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1. Login

Using a valid username and password, users would be able to access the system.
As well, users can check the system before login.

(Note: if don’t have username and password, please register user account)

Firstly open the browser (Recommended Browsers include Google Chrome,
Mozilla Firefox, or Internet Explorer Version 10 or higher)with the Web Address:
https://bamboo.sgedushare.com/

The following interface shown below should appear.

Click “Admin Login” to login.

(Note: This page is used for demonstration purposes. Actual page may be
modified to cater to the needs of users.)

Users are required to enter their respective usernames and passwords before
clicking “Login” to access the system.

 Username: Normally refers to the user’s registered username such as

https://bamboo.sgedushare.com/
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Employee ID or Student ID. If the user is self-registered, he may decide the
username himself.

 Password: For the user login system, the default password should be
“123456”. User can subsequently modify his password.

As well, users can click “Please click here for a System Check before you login.”
The result will show in below.

After login, the user should be able to view the following pages:
(System Administrator)

Click on “Site Logo” on the top-right corner of the screen to view the Curriculum
Platform Home Front.



Bamboo System Technology Pte. Ltd Page 10

Curriculum Platform Home Page

To switch back to the Administrator Console Interface, simply click on “Console”
on the top-right hand corner of the interface.

Note ： The Home Main Display consists of various modules with their
functional names and functions displayed. Users can simply click on the name of
the functional interface and make the appropriate business processing
operations.

2. Website Information (Administrator Only)

2.1 User Information and Status

In Administrator Console page, the number of users, roles, and login activities are
displayed below.
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Statistics indicate the number of existing and new users at different time periods
(monthly; weekly).

Click on the “User Login” chart to view the login history page as shown below.
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2.2 Organization Status

In the Administrator Console page, click on the “Organization” tab. Users can
view the number of departments, classes over different time periods.

2.3 Status of Courses, Examinations, Papers and

Questions

In the Administrator Console page, click on the “Courses” tab. Users can view the
courses, resources, examinations, tests, questions, papers and relevant statistics.



Bamboo System Technology Pte. Ltd Page 13

2.4 Exam

In the Administrator Console page, click on the “Exam” tab. Users can view all the
exams, tests, assignments, questions, papers and dynamic papers with graphics
shown over different time periods.

2.5 Status of Information

In the Administrator Console page, click on the “Information” tab. Users can view
all news, events list and announcements over different time periods.
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2.6 Learning community

In the administrator console interface, click on the “Learning community” tab. It
can display a list of all Course Forum, blogs and BBS statistics in different time
periods.

2.7 Information

In the Administrator Console page, click on the “Information” tab. Users can view
the information about news, events, and announcements. User able to edit and
add new information by click the corresponding section.
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2.8 Company

In the Administrator Console page, click on the “Company” tab. Users can view
data graphics of Product, Project, Job, Product and Job application in different
time periods.

2.9 E-commerce

In the Administrator Console page, click on the “E-commerce” tab. Users can view
data graphics of Revenue, Paid Students, Paid Course, Free Course in different
time periods.
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2.10 Menu

On the left side, user can find all the menu function tab.
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*Note：Teacher only can access “My Space” and “Help”

2.11 Account

Click the user icon on the left top of the console page or click the “Account” under
the “My Space”, user can edit the account detail.

Click [Edit profile] to edit your personal information and more.

 Click [Change password] to change your login password:

Fill out old password, new password and confirm password fields to be able
to change password. Old password cannot be the same with new password.
Click “Save” to validate fields and save the new password.
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 Click [Add skills] to add your skills

3. My Space

3.1 Dashboard

3.1 Dashboard

It shows all details related to the account including number of courses, students

In my space, it shows a list of the functions that
teacher may use in the platform, such as courses,
conferences, forums, blogs and so on.
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and classes. Click on the corresponding area, the user can enter the course
editing page and view class enrollment information

It also includes course enrolment application, assignment, exam which need
teachers to approve and review. Teachers can click “View” to view the details.

3.2 Messages

User can view inbox record with other users and notification record from the
system.

3.2.1 Inbox

List of your personal message sent from other users. You click “Delete” to delete
the message.



Bamboo System Technology Pte. Ltd Page 20

Click the name of particular user, you can view the message history and reply to
him or her.

3.2.2 Notifications

List of notifications sent from system or user.

3.3 Courses

It includes online courses which are created by you and teaching courses which
you are only able to publish exam and assignment, and view student result.
（Note：Specific operation introduction please refer to Section 4 below）

3.3.1 Online Courses

List of all the online courses owned by you. You may create, edit the related
resources, and manage courses from this page.
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3.3.2 Teaching Courses

List of all the courses teaching by you. You may select the particular course, and
create exam and assignment in the course.
（Note：Tutor can view the course related data in this section ）

3.3.3 Pre-book Courses

List of pre-book courses created by users. You can view the application, edit the
information or delete the course.
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3.4 Classes

List of classes in your courses. You can view the student information and send
messages to particular students in each class.

3.5 Rooms

List of classes room that relevant your courses. You can edit the location
information, print RQ code or check the time of the class session which will be
hold in this location.

3.6 Calendar

Through the calendar, you can view the timing information under all courses.
Such as homework deadline, exam time, video class time, class time information,
event time information etc.
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3.7 Offline Sessions

You can view the time calendar of the offline sessions that are taught by you.

3.8 Video Class

You can create and edit all the video conference owned by you in this section.
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3.8.1 List

You can create new or view all the Video conference you owned. (Planed or
Expired)

Click “+Create”, you can add new conference and set the related setting such as
meeting type, description, timing, reference recourses etc.

Creation page:

After creation, you can edit your conference by click [Options]-> [ Setting] from
the list page.
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3.8.2 Resources

It includes slides and smart classroommaterials.

3.8.2.1 Slides

View or delete all the PDF slides uploaded by you. You can also add new slides
here by click [Add] at right top corner.

3.8.2.2 ClassroomMaterials

View or delete all the classroom materials which will be used in smart classroom.
You can also add newmaterials here by click [Add]at right top corner.

Materials editing page:
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The right top function tabs allow you to add various format of teaching materials
such as PDF, PPT, Video, Pictures, etc.
Under [Slide] button, it also allows you to update question format for test
purpose during the class.
Click[update] to save your changes.

3.9 Learning Community

It includes course forum, general forum and blogs.

3.9.1 Course Forum

List of course forums created by you.
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3.9.2 General Forum.

You can view the general topic you create under this function.

3.9.3 Blog

You can view or post new general topic and question under this function.

3.10 Logs

List of your logs in system. You can search it based on different action and types.
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3.11 Learning Profile

Under Learning Profile section, you can further edit your profile information and
view and edit other relevant information about the course you have.

3.11.1 Overview

Shows the overview of the profile information. Users can edit profile and view
other information in this section.

 Click [Edit Teacher Profile] to edit and update your own teaching information.
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Profile editing page

 Click [Account detail] , you can enter the “Account” page. (see section 2.11)

3.11.1.1 Teacher’s Courses

It shows the course teaching list of you.

3.11.1.2 Teacher’s Classes

It shows the class list of your courses.



Bamboo System Technology Pte. Ltd Page 30

3.11.1.3 Teacher’s Certificates

You can add and view the certificate you have.

Click [Create]to add new certificate：

3.11.1.4 Teacher’s Award

You can add and view the award you have.

Click [Create]to add new award.

3.11.1.5 Teacher’s Rating

It shows the rating record about your courses from students, teachers and other
users.
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4. Courses

4.1 Category

Course categories can be created or deleted. These changes are updated onto the
home page.

Full support for a variety of course content
presentation methods and courseware
format. Teachers can quickly change the
order of the chapters according to the
course content and can also create in-class
test and homework, so that students can be
tested at any time. In addition, course data
and student reports are provided for
administrators to analyze the quality of
teaching.
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Sequence tab view

4.2 Online Courses

Courses can be sorted in different ways and specific courses can be easily
searched. User can also create or clone new courses and edit existing courses.
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Click on either the “+ Course” or “New Course Wizard” icons on the top right-
hand corner of the screen to build new curriculums.

Click on the “New Course Wizard” icon to obtain a step-by-step guide to create a
new course with all the relevant details at once.

 Step1: Course Type

Select “Single Section” or “Multiple Sections” then click “Next Step”.

 Step2: Information

Fill up the relevant information including course name, description and detail
content then click “Next Step”.

 Step3: Setting
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Select “Course category” and fill the course code. Then click “Create Course and
go to next step”.

 Step4: Course Cover

Select the theme of course, add the course cover photo and video, then click
“Next Step”.

 Step 5: Course editors

Complete the course creation process by clicking “Finish and Edit Course
Content” after adding course editors.

Alternatively, click the “+ Course” icon to create a new course. Other changes can
be made later by clicking “Option” and “Edit” after successfully creating the
course.

There are a few options here:
 Section Type (Single or Multiple Sections)
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 Name and Description.

In addition, Click [Course Statistics], you can view relevant statistical reports
through the course report.

Clicking on the list of courses will display the course's data and information,
including the scope of the release, the number of views and status, the status of
the approval, the size of the file, and the number of users who have joined.

You can find the corresponding detailed data by clicking "Resources", "Exam" and
"Other" at the top right.

Click "Export Data" to import course data into a file in Excel format.
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4.2.1 Course Homepage

Click on course name link to open course overview and details.

4.2.1.1 Module/Content

Modules section allows you to add and adjust the sections. User can click the
“Unlock” button which allows the user to drag and alter the course sequence and
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relationship. To prevent any other re-arrangement, click the “Lock” icon again.

4.2.1.1.1 Add Section

Click “Add” button to add new Section. Choose the type of the section, with or
without chapters.

User also can click the “+” to add sub section content under each section.

4.2.1.1.2 Edit Chapters

Click the “Edit” button to edit the courseware contents.
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4.2.1.1.2.1 Courseware

Courseware is the collection of all media files, slides, PDF etc. Examinations, tests
and assignments can be included.

User can also click the “Unlock” button which allows the user to drag and alter
the course sequence and relationship as mentioned before.

Milestone & Scoring Point: For some courseware types, you can set milestone and
scoring point. (Such as : PDF/PPT format file, Chapter exam/Assignment, etc.)

Milestone

Teachers can set the particular courseware as a milestone by ticking in the
milestone box. Once ticked, students only can view the courses after the
milestone by passing it.

Scoring Point

Teachers can set the particular courseware as a scoring point by ticking in the
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scoring point box. Once ticked, students will get score passing it.

To add chapter contents, there are three methods:

By adding the contents individually, batch import the documents and add
contents from resource pool.

 Add Individually

Click the “Add” button to include new courseware. Type of the courseware as
shown below:
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Video file

Select videos from files or choose to directly record the video.

After successfully uploaded the video, you can click “Edit” to edit the video name
description, file and even upload video subtitles.

Video file with images

First upload or directly record the video files.

Then Click “Edit” at the left side of the courseware to add images.
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You can edit the video details, and then click “Upload Image” to select photos.

Click on the photo and select the time you want the photo want to appear. You
can write the timing and click “Go” to check the corresponding time .

Next, click “Link to Video” to link the photo.

Finally click “Save”.

Auto file with images

You can upload Auto file with images in this format.

First, upload the Auto file. You can choose to directly upload or typing words and
converting to a voice file. (Choose the language you need first)
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Next, you can add images to your auto file. ( the steps is similar to the Auto file
with images)

Video file with quiz

Choose upload or directly record the video files and Click “Edit” to add Quiz.

In the edit page, click “+Quiz” to add quiz.

Type in the name and click “+Save”. Then click “+Create Question” to create
question.
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Select the question type and fill up the content. Then save it.

Or you can click “Import” to import questions from question bank.



Bamboo System Technology Pte. Ltd Page 44

Next, choose the question you add, and write the time you wish the quiz will
appear and click “Go” to check. Then, click Link to Quiz”. Finally click “Save”.

Interactive Video

You can create interactive video here. In this format you can integrate 4 types of
format with your video: Link, Photo, Test, and Question by clicking the
corresponding button. （The adding process please refer above ）

Online Video with Quiz

To insert a related quiz in an online video, you can first enter a name and fill in
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the corresponding URL.

Please refer to " Video file with quiz" for the operation of adding a quiz.

Third party online Videos

If you don't have the video file, you may provide online video url from YouTube,
Youku or Vimeo.

MS Office Files

Choose to upload MS Office file and select the file from the computer, such as
Word, Excel, PowerPoint files.

Open Office Files

Choose to upload Open Office file and select the file from the computer, such as
ODT, ODS files.

Flash File

Choose to upload flash file and select the file from the computer.
Edit the document information by clicking “Edit” button.



Bamboo System Technology Pte. Ltd Page 46

PDF Files

Select the PDF file and upload it. Edit the details by going into the edit page. You
may add audio to explain the documents.

Multipage PDF Files

Multipage PDF is for PPT documents. Before uploading PPT, please save it as PDF
first. Then upload the PDF and the systemwill automatically divide the pages.
There are three types of methods.

First, convert PDF is to select the file individually and the system will convert it.
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But size limit is 80MB. If the files is larger than the size limit, please use the other
two methods.

As for Resources PDF, is to select PDF file from the resource pool.
For “+New”, is to add slides one by one. The functions are the same as editing the
multipage PDF files.

To edit the files, click “Edit” button and add name and knowledge of the file,
meanwhile, add titles and audios for each page. You can change the sequence of
the slides by clicking “⬆ ” and “⬇ ”.

Click “+Page” to add new slides. The new slides could be in the type of PPT, test,
HTML, mp4 / Record Video, flash or YouTube. Choose the type of slides and edit
the slides online.

Click “+Audio”, users can choose to upload existed audio files or directly record.
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Click “+Video”, users can choose to upload existed audio files or directly record.

In addition, click “Action” Tab, interactive content can be created, and student can
clicks on the specified area on the learning page to view the content, including
video, text, audio, etc.
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Learning management system (HTML5 & LMS package folder)

As for Articulate Storyline and SCORM package folders, simply select the Zip file
to upload. And edit the title online by clicking “Edit”.
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HTML

Edit HTML online by providing information like name, knowledge and details.
You may upload audio files if you wish to. In the detail content, you can upload
images and videos by selecting the files from computers. Also, you can link the
words to Wiki so that when users click on the word, explanation window pops up.

Exams/Assignments/Course Survey

Add quizzes, chapter exams or assignments by selecting the existing ones. Or
create and edit online.

Users can also create or add surveys by choose “Course Survey”
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Once created, click on "Edit" to edit the questionnaire.

Language learning support function:

English Word
You can click “Excel Example” to download the template. After filling up the
relevant content, then click “Import” to import the revised file.

The excel example file：

After upload, you can further edit the teaching content by adding Audio to the
specific word and explanations.
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Click “Replace” to add audio explanation. You can upload the audio file or text file
which will be transfer to voice by system :

Also, you can add picture by click “Update”:

OR you can add word information one by one manually by click “Add” at content
section:
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English word learning
Click “Excel Example” to download the template. After filling up the relevant
content, then click “Import” to import the revised file. (further edit steps is
similar to English Word)

The template:

Flash Card
Click “Excel Example” to download the template. After filling up the relevant
content, then click “Import” to import the revised file.

Or you can add individually (further edit steps is similar to English Word)
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Drag and Drop fill in the blank
Enter the corresponding content, set the corresponding matching space, and add
the corresponding answer.

Choose the Correct Answer
You can enter the corresponding content and upload the relevant images and
audio for students to do the questions.

Reading
Type in the name and click “update”. Then click “content” in the top of this page.
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Then type in the sentence and click “+Add” to save it.

(�ote: the following only for Chinese learning purpose)

Word Learning
You can set word learning content for Chinese learning purpose.

Click “Excel Example” to download the template. After filling up the relevant
content, then click “Import” to import the revised file.

The template for Chinese leading：

(further edit steps is similar to English Word)

Chinese Stroke
Click “Excel Example” to download the template. After filling up the relevant
content, then click “Import” to import the revised file. �fter upload, you can
further update/edit the Audio file for corresponding content.



Bamboo System Technology Pte. Ltd Page 56

Idiom
Click “Excel Example” to download the template. After filling up the relevant
content, then click “Import” to import the revised file.

Idiom Fill in blank

Fill the title and select particular category, and save it.

Then click “Excel Example” to download the template. After filling up the relevant
content, then click “Import” to import the revised file.
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Poetry
Click “Excel Example” to download the template. After filling up the relevant
content, then click “Import” to import the revised file.

 Batch Import

Expect add courseware directly, you can click “Batch Import” under the
“Courseware” tab to import multiple files. You can only batch import mp4, pdf
and swf format files. The other formats may require you to use the other
methods.

 Resource Pool

Chapters can also be created using existing resources by clicking “Resource Pool”.
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4.2.1.1.2.2 Teaching Notes

Teaching notes are pages for the teachers to further explain the topics. Click the
“Edit” to edit the existing pages.

Add new teaching notes by clicking “Add” button at the top right corner. Fill in the
information and upload images and link Wiki if necessary.
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4.2.1.1.2.3 Materials for Download

Upload new files by clicking “Upload Files” button located at the top right corner.
After uploading the materials, you can enable the documents so the students can
download them.

4.2.1.1.2.4 WikiWare

WikiWare is wiki pages for sections. Add new wiki pages by clicking “Add” button
and fill in the details and link the words to wiki function. You may add images to
the wiki page.
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4.2.1.1.2.5 Setting

In section setting page, you can change the name of the section, brief of the
section and the logo picture of the course.

4.2.1.2 Course Setting

Click on course name link to open course overview and details.

Setting displays the information, setting, photo & video (preferably 1-2 minutes),
editors, owner, position management, related courses and Authorized courses.

Under “Basic info” page to edit the course information including course type,
course code course name, description and so on. Click “Update” to save the
changes made.
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Edit additional course settings under the “Setting” page. Click the “Update”
Button to save the changes.

 Publish: click the button to publish or unpublish the course
 Recommended Index: rate the course, used for display sequence when users

choose to use this index to sort the courses
 Top Course: flag to decide if the course can be showed in the top course
 Accessibility: limit how users can assess the course (by class, department or

roles)
 Time control: enable the time control then edit the course start time and end

time
 Theme: Various themes are provided for the user to choose from.
 System Scores: track PDU application
 Early notice email（days）：Set the early date to notice others about the
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course.
 Category: course category
 Base Knowledge: Can link the course to a particular knowledge type.
 Key words: able to add course keywords
 (Note: Some of these options can only viewed by the Administrator)

Under the course template page, you can upload image as the certificate template.
In addition, you can configure the settings that the students will receive the
certificate or not after completing the course.

Under the photos & video page, add course photo which would be shown in
course list. And add videos which would be shown in the course page. The videos
are suggested to be the overview of the course which is within 2 minutes. Videos
could be uploaded or online videos from YouTube. For uploading videos, click
“Upload” videos, and select from files. And for online videos, provide YouTube
links and click “Update”.
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Under “Recommended Courses” , you can add recommended courses which
would be shown under the course page in a course by clicking “Add” to select
courses.

4.2.1.3 Management

Class applications, added course requests, added users, and deleted users are
displayed in the management. Under the course section, managers can add or
remove classes. In addition, you can add authorized courses, borrow courses, and
more.

In the application list, teachers can approve or reject the course enroll
applications.

In the “Enrolled", teachers are able to view the student information and remove
some students from the course.
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In the “Editor” section, you can add or delete co-constructed teachers. A course
has only one owner, and the administrator can become the new owner in the
course owner interface by clicking on the teacher and manager in the "Change"
selection list.

In “Class” you may add/delete the classes under the course in the class page.

In “Authorised Courses”, you can authorize other courses to use the resources
including courseware, questions, papers, etc.
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In “Accessed Courses”, you can view the list of assessed courses which you can
take advantage of. You also can delete the course from the accessed course list.

In Resources, you can add the courses from the resource library and add relevant
resources in your course.

4.2.1.4 Resource Pool

Resources allow you to add resource and batch import files. Click “Edit” to edit
the documents.

You may add resource by clicking “Add Resource” button and the page below
shows up. It is the same as uploading courseware introduced above. The same
goes for batch import resources. The resources uploaded while creating chapters
are automatically stored in the resource pool.
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4.2.1.5 Exam & Assignment

Exam allows you to create question bank and knowledges points, fixed &
dynamic papers, exams, assignments, quizzes, chapter exam and more.

4.2.1.5.1 Question Bank

In the Question bank, users can create, edit, or batch import questions.
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4.2.1.5.1.1 Create/Edit Questions

Click the “Create Question” button to create the question.

Click the “Edit” button” in the drop-down list to edit the question.

Questions can be set using various formats.

 Type: 6 types of the questions are supported
 Knowledge: This link to the Knowledge which we create in the course.
 Level: How difficult this question is.

Tips can be added for each option, including text, voice, video, and more.
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Step-by-step hints can be added, including text, images, videos, and more.

You can add text comments, audio file, video file or attachment (<10mb) to your
questions for users to see when viewing the results.

The attachment file can be in format of photo, ppt or pdf.

4.2.1.5.1.2 Import

Click “Import” to import questions from Excel or Word file. The format of the
Excel or Word file is strictly defined. Please follow sample file to do the import.
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Explanation
You can add explanation for each question by adding audios, attachments, and
words. The explanation shows up when the students are reviewing their
question paper.

4.2.1.5.2 Fixed Paper

Click the “Fixed Paper” icon.

Click “+ Paper” to create a new paper. Parameters like time limit can also be set.
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After adding the paper, users are able to access the following functions as shown
below.

4.2.1.5.2.1 Edit Questions

Click on the name of the relevant paper or click the “Edit Question” button in the
drop-down list.

Similar to the Question Bank, users are able to create or import questions. Users
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can also select existing questions from the Question Bank by “Select Questions”.

Questions from the Question bank will appear. Click “Add” to include the
questions you wish to include into the paper.

You can arrange your questions by clicking the “Up”, “Down”, “Top” or “Bottom”
button.

4.2.1.5.2.2 Records

The records page shows the list of students who submitted the exam paper.
Teachers may export the results, or review the question paper.

4.2.1.5.3 Dynamic Paper

Similar to the fixed paper, Users are able to create a new Dynamic paper. Users
can also edit the existing papers.
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For Dynamic papers, there has to be questions in the question bank. Under the
“knowledge” category in the “Test Item” portion, the relevant questions will be
tested from the selected knowledge. Multiple “knowledge” can be assessed. You
also can remove the knowledge by clicking it in the right knowledge list. If the
there is no knowledge selected, all the knowledge will be selected as default. For
the difficulty level and question type, you can configure them like knowledge.
Moreover, you can edit the number of questions and score of each question in the
paper.

Users can also view the students test result for each paper similar to the fixed
papers.

4.2.1.5.4 Smart Paper

Similar to the fixed paper and dynamic paper, Users are able to create a new
smart paper. Users can also edit the existing papers. For the smart paper, the
different students will answer different questions based on their own
performance before.
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Under the “knowledge” category in the “Test Item” portion, the relevant
questions will be tested from the selected knowledge. Multiple “knowledge” can
be assessed by clicking the particular knowledge in the left knowledge list.

There are 5 kinds of sections for users to add in smart papers including section of
default, dynamic, condition, error and target.

For default section, users are able to add questions from question bank by
clicking “+Add questions”. And every students will be able to answer the question.

For dynamic section, the related questions can be randomly selected by the
settings of knowledge, difficulty level and question type.
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For condition section, users can add it for the top students to answer relevant
questions.

For error section, users can add the questions which students gave wrong
answer before. The questions may be different for each student.

For target section, users can add the questions which belong to the weakest
knowledge. The questions may be different for each student.

4.2.1.5.5 Exam

Note: For Exams, there must be an existing fixed paper (examination), dynamic
paper (examination) or smart paper(examination) before being able to create an
examination.
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Click on the “+Create” icon to obtain a step-by-step guide to create a new exam
with all the relevant details at once.

Step1: Information

You can fill up the information of exam name and description, and upload exam
cover photo into the exam.

Step2: Setting

You can configure the settings of max allowed attempts, option of showing result,
result rule, etc.

Step3: Select paper
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You have to select existing paper or create a new paper to add it into the exam. In
addition, you can set the minimum passing score and first class score after
adding paper into the exam.

Then you can click “ Finish and Edit exam” to save it.

After saving it, you can go to the page of setting to tick “Enable” to publish the
exam under “Publish”.

4.2.1.5.5.1 Comments

You can add comments for the whole exam which will show up at the beginning
of the exam.
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4.2.1.5.6 Assignment

Users are able to create or edit assignments. Parameters such as those shown
below can be modified.

After the assignment is created, click the “Edit” under “Options”.

The window pops up and allows the teacher to add attachments and audios for
the assignment for better explanation.

4.2.1.5.6.1 Records

Under “Option” > “Record” to check the assignments submitted. The submissions
are categorized as unviewed and reviewed. Click “Edit” under action to view the
assignments submitted, grade it and to give comments.
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Click on the “Preview” tag at the right left corner to view the list of students and
their respective assignment contents.

Click the “Export record” to download the marking record.

4.2.1.5.7 Quiz

In the list of chapter/topic quizzes, click “Record” to check the list of students
who have done the quiz, and the duration taken, the number of correct/wrong
answers.

4.2.1.5.8 Chapter Exam

Similar to quiz section, there is a list of chapter exams, click the “Record” button
to check the details.
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The record page shows the detailed data for all students who have done the
chapter exam. You can export the data.

Click the “Option” button to find the other functions. Click “Comment” to
comment on the whole chapter exam. Click “View Result” to see the result of the
student. And you may also export the data for individual students.

The result page: Teacher can view the situation of each question and the
knowledge point analysis of the student.
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4.2.1.5.9 Knowledge Practice

Add a knowledge point exercise. A combination of knowledge points can be
designed for students to practice.

Click “+Practice” to add new practice and click “Option”> “Edit” to edit the
corresponding knowledge point

In the setting tab, you can choose to display the knowledge in course homepage

4.2.1.5.10 Knowledge Tree

You can add knowledge to the course and add sub knowledge points under each
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of the knowledge fields.

Also, you can click” Import” to download the template and import it to system. It
supports TXT and Excel templates.
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In addition, click on “Clone with friends” you can use other existing course
knowledge created by other teachers.

4.2.1.5.11 Scan Records

Teacher can scan the student answer of the exam, and the records will be shown
here:

4.2.1.5.12 Interactive Video Quiz

�ou can view interactive video list under the course.

Click the “Record” you can check the answering situation of each student.
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4.2.1.6 Sessions

You can view the information relevant to offline sessions.

4.2.1.6.1 Offline session

Click “+Add” to add new session. The session setting shows the detailed
information of the session including the name of session, relevant class, start
date and time, duration and address. Click “update” after filling the relevant
information.

Click “Record” in the option to view the session calendar. You can add new
session here also.
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Click “Application” to see the list of all applications and mark the payment
situation.

4.2.1.6.2 Session Accessed Records

You can view the detail information of attendance record.

4.2.1.7 Video Meeting

You can add and delete the course-based video meeting or video class.
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You can choose various type of meeting format by click “Add” and set related
name, description and timing :

Click “+ Create” to save the change.

4.2.1.8 Grade/Result

Grade shows the records, overview, exam grade setting and engagement grade
setting.

The records page shows the detailed records of every student under the course.

The records include the number of engagements in the forum, total learning time
for the course, number of learned resources, number of milestone completed and
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the final grades.

Click the name of particular student, users are able to view the overview
performance summary of the student.

Click “Marking”, can view the additional point that the teacher gave to the student.
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Click “Note”, can view the note made by the student.

Click “Progress”, users can view the performance summary of the student and
under each knowledge how is the student performed.

Click “Knowledge Chart”, you can view the mastery of all knowledge points of the
student. You can also print the knowledge map by clicking Print.
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Click “Knowledge data table” to view the progress of the student's corresponding
knowledge points.

Click “Weightage” to view the overall score situation of the student.

Click “Learning History” to view the learning record of the student.

Click “Settings” on the homepage of Grade/ Result, you can
configure the grade settings including the counted components, such as exam,
assignment, etc.

Overview



Bamboo System Technology Pte. Ltd Page 89

Exam
Exam grades setting under “Edit” includes the detailed components for grading.
At this page, you may edit the components and edit the corresponding weight.

Assignment & Group Assignments

Additional

Engagement

Engagement grade setting page is for setting the points for each content access.
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Third-Party Package (Scorm)

Third-Party Package (Scorm) is for setting the points of the courseware itself.

Completion rules

Completion rules determines the way for students to complete the course.
System support different completion rules including milestone, exam, score and
Scorm. You can tick “Issue certificate after completion” which make students are
able to get the certificate after completing the course.

In addition, you can configure the prerequisites settings including attendance,
reply, topic and time.

In addition, click “Certificate records” on the homepage of Grade/ Result, you can
view and manage the student list about the certificate under the course.
Click “Add” to add student list.



Bamboo System Technology Pte. Ltd Page 91

4.2.1.9 Course Survey

You can create a questionnaire in the interface below and display the results.

Under “Option”
Click "Edit" to edit the questionnaire.

Click on "Record" to view the participation record.
Click on "Results" to see the results. You can also choose to export related
statistical reports.

4.2.1.10 Glossaries

Teachers can add new glossary by clicking “add”.
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Click the “settings” in the option then edit the setting and vocabulary list.

4.2.1.11 Forum

Forum shows the number of replies, views, author, click “Add” and you are able to
add forum topics.

4.2.1.12 Document

Document is for adding course documents like course plan, course outline,
course program, references and additional plans. You may upload PDF files by
clicking “Upload PDF File” button at the lower left corner.
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4.2.1.13 Information

Information is for adding course information like announcement, news, course
qualification, award and message

For announcement you may create/edit course announcements. Click “Create” to
add new announcements. Fill in the title and description of the announcement
and click “Update”.

Then go to the edit page again to add announcement image, audio.
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After completing the details, you may broadcast the announcement to all the
students under the course. Click “Send to all” and the announcement would be
sent to their emails.

For course qualification, you can add new course qualification by clicking
“+Create”.

You can edit the related information and upload the picture of the qualification
then click “+Create” to edit the detail content. Lastly, click “update” to save the
information.



Bamboo System Technology Pte. Ltd Page 95

For Award, you can add new course qualification by clicking “+Create”.

Then you can edit the related information and upload the picture of the award
then click “+Create” to edit the detail content. Lastly, click “update” to save the
information.

For message，you can create and edit the content in format of email or messages
and choose to send to all.
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For news, click “+Create” to add news title and description.
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And click “Option”> “Edit” to edit the content then click “Update” to save.

4.2.1.14 Report

Under the overview page, you may check the overview information of the course
with graphs displaying the daily usages and number of enrolled users.
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As for ratings, it lists down the comments from students, teachers and others
respectively for the courses.

For class report, it shows learning situation under each class.

Overview: Shows the overview situation of the teaching activities.

Knowledge Chart: Shows the class learning process of each knowledge point
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4.2.1.15 Analysis Report

This section provides the overall analysis report about the course. Such as the
summary of the resources, exams and assignments.

You can view the in-class exam statistics report to see trends in the performance
of all students or specified exams under each class. You can select the class and
particular exam name by the filter.
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4.2.1.16 Glossary

Teacher can add glossary for the course. Click “+Add” for new group.
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After adding the group, click “Option” > “Settings”, you can further edit the
glossary group.

And click the “Vocabulary List” tab on the top, you can add new word, or select
word from dictionary.

Click “+ Create” to add new word:
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Click “+ Select” to add word from dictionary:

You can further edit the information (such as picture, explanation, etc.) of each
word by click “Edit” from the vocabulary list.

Editing page:

4.2.1.17 Martials

Click “Upload”, you can add teaching martials here for the course. (Note: the file
should less then 100MB)
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4.3 Pre-book Courses

List of all pre-book courses. You can view the application, edit the information or
delete the course.

4.4 Courses Bundles

You can view a list of courses bundles. Click "Create” for adding new bundle.

Click “Option”>“Edit” to edit the bindles details, including price, corresponding
course, etc.
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Click on "Record" to view the relevant registered student records.

4.5 Enroll Application

You can view all opening applications, including half of the course or course
study application.

Click “option”, you can choose to approve or reject the application
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4.6 Survey Questions

You can view the questionnaire question bank. Click "Create Title" to create new
questions, including single-choice, multiple-choice, fill in the blanks, score,
custom scores, and more.

4.7 Course Sessions

�ere you can view the course list and manage sessions under each course.

For each course:

 Click “Option” > “Edit” to edit the detail information about the sessions. Such
as description, session duration, etc.
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�diting page:

 Click “Option” > “Change Records”, to view the change record related to the
session. Such as the change of the time, the change of the teacher.

 Click “Option” > “Records”, you can the session time table and make changes
cover this page.
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From the location list, you can choose to change location/time/teacher, update
Info, and view attendance record.

5.Data Analytics
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5.1 Overview

Overview information, including user rankings, course rankings, and exam
rankings.

5.2 Courses

You can view the course accessed records here.

5.3 Course Accessed Records

You can view all the access records.
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5.4 Session Accessed Records

You can view the session accessed records here.

5.5 Offline Sessions

You can view manage the information of offline session here. Click “Option” , you
can choose to edit , view the session changing situation and applications.
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5.6 Sessions Records

You can view the session application, attendance and details here.

5.7 Course Status

You can view the all the course information here. Such as: rating, No. of users,
resources, etc.

5.8 User Report

You can view the all the overview information about users in the platform.



Bamboo System Technology Pte. Ltd Page 111

6. Share Resources (Administrator Only)

In this section, it includes resource list and dictionary. Once added into the
resource library, the teachers of other courses are able to use the relevant
resources.
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6.1 Resource List

Administrators are able to create or select resource. Other teachers will be able
to assess to the course materials.

6.2 Knowledges

Administrators are able to create knowledge or add knowledge from course.

Click “Select” to add knowledge of particular courses.

Or click “+Create” create a new knowledge.
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After creation, click the name of knowledge to add relevant information and
content.

6.3 Dictionary

6.3.1 Category

Click “+New Category”, you can create category for dictionary.
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Also you can change the sequence of the category by click “unlock” and drag the
category to the new position. After you done, click “lock”.

6.3.2 Level
You can create the level of the dictionary. (operation is similar to Category)

6.3.3 Dictionary

Administrators are able to create dictionary group by clicking “+New Group” in
the right top corner.
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Then you can edit the image, name and description of the group by clicking
“Option” > “Edit”

After creating the group, you can click “Option” > “Vocabularies” to add words
under the group.

Then click “Edit” to further edit the information about the word, such as photo,
audio, explanation, etc.
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6.4 Vocabularies

In the vocabulary, you can add words in the vocabulary by clicking “+Create” in
the right top corner. (The step is similar to 6.3.3)

6.5 Glossary

In the glossary, you can add words in the glossary which can be used in the
course vocabularies. Clicking “+Add” in the right top corner to add new glossary
group.
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Then you can click “Option” > “Settings” to further edit the group.

Click “Option” > “words” to add words under that glossary group.
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6.6 Wiki

In this section, it lists the description of terms of all the courses.

Collection of keywords related to Courses. Administrator can add new content by
click “New”
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After creating the new wiki, go to edit page to edit the details, uploading photos.

At the page tab, add/edit the wiki pages. You can add wiki link.
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7. Learning Community

In this section, there are different categories of forums and blogs. As can be seen,
it shows the list in the following picture.
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7.1 Forum

7.1.1 Forum Category

Forum categories can be created or deleted. These changes are updated onto the
General Forum which will be discussed in the next section.

7.1.2 General Forum

Discussions can be made in the General Forum. The Administrator can add or
delete discussions.

To add new topics, click “Add” and fill in title, category and details.
In addition, you can upload attachment when creating general forum.
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7.1.3 Course-based Forum

List of posts in the course-based forums, you may delete the posts or click the
post and reply from the console page.



Bamboo System Technology Pte. Ltd Page 123

7.2 Blog

7.2.1 Blog Category (Administrator Only)

Like forums, blog categories can also be added and deleted. These categories will
be updated under “Blogs” later on. Write the name of the new blog category and
click on the “+ Add” green icon on the top right-hand corner to add a new blog
category. Click on the “x Delete” button on the respective category to delete.

Click on the blue “+ Add” icon under the blog category you wish to add the new
blog in.

As shown above, enter the title, description and settings on whether to allow
others to comment on the blog created. Click “Save” to post the blog.
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7.2.2 Blog

Blogs posted can be seen here. Tick “Show in homepage” if you want to make this
blog listed in the homepage.

7.2.3 Homepage Blogs

Blogs posted in home page are shown here.

7.3 Knowledge Topic

7.3.1 Category

In the Knowledge category, add new categories by clicking the “+”.

Change the sequence of the categories by going to sequence tab, just drag the tab
to move the position.
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7.3.2 list

You can view and add reply to the topic posted here.
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7.4 Article

7.4.1 Article Category

In the article category, add new categories by clicking the “+”.

Change the sequence of the categories by going to sequence tab, click “unlock”,
then just drag the tab to move the new position. After you done, click “lock”.

7.4.2 Article List

Create new articles by clicking “Create” button and fill in the name and
description of the article.



Bamboo System Technology Pte. Ltd Page 127

After creating the article, go to “Option”> “Setting” to edit the article settings.
Tick “update” after finished editing the contents.
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Go to “Option” > “Edit Content”. Click “Add” to add new article settings. There are
four types, text, photo, video and YouTube (online video). Click “Up” and “Down”
button at the lower left corner of the section to change the sequence of the
sections.

8. Exam

You can view and manage all the information about exam.
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8.1 Categories

You can add exam categories here. Click “ + New Category” to add and remember
click “Update” to save the change.

Also, you can change the sequence of the item. Choose the “Sequence” tab on the
top and click “Unlock” which at right top concern, then just drag the item to the
new position. After you done, click “lock”.

8.2 Exams

�ere you can view and manage all the exams.
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8.3 Test

�ere you can view and manage all the test.

8.4 Question Bank

In question bank, you can view , edit and manage all the question updated by
others.

The question can be searched by question type, difficulty level, knowledges or
key words. Select the question by clicking the square box at the left of each
question, you have the right to empty, delete import the question, by click the
corresponding button at right top corner.
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Choose the “Shared Questions” tab on the top, you can manage the shared
questions.

To create new question, click “+ Create Question”

8.5 Fixed Papers

Here you can view and manage all the fixed papers.

For each fixed paper, you can edit the questions, view the records, exam report or
preview the paper, by clicking corresponding button under “Option”.

Under “Records”, you can see the situation of each student, click “Option”> “View
Result”, you can see the detail analysis about that student’s performance.
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The result of a particular student.

Under “Report”, you can find the detail analysis for each question, how are the
students performed. Choose the tab on the top to view analysis from different
perspective.

Paper report page

You can view the data analysis in respect of Score, Attendance, level and

Knowledges.
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Statistics page

Summary for each question

8.6 Dynamic Papers

Here you can view and manage all the dynamic papers. (Similar to the fixed
paper)
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8.7 Smart Papers

Here you can view and manage all the smart papers. (Similar to the fixed paper)

9. Survey (Administrator Only)

Surveys can be created here. Results of the surveys can also be viewed.

9.1 List

At this section, you can view and edit survey forms
.
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By clicking “Edit” on the drop-down list to the right of the relevant survey, you
can further edit the survey content.

Under “Option” > “Show Results” to see the survey results with percentage of
each response calculated.
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Click “Option” > “Records” to see the detailed records of each respondent. Click
“Detail” to check the details of each respondent’s response of each question.

9.2 Target Survey

You can create survey for target group. (The survey creation is similar to above)

Click “Class survey”, you can see the survey result & survey records.

9.3 Evaluation

At this section, you can view and edit evaluation forms. Click “+Create” to add
new evaluation.
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By clicking “Edit” under “Option” of the relevant survey, you can further edit the
survey content. Click “+Question” to add questions under evaluation.

Click “Option” > “Records” to see the detailed records of each respondent. Click
“Detail” to check the details of each respondent’s response of each question.

9.4 Questions

Here you can add all the questions you need for survey and evaluation. You can
choose the questions from there, when you need to create a new target survey or
evaluation.

Click “+Create” to add new question. You can edit the question by clicking “Edit”
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10. Apps and Features (Administrator Only)

10.1 Events

Administrators and supervisors can create and edit events.
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10.1.1 Edit Event Profile

Event profile information can also be edited by clicking “Edit” on the drop down
list to the right of the relevant event. You may enable the registration and
attendance functions, and add in event details like the event photo, name, price,
address, time, recurrence pattern, occurrences and descriptions.
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10.1.2 Event Photos

Click “+Photo” to add photos. After adding photos, click “update” to save it.

10.2 Entrance Registration

Here you can edit and view the information about the enrollment activities.

Click “+Create” , you can add new events. Also you can edit further or check the
registration record by choose corresponding button under “Options”

The event editing page:
You can edit the overall information about enrollment exam, and information
about each exam sessions
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Registration record page：

10.3 Exhibition

You can create exhibitions by clicking “+Create”
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You can edit the settings of the exhibitions by clicking “Settings” under “Options”

10.4 Vocabularies

You can create vocabularies in Chinese and English by clicking “+Create”
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You can edit the vocabularies by clicking “Edit”
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10.5 Dictionaries

You can add dictionaries group by clicking “+Add”

You can edit the settings of the dictionaries by clicking “Edit” under “Options”
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11. Organization (Administrator Only)

11.1 Department

Each Department can have their own administrators, teachers and inspectors etc.
Users can click on the relevant buttons to jump into relative function list. Click
the up and down buttons on the left to change the arrangement of departments.
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Click the “Report” button to obtain a report view of the details. Export records to
obtain an Excel Format of the department details

Administrator can add new departments by clicking the “+ Department” icon.

Administrator can also edit by clicking name of the department.
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11.2 Class

Classes act as a unit in each department.
Administrator can create or modify class information like name, description.
Click “+Class” button to create class. Click the name of the class, administrator
can be active and further manage students in the class.

11.2.1 Class Information

In the information page, you can view the basic information of the class.

You also can click “Edit” to edit the relevant information.
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11.2.2 Courses

Courses can be selected or removed from class list.

Also you can edit, view the course report, exam report by click the corresponding
button at the right top corner

Edit page:

Course report page:
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Exam report page:

11.2.3 Students

Students can be added or removed from the list. Click “Select” to add new
students into the class.

You can click “Import” to import the excel template to add students. The example
can be download from “Excel Example ”

11.2.4 Teachers

Administrator has the right to designate a teacher to a class. Click “Select” to add
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teachers into the class.

11.2.5 Forums

You may create new forum topics for the students in class to discuss.

11.2.6Announcements

Click “+Create” to add new announcements for the class, and edit the contents by
clicking “Option” and “Edit”.

11.2.7News

Click “+Create” to add news for the class, and edit the contents by clicking
“Option” and “Edit”.
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11.2.8 Album

Click “+Create” to add new Album for the class and you can add contents by
clicking “Option” and “Edit”.

�lbum information editing page:

�ou can add album cover page photo and details of the album.
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Photo adding page: click “+Photo” to add.

11.2.9 Messages

Click “+Create” to add messages for the class, and add contents by clicking
“Option” and “Edit”.
You can choose the message format of Email ， Message or SMS by click
corresponding button at the right top corner.

11.2.10 Group

You can group the students in the class into different activity groups.

Click “+Group” to create new group



Bamboo System Technology Pte. Ltd Page 153

Click the arrow button to change students’ group

11.2.11 Survey

Users can add surveys to collect student feedback. Click “Select” to choose the
survey questions. Also you can edit, view results and patriciate records by click
the options under “Options” button.

11.2.12 Records

You can view and manage the access and attendance records here. Also you can
manage the student cards.

11.3 Group

You can create group and add students in different groups.
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In the group list page, click “+Group” to add new group:

(After adding, you can edit the information by clicking “Option”> “Edit”)

In the group list page, click “Option” > “Students”, you can view the student list
under that group. And you can remove or add new students into the group.

Click “Select User” to add new students.

Clicking the small square box at left side of each student, you can send
email/message/SMS to the student you selected.
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12. Video Meeting (Administrator Only)

12.1 Online Meeting

You can create video meetings by clicking “+Create”
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You can edit the settings of the meeting such as the privacy options, allowed
token access, surveillance, name, description and starting time and date. Click
“update” after filling all the information.

12.2 Smart Classroom

You can create smart classroom by clicking “+Create”
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You can edit the settings of the smart classroom such as the privacy options,
video, name, description, duration and starting time and date. Click “update”
after filling all the information.

In addition, you can click “ClassroomMaterials” to change classroommaterials.

12.3 Video Broadcasting

You can create video broadcasting by clicking “+Create”
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You can edit the settings of the meeting such as the privacy options, allowed
token access, surveillance, name, description and starting time and date. Click
“update” after filling all the information.

12.4 Nim Classroom

You can create Nim Classroom by clicking “+Create”

You can edit the settings of the meeting such as the privacy options, allowed
token access, surveillance, name, description and starting time and date. Click



Bamboo System Technology Pte. Ltd Page 159

“update” after filling all the information.

12.5 InterviewMeeting

You can view and edit the meeting information for the purpose of interview.

12.6 ESPX Meeting

You can create ESPX Meeting by clicking “+Create”.

You can edit the settings of the meeting such as the privacy options, allowed
token access, surveillance, name, description and starting time and date. Click
“update” after filling all the information.

12.7 YouTube Meeting

You can create Youtube Meeting by clicking “+Create”
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You can edit the settings of the meeting such as the privacy options, allowed
token access, surveillance, name, description and starting time and date. Click
“update” after filling all the information.

After creation, click “edit” to add information of youtube link in the settings.

12.8 Playback

Admins can view the playback list of the YouTube meeting.
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12.9 ClassroomMaterial

You can create controlled presentation which will be used in the smart classroom
by clicking “+Add”

You can view, edit and delete the materials by choose the option under “Options”

13. Share Drive (Administrator Only)

13.1 Categories

Share Drive categories can be created or deleted. Click “Update” after editing the
category.
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13.2 Share Files

You can upload the files by clicking “Upload Files”. Then tick “enable” to publish
the documents. In addition, you can edit the category and delete the files.

14. Access Card

You can view and manage the information and settings about the attendance
relevant to access card.

14.1 Class Attendance

You can view the detail information about class attendance of all the classes.
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From each class, click “Option”> “Records”, you can view the detail records of
each time the card is being used.

From each class, click “Option”> “Attendance”, you can check the situation of the
attendance for that class.
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14.2 User Management

You can assign the card to a particular student.

Click “ +Add” to assign :
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14.3 Card Management

You can create and manage the card here. Click “+ Create” to add new card.

You can assign to the user and add description. To active the card, click “Enable”.
After you

From the card list, click “Option” > “Edit” of the corresponding card, you can edit
the information.

Click “Option”> “Records”, you can view the using situation of the card.

14.4 Readers Logs

You can view the reader system records here.
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14.5 Access Records

You can view all the access records here.
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15. Information (Administrator Only)

15.1 Announcement

Administrator can create, modify or delete announcement, announcement is also
able to be broadcasted by email by different option such as sending it to all.
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15.2 News

15.2.1 Categories

Administrator is able to create, modify or delete categories under News sections.

15.2.2 List

Administrator is able to create, modify or delete news which helps users
understand activities relating to the website and school. Click “Create” to create
new news and edit the existing news by clicking “Edit” under “Options”.

In addition, administrator can upload attachment when creating news.
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15.3 Teachers Information

15.3.1 Categories

Users can add categories for teahcers

15.3.2 List

You can view and add related information for teachers.
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15.4 Experts

You can create and edit the profile for experts.

15.5 Supply & Demand

15.5.1 Categories

You can create goods categories here

15.5.2 List

You can create and manage the related goods & martials.
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15.6 Library

15.6.1 Categories

You can create library categories here

15.6.2 List

You can create and manage the library related martials.

15.7 Messages

The administrator can edit the information and send it to all users on the
platform via email or message.

15.8 Partner

Administrator can create, modify or delete partner of the company or school.
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15.9 Clients

Administrator can create, modify or delete the clients which the institute worked
with before.

15.10 Certification

Administrator can create, modify or delete the certificate which the institute
achieved before.
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15.11 Award

Administrator can create, modify or delete the award which the institute
achieved before.

15.12 Albums

Administrator can create, modify or delete the albums. Then they can add images
or videos.
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15.13 Products

You can create, edit or delete your products here.

15.14 Resource

15.14.1 Categories
Users can add categories for the Resource.

15.14.2 List
You can create, edit or delete your resource here.

16. Users (Administrator Only)

This module allows administrators to easily add, delete, modify and import
different types of users, such as students, teachers, and system administrators.
It also allows administrators to control the access right of these different users
and teachers’ information.

In addition, teachers’ information shows the detail of each teacher.
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16.1 Account Management

This is the overall account manage page of all users. You have the right to add
new user account for admin, teacher or student or active/lock the existing
account.

Also, you are able to reset the passwords and e-mails of other users if necessary.
Other information of the different users is also displayed here such as login
history.

To update users to different level, click on the relevant tab under users (Example:
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Teacher). Click the “Add” icon and search the user’s name and select. That user is
nowmoved to the relevant level (in this case: teacher).

16.2 Students

Page format is similar to that of the users, but only students will be showed here.

Click the name of particular student, or click “summary” under “Options “button,
you can view the detailed information of the student including the profile,
enrolled courses, learning records, certificate, exam, score, knowledge radar
chart, transcript, etc. Details of students can be modified.
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16.3 Tutors

Tutors can be added, imported or removed from here.

Click “Summary” under “Option” can view all related information about the
tutors . Details of tutors can be modified.

16.4 Teachers

Teachers can be added, imported or removed from here.

Click “Summary” under “Option” can view all related information about the
teachers. Details of teachers can be modified.
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16.5 Company Admin

Company admin can be added, imported or removed from here.

Click user name, you can view all related information about that user. Details of
the user can be modified.
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16.6 System Administrator

The user can be assigned upgraded or downgraded to normal users or system
administrators.

16.7 Administrations

Different types of administration roles are managed here with different purposes:
 System Managers: Similar to the system administrator, but without access to

the system level setting.
 Department Inspectors: Monitor/Review Department status and summary
 Department Administrators: Department administrator,
 Inspectors: School level inspector
 Basic Admin: Have rights to manage a particular functional

module.
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17. Assets

17.1 Building

You can edit building information here. Click “Create” to add new building.
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17.2 Rooms

You can edit room information here. Click “Create” to add new room.

You can add picture of the room and also information such as function, address,
seats number, etc.

17.3 Equipment Type

You can update your equipment list here. Click “Create” to add new equipment
type.

You can add picture and further edit the detail by click “Option”>” Edit”.
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17.4 Equipment

You can create and manage each equipment you have

Click “+ Create” to add new equipment

�fter adding, click “Option” > “Edit”: you can edit further information (such as
info photo, pictures)
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18. Payment (Administrator Only)

18.1 Transactions

Admins can view the transaction list and detailed information in this page.
Admins also can export the record in csv or xlsx format.

18.2 Refunds

You can view the refunds transaction here

18.3 Orders

Admins can view the order list and detailed information in this page.
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18.4 Courses

18.5 Memberships

Admins can view the membership list and detailed information in this page
including paid date and expiry date.

18.6 Pricing Scheme

You can view and create new pricing scheme here.

Click “Pricing Scheme” tag, you can add new scheme by click “+Add”.
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Click “Option” > “Edit”, you can edit the information about the scheme.

19. Site Settings (Administrator Only)

Settings can be customized according to the institutions or corporations by
clicking on “Site settings” on the left column.

19.1 General

General information includes website general profile, theme settings, default
pictures of course, default news photo and etc.
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19.1.1 General Profile

General information for the school/organization: name for the website, email,
description and etc. Click on “Update” to store information entered.

19.1.2 Contact Information

Can add contact information here. Such as email, phone number, address and
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more.

19.1.3 Themes
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Admins are able to select different them for the website. And they are able to
select full screen theme in the course learning page. After selection, click
“Update” to save it.

In addition, admins are able to change the foot color, news bottom border color,
course bottom border and selected item highlight color. After selection, click
“Update” to save it.

19.1.4 Default Pictures

Admins are able to change the default photo of course, news, event and
announcement after uploading file.
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19.1.5 Introduction Video

You can upload introduction video for your platform.

19.2 Advanced Settings

Additional important flag changes related to website functionality can be
modified here. Settings can be made to allow users to self- register, security
settings, certificate settings, and etc.

19.2.1 Setting

In the settings, admins are able to edit the settings of the course subscription
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Expire Alert(days), the relevant students and course owner will receive the
notification when the course is approaching the deadline. To store information
entered by clicking “Update”. In addition, admins are able to configure the other
settings including self- registration, course rating, etc.

Administrators are able to configure the tag of courses, number of news and
number of courses which display in homepage.

19.2.2 Certificate Template

You can upload your template for certificates in both landscape and portrait
format.
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Click “Upload” to upload template. Then select the particular template as the
certificate template and click “update” to save it.

19.2.3 System Emails

Administrators may set the address of the system email, set password and
servers. This is for system email settings. Before enabling this function, please
make sure the email account is active and able to be sent by SMTP API.

19.2.4 Gamification Rules

In the gamification rules, admins are able to add badges for users in different
levels. The score of each level and each activity is configurable, such as exam,
forum, blog, usage, etc. The users will get relevant score based on their activities.
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19.2.5 Login Notice

You can add and edit the login information which will be shown on the homepage.

19.3 Home Page Settings

19.3.1 Pictures

Pictures and logos in the home page can be changed or uploaded here.
There is, however, size limitations to each icon or logo:
You can upload <80KB of picture as a site logo.
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You can upload <20KB of picture as a browser icon.
You can upload <500KB of pictures as the default banner photo.

19.3.2 Banner slides (Before Login)

You can upload big and small image including its details (i.e. description) on you
waiting screen. (Displayed when user is not logged in)

19.3.3 Banner Slides (After Login)

You can upload images as scroll slides on your homepage. (Displayed when user
is logged in)
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19.3.4 Logic Picture

Admins are able to upload or change the picture for admin login picture and uers
login picture

.

19.3.5 Advertisement

You can add advertisement with text and images.
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Select particular style and add relevant information.

19.3.6 Partners

You can add partners by clicking “edit” in this page.

Then click “+Create” to add partner information including name and logo.
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19.3.7 Learning Feature

You can edit information relevant to learning feature.

19.3.8 Scroll Pictures

You can upload images of schools or curriculums with dimensions of (300X200)
to develop a school-like image as you scroll your homepage.
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19.3.9 Useful Links

You can enable the link function and edit the url, logos of the website.

19.3.10 Shortcut

Users can include online links onto the home page for students to refer to.
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19.3.11 Course Slides

You can update image of the course slides

19.4 Mobile Settings

You can set the application home slides mobile browser splash image and Mobile
Theme for mobile applications.
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19.5 Apps

Online applications can be published on the school homepage.

Click “Edit” under the “Options” drop-down list to make changes to images and
other details.
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19.6 Email Information

Email information such Account activation email, Reset password email, Retrieve
temp password email, Course enrolment email, Course reminder email, Invoice
email and etc. can be entered. Click on “Update” to store information entered.

19.7 Site Information

Additional information such as about us, welcome information, terms and
conditions, survey agreement, login welcome information and etc. can be entered.
Click on “Update” to store information entered.
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19.8 Certificates

You can add certificates which you want to show.

19.9 Subscription

At “My plan” tag, you can renew the subscription you have.

At “All plans” tag, you can view and purchase the new plans here.

20. Site Admin (Administrator Only)

20.1 Contact Records

Administrators can reply on the contact records messages by clicking “Reply”
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20.2 Feedback

Administrators can use the user feedback information interface.

20.2.1 Categories

Administrators can add feedback categories here.

20.2.2 List

Click on the “name” under the type column to reply to the feedback.
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20.3 Help Information

Administrator can upload files and videos here, which will appear in the admin
sites later. Restrictions can also be made in terms of size, video length etc.

20.3.1 Categories

You can set categories for help information.

20.3.2 List

You can edit the content for help information.
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Click “Add” to add new content.

Editing page:
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21．Advanced Admin

21.1 Operation Logs

Admins can view the operation logs here.

21.2 Server status

Admins are able to view the server status.

21.3 Developer Applications

Admins are able to view information about developer applications.
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21.4 Backup and Restore

Data can be recovered in times when important data is lost or deleted. Just click
“Restore” button to recover the information.

21.5 Holiday

The administrator can view and set the holiday time. Click "Add" to add a holiday
date.
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Editing page:

21.6 Course Package

Admins are able to select particular course for downloading by clicking “Select
course”. In addition, admins can upload course by clicking “Upload course”.

22. Security Management (Administrator Only)

In security management, admins can track user log, LMS audit trail, Server audit
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trail. In addition, admins can edit the password settings in security setting.

22.1 User Actions

User Actions enable recording of important events and feedback information
systems.

22.2 LMS Audit Trails

Admins are able to view the details of different actions by different users. They
can click “export” to download the excel or csv file.
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22.3 Sever Audit Trails

Admins are able to view the details. They can click “export” to download the
excel or csv file.

22.4 Role and Permission

Administrators are able to create new type of user with different kinds of
privilege.
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22.5 Security Settings

In the settings, admins are able to edit the settings of the password including
password strength, password valid period and number of password changes. To
store information entered by clicking “Update”.

In addition, admins are able to edit other settings of the account including auto
logout time, max failed login attempts, account inactivity.

22.6 Session Rules

Admins are able to edit session rules about the registration, exit, distance and
seats. Click “Update” to save the change.
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23. Help

23.1 Manual

You can search the using problem here manually

23.2 FAQ

You can find FAQ here about the using issue.

23.3 Guide

You can find user guide for admin users, which will help the user quickly enter
the main function such as configuration, users, etc.
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23.4 Teacher Guide

You can find user guide for teachers, which will help the user quickly enter the
main function such as profile, course creation, etc.

23.5 Release History

You can check history changes of the platform in this section
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23.6 Contact Admin (Feedback)

List of feedback provided by you. Click “Add” to create new feedback.

Fill in title, select category and the details.

Click the existing feedback, to check the reply from the other administrators. You
may reply back to ask further questions.
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