Instructions for Using the
“Library” Function on the
Learning Administration Page

* The companies, names, addresses, telephone numbers, etc., used on the screens in this information are fictitious.
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'What is the Library Function?

Library Function
This function is for users to register frequently used files, etc., to the "Library." Users can go to their My Room

page to open and save the files.
Files in various formats such as Word, Excel, and PDF can be easily registered in the "Library." It is also possible

to modify and delete the files.
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' Adding Files

O@1 Adding Files (1)

(1) From the [Information] tab, click [Library] to display the Library List.
(2) Click [Add] to display the Library input / modify page.

Hame Basic Setting - Infomation . S Progress Training

CONTROL PANELS Motice Library

Infarmation Register the files you need to download from My Room:
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' Adding Files

O®@1 Adding Files (2)

(3) From the file contents input / modify page, set and input each item.

Harre:

Basic Setting | WGt
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Inforration Register the files you need to download from My Room?®
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Make sure that attached files

20 bytes).

Release date* 20130610

Training

The uploading file size limit is up to 200 MBE per file and'a totallof S 1GENmaximum
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* Files up to 20MB can be registered.
* As a company, up to 1GB can be registered.
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To release a file on a specific date, click
the ¥ mark and then click [Select date].
A calendar will appear. Select the
desired date from the calendar. It will not
be displayed on the My Room page until
the specified date.

To close the public release on a specific
date, select [Specify], click the ¥ mark,
and then click [Select date]. A calendar
will appear. Select the desired date from
the calendar. It will no longer be
displayed on the My Room page after
the specified date.

Click [Browse] to select a file.

*You have to Click the button after
setting the target as described on P4.
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' Adding Files

O®@1 Adding Files (3)

(4) After setting and inputting each item, click [Confirm] at the bottom of the page.
(5) Confirm the registered contents on the confirmation page, and if there is no problem, click [Register].
Registration is complete when "Library registered.” appears. This is immediately reflected on the My Room page.

Target Specification
Horre Basic Setting . Infomation . ShS Progress Training [General Admlnlstrator]
GONTROL PANELS hotice | Lirary aie - All: All registered users can be set as targets.
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L|brary The uploading file size limit 15 up to 20 MB per file and a‘totaliof NGBS maximum flle download targets

Information
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M st ot atached fles do not exbeed 20D {2087 1520 bytes). - SpeCIfy group: Only groups that the person is in Charge of
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When [Specify group] is selected
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Oan
Releaze date* 2013706710 @35pecifty eroup
GCloze date* T Group search
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Modifying Registered Contents

O®@2 Modifying Registered Contents

(1) From the Library List, select the file that you want to modify
and then click [Modify].

Hore [==E1eg=tadle=l Info mation SN Progress Training

GONTROL PANELS Natice Library |

Register the files you need to download from My Room:
The uploadine file size limit is up to 20 MB per file and'a totallof IGE maximum

Click the file name to view details

Current usage rate: 0M~ 1G0%6) Add

Releaze date Cloze date File name Size Comment Maodify Delete
2018/06508 - First_Lesson_Worksheet docx 13KB Worksheet 1 I Modify | Delete
2013/06/03 - Training Schedule 2013 pdf 15KB Training Schedule Madity Delete

(2) The Library contents input / modify pa appear.
Make the necessary modifications and then click [Confirm].
You can also make changes to the attached file.

(3) After confirming the contents on the Library Registration
Confirmation page, click [Register].
Modification is complete when "Library modified.” appears .
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CONTROL PANELS Matice | Library |

Infomation Register the files you need to download!from My Room:
lemry The uploading file size limit is up to 20 MB per file and a total of 1GE maximum

*Required item/s
Make sure that attached files do not exceed 20MB (20971520 bytes)

Release date* 2013706710 -
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Attachment# | AT
@ a0

*
1E Specify group
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Deleting Registered Contents

O@3 Deleting Registered Contents

(1) From the Library List, select the file that you want to delete,
and then click [Delete].

Progress Training

The uploading file size limit is up to 20 MB per file and a total of 1GB maximum

Glick the file name to view details.

Current usage rate: 0.7 1G{0%4} Add |

Release date Close date File name Size Comment Modify Delete
2013406403 - First_Lesson_orksheet docs 13KB Warksheet 1 Madify Delete |
2013706403 - Training Schedule 2013 pdf 15KB Training Scheduls Madify Delete

(2) The Library deletion confirmation page will appear.
Confirm the contents and then click [Delete].

Harre ==Elaaila=l Infomation ShNs Progress Training

CONTROL PANELS MNotice | Library |

Inforration Register the files you need to download from My Room:
Library The uploading file size limit is up to 20 MB per file and a total of 1GB maximum

Release date# 2013706410

Gommenitt Trainine Schedule

I
[O\ose date*
|
I

Attachment® Trainine Schedule 2018 pdf (1KE)

To cancel the deletion,
click [Back] in the
browser to return to the
Library List page.

Deletion is complete when "Library deleted.” appears.
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\ Library Creation / Access Authority 1

This section will explain the authorities related to the Administrator page such as Library creation and access.

All administrators (General Administrators and Persons in charge of groups) can create a Library.

* Persons in charge of course groups have the same authority as Persons in charge of groups. General Administrators can edit and access all
Libraries created by themselves and those created by Persons in charge of groups. Persons in charge of groups can edit and access Libraries
that they themselves have created, and they can edit and access some Libraries created by General Administrators.

The following will explain each authority for Libraries created by General Administrators.

1. Library Creation

Only General Administrators can create Libraries for all users.
* Only General Administrators can select "All"* as the target.

Target Specification General Administrator Person in charge of group

All @) X
Specify group All groups can be specified Person in charge of a Person in charge of a
specified group non- specified group
O X

2. Library Access

The following is the access authority for registered Libraries.
If the General Administrator sets the target as "All," all Persons in charge of groups can access the Library. If the target is set as "Specify
group,” only Persons in charge of specified groups can access the Library.

Target Specification General Administrator Person in charge of group

All O O
Specify group O Person in charge of a Person in charge of a
specified group non- specified group
O X
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\ Library Creation / Access Authority 2

3. Modifying Library Contents 1 (Changing the Target)

Only General Administrators can make changes related to the "All" setting.
* The above changes can be made at any time, including before the public release of the file, while it is released, and after the public
release closes.

Changing the Target General Administrator Person in charge of group

All = Specify group O X
Specify group = All @) X
(Modifying, adding, deleting groups) specified group non- specified group
O X

4. Modifying Library Contents 2 (Changes Other than to the Target)

The following will explain authorities such as modifying the publishing period and comments, and modifying and deleting registered files.
* The above changes can be made at any time including before the public release of the file, while it is released, and after the public
release closes.

Target Specification General Administrator Person in charge of group

All O X

Specify group O Person in charge of a Person in charge of a
specified group non- specified group

O
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Library Creation / Access Authority 3

5. Library Deletion

Only General Administrators can delete the Libraries for all users.

Target Specification General Administrator Person in charge of group

All O X
Specify group O Person in charge of a Person in charge of a
specified group non- specified group
O X
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