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

 Internet Explorer 6.0 and above with cookies enabled (Chrome, Firefox 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 from http://www.adobe.com/support/flashplayer/downloads.html 

** Adobe Acrobat Reader from http://get.adobe.com/reader/ 

 
  

http://www.adobe.com/support/flashplayer/downloads.html
http://get.adobe.com/reader/
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1. Username and Password 

 
Q1 

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

  
¸ŜǎΦ ¸ƻǳ ƴŜŜŘ ¦ǎŜǊƴŀƳŜ ŀƴŘ tŀǎǎǿƻǊŘ ŦƻǊ ƭƻƎƛƴ ƛƴǘƻ b[. !ŎŀŘŜƳȅΩǎ Ŝ-Learning Courses. /ƭƛŎƪ ƻƴ Ψ/ǊŜŀǘŜ ƴŜǿ ŀŎŎƻǳƴǘΩΦ 
Fill in your details accordingly. 
 

 
 

 
 
You will be prompted to change your password upon the first login. 
 
Use a password that complies with NLB password policy, one that you can easily remember: 

NLB Password Policy: 

 Password must be at least 8 characters long 

 Password must have at least 1 uppercase letter(s) 

 Password must have at least 1 lowercase letter(s) 

 Password must have at least 1 digit(s) 

 Password must have at least 1 non-alphanumeric character(s) 

 

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

You will receive an email confirmation ŦǊƻƳ b[. !ŎŀŘŜƳȅΩǎ Ŝ-Learning portal shortly after your registration successful. 
Please allow 5 to 10 minutes for the system to process it. Check your email and respond to the confirmation 
instructions. 
 

2. Subscribing to a Course 

 
Q3 

 
To subscribe to an online course, what should I do? 

  
After login into e-Learning Management System with your Username and Password. Once 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 right size of page. 
ii. Select Browse Course.  
iii. Select a course or courses which you would wish to subscribe. 

 
 
 
 
 
 
 

iv. Click the Add to Cart button.  
 

 
v. View the price list and click Add to Cart button again for confirmation. You will be directed to the  

Payment Summary page 
 

 
 

vi. Click on the Checkout button. 
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vii. You will then be directed to the eNETS payment gateway. Please enter your card details for the online 
payment using your credit card (via MASTER or VISA cards) 
 

 
 

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 Activity 
Details page for the payment status.  Alternatively, you may contact our hotline for assistance at +65 90820680 on 
checking the status of your payment.  
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3. Course Directory, Courseware and Learning Pace 

 
Q5 

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

  
Depending on your learning needs, our team of librarians has developed courses on library and information matters 
that foster knowledge creation suitable for adults and students. You can find out more about the courses on offer by 
reading up the course description and viewing the previews which are accessible in the eLMS system 
(http://elearn.nlba.sg) or at NLBA website (http://nlba.sg). 
 

Q6 Can I stop the course halfway and continue at another time? 
  

Yes, the e-Learning Management System provides you with the flexibility to manage your learning progress according 
to your schedule and preferred learning style. This means that you can manage your learning pace by stopping and 
continuing with it at another time at your convenience (within the number of days of subscription period). So the next 
time you login, a bookmark feature allows you to continue from where you stopped or begin the course again. 
 

Q7 How do I view my course registration history (i.e. current and completed course registrations)? 
 

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

Q8 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 have the flexibility to 
complete the course in one sitting or complete one module at a time. Each course is divided into 3 to 5 modules and 
carefully designed to provide maximum interaction and engagement for the learners. 
 

Q9 How many times can I take the course? Are there limits set? 
  

You can take your course as many times as you wish before the access period expires, normally 4 weeks. 
 

4. Personal Computer Skills 

 
Q10 

 
What computer skills do I need to have? 

  
As long as you have basic IT skills such as knowing how to access the website, log-in, navigate from page to page, print 
the notes and exit when you are done, you can be an e-learner.  No prior experience in online learning is necessary. 
 

5. Technical Matters (hardware and software) 

 
Q11 

 
What computer hardware and software are required in order to access the courses? 

 Before launching the e-Learning courseware, 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  

http://elearn.nlba.sg/
http://nlba.sg/
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In addition to the above, ensure that the cookies are enabled and web pop-up blockers must be disabled. Please refer 
to here to disable pop-up blockers. 
 

6. Pop-up blockers 

 
Q12 

 
What is a pop-up blocker? How do I disable it? 

  
Pop-up blockers may prevent the successful launching of the courseware. Depending on your software, there exists a 
number of ways to disable the pop-up blockers. For Internet Explorer environment, open the Tools menu, select the 
Pop-up Blocker option, and select the Turn Off Pop-up Blocker option. If you need further instructions on disabling pop-
up blockers for other software packages, refer to  the following URL which provides guides and steps to disable them:   
 
https://host.softworks.ca/Agate3/blocker/disable-blockers.htm 
 

7. Adobe Acrobat Reader 

 
Q13 

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

  

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

 

8. Course Assessment, Grades and Certificate 

 
Q14 

 
Is there any course assessment? 

  
Yes. For most of the courses, there is an assessment at the end of the course.  This is to test your understanding of 
what you have learnt.  You must complete all the modules in the courseware before you can take the assessment. As 
ȅƻǳΩǊŜ learning journey progresses, you can also complete a series of quizzes available at different points in the course.   
 

Q15 What is the passing score for the assessment?  Do I get a certificate for completing the course and assessment? 
 

 The passing score is set at 65%.   A Certificate of Achievement will be given if you achieve the passing score or higher.  
You can print the Certificate from the Course/Learning Activity Page. Alternatively, follow these steps to view your 
grades and print your certificate: 
Click on course title 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 Certificate on a color printer 
 

9. Course Feedback 

 
Q16 

 
How can I give feedback on the courses? Is there an online evaluation form? 

 We value your feedback, so please give us your views on your e-learning experience and how the course has benefited 
you. The feedback form will appear at the end of the course. Do ensure that you have completed the course first. 
 
Please take note that there will be no feedback form generated on subsequent attempts after you have completed 
your course. Feedback form only appears for one time after you have completed your course. 
 
 

https://host.softworks.ca/Agate3/blocker/disable-blockers.htm
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10. Printing of Course Notes 

 
Q17 

 
Can I print the course notes? 

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

11. Payment 

 
Q18 

 
What are my payment options and is the payment gateway secured? 

  
Online payment is available via the secured eNETS payment gateway. You can pay using your credit card.  Acceptable 
credits cards include MASTER and VISA.   
 

Q19 Can I pay for more than one course each time? 
  

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

12. Commencing the Course 

 
Q20 

 
When can I 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 to 
cancel your registration/subscription. Read up about the course from the course brochure or view the course preview 
via http://nlba.sg website or in the e-LMS itself. 
 

14. Refund Policy 

 
Q22 

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

  
Do read about the course from the online brochure or view the course preview before subscribing.  This helps to 
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 Username account usually occurs when you keyed in 
the wrong password for 3 times. Due to security feature, the system will disable your account. To reset your password, 
do contact our hotline at +65 90820680 or send your queries via our email form. 

http://nlba.sg/
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16. Forgot Your Password 

 
Q24 

 
I have forgotten my password. What should I do? 

  
So long as you can still remember you ¦ǎŜǊƴŀƳŜΣ ȅƻǳ Ŏŀƴ ǊŜǎŜǘ ȅƻǳǊ ǇŀǎǎǿƻǊŘΦ {ƛƳǇƭȅ ŎƭƛŎƪ ƻƴ ǘƘŜ ƭƛƴƪ ƴŜȄǘ ǘƻ άCƻǊƎƻǘ 
ȅƻǳǊ ǇŀǎǎǿƻǊŘέ ǘŜȄǘ ŀƴŘ ȅƻǳǊ ƴŜǿ ǇŀǎǎǿƻǊŘ ǿƛƭƭ ōŜ ǎŜƴǘ ǘƻ ȅƻǳ Ǿƛŀ ŜƳŀƛƭΦ  wŜƳŜƳōŜǊ ǘƻ ŎƘŀƴƎŜ ǘƻ ȅƻǳǊ ǇǊŜŦŜǊǊŜŘ 
password, after logging in. 
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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 indicated 
with an asterix (*) next to them. Please also ensure that you have entered a valid email address when your register for 
your e-LMS account. 
 
If you do not have an email account, you could create one for free using Yahoo, Gmail, Hotmail, etc. To locate the URL, 
you can use the following search term in your internet search box: yahoo or Gmail or hotmail. 
 

18. Changing my Password 

 
Q26 

 
How do I view/change my account password? 

 You can change your password by clicking on your profile. /ƭƛŎƪ ƻƴ Ψ/ƘŀƴƎŜ tŀǎǎǿƻǊŘΩΦ ¸ƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ŜƴǘŜǊ ȅƻǳǊ 
current password followed by a new password twice.  /ƭƛŎƪ ƻƴ Ψ{ŀǾŜ /ƘŀƴƎŜǎΩ ŀƴŘ ȅƻǳǊ ƴŜǿ ǇŀǎǎǿƻǊŘ ǿƛƭƭ ōŜ ǎŀǾŜŘΦ 
 

19. Username and Password Validity 

 
Q27 

 
I have completed one online course previously and intend to take one more. Can I use my current set of Username 
and Password? 

 Yes, you can login to the system using your existing set of Username and Password. Follow the same steps to register 
for a new set of Username and Password if your existing one has expired.   
 



Frequently Asked Questions 

 

 Copyrights © 2010 National Library Board Academy                                                                                             Page 11 of 15 

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 your 
password, click oƴ ǘƘŜ ƭƛƴƪ ƴŜȄǘ ǘƻ ǘƘŜ άCƻǊƎŜǘ password?έ ǘŜȄǘ ŀǘ ǘƘŜ ƭƻƎƛƴ ǇŀƎŜ ǘƻ ǊŜǎŜǘ ȅƻǳǊ ǇŀǎǎǿƻǊŘΦ 
 
 

21. Course Launching Problem 

 
Q29 

 
I cannot launch the courseware. Why? 

  
There are 2 possible reasons: 
The access period for the course could be over.   
The pop-up blocker is enabled. You need to disable the pop-up blocker.  Please refer to here to disable pop-up 
blockers or by follow the instructions given in this website which list the common types of pop-up blockers:                                
https://host.softworks.ca/Agate3/blocker/disable-blockers.htm 
 

22. e-LMS Account and Course Registration Process Map 

 
Q30 

 
From start to finish, what are the steps I need to go through to register for a course?   

 The process map begins with the creation of your Username and Password and ends with completing your e-Learning 
course. 
 
Refer to Appendix 2 for the process map 

 

  

https://host.softworks.ca/Agate3/blocker/disable-blockers.htm
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Appendix 1 
 
Sample Page Course Notes 
 
This is a sample page course notes for Awareness of New Media course. The notes can be accessed from the Resource icon as 
indicated below.  
 
 

  








