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Before you start, lseck that your computer meets these requirements:

Internet Explorer 6.0 and abowath cookies enabled (ChromEirefox and
Safari are also supported although Internet Explorer is recommended)
Pop up blocker is deactivated

Adobe Flash player 9 installed*

Adobe Acrobat reader 8 installed**

Audio/speakers ON (not in mute mode)

* Adobe Flash Player 9 frohttp://www.adobe.com/support/flashplayer/downloads.html

** Adobe Acrobat Reader fromttp://get.adobe.com/reader/
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1. Username and Password

Q1 How do | get started? Do | need a set of Username and Password?

,S8ad |, 2dz ySSR !aSNYIFYS |yR t |-Beargirdy Bdurseb.d MO 2 2Ny WV Wi:
Fill in your details accordingly.

Login Bl

NLB Academy eLMSP Logink New account English {en) |+

Choose your username and password

Username*

Password* O Unmask

More details

Email address*
Email (again)*
First name*
Surname*
Location*

Country* |select a country p

[ Create my new account ] [ Cancel ]
There are required fields in this form marked*.

You are not logged in. {Login)

You will be prompted to change your password upon the first login.
Use a password that complies with Nbd@ssword policyone that you can easily remember:
NLB Password Policy:

e Password must be at least 8 characters long

e Password must have at least 1 uppercase letter(s)

e Password must have at least 1 lowercase letter(s)

e Password must have at least 1 digit(s)

e Password must have at least 1 nralphanumeric character(s)

Note downyour username and changed password to facilitate subsequent logins.
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Q2 How do | receive my registration confirmation and how soon can | receive it?

You will receive an email confirmatidhNB Y b [ . LLEdrnR@poriaghartly Sfter youregistrationsuccessful
Please allow 5 to 10 minutes for the system to process it. Check your email and resploadoafirmation
instructions.

2. Subscribing to a Course

Q3 To subscribe to an online course, what should | do?

After login into eLearning Management System with your Username and Pass®or# you have decided on which
course to take, follow these steps:

If you are subscribing to a course at the moment:
i. Select Item in cart under Cart Summary located at raigret of page.

ii. SelectBrowse Course
iii. Selecta courseor courseswvhich you wouldvishto subscribe.

iv. Click theAdd to Cart bitton.

hedia Literacy Made Easy - for Kids

2 e
=

Froject'W™ork: Smart Flanning

=
B3

FProject'W™ork: Smart Presentation

=
i

Recipe for Active Retirement- in Chinese
Respansible Blogaing - for Adults

Smart Resources: Using Mewspaper Effectively
Smart Resources: Using the Library Effectively
Stopdelling to Kids - in Chinese

Add to Cart Feset

2 Viewthe price listand clickAdd to Cart bitton againfor confirmation You will be directed to the
PaymentSummarypage

e G B

NLB Academy Contactus | Sitermap

Knowledge Understood

Home C ra gl our Clients | e-Learning Portal

NLB Academy eLMS » Add to Cart

Course Title Course Code Unit Price (SGD) Quantity
Media Literacy Essentials MLE2 SGD46.00 il
Add to Cart [ ancel
You are logged in as Mulyadi B Ibrahim (Logout)
[ ] ' 3 . :
Tems & Conditions | Linking Disclaimer | Privacy Statement ' 'l’i‘:f,’:‘;““ |_'§ NLE | gallonal Library Board
Vi. Click on the Checkout button.
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NLB Academy Contactus | Sitemap

Knowledge Understood

Home

e-Learning Portal
NLB Academy eLMS » Your Cart

No. Course Code Course Name Unit Price (SGD) | Quantity Price (SGD)
1 MLEZ Media Literacy Essentials SGD46.00 1 SGD46.00 X

Total SGD46E.00
GET (7%) 360322

Amount to Pay SGDA0 22
Browse more course

You are logged in as Mulyadi B Ibrahim {Logout)

Terms & Conditions | Linking Disclaimer | Privacy Statement * 'l’i‘::":‘;”"“ Ig.‘m.n | National Library Board
Vil. You will then be directed to the eNETS payment gateway. Please enter your card details for the or

payment using your credit card (via MASTER or VISA cards)

credit/debit card payment

Fast, Secure
If you are using = pop-up blocker, please add the following list as your
aliowed sites, Otherwie, the relbwart bransaction pages from the banks may O M1ASSIEHTEE
nict be displayed, or your trarsaction request may not be completed transactions

Consumer

e N ETS 1..enEts.sg

| Privacy Folicy

Merchart Name Natianal Library Board
Security Guidelines Merchart Referance Cade 20100913060415

NETS Reference Code 2010091306018487
Customer Service Amourt SE0R0S

Impertart Notice: Pleass note down the transaction
irformation in thi s s=ction just in cass you needto
raise any query on this transaction

@ VIsA

Please ensure that ster 2ach paymant sessian, the cache and history are
clearzd. Thiswill prevent unauthorized users from perorming browser caching for
sensitive data

Name on
Card

Card N A
Humber

viii. Once payment is successful, click on Launch to start your online course
Q4 The system is not accepting my registration for the course. Why?
Ensure that your online payment for the chosen course is successfully. You can check the Course/Learning Acti

Details page for the payment status. Alternatively, you may contact our hotline for assistart® 9082068@n
checking the status of yoymrayment.
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3. Course Directory, Courseware and Learning Pace

Q5

Q6

Q7

Qs

Q9

How do | know if a particular course is suitable for me?

Depending on your learning needs, aeam of librarians hadevelopedcourses on librargnd information matters
that foster knowledge creation suitable for adults and students. You can find out more about the courses on offe
reading up the course description and viewing the previews which are accessible in the eLMS system
(http://elearn.nlba.sg or at NLBA websitghttp://nlba.sg).

Can | stop the course halfway and continue at another time?

Yes, the dearningManagementSystemprovides you with the flexibility to manage your learning progress accordir
to your schedule and preferred learning style. This means that you can manage your learning pace by stopping
continuing with it at another time at your convenience (withirethumber ofdays of subscription period). So the nex
time you login, a bookmark feature allows you to continue from where you stopped or begin the course again.
How do | view my course registration history (i.e. current and completed course regisna)?

Proceed as follows:
You may click on your profile to view your course registration history.

How long does it take to complete a course?

Depending on your learning pace, each course can be completed within 2 hours or less. You fiexibitftg to
complete the course in one sitting or complete one module at a time. Each course is divided into 3 to 5 modules
carefully designed to provide maximum interaction and engagement for the learners.

How many times can | take the coursé®e there limits set?

You can take your course as many times as you wish before the access period expinadly 4 weeks

Personal Computer Skills

Q10

What computer skills do | need to have?

As long as you have basic IT skills sudmawing how to access the website, lmg navigate from page to page, print
the notes and exit when you are done, you can be d@eener. No prior experience in online learning is necessary.

Technical Matters (hardware and software)

Q11

What computer hardware and software are required in order to access the courses?
Before launching the-kearningcourseware, check that your PC
has the following requirements in place:

Internet connection (broadband recommended)

800 x 600 screen resolution

Pop up blocker deactivated

Internet Explorer 6.0 with cookies enabled

Adobe Acrobat Reader 8 (for download, go to http://www.adobe.com)
Macromedia Flash player 9 downloaded

Audio feature ON

Speakers or headphones
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In addition to the above, ensure that ttimokies are enabled and web pop blockers must be disabled. Pleaséer
to hereto disabk pop-up blockers.

Pop-up blockers

Q12

What is a popup blocker? How do dlisableit?

Popup blockers may prevent the successful launching of the courseware. Depending on your software, there ex
number of ways to disable the pap blockers. For Internet Explorer environment, open the Tools menu, select th
Popup Blocker option, andelect the Turn Off Pepp Blocker option. If you need further instructions on disabling-pt
up blockers for other software packages, refer to the following URL which provides guides and steps to disable

https://host.softworks.ca/Agate3/blocker/disabiblockers.htm

Adobe Acrobat Reader

Q13

My PC does not have Adobe Acrobat Reader. What shall | do?

You may download a copy fronhttp:/get.adobe.com/reader/

Course Assessment, Grades and Certificate

Q14

Q15

Is there any course assessment?

YesFor most of the courses, there is an assessment at the end of the course. This is to test your understandin
what you have learnt. You must complete all the modules in the courseware before you can take the assessme
€ 2 dZeaNilhg journey progresses, you can also complete a series of quizzes available at different points in the

What is the passing score for the assessment? Do | get a certificate for completing the course and assessmen

The passing sceris sefat 63%. A Certificate of Achievement will be given if you achieve the passing score or hig
You can print the Certificate from the Course/Learning Activity Page. Alternatively, follow these steps to view yc
grades and print your certificat

Clickon mursetitle which you would like to take print.

Click Certificates Button under Activities tab which is located at left top side of page.

Click on the certificate icon and print the certificate accordingly. It is best to print the Certificateolor printer

Course Feedback

Q16

How can | give feedback on the courses? Is there an online evaluation form?
We value your feedback, so please give us your views on yearging experience and how the course has benefit
you. The feedback form will appear at the end of ttmairse Do ensure that you have completed the course first.

Please take note thahere will be no feedback form generated on subsequent attempts after you have completer
your course. Feedback form only appears for one time after you have completed your course.
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10.Printing of Course Notes

Q17 cCan Iprint the course notes?

Printable course notes are built into the courseware. It is strategically placed at the end of each module. You ci
access the course notes via the Resources icon. Refer to Appendix 1 for explanation via screen shots.

11.Payment

Q18 What are mypayment options and is the payment gateway secured?

Online payment is available via teecured eNET&yment gateway. You can pay using your credit card. Acceptal
credits cards include MASTER and VISA.

Q19 Can | pay for more than one course editme?

You can select and pay for more than 1 course at a time. You can click on the courses you would like to subsc
proceed with a Checkout. The total amount to be paid will be shown on the Checkout page.

12.Commencing the Course

Q20 Whencan | start/commence my course after the payment is made?

Your course commences as soon as your online payment is successful.

13.Course Cancellation or Change

Q21 Can I cancel or change a course after payment?

Do check and ensure that you have selected the right course before making the payment as you will not be able
cancel your registration/subscription. Read up about the course from the course brochure or view the course pr
via http://nlba.sg website or in the MS itself.

14.Refund Policy

Q22 If | have chosen a course that is not suitable for me, can | ask for a refund?

Do read about the course from the online brochure or view the course preview before subscribing. This helps t
ensure that you select a suitable course for yourself. We exercise a No Refund policy.

15.Username Disabled

Q23 The system prompted me that my username account has been disabled?

Depending on the situation which you have experienced, disabled Useraeroent usually occusshen you keyed in
the wrong password for 3 times. Due to security feature, the systdhdisable your account. To reset your passwol
do contact ar hotline at +6308206800r send your queries via our email form.
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16.Forgot Your Password

Q24

| have forgotten my password. What should | do?

So long as you can still remember jo@ SNy I YSZ &2dz Oy NBaSG &2dNJ LI aag
82dzNJ LI 8a62NRE GSEG yR @82dzNJ ySg LI aag2NR Attt 08
password, after logging in.

Hi Mulyadi b Ibrahim,

You hawe reguested a password reset. Click the link helow to receive sanother
emmail with your new password:

htep://elearn.nlba.sgflogin/forgot password. php 2p=EK7PydMsHo6Sqdo7 se=addymul iady

You can click the link but if that does not work, copy and paste the link to
vour weh browser.

Regards,
HNLE Academy

Thi=s is a system-generated email and no reply is reguired.

Should wou hawve any gueries, please call helpdesk at 465 20820680 or send us a
query <a href='http://elearn.nlba.sg/support/gquery. php' >here</ar.

Do note that the security feature in the system will disable your account after
the third unsuccessful login atctempt.

If your account is disabled, do not click on 'Forgot your password'. Please
call helpdesk at +65 208206380 or send a <a
href='http://elearn.nlba.syg/support/query. php' >»query</a> to regquest for an
account reactivation.

For security wverification, plesse include wyour name, usSernsme, organization
school and contact number to facilitate the re-activation. It will take at
least 01 working day (working day refers to Monday to Friday) Lo re-activate
FOUE account.
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Hi Mulyadi b Ibrahim,
Tou hawve heen issued a temporary password:
usernsns: addviouliady

password: 3brl!nTs

Click this link to change vour password:
http://elearn.nlba.sg/ login/ change passwvord.php

Tou can click the link but if that does not work, copy and paste the link to
vour wekh hrowser.

Regards,
NLE Academy

Thi=s is a system—-generated email and no reply i= required.

Should you have ahy queries, please call helpdesk at +65 20820680 or send us a
cquery <a href='http://elearn.nlba.sg/support/query. php' *here</ar.

Do note that the security feature in the system will disable your account after
the third unsuccessiul login attempt.

If your account is disabled, do not click on 'Forgot your password'. Flease
call helpdesk at +65 90820680 or send a <a
href='http://elearn.nlba.sg/support/query.php' >gquery</a> to regquest for an
account reactivation.

For security wverification, please include wyour nsme, usSername, organization [/
school and contact nuber to facilitate the re-activation. It will take at
least 01 working day (working day refers to Monday to Friday) to re—-activate
FOUr SCCount.

17.Account Registration Failure

Q25

The system is not accepting my registration for the Username and Password. Why?

Ensure that you have filled in all the compulsory fields in the application form. These compulsory fields are indic
with an asterix (*) next to them. Please aksasure that you have entered a valid email address when your registet
your eLMS account.

If you do not have an email account, you couldate one for free using Yahoomail, Hotmail, etc. To locate the URL
you can use the following search termyiour internet search box: yahoo @mailor hotmail.

18.Changing my Password

Q26

How do | view/change my account password?
You can change your password by clickingour profile/ £ A 01 2y W/ KIy3S§ tl &a
current password followed by a new password twicef A 01 2y W{ I @S / KIy3S5aQ

N
— N
Z
9
™

19.Username and Password Validity

Q27

| havecompleted oneonline course previously and intend to take one more. Can | use my current set of Usernar
and Password?

Yes, you can login to the system using your exigtatgf Username and PasswoFbllow the same steps to register
for a new set of Username ané$&sword if your existing one has expired.
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20.Login Problems

Q28  Why I am not able to login?

Please make sure that you have entered the correct set of username and password. If you cannot remember yc
password, clicky G KS f Ay 1 V Babsivorde2 (GBS & @2 NIKKSG t 23Ay LI 38 &

21.Course Launching Problem

Q29 | cannot launch the courseware. Why?

There are 2 possible reasons:

The access period for the course could be over.

The popup blocker is enabled. You need to disable the-ppiblocker. Please refeto here to disable pojp
blockers oty follow the instructions given in this website which list the common types ofoplockers:
https://host.softworks.ca/Agate3/blocker/disabiblockers.htm

22.e-LMS Account and Course Registration Process Map

Q30 From start to finish, what are the steps | need to go through to register faarrse?
The process map begins with the creation of your Username and Password and ends with completingegoning
course.

Refer to Appendix 2 for the process map
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Appendix 1
Sample Page Course Notes

This is a sample page course notesAwarareness of New Medieourse. The notes can be accessed from the Resource icon as
indicated below.
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