic entry function 5
Sumeming a graup of cells 1
Using simple statistical functions n
Creating a conditanal formula u

Creating an absohute cell reference In  formuta 2

Usineg the LOCKLE funcoen 8
Characters. 20
Madifying the fort andjor font size 2
Adjusting character size 2
Farmatting characters 2
Changing character calour, 2
Using the mini-toolbar to format characters 2

Creating charts 25
: - 2

Switching chart data E
Changing the chart data. source El
Aading coe or more data series to a chart E
Oeleting a chart data series 3
Changing the order of the chart data series 0
Changing the aves data labals, n
Managing chare tampiates n

Display 33
Changing the display mode 3
Activate full screen view. EH
Modifying the farmula bar display 36
Dispiaying/iding gridines; ine and calumin headers 7

N Euttons - MDA paga v

Unknawn Zone

The PDF file opens in Acrobat Reader. This application's save
available.

10.7. Deleting a programme

¢ List the programmes.
+ Activate the check box for each programme you want to delete.
¢ Click the Delete button.

+ Click Yes to confirm.
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Click OK in response to the message that appears.

10.8. Copying a programme

*

*

*

*

*

List the programmes.
Point to the programme you want to copy and click the Duplicate icon.

Select the domain to which you want to copy this programme (you can choose to copy to
the same domain if you wish).

Click OK.

Click OK in response to the message that appears.

X> You can copy a programme to any domain on which you have the necessary rights. If the

destination domain already contains a programme of the same name (this will be the case
if you are copying to the same domain, for example) MEDIAplus adds a suffix to the name
since a programme name is unique in a domain. You can then access the properties of the

programme and change this name if necessary.

10.9. Moving a programme to a public domain

X> You can move a programme only from a private domain to a public domain. You cannot

move a programme from a public domain to any other domain.

Select the private domain that contains the programme you want to move (the public
domain that is to receive your programme must be associated with this private domain).

List the programme and choose the application if necessary.

Point to the programme you want to move and click the Move icon.
Select the public domain to which you want to move this programme.
Click OK.

Click OK in response to the message that appears.
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11.Modules (MEDIApage v 2)

In MEDIApage v 2, modules are associated with the programmes that contain them. The
programme is equivalent to a book and the modules are its chapters.

For each application (Microsoft Excel or Word for example) ENI provides a certain number of
ready-made programmes. Each of these programmes is made up of a certain number of ready-
made modules. The public domain ENI Pub ORG contains these programmes.

A module contains a number of topics. A topic is the basic component of a programme. In
MEDIApage v 2, a topic corresponds to one of the subheadings in a chapter and includes one
or more pages.

If you have the necessary administrator rights you can create new modules. If you create your
modules in a public domain you can make them available to users in all the private domains
that are associated with this public domain. If your modules are in a private domain, only the
users in the same private domain will be able to access them.

To manage modules, first select the domain that contains them. This may be a public domain
or a private domain:

¢ Choose the domain concerned from the list at the top left of the window.

X> In this list, public domains appear between pointed brackets <...>. Public domains contain
programmes and modules but do not contain users. A private domain contains users and
can contain programmes and modules.

For the operations described below, make sure that the Component type setting is
MEDIApage v 2.

11.1. Creating a module

Before you create a module, check that it does not already exist either in the same domain or
in another domain. If you do find a similar module, you will be able to copy it into your
domain and then customize its properties and its associations to suit your needs.

You can carry out the operations set out below provided you have the necessary rights over
the users of the domain in question.
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+ Use Modules - New module
or

list the modules then click the Add button.
¢ In the Component type list, choose MEDIApage v 2.

V- LEDE i Fli T e 15,0 0.0
, A o I L e
' MEDEIf\prqs T e - = | (.
-learning + T = € o R | ediviens |
—e - | | 4 - i

<Blue-BI library - UK=> +| Programmes Modules  Resources E

FPerErt\es ‘

EEIF' Adding a module

Component type: MEDIApage v 2 hd
Applications: | Excel 07 EE ~ Date created: Monday, August 04, 2008
Number of associated topics: 0
#*madule name: Estimated time: 00:00:00

Basis: | (2 Job profile
© software function
O Proficiency
O other

(! Requirement

Summary of contents:

Save

E‘] Dane

& Internet

X> An asterisk (*) indicates a required field: you must fill in the text box.
+ Choose the application that your module concerns.

+ Type a suitable Module name. This name will appear on the user interface as the name of
a chapter.

+ In the Basis frame choose a category for your new module.

+ Write a Summary of contents for your module. This text will not be visible to the user.
¢ Click the Save button.

As soon as you create your module, a new Associated topics tab appears.
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> You must associate topics with your module before users can follow it (cf. Associating

topics with a module).

11.2. Listing modules

+ From the list at the top left of the window, choose the domain that contains the modules

you want to list.

+ Click the Modules menu (or open this menu and choose the List of modules option).

¢ In the Component type list, choose MEDIApage v 2.

55 List of modules
Component type: [MEDIApage v 2
Applications: |Excel 07 EE

( Add ][ Delete |

T e e " I
[F Advanced calculations  Excel 07 EE Job profile
F Aligning data Excel 07 EE Job profile
F Auditing Excel 07 EE Job profile
[F Borders and Fill Excel 07 EE Job profile
[ calculations Excel 07 EE Job profile
F Cell styles Excel 07 EE Job profile
O Characters Excel 07 EE Job profile
[F Chart options Excel 07 EE Job profile
[F Conditional formatting  Excel OF EE Job profile
O Creating charts Excel 07 EE Job profile
[F Customising Excel O7 EE Job profile
O Display Excel 07 EE Job profile
F Editing data Excel 07 EE Job profile
[F Entering data Excel 07 EE Job profile

uuuuuuuuuuuuuul

by 0 0} G 0 @ 6 G 6 0 5 R R R
e e G e U e

v

By default, MEDIAplus lists, in alphabetical order, the modules for the first application in the

list.

¢ Choose an application.

X> MEDIAplus keeps in its memory the last application that you chose during your current

session.

X> MEDIAplus does not provide a check box for the ready-made modules supplied by ENI. You

cannot delete or modify these modules but you can copy them.
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11.3. Listing the properties of a module

*

*

*

*

List the modules.
Point to the module which interests you and click the Module properties icon.
If you change the module properties, remember to click the Save button.

To change the items associated with this module, use the options on the Associated topics
tab.

X> You can change the associated topics for a module that appears in the list without a

check box. Only the ENI Pub ORG domain contains such modules.

11.4. Associating topics with a module

You can carry out the operations set out below provided that you have the necessary rights
over the module associations for this domain.

*

*

Show the module properties.

Click the Associated topics tab.

X> Any one module is concerned with a single application. It is not possible to mix topics

dealing with different applications in the same module.

In the list of Available topics, activate the check box for the topic(s) you want to include
in your module.

Click the Add button.
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]
Properties ’ Associated topics
EEII:' Associating topics with the module  Pivot tables - level 2

Application: Excel 07 EE (MEDIApage v 2)
Estimated time: 00:00:00

Available topics Associated topics

T rT— || S—T—
F Creating an Excel kable 00:00:00 MEDIApage v 2 |7 [F Grouping elements in a Pivot Table 00:00:00
[F Inserting rows/columns 00:00;00 MEDIApage v 2 [F Filkering a Pivot Table 00:00:00
[F Creating a print area 00:00:00 MEDIApage v 2 O Creating a PivotChart 00:00:00
¥ Changing the order of the chart data series 00:00:00 MEDIApage v 2 O Deleting a PivotChart 00:00:00
F Managing settings For automatic warkbook recavery 00:00:00 MEDIApage v 2 [F Refreshing Pivat Tables 00:00:00
[1  Clearing afiter 00:00:00 MEDIApage v 2 F Filtering a PivotChart 00:00:00
|:| Moving a chart 00:00:00 MEDIApage v 2
F Creating & pivot kable 00:00:00 MEDIApage v 2
[F] Printing a worksheet 00:00;00 MEDIApage v 2
[F Changing the axes data labels 00:00:00 MEDIApage v 2
¥ Creating & custom warkbook template 00:00:00 MEDIApage v 2
F Redoing the last cancelled actions 00:00:00 MEDIApage v 2

+ To remove one or more topics from your module, activate the check box for each topic
you want to withdraw in the list of Associated topics, then click the Remove button.

11.4.1.Choosing the options for a topic associated with a module
+ Click the Options button that appears above the list of associated topics.

B> The Time allocated value is a legacy from an interactive training/assessment
programme. It is not taken into account for the MEDIApage v 2 programme.

+ To change the position of the module in the programme, click the arrow buttons at the
end of the row.

+ Click the Save button.

11.5. Viewing the details of a module

+ List the modules.

¢ Point to the module whose details you want to view then click its Report: Detail of the
module icon.
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B> To find out how to show, print and export the details of these reports, see the chapter on
Reporting.

11.6. Deleting a module

¢ List the modules.

+ Activate the check box for each module you want to delete.
¢ Click the Delete button.

+ Click Yes to confirm.

+ Click OK in response to the message that appears.

11.7. Copying a module

List the modules.

*

*

Point to the module you want to copy and click the Duplicate icon.
Click OK to confirm.

*

*

Click OK in response to the message that appears.

X> You can duplicate a module only within the same domain. MEDIAplus adds a suffix to the
name, since a module name is unique in a domain. You can then access the properties of
the module and change this name if you wish.

X> You can copy a module indirectly to another domain simply by copying the programme to
which it belongs.

11.8. Moving a module to a public domain

X> You cannot move a module from a public domain to another public domain.

+ Select the private domain that contains the module you want to move (the public domain
that is to receive your module must be associated with this private domain).

+ List the modules.
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Point to the module you want to move and click the Move icon.
Select the public domain to which you want to move this module.
Click OK.

Click OK in response to the message that appears.
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12.Reporting

12.1. The different rapports you can consult

From the list of domains, you can view:

C. List of users for a domain (cf. Listing users),

I Status of programmes for users in a domain (cf. Customising the report
_ information you view),
8 Breakdown of learning time for users in a domain.

From the list of users, you can view:

T Breakdown of learning time for a user,

From the user properties, you can view:

I Programme results for the user (Results tab),

= Detail of a programme (Associated programmes tab).

From the list of groups you can view:

F| List of programmes for a group,

+ List of users for a group (cf. Listing users),

Status of programmes for the users of a group (cf. Customising the report

information you view),

8 Breakdown of learning time for the users of a group.

From the list of programmes you can view:

= Detail of a programme.
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From the list of modules you can view:

F Detail of a module.

A report appears as an HTML page. An SQL query extracts the required information from the
MEDIAplus database. The SQL query must complete before MEDIAplus can show all the
required information. With very long reports, the information may appear progressively by
instalments. We recommend that you wait until all the information appears before doing
anything else with your administration interface.

When Done appears in the status bar of the page it does not mean that the SQL query is
complete. As long as all the information has not yet appeared in your report, the SQL query is
still running.

If the SQL query does not yield any information, the HTML appears as follows:

A http:fiwww.mediapluspro.com - xml_report - Microsoft Internet Explorer

Breakdown of learning time
Domain : Blue-BI domain - Manchester

& Dore & Internet

12.2. Viewing a report

The report opens in collapsed format: the detail is not visible by default.
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3 http:/fwww.mediapluspro.com - xmL_report - Microsoft Internet Explorer

( TEXT ) =ML |

Breakdown of learning time
Domain : Blue-BI domain - London

BES

Mrs FONTANA Clara

Enrolment date : 04-08-2008
Total number of sessions ; 1
Total time taken : 00:08:01

Excel 2007 EE

Assessment programme

Working environment ey

Mr LEUCA Demetrio
Enrolment date : 04-02-2008

Total number of sessions : 1
Total time taken : 00:01:47

Excel 2007 EE

Assessment programme

Working environment

3

& Dore 4 Internet

To show the details of the report click the @ icon in the upper right of the report.

To hide the details of the report click the @ icon in the upper right of the report.

To display the properties of an item, click the icon for the item concerned.
To hide the properties of an item, click the icon for the item concerned.

To show the objects associated with an item, click the @ icon for the item.
To hide the objects associated with an item, click the @ icon for the item.

=]
To print the report with the level of detail as it appears on the screen, click the icon
or use the File - Print command.

To optimize the printed report, specify a landscape orientation in the print setup.
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- Orientation y
" Porlrait .
# Landscape

12.3. Exporting a report
12.3.1.Exporting in HTML format

+ View the report you want to export.

*

Adjust the level of detail you require.

*

Use the File - Save As command (if the File menu is not visible, press [Ctrl]+[Alt] N or
[F10] to display it).

+ Give your report a name and indicate where you would like to save it.
rSave Web Page @EF
Save jn: | |3 EMl westem reports v 0 il mv
S
L6

My Recent
Documents

Desktop

My Documen ts
-
)
%9
My Computer
‘_} File name: Eraakdann of leaming tine v
>
My Metwork Save as twpe ‘wieh Page, complete [ htm;™ himl] v
Encoding: Unicode (UTF-8) h

+ Click the Save button.

12.3.2.Exporting in text format

+ View the report you want to export.
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+ Set the level of detail required.

+ Click the TEXT button.

r
File Download

Do you want to open or save this file?

Name: HourVentOrg, bxt

Tppe: Text Document
From: v, mediapluspro.com

J [

Open Save

Cancel j

“Wwhile files fram the Internet can be useful, some files can potentially
harm your computer. If you da nat tust the source, do not open or
save this file. What's the risk?

v

Reporting

+ Choose to open the file or save it, specifying its location and name.

-
Save As

Fe
My Recent
Documents

w

Desklop
tdy Dacuments

My Computer

= J
My Netwark

Savein | () ENI Westein reports v @& = E-
File name: ‘Eraakdown of learning time. tut v | [ Sawe 1
Save as type: ‘Text Documents [".tat) ~ | [ Cancel ]

X> In this text format the field names appear between quotation marks and semi-colons

separate the fields.

command.

have just created.
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Laak jn:

5 My Recent
I pocuments

@ Deskkop

= My

= Documents
My
Computer

‘i My hetwork
Places

Tooks T

‘ [C5) EMI Western reports v | @ - | X Ci
Size | Type Date Modified
4KB Text Document 05/08/2008 09:59

File: name: ‘ - ‘

Files of type: ‘Text Files (*.prm; *.txt; *.csv) v‘

2= [ [

Click the Open button.

In Step 1 of the Text Import Wizard activate Delimited.

Reporting

If your data includes accented characters, open the File origin list then choose 65001:

Unicode (UTF-8).

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Fixed Width.
IF this is correct, choose Mext, or choose the data bype that best describes your data.
Original data bype
Choose the file bype that best describes your data:
(®) Delimited - Characters such as commas or tabs separate each field.
() Fixed width - Fields are aligned in columns with spaces between each field.

Start import. at row: Dl File origin:

Preview of file C\Documents and SettingsiAdministratoriMy Docum.. . \Breakdown of lzarning time txt.

"' IDDomain; ""Domain' ;" " IDUser"";""

7""Blue-BI domain - London"
Elue-BI domain - London"
Elue-BEI domain - London"

7:""Blue-BI domain

< |

London' " ;

+ Click the Next button.

*

In Step 2, activate Semicolon and deactivate any other delimiter that may be selected.
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Rep

orting

This screen lets ywou set the delimiters your data contains, ‘You can see how your kext is affected in the preview
below,
Delimiters
CiTal
Semicalon [ Treat consecutive delimiters as ane
Gi
e Text qualifier: " -
[ space
[1 other: I:l
Data preview
-~
DDomain Pomain DUser [litle Surname First name Psername |[—
7 lus-BI domain - London [345 rs  [FONTANA [lara kfontana ([
7 lue-BI domain - London [F67 x LEUCA emstrio [lewuca
7 lue-BEI domain - London [F4l rs  MANDART Fhristine [mandart |(w
¢ | 5
Cancel ] [ < Back. ] I Mext = 1 [ Finish
¢ Click Next then click Finish.
,; (= R ] Breakdown of learning time.txt - Microsoft Excel - =X
a
~ Home Insert Page Layout Formulas Data Review Wiew @ - = x
_ 1 1 = - -
B £l -l [[#~] S | Gceneral - ﬁ #jﬁ ’;‘ﬁ g™ Insert z ﬁ ﬁ
- Er - Ex| - % Delete - || (g~
Paste B I a - |||E8 - o5 9 ||%0 ;98| | Conditional Format  Cell e Sort & Find &
- 7 == B0=8]/| Eormatting ~ as Table ~ Styles ~ || [l Format~ || (2~ Fister~ Select~
Clipboard ™ Font F] Alignment (Fi Number Pl Styles Cells Editing
| a1 v A
B c D E F G H 1 1 K
1
2 Domain IDUser  Title Surname  First name Username Email Trading name Organisation Branch
3 27 Blue-Bl domain - London 845 Mrs FONTANA Clara cfontana Blue-BI Westerr|
4 27 Blue-Bl domain - London 867 Mr LEUCA Demetrio dleuca Blue-BI Westerrn|
5 27 Blue-Bl domain - London 841 Mrs MANDART Christine cmandart cmandart@blue-bi.com Blue-Bl Westerr|
6 27 Blue-Bl domain - London 842 Mrs MANNING Christine cmanning Blue-BI Westerr]|
7 27 Blue-Bl domain - London 389 Mr ORENSE  Enrique eorense Blue-BI Westerr|
3 27 Blue-Bl domain - London 885 Mr SABADEL Emile esabadel Blue-BI Westerr
9
10
11
12
12
4+ » »| Breakdown of learning time ¥ [ m
Ready BRI e o/ )

12.3.3.Exporting in CSV format

+ View the report you want to export.
+ Set the level of detail to suit.
¢ Click the TEXT button.
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File Download

Do you want to open or save this file?

E;‘ Mame: HourVentOrg.csy
~a,

From: v mediapluspro.cam

Tupe: Microsoft OFfice Excel Comma Separated Yalues Fil. ..

Open | |

Save l| Cancel |

save this file, What's the risk?

“while files from the Internet can be useful, some files can potentially
harm your computer, If you do not bust the source, do not open or

Reporting

+ Choose to open the file or to save it, specifying its name and location.

.
Save As

Save in: ‘ |3 ENI'westen reports

X

-1

w

iy Recent
Documents

T

Desktap

My Documents

-

My Computer

File name:

ol

[ save |

iy Network Save as type: ‘CSV (Comma delimited) (*,csv) v |

[ Cancel ]

+ To open and work with this file in Microsoft Excel, start Excel and use the File - Open

command.

+ In the Files of type list choose Text Files (*.prn, *.txt, *.csv) then select the CSV file you

have just created.

+ Click Open.
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,-, H@H9 - = HourventOrg.csv - Microsoft Excel —
) =
- Home Insert Page Layout Formulas Data Review View B - =
o ] |5 - -
j # Calibri ~ |12 —”@/'| =i General - ij‘l i‘j—’ E“i_‘f 5 Insert z AH [?a
E 53 - =] — 5% Delete - || (8]~
Paste B 7 U- ~|[ - A~ - - 9, 9 ||%8 ;9| Conditional Format Cell | . Sort & Find &
- l g~ f J EEhgll J[Fee 5] Formatting ~ as Table = Styles ~ i Format = | 2+ Fitter~ select +
Clipboard ™ Font LE] Alignment LE] Number £} Styles Cells Editing
| Al - [ Fe | IDDomain
B e D E F G H [} J K L M
IDUser  Title Surname  First name Username Email Trading name Organisation Branch  Departme Teleph
2 27 Blue-Bl domain - Lon 845 Mrs FONTANA Clara cfontana Blue-BI Western
3 27 Blue-Bl domain - Lon 867 Mr LEUCA Demetrio  dleuca Blue-BI Western
4 27 Blue-Bl domain - Lon 841 Mrs MANDART Christine cmandart cmandart;Blue-BI Western
5 27 Blue-Bl domain - Lon 842 Mrs MANNING Christine cmanning Blue-BI Western
6 27 Blue-Bl domain - Lon 889 Mr ORENSE  Enrique  eorense Blue-BI Western
7 27 Blue-Bl domain - Lon 885 Mr SABADEL Emile esabadel Blue-BI Western
8
9
10
11
12
12
4 4 » »| Hourventorg %) 01| L
Ready
. .
12.3.4.Exporting in XML format
+ View the report you want to export.
+ Set the level of detail to suit.
¢ Click the XML button.
@
File Download X

Do you want to open or save this file?

Mame: HourVentorg, xml
Type: XML Document, 5.99 KB
From: v mediapluspro.cam

Open | [ sae | [ Cowal ]

“while files from the Internet can be useful, some files can potentially
harm your computer, If you do not tust the source, do not open or
save this file, What's the risk?

9

+ Choose to open the file or to save it, choosing its name and location.

91/ 119




Reporting

'Save As @@

Savein: | ) ENI Westem reports vl OF ==

1

L

My Recent
Documents

Desktop

tdy Dacuments

-
58
My Computer
‘;} File name: Breakdown of lzaming time. xml v
-
My Metwark | Gave as tupe: ML Document v

+ To open and work with this file in Microsoft Excel, start Excel and use the File - Open
command.

+ In the Files of type list choose XML files (*.xml) then select the XML file you have just
created.

Open XML

Please select how yau would like to open this file:
@iz an HiL Eabled

() As aread-only workbook

() Use the ¥ML Source task pane

[ [e]4 ]I Cancel ][ Help ]

+ Leave the As an XML list option active and click OK twice.

12.4. Customising the report information you view

||

Status of programmes for users ( o ) reports can contain large quantities of information.
To avoid prolonged response times or even processing failures, it is important to customise
the report information to suit your needs.
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Caution. If this query concerns a large number of users, processing may take several minutes. In case of
data overload, processing failure is possible. Please take these constraints into account when setting the

options.

application: |Excel 2007 EE v

@ (ally
Type: O Assessment
O Training

Programme: |(All programmes) v

@ (ally

O Mot started
Status:
n progress

OFinished
- - Start date End date
First session opened
between these dates: | NE N |E:]

- Start date End date
Last session opened

between these dates: | | | [

@ Basic (information abaut programmes)
Type of report:  Intermediate {information about programmes and modules)

O Detailed (information about programmes, modules and topics)

[__Resetoptions | [ Display report | [ Close |

Even the default report content can result in excessive response times, so wherever
possible you should specify the following criteria:

The Application
and/or the programme Type (Assessment or Training).
and/or the Status (whether or not the programme is in progress)

and/or the Type of report (level of detail you require).
Important note: the Detailed option can involve very long processing times if you have
not chosen other limiting criteria.

You can also specify time criteria:
- By specifying a period for the opening of a first user session
- and/or by specifying a period for the opening of the last user session.

To specify a date, click the calendar icon to the right of the field concerned, use the
arrows to select the month concerned and click on the date in the calendar underneath.

When you have set up all your criteria, click the Display report button.

To reset your criteria click the Reset options button.
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B> As with all the reports, MEDIAplus runs an SQL query. Before you carry out any other
operations in your administration interface, make sure that this query has finished
running by checking that it has returned all your information.

12.5. Listing users

[ ]
Some of the reports list users ( * ). The presentation of these reports differs slightly from

that of the other reports.

¢ | http:/iwww.mediapluspro.com - xml_report - Microsoft Internet Explorer

[ TEXT 1 XML ]

List of users
Domain : Blue-BI domain - London (Total number of users : 55)

El»
London Weast

(.

= =] =] =] =] =] =] =] =] =] =] =] =]
ID Title Surname First Username E-mail Trading Organisation Branch Department Telephone Mobile Year

name name number phone group

number
45 Mrs  FONTANS  Clara cfontana Blug-BI Western
67 Mr LEUCA Demetrio dleuca Blug-BI Western
841 Mrs MANDART Christine cmandart  cmandart@blue- Blue-BI Western
bi.com

842 Mrs  MANNING  Christine cmanning Blue-BI VWestern
289 Mr ORENSE Enrique eorense Blue-BI Western
285 Mr S4BADEL  Emile esabadel Elue-BI Western

Sl il | >

1&] Done 8 Internet

+ If you need to print this information, you may find it useful to reduce the width of certain
columns by clicking the [-] sign above the columns concerned.
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I TEXT ][ HML ]

List of users

Domain : Blue-BI domain - London (Total number of users :

55)

Lond west B
ondon Wes
G,

=] =] =] =] =]
ID Title Surname First Username
name

345 Mrs  FONTAMA  Clara cfontana

967 Mr LEUCA Demetrio dleuca

bi.com

842 Mrs MANNING  Christine crmanning

8839 Mr ORENESE Enrique eorense

885 Mr SABADEL  Emile esabadel

=]

a

Trading O Branch

name

Blug-BI

Blug-BI

241 Mrs MANDART Christine cmandart  cmandart@blue- Blue-BI

Blue-BI

Blue-BI

Blue-BI

Western

Western

Western

‘Western

‘Western

‘Western

S § R Date of
gr fiefie creation
12

=
DT
L

O4-08-
2008
O4-08-
2008
O4-08-
2008
O4-08-
2008
O4-02-
2008
04-08-
2008

@ Dane

| 4 Internet

+ To restore the standard width of a column, click the [+] sign above the column concerned.

+ Otherwise, the other export and print techniques are the same as for the other reports.
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13.MEDIAplus client interface

13.1. Home page

*

*

To access MEDIAplus as a user (to access the client interface) start Internet Explorer.

In the address bar, enter the address that you have received.
For example: www.mediapluspro.com/sites/blue-bi

<3 ENI Client MEDIApLus - Microsoft Internet Explorer

File Edt Yew Favortes Tools Help "
Qsack ~ Q- H A o P search Favarites &%) - wm B i 3
Address | hitkp: v mediapluspra, comfsites/Blue-B1] "‘ Go ks *

Click Go to confirm.
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A ENI MEDIAplus Client - Microsoft Internet Explorer, |zHE”z|

Eile Edit Miew Favorites  Tools  Help
Qback ~ @ - M [ o Pssarch FrFavartes € - B LB 3

Address @ hittpe s mediapluspra.comfmediapluséé/dient_netflogin. aspx?cfgbdd=blue-bigcfgsite=Def aulk&iding=3 Vl Go Links **

|

S TET R English =5

Opening a session

To open a MEDIAplUS session,
enter your username and password, ifyou have one, then click Log in

1

————
sername: L] [ —

password: [ ] T| .
Demaonstration
We rerning you that the Username you ks this your first session?
have received is valid for enrly one ‘Wistch this presentation

identified user and is not negotiable.

D

[&] Done & Internet

+ Choose the Language of the interface from the list at the top right of the window.

B> To view a MEDIAplus presentation video, click Play the video in the Demonstration
frame.

First you must log in to MEDIAplus for personalised training programmes suited to your
requirements and the level of your skills.

+ Enter your Username and your Password. The characters you type in the Password box
will appear on the screen as large dots. Make sure you respect the upper and lower case
characters in your password.

97/ 119



13. Downloading plugins

Username:
Passward:
We remind pou that the Username pou

have received is valid for only one
identified user and is not negotiable.

T
Iz this your first session?

Wgtch this presentation...

X> If you forget your password, tell your MEDIAplus administrator who will be able to delete
your password so that you can log in and create one again.

¢ Click Log in.

. | .
nOn My account details O End the session

@ Welcome
Simon TELLER, this page gives you access to your programmes. Click a programme's name fo see a summary
of its contents and conditions of use, then click Continue to open it.

Prurammes

Sart: | by application v

Excel 2007 EE
Occasional user
Azzeasment

‘Word 2007 EE

Full training in 15 steps
Training

@ ENP Editions

13.1.1.Defining a required password

According to how the administrator has set up your user access, the following dialog box may
appear:
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Your account

fou have left the password blank. This does nat comply with the security
strategy defined by the administrator.
You must specify a password.

Management of your password

e passias —
Confirm new passward

oK

In this case you must define a password before you can go any further.

+ Type your New password. For optimal security, choose a password which mixes at least six
upper and lower case alphabetical and numerical characters.

+ Type your password again in the Confirm new password box.

+ Click OK twice.

13.1.2.Changing/deleting a password

+ To modify your password, click My account details.

Your account
'/ our details

Surname: TELLER
First name: Simon

Username: steller

You must specify a password.

Management of your password

Old password l:l
Mew password I:I
Confirm new password I:I
+ Type your current password in the Old password box. The characters you type appear as

large dots.

+ Type your New password. For optimal security, choose a password which mixes at least six
upper and lower case alphabetical and numerical characters.

+ Type your new password again in the Confirm new password box.

¢ Click OK.
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B> To delete you password, leave the New password and Confirm new password boxes
empty. MEDIAplus will accept this provided that your administrator has authorised it.

13.1.3.Creating a password

Even if your administrator does not require you to use a password, you can still create one.
+ To create a password, click My account details.

+ Type your New password. For optimal security, choose a password which mixes at least six

upper and lower case alphabetical and numerical characters.

+ Type your new password again in the Confirm new password box.
+ Click OK.
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14.Training or assessment

The Welcome page lists the programmes that your administrator has set up for you. Training
programmes appear in brown and assessment programmes appear in blue.

(1) End the session

@ Welcome
Simon TELLER, this page gives you access to your programmes. Click a programime's name to $ee a summary
of its contents and conditions of use, then click Continue to apen it

@ Programmes
S

Excel 2007 EE
Occasional user
Assessmernt

Word 2007 EE

Full training in 15 steps
Training

£ My account details

@ ENJ Ediitions

+ If your list of programmes is longer than the frame that contains them, use the vertical
scroll bar to see all the items in the list.

+ To change the presentation of your programme list, open the Sort list and choose a
different sort criterion.

+ For further details on a programme click its name in the list.
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[QI My account details (D End the session

@ Welcome
Simon TELLER, this page gives you access to your programmes. Click a programme’s name fo see a summary
of its contents and conditions of use, then click Continue to open it.

(]

Excel 2007 EE
Sort: e

Assessment
Excel 2007 EE Done 0 % [
Oceasional user 23 Correct 0 %
Assessmert Time taken: 00:10:01 - Time allocatec: 01:00:00
Wrd 2007 EE Humber of fopics: 42 - Number of topics remaining 42
Fulltraining in 15 steps p53

Training

Summary of the programme's contents
& fewe minutes spent wworking through this programme will help
idertify your training needs

Timing activated: Ho
Accessible from: 051082008
Accessible urtil 05082011

© ENP Editions

Amongst other information, the frame that appears provides a Summary of the programme’s
contents.

+ To access a programme, click its title in the list then click the Continue button.

> The Continue button may not be available in some cases, for example if it concerns an
assessment programme that you have already completed and that you are not authorized
to repeat, if the programme’s accessibility date has passed or if your administrator has
closed your programme...

B> To log off from these MEDIAplus pages, click the End the session button.

14.1. Following assessment programmes

When you access an assessment programme, all the modules of the programme appear as a
list. According to the settings that your administrator chose, you may have access only to the
first module for the moment (in this case the other module names appear greyed out).
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In the example below, the user has accessed the Excel 2007 Occasional user assessment
programme. The programme is made up of 3 modules (the module name usually tells you
something about its contents). This programme covers a total of 42 topics.

H'H My account details @ Programmes

@ Getting started

Simon TELLER

Open a module by clicking its title, then open a topic by clicking its name:
@ Excel 2007 EE - Assessment illy

You have chosen the prograrmme Occasional user. |t containg 3 module(s), 42 topic(s)
Time allocated: 01:00:00 - Tirne taken: 00:01:00 - Done: 0%

Calculations
Mumber of topics: 17 - Done: 0% - Correct: 0% - see the summary of contents

Formatting
Mumker of topics: 15 - Done: 0% - Correct; 0% - see the summary of contents

. Managing workbooks
Mumber of topics: 10 - Done: 0% - Correct: 0% - see the summary of contents

@ ENI Editians

¢+ To get an idea of the contents of a module without opening it, simply point to the
module’s see the summary of contents link.

+ To open a module, click its title in the list.
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(1) End the session

1 My account details B Hetp M7 programmes

@ Getting started
Simon TELLER
Open a madule by clicking its itle, then open a tapic by clicking its name.

@ Excel 2007 EE - Assessment ills

-
You have chosen the prograrmme Occasional user. It contains 3 module(s), 42 topic(s) wl
Time allocated: 00:42:00 - Tirme taken: 00:01:00 - Done: 0%
Iz, Calculations
S5 Mumber of topics: 17 - Done: 0% L 1 - Correct: 0% ]
see the summary of contents
ﬂ 1 Entering a calculation formula
ﬁ 2 Calculating a sum or another simple statistic e
3 Calculating a percentage
i
|+ 4 Absohrte reference in a formula
B2
F 5 Simple conditions
—I‘L-] 6 Using cell ranges in functions
7 Formula auditing
o L enlyyati £, 1. -

@ ENJ Editions

In this example the Calculations module is open. This module covers 17 topics. The name of
a topic gives you an idea of its contents.

> You must follow the different topics of an assessment programme in the order set. The
only topic you can access appears in a different colour.

+ To access a topic, click its title in the list.

B> If this is the first time you access a programme, you may have to wait while MEDIAplus
downloads the items it needs. Wait until the Download in progress dialog box closes.
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‘I/Ef'-!\‘l =) ¢ = Deliveries.xlsx - Microsoft Excel - =3 x
:3/‘ Home Insert Page Layout Formulas Data Review View ® - o x
jj * Calibri -l - = :\l@/" = General - ijﬁl ﬂ _g‘dl i‘ﬂlnsert " N % l?a

=3 -~ o _ = 3% Delete ~ E -
e [t (o A (e [ o] e o o | e | - 208 T

Clipboard ™ Font (P Alignment F] Number LFi Styles Cells Editing

‘ A2 - [ I | Per outlet

A B C D E F G 770 Entering a calculation formula
1 |Bottles held on sale or return
2 :Py outlet .I Calculate the walue of cell D5 by subtracting
3 03-Mar cell C5 from cell BS

4 In stock Sold Unsold %

5 |Brindled Cow 23235 2088
6 Keeper's Rump 1845 1814 =
7 |Old Thunderer 2136 1888
8 |Stone Circle 1332 1283
3 |SummerAle 2652 2219

10 | Twelve Man Ale 1326 1274 147 Jocrrect ansverlz)

Ref: 434110

12

13 | Bottles should be checked on reception. Damage, shortfall or other anomalies should be reported to the supplier within 10 working days.

14

15

4 4 » ¥ | Limerick  Waterford %2 [ m

Ready uﬁ@ 1003 (=) Y s

You are inside your assessment programme.

You are also directly in the application on your computer (Microsoft Excel in this example)
and can access all the menus and dialog boxes that this application provides.

A small MEDIAplus dialog box stays visible on your screen throughout your assessment. This
dialog box shows the topic name and the topic question. You can move this dialog box by
clicking its title bar and dragging it to its new position.

For best results, we recommend that you follow the steps in the order set out below:
read the question carefully,
if you think you know the answer, carry out the necessary operations,
move on to the next topic.

14.1.1.Answering the question and moving on to the next topic

The small MEDIAplus window contains the question to answer.

+ First read the question carefully then carry out all the operations you need to answer it.
All the menus, options, tools and shortcut keys are at your disposal.

+ If you wish, you can use the Start again button at any time. This button will cancel any
operations you may have carried out and you can start again.
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+ If you do not know how to answer the question, just go on to the next topic. Do not waste
time trying different possibilities, especially if you are following the assessment

programme prior to a training programme.

+ When you have finished carrying out the operations to answer the question, click the Next

topic button.

‘./ﬁ;! = N ] s Deliveries.xlsx - Microsoft Excel - x
= Home Insert Page layout Farmulas Data Review View @ - =7 x
_5 * Calibri -l - A A= ‘v/_" =F General - ijﬁl ﬂ gﬂl i‘ﬂlnsert " . ‘ﬁ lﬁ

Er = % Delete - || (8]~
Gl LEREEE ERr S| e F) e | Bl [ | conators om0 | o | - 258 TS
Clipboard ™ Font LF] Alignment el Number = Styles Cells Editing
\ D6 - fe |
A B C D E F G 770 Calculating a sum or another simple statistic

1 |Bottles held on sale or return

£ Fa izl In cell B11, add together cells BS to B10.

3 03-Mar

4 In stock Sold Unsold %

5 |Brindled Cow 2235 2088 147

6 Keeper's Rump 1845 1814' _I =

7 |Old Thunderer 2136 1888

8 |Stone Circle 1332 1283

3 |SummerAle 2652 2219

10 | Twelve Man Ale 1326 1274 217 docrrect ansvarls)

i8l Total —

Ref: 434111

12

13 | Bottles should be checked on reception. Damage, shortfall or other anomalies should be reported to the supplier within 10 working days.

14

15

4 4 » ¥ | Limerick  Waterford %2 [ m

Ready

[EEE e o

X> You cannot go back to the previous topic.

X> You will see how many correct answers you have achieved so far in the MEDIAplus
navigation window, provided that your administrator has allowed you to see this

information.

+ With the new topic, follow the same steps: read the question carefully, if you think you
know the answer carry out the necessary operations then move on to the next topic.

X> As long as the MEDIAplus navigation widow appears, you can stop your assessment at any
time by clicking the Exit button. However, please be aware that in this case MEDIAplus

will discard any results you may have obtained.
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-
4t MEDIAplus

If you exit nows, you will lose your results for
@ﬂ the current module.
Do you want to exit now?

+ When you have completed all the topics in a module, you can move on to the next module,
using the scroll bar if you do not see the next module in the list.

+ To return to the list of programmes, click the Programmes button.

14.1.2.Viewing your assessment results

(I) End the session

FRW My account details :E: Help @ Programmes

@ Getting started
Simon TELLER
Open a module by clicking its title, then open atapic by clicking its name

@ Excel 2007 EE - Assessment ills

fou have chosen the programme Occasional user. It contains 3 module(s), 42 topic(s)
Time allocated: 01:00:00 - Time taken: 00:40:12 - Done: 100%

5, Calculations
Mumber of topics: 17 - Done: 100% - Correct: 29% - see the summary of contents

, Formatting
Humber of fopics: 15 - Done: 100% - Correct: 40% - see the summary of contents

. Managing workbooks
Mumber of topics: 10 - Done: 100% C————————— - Correct 50% 1
see the summary of cortents

@ ENJ Editions

Provided that your administrator has allowed you to do so, you will be able to view your
percentage of correct answers for the assessment modules you have just completed.

+ To view your results for a programme, click the Results button, if your administrator has
allowed you to access this feature.
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Simon TELLER (steller) - 06/08/2008

ENI Editions - MEDIAplus

ASSESSMENT PROGRAMMES - EXCEL 2007 EE

Occasional user

@ Review of the programme:
Summary of contents: A few minutes spent working through this programme will help
identify your training needs
Status: Finished
Number of sessions: [
Date and time of last session: 0B/DB/2008 03:48
Tot. her of topics:
Number of topics attempted: 42
Number of correct answers: 18
Done: 100 % |
Correct: 43% | ]
Time allocated: 010000
Time taken: 01:08:42

Results of the modul

Review of the module:

Summary of contents: Assessment of skills with calculations
Status: Finished

Total number of topics: 17

Number of topics attempted: 17

Number of correct answers: 8

Done: 100 % [ ]
Correct: 29% [ ]
Time allocated: 00A7.00

Time taken: 00:24:00

Detail of the module

Topics Wi Mistake detected
taken
Erteting & calculation formula omozo0 W
Calculating & sum or anather simple statistic 0004:00 ﬂ
Caloulsting & percentage 000100 Cell E5 is empty
Akzolute reference in a formula aooton ML
Simple conditions 00:01:00  Cell L4 does not cortain s formula.
Using cell ranges in functions 00:01:00  Cell B2 is still empty.
Formuls audting 00:03:00 ﬂ
Evalusting formulas 00:01:00 Mo answer has been given
The Wwatch Windouw ooozoo vl
Before you can use the table of results reported by
Lookup tables 00:01:00 Elisabeth a= & lookup table, # must be correctly
sarted.
Text functions 0m01:00  Cell A33 is empty.
Titme calculations 00:01:00  Cell B4 does not contain & formula.
Date calculations 0m01:00  Cell B2 iz still empty.
Condtion with AMD, OR, NOT 0m01:00  Cell F33 iz still empty.
Mested conditions and conditional functions 00:01:00  Cell Ba1 is empty
Array formulas 00:01:00 At least one of cells B16 to D18 is still empty
Financial functions 00:01:00  Cell H4 does not contain the required formula

Results of the module: Formatting

Review of the module:
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+ To print these results use the File - Print command.

¢+ To close the results window, click the Close button in the upper right corner of the
window.

14.2. Training programmes

When you access a training programme, all the modules of the programme appear as a list.

In this example, the user has accessed the Beginner training programme for Excel 2007. The
EE that appears after the title Excel 2007 means that this user is training in English. This
programme contains 7 modules (the name of a module generally tells you something about its
contents). This programme covers 43 topics.

(_I) End the session

A My account details :E: Help @ Programmes

@ Getting started
Simon TELLER
Open a module by clicking its title, then open a topic by clicking its name

() Exce! 2007 EE - Training [ ol 3 |

You have chosen the prograrnme Beginner. It contains 7 module(s), 43 topicis) il
Tirme allocated: 01:00:00 - Tirme taken: 00:12:49 - Done: 28%

5, Getstarted in Excel
Mumbet of topics: 9 - Done: 22% - Correct: 229% - see the summary of contents

Set out your first Excel calculations
Mumber of topics: 4 - Done: 50% - Correct: 50% - see the summary of contents

Look good with easy formatting
Mumker of topics: 7 - Done: T1% - Correct: 57% - see the summary of contents

. Create a workbook and print your work
Mumber of topics: 3 - Done: 33% - Correct: 33% - see the summary of contents

. Increase your efficiency
Mumber of topics: & - Done: 25% - Correct: 0% - see the summary of contents

&, Let charts explain your data
0 Mumber of topics: 8 - Done: 0% - Correct: 0% - see the summary of contents
m [z Mo maore with vour Fxcel table =

+ To get an idea of the contents of a module without opening it, point to the module’s see
the summary of contents link.

@ ENI Editians

+ To open a module, click its title in the list.
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FRW My account details ;‘j Help @ Programmes (D End the session

@ Getting started
Simon TELLER
Open a module by clicking its title, then open a topic by clicking its name

(@]

Set out your first Excel calculations
Murmber of topics: 4 - Done: 50% - Correct: 50% - see the summary of contents

@ Excel 2007 EE Trgl_inn

. Look good with easy formatting
Humber of topics: 7 - Done: 71% o1 . Carrect: 7% )
see the summary of conterts

¥, Simple numerical formats

1
2 Applying a theme
ﬁ 3 2‘ Formatting characters
T 4 2‘ Character fant and size
1Ly 5 [l Aligning cell content
2 =
6 [l Cell colour |
o ] 7  Cellborders
Create a workbook and print your work
m S5 Mumber of topics: 3 - Done: 33% - Correct: 33% - see the summary of contents -

& FNY Editions

In this example, the easy formatting module is open. This module contains 7 topics. The
name of a topic generally gives you an idea of its contents. The user in this example has
already answered most of the topics correctly (these topics appear in the list in green with a
ticked icon to the left of the topic title). You can always access topics even if you have
answered them correctly.

B> In general, it is advisable to access the topics in the order they appear so as to respect
the teaching plan.

+ To open a topic, click its title in the list.

B> If this is the first time you access a programme you may have to wait while MEDIAplus
downloads the items it needs. Wait until the Download in progress dialog box closes.
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‘./E;, H9 © s Deliveries.xlsx - Microsoft Excel o= x
¥ ]
E Home Insert Page Layout Formulas Data Review View @ - 9 X
= = 1 = - -
T E G fu - A W] = ([®] & | ceneral [ RN Ay &
= <2 = . 5% Delete - | @]~

Paste ;. B 7 Ud A

E| | fad~ |[|E8- o, s |40 ;%8| Conditional Format  Cell o Sort & Find &
J| B~ e J|Fea 53] Formatting ~ as Table - Styles - || (&1 Format = | (2~ Firter~ Select~

Clipboard ™ Font I Alignment (i Number ] Styles Cells Editing
| Al - fe | Bottles held on sale orreturn 7D Apphing atheme
=
A B c D E F G H
1 [Bottles held on g_ale or return Apply the theme named Median to the
2 Peroutlet Deliveries workhook
3 03-Mar
4 In stock Sold Unsold %
5 Brindled Cow 2,235 2,088 147 7%
6 Keeper's Rump 1,845 1,814 31 2%
7 Old Thunderer 2,136 1,888 248 12%
8 Stone Circle 1,332 1,283 49 A%
3 SummerAle 2,652 2,219 433 16% 27
10 Twelve Man Ale 1,326 1,274 52 4% ot AT 1E
u

12
13 Bottles should be checked on reception. Damage, shortfall or other anomalies should be reported to the supplier within 10 working days.

14
4 4 » v | Limerick . Waterford % [ m 1

Ready (=O 1 1009% ) s Y |

You are now inside your training programme.

You are also directly in the application on your computer (Microsoft Excel in this example).
This means you can access all the menus and dialog boxes that this application provides.

A small MEDIAplus dialog box stays visible on your screen throughout your assessment. This
dialog box shows the topic name and the topic question. You can move this dialog box by
clicking its title bar and dragging it to its new position.

For best results, we recommend that you follow the steps in the order set out below:
watch the lesson
Answer the question
Confirm your answer
Move on to the next topic.

14.2.1.Viewing a lesson

+ To view a lesson, click the Lesson button.

According to the way your administrator has set up your training programme, the lesson may
start up automatically when you enter the topic.
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Follow the lesson carefully: this is your coach teaching you what you need to know about the
subject in question. You can repeat the lesson as often as you like.

(En Hd9-© = Europe - Microsoft Excel - = X
o _
~ Home Insert Page Layout Formulas Data Review View @ - = x
— = = = X . . . g h -
A n Colors ~ B 3 @ .I_:I s g 52 Width: Automatic - Gridlines |Headings _% Bring to Front = |2 Align
' [AlFents - |E [j = g j 3] Height: Automatic - ||| [¥| View |[¥] View || -4 SendtoBack -+ [#] Group
Themes| Margins Orientation Size Print Breaks Background Print o -
= Effects ~ = . e Titles || £ Seale: 100% o Print Print || Sf; Selection Pane ")) Rotate
Built-In - fp iF} Scale to Fit T || Sheet Options & Arrange
L urope
Aa Aa Aa Aa |
mmmm = s D = F G H 1 J
Office Apex Aspect Civic
Aa U As ? Aa 1 Aa j| ary March April May June July August September Oc
| Concourse Equity Flow Foundry o [% 4° LR 13¢@ 17° 18° 17° 14 °
Aa !i‘ Aa 1 Aa 1 Aa !] B° 6° 9° 13° 15° 18° 18° 15°
Median Metro Maodule Opulent pe 2° Te 12° 16° 18° 17° 14° =
Aa Aa Aa Aa ge 7° 10° 14° 17° 19° 18° 16°
mEmsEm mEsoEm == =omsEm B° T7° 10° 13° 16 ° 18° 18° 16 °
Oriel Qrigin Paper Solstice
Aa i| Aa 1 Aa ﬂ Ad i| ary March April May June July August September Oc¢
Technic Trek Urban Veve vl ° 10° 13° 16 ° 21° 24 ¢ 24° 20°
More Themes on Microsoft Office Online... De 12¢@ 15° 20° 25 @ 27¢° 26 ° 23 °
[Z] Browse for Themes...
= pe° 11° 14° 17° 22° 24° 24° 21°
Eﬁ Save Current Theme...
= A 14° 16° 17° 20° 22° 24° 23°

S i =

M 4 b W “GDP percap. | Temperatures <3 NI z
Ready | ‘ ol e .

There are twenty predefined themes. By default, the Office theme is applied to a new workbook. The workbook in this example has the Oriel theme.

i s> u » ]

+ As with a DVD or CD-ROM player, you can control the video using the small panel provided:
to pause, play, fast forward and so on.

11 Slider 4: Pauze

2 Back 5: Forward
3: Play
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+ When you have finished the lesson click the Exit button to carry on with your training
programme.

According to the application you are learning, the control panel may appear as follows:

®

to pause

® + With the control panel above, use the buttons as follows:

@ to go back to the start of the video,
to choose the part of the video you want to view
11 )

...... LT "J”
@

i MEDI Apluis

5

to exit the lesson,

Here is another control panel format that may appear, depending on the application you are
learning:

—bumd L
> M

+ Use the buttons in this panel as follows:

=

Start the basic lesson in video mode. If this mode is not available you will not have access to
this button.

Start the basic lesson in text mode. If this mode is not available you will not have access to
this button. When this mode is available you will be able to use it provided that your
computer is running Acrobat Reader.
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|Ehu:u:use a complementany lezson j|

You can select an additional lesson from this list in text mode. This lesson is complementary
to the basic lesson you accessed using one of the previous buttons.

I'}—Plliil

When your video is playing, you can use this panel to control the video and adjust the
volume.

@

Click to view the help text. Click the button again to exit the help text.

Click to exit the lesson.

14.2.2.Answering the question

The question appears in the small MEDIAplus navigation window. The question is directly
relevant to the lesson you have just viewed.

+ Read the question carefully then carry out all the operations you need to answer it.
You have at your disposal all the application menus, options, tools and shortcut keys.
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‘/E;-a d9-© = Deliveries xlsx - Microsoft Excel

Home Insert Page Layout Formulas Data Review View

. ECulurs - |:| P ]j L@ 3 Z%l =1 Width: |Automatic = Gridlines |Headings | '} Ering to Front - |2 Align -
‘g = 3
[a]Fonts - = ; 3| Height: | Automatic = ||| @] View |[#] View | H4SendtoBack - [ Group

Themes Margins Orientation Size Print Ereaks Background Print

.g’,_

= X

=2 X

[C]Effedts - > o P Titles || {4 Scale: 100% * Print Print | Hi; Selection Pane  “, Rotate
Themes Page Setup F] Scale to Fit LFi Sheet Options [ Arrange
Al v [ Je | Bottles held on sale orreturn /i) Bpplying atheme &
A B c D E F g i

1 M or return Apply the theme named Median to the
2 Per outlet Deliveries workbook
3 03-Mar
4
5 Brindled Cow 2,235 2,088 147 7%
4 Keeper's Rump 1,845 1,814 31 2%
7 Old Thunderer 2,136 1,888 248 12%
& Stone Circle 1,332 1,283 49 4%
?  Summer Ale 2,652 2,219 433 16% =
10 Twelve Man Ale 1,326 1,274 52 2% 20
11 Ref ; 434115
12
13 |Bottles should be checked on reception. Damage, shortfall or ather anomalies should be reported to the supplier within 10 working days.
\14< b ¢ | Limerick . Waterford %] LI- I 1]
Ready [EEEETT e (F)z

You can click the Start again button at any time. This button will cancel any operations

you may have carried out and you can start afresh.

You can also view the lesson again at any time by clicking the Lesson button.

14.2.3.Confirming your answer and moving on to the next topic

*

When you have finished the operations to answer the question, click the Check your

answer button.

If you have given the right answer MEDIAplus displays the message Well done. You have

answered correctly.
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Apply the theme named Median to the
Deliveries warkbook

+ You can then carry on with your training programme by clicking the Next topic button.

B> The Next topic is the next topic in the module to which you have not yet supplied a
correct answer. With a new topic, follow the steps set out above, namely: view the lesson
, answer the question, confirm your answer, move on to the next topic...

+ When your answer is incorrect, MEDIAplus tells you so.

10 Cell borders

Put a berder all around the range of cells Al to
E1: use the colour lce Blue, Accent 1, Darker
50°%.

L

Cells A1 to E1 do not have the right kind of
border. Perhaps you have set borders between
individual cells {these are not necessarily visible),

+ You have several options at this stage. You can:
- start the topic again and watch the lesson again,
- view the solution (provided that your administrator allows you to do so),
- move on to the next topic.
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+ If you watch the solution then choose to try to answer the question again, remember to
click the Start again button first.

+ If you choose to move on to the next topic without trying to answer the question again,
MEDIAplus will consider that you have not yet mastered this topic.

X> As long as the MEDIAplus navigation window is visible, you can choose to exit your
training programme at any time by clicking the Exit button.

+ When you have completed all the topics in a module, you can move on to the next module,
using the scroll bar if you do not see the next module in the list.

+ To return to the list of programmes, click the Programmes button.

14.2.4.Viewing your training programme results

1 My account details 3] Help MM<77 programmes M (D) End the session

@ Getting started
Simon TELLER
Open a module by clicking its title, then open a topic by clicking its name

& Excel 2007 EE - Training | alls B33 |

[, Set out your first Excel calculations
T Mumber of topics: 4 - Done: 50% - Correct. 50% - see the summary of contents

&5, Look good with easy formatting
=7 number of topics: 7 - Done: 100% C———————u—] _ Correct: 6% )
zee the summary of contents

a 1 2‘ Simple numerical formats
2 [l Applying athema
ﬁ 3 [l Formatting characters
4 [, Character fontand size
| o 5 [l Aligning cell content
3 6 [, Cell colour
7 [ Cell horders —

[ty Create a workhook and print your work

5 Number of topics: 3 - Done: 33% - Correct 33% - see the summary of contents
-

In the list of topics, those you have answered correctly appear in green with a ticked icon to
the left. The topics you have answered incorrectly appear in red with a crossed icon to the
left. The topics you have not yet attempted appear in black.

© ENI Editians
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Directly under the module name, you can see the percentage of topics you have answered
(Done) and the percentage of topics in the module you have answered correctly (Correct).

+ To view the details of your results for this programme, click the Results button.

Results of the module: Look good with easy formatting

Review of the module:

Summary of contents: Get the presentation of your tables right apply colour, borders,
currency symbols ete.

Status: Finished

Total number of topics: 7

Number of topics attempted: 7

Number of correct answers: B

Done: 100 % ]

Correct: a6 % | ]

Time allocated: 00:35:00

Time taken: 00:35:00

Detail of the module

Topics e Wistake detected
taken

Simple numerical formats 00:00:00 ﬂ
=

Applving & theme ooazon

Formatting characters 00:00:00 ﬂ
-

Character fart and size oooooo W

Aligning cell cortent o0:00:00 v
S

el calour ooono0 vk

Cellz A1 to E1 do not have the right kind of border
Cell borders 00:0200 Perhaps you hawe set borders between individual
cells ithese are not necessarity visible).

Results of the module: Create a workbook and print your work

+ To print your results, use the File - Print command.

¢+ To close the results window, click the Close button in the upper right corner of the
window.

14.3. Accessing the index

From the training programme page, you will be able to access an index, provided that your
administrator has authorised you to.

The index is linked to an online manual that you can consult for further information on the
topics covered by the training.
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) http: fiwww.mediapluspro.com - MediaPlus - Excel 2007 - Microsoft Internet Explorer

Excel 200
_ ¥ Calculations
e CmesO] . |

~

Creating a basic calculation formula
Uge thiz function to create a calcwlation comprizsing cell refarences, operators and/or constants,
Click in the cell where you want to enter the formula and display the result,
Type =
Build the formula:
- to include the content of a cell into the formula, i.e. use a cell reference, click the relevant cell or enter its reference.
- to use an operator or a constant, enter the corresponding data.

- if you want to use several operators, define priarities so that you can group values in brackets,

el

You can follow the development of the forrmula on the formulz bar. The above formula calculates the total cost of sofz bed orders. The =
unit price s multiplied by the quantity plus 5% of the price by the quantity.

When you have finished the formula, confirm with Enter or by clicking the button on the formula bar.

» Calculation formulas are automatically recalculated whenever you modify values used in the formula. To stop automatic recalculation, click

y
(0

the Microsoft Office button (&2 , then Excel Options, activate the Formulas category, then, under Calculation options, activate

Automatic except for data tables, or Manual, then click OK. To recalculate manually press F9. &

®
MEDIA

@Editions ENI S

éditions

@ Creating a basic calculation Formula # nternet

You can access the information in several ways:

o : Table of contents
0] : Index

|
o : Search engine
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