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The HOMEPAGE is the main page where users can obtain information about purchased courses (COURSE), 
company (ABOUT US), contacts and courses’ catalogue. Courses are grouped into different categories in 
order to facilitate their usage.

Homepage

English Handbook

By clicking on the USER’S ICON and selecting REGISTER, it will be possible to sign up. After the registration, 
the user will receive an e-mail that will confirm the activation of the account.

Registration/Login

Frontend
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NB. The registration form is totally customisable. You can choose your personal fields during the implemen-
tation phase. The user’s ID is the e-mail inserted during the registration.
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English Handbook / Frontend

In the CATALOGUE SECTION, all the courses’ categories are displayed.

Click on the chosen category and then ADD TO THE CART.

Click on CHECKOUT and select the payment method (PayPal, Credit Card or Bank Transfer). In the first two 
cases, courses will be automatically activated, while in the third case, the admin will activate the course once 
the bank transfer is received.

Catalogue and course’s purchase
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Through the USER’S ICON it is possible to see purchased courses and user’s profile.

Click on PROFILE button to access personal information and orders’ history. In particular, through the OR-
DERS’ HISTORY section it is possible to download the invoices in PDF extension.

User’s profile and billing
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This section shows all the purchased courses. Furthermore, it is possible to classify the courses by year or 
monitor the following actions:

By clicking on a specific course it is possible to:

The green flag means that the course has been followed and completed.

At the end of the course, if required by the admin, the learner will have the possibility to do the final test to 
download the certification.

►Verify the courses’ list with the percentage of completed modules in the blue bar;
►Verify the courses’ status (to start/ in progress/ completed);
►Start a course by clicking on the PLAY button;
►Verify the statistics;
►Download the certification (available after having completed the final test).

►See the description;
►Access the modules. By clicking on the single course it is possible to start the module.

Courses

Courses’s page

English Handbook / Frontend
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If the course has the facial recognition system enabled, a pop-up will request the activation of the pc web-
cam. Once the authorization is given, the user will see his/her own image in the page and will have to take a 
picture to enable the course. If the course has the facial recognition system enabled, the learner will have to 
be present at least in the 90% of the taken pictures.

The ABOUT US section allows the user to acquire information about the company.

About us
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The CONTACTS section allows the user to see all the information to contact the company (phone number, 
headquarter, contact form).

Contacts

The CATALOGUE section allows the user to see all the courses’ categories available in the platform.

Catalogue

English Handbook / Frontend
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The ADMIN PANEL allows to see the recent orders and the list of recent learners.

Homepage

The menu is made up of:

►HOME – it redirects to the homepage of the admin panel;
►REGISTRATION – it opens up a list that shows orders, learners and report;
►COURSES – it opens up a menu to manage categories and courses;
►CONTENT – it allows to customise the “about us” section;
►ADMINISTRATION – it allows to access the configurations of the platform and add power users 
(roles);
►ACTIONS – it opens up dashboard, front end and logout.

Backend

English Handbook
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By accessing the REGISTRATION menu it is possible to manage:

Registration

1. ORDERS: this section shows all the purchased courses and the relative status.

►In the case of a bank transfer, a PENDING status will be displayed as long as the payment is not 
received;
►Once the payment is received, by clicking on CONFIRM the PENDING status will be changed into 
TRANSFER RECEIVED;
►By clicking on the lens near each order it is possible to see further details about the transaction 
and the relative invoice;
►By clicking on XML EXPORT the orders file will be downloaded.
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2. LEARNERS: this section allows to search for all the users signed in the platform.

►Once registered, the users will appear in this section;
►By clicking on add NEW LEARNER and by filling the form it is possible to register new users;
►By clicking on ADD TO THE GROUP a learner can be added to a specific group;
►By clicking on ADD TO THE COURSE it is possible to activate a specific course to a learner;
►By clicking on EXPORT CUSTOMERS (XML AND CSV) it is possible to download the list of users 
registered to the platform;
►SEARCH allows to looking for learners through e-mail, name or surname;
►For every learner it is possible to monitor his/her activities, modify information, login as a specific 
learner and delete him/her.

English Handbook / Backend

3. GROUPS: this section allows to create new groups. These groups can be enabled or disabled, modified 
and deleted. By clicking on MANAGE it is possible to see the list of learners belonging to that specific group 
and the courses within it.
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4. REPORT: this section shows the trend of the single courses by showing the most purchased courses 
(BEST SELLERS), the number of SUBSCRIPTIONS TO THE COURSES and the number of ACTIVE USERS.
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5. COUPON: through this section the company can create coupons to be assigned to the single courses. To 
do so, the company must define the “Coupon code”, the “Number of max usages”, the “Limit per order” and 
the “Amount of reduction”.

By accessing the COURSE section it is possible to manage:

Courses

1. CATEGORIES
Through this section it is possible to add, modify, organise and delete categories.

English Handbook / Backend
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In the first tab (DESCRIPTION) the admin has to fill the following fields:

a) ADD AND/OR MODIFY A NEW CATEGORY 

►NAME;
►REMINDER TO THE TEACHER (not mandatory field);
►ENABLED/DISABLED (it allows to show or not the category in the front-end);
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English Handbook / Backend

In the second tab (ATTRIBUTES) there are the following fields:

►SLUG: if you want to customise the URL of the category;
►SEQUENCE: in order to decide the appearance order of the category;
►EXCERPT: a brief description of the category;
►IMAGE: in order to upload a customised image.
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In the third tab (SEO) you can find:

►SEO TITLE: the title that will appear in the search engine;
►META DATA: the description that will appear in the search engine.
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English Handbook / Backend

b) ORGANISE
By clicking on ORGANISE it is possible to decide how the courses have to be di-
splayed in the category (through drag and drop).

c) DELETE
By clicking on DELETE the category will be cancelled. Before deleting a category it 
is necessary to delete the courses inside it.

a) ADD NEW PRODUCT (the following fields must be filled):

2. COURSES
The fields in this section are: FILTER BY CATEGORY, SEARCH, RESET, SKU, NAME OF THE COURSE, PRICE, 
ENABLED/DISABLED, NEW PRODUCT, NEW PACK, SAVE, CHAT, DOWNLOAD, CLONE, MONITORING, ACTIVI-
TY, EDIT, DELETE.

►Name of the course;
►Description;
►Excerpt;
►SEO information;



20

Through the CATEGORIES TAB it is possible to add the course to one or more existing categories.
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English Handbook / Backend

In the CREDITS section it should be inserted:

►Number of credits linked to the course;
►Date of accreditation;
►Text to be put into the certification.
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Through the IMAGE TAB it is possible to upload the picture linked to the course (250x250 pixels).

In the LEARNING section it should be inserted:

►Subject of the course;
►Duration of the course;
►Propaeduticity; 
►Facial recognition system.
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English Handbook / Backend

Through the fields displayed in the right section of the page, it is possible to define:

►Course Status;
►Teacher;
►SKU;
►Price;
►Final price.
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b. ACTIVITY: through this section, it is possible to manage the single modules of a specific course.

►By clicking on the ORDER button it is possible to change the order of the courses (drag and drop);
►The LINK field shows the path of the SCORM;
►The DESCRIPTION field shows the type of module (SCORM, quiz, multiple choice and so on);
►The DELETE button allows to cancel the course;
►The bulk SAVE button allows to save courses;
►The EDIT field allows to modify the settings of the modules (it is the same of add new activity). It 
is made of the following fields:

■ COURSE ID;
■ COURSE NAME;
■ FILE TO UPLOAD: it is possible to choose among SCORM, multiple choice, open answers, 
timesheet, pdf, video;
■ REMINDER TO THE TEACHER;
■ TIME: the minimum time required to consider the course completed and enable the 
certification download;
■ THRESHOLD SCORE to reach to pass the module;
■ FINAL QUESTION.
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English Handbook / Backend

c. MONITORING: through this section it is possible to see:

►All the learners of a specific course;
►Learners’ statistics;
►Scores.

d. CLONE: it allows to clone a course;
e. CHAT: live chat between teachers and learners;
f. EDIT: to modify a specific activity;
g. DELETE: to cancel a course.
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HOW TO CREATE A QUIZ
In order to create a quiz within an existing course you must click on ACTIVITY and then on ADD NEW ACTIVITY.

First, you have to assign a name to the quiz, then choose the service (Quiz – Multiple choice). The question 
and answer fields will appear; in order to add more answers just click on ADD ANSWER.
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English Handbook / Backend

Once you have filled all the fields click on SUBMIT. After this, choose the correct answer and assign a score 
for that. Usually, in a full quiz the maximum score is 100, so spread single scores among questions.

To finalise the activity, you have to select the time by which quizzes must be completed and if you want ran-
domised questions. Click on SAVE to finalise.

NEW PACK
Though this section it is possible to create a new pack, a set of courses grouped into a single category. It is 
possible to choose a customised name, categories and courses to put into it.
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Content
BANNER: through this section it is possible to add/change the banners of the platform (banners must be in 
.png extension).
PAGES: through this section it is possible to define the information about the company.
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English Handbook / Backend

Administration
ROLES: it is possible to add users with different powers (manager, teacher and admin).
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Most frequently asked questions
1. Is the registration form customisable? 
Absolutely yes! During the installation process, it is possible to indicate which fields to leave and which 
to remove. You can also add new fields.

2. Can the admin add new learners?
Yes. Just click on the learner section and then on new user.

3. Is it possible to clone a course?
Yes. From the courses section, select the course you want to clone, click on clone and modify the details.

4. One of our learners points out to that although the correct answers are entered, the test is not passed.
In these cases, first it is necessary to check that the parameters have not to be changed after the pu-
blication of the course. If so, the changes will not be applied to those who have already purchased and 
started the course and, consequently, errors could be generated.

5. We have updated the information of one of our packs, but not all of our learners are able to see the chan-
ges.
The changes applied to a course pack do not automatically apply to those who had purchased the pack 
before the changes.

6. Is there the possibility to massively upload the learners into the platform?
Yes. Through a .csv file you can upload all the learners into the platform. The csv’s template will be 
provided by us on request.




