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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. 

[Learning Administration Page] [My Room] 
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Adding Files 
○●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. 
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Adding Files 

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

○●1    Adding Files (2) 

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. 

Click [Browse] to select a file. 

*You have to Click the button after 

setting the target as described  on P4. 

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. 

* Files up to 20MB can be registered.  

* As a company, up to 1GB can be registered. 
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Adding Files 
○●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 

[General Administrator] 

- All: All registered users can be set as targets.  

- Specify group: Each group can be specified individually as  

file download targets.  

[Person in charge of group] 

- Specify group: Only groups that the person is in charge of 

can be set individually as file download targets. 

When [Specify group] is selected 
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Modifying Registered Contents 
○●2    Modifying Registered Contents 

(1) From the Library List, select the file that you want to modify 

and then click [Modify]. 
(2) The Library contents input / modify page will 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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Deleting Registered Contents 
○●3    Deleting Registered Contents 

(2) The Library deletion confirmation page will appear. 

Confirm the contents and then click [Delete]. 

To cancel the deletion, 

click [Back] in the 

browser to return to the 

Library List page. 

(1) From the Library List, select the file that you want to delete, 

and then click [Delete]. 

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

1. Library Creation 

Target Specification General Administrator Person in charge of group 

All ○ × 

Specify group All groups can be specified Person in charge of a  

specified group 

Person in charge of a  

non- specified group  

○ × 

Only General Administrators can create Libraries for all users. 

* Only General Administrators can select "All" as the target. 

2. Library Access 

Target Specification General Administrator Person in charge of group 

All ○ ○ 

Specify group ○ Person in charge of a  

specified group 

Person in charge of a  

non- specified group  

○ × 

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. 

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. 
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Library Creation / Access Authority 2 
3. Modifying Library Contents 1 (Changing the Target) 

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

Target Specification General Administrator Person in charge of group 

All ○ × 

Specify group ○ Person in charge of a  

specified group 

Person in charge of a  

non- specified group  

○ × 

Changing the Target General Administrator Person in charge of group 

All ⇒ Specify group ○ × 

Specify group ⇒ All ○ × 

Specify group ⇒ Specify group 

(Modifying, adding, deleting groups) 

○ Person in charge of a  

specified group 

Person in charge of a  

non- specified group  

○ × 

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. 

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. 
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Library Creation / Access Authority 3 
5. Library Deletion 

Target Specification General Administrator Person in charge of group 

All ○ × 

Specify group ○ Person in charge of a  

specified group 

Person in charge of a  

non- specified group  

○ × 

Only General Administrators can delete the Libraries for all users. 


