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1. Managing Permission Groups 

A. Move to Manage Permissions and check the list screen. 

Click Register to open the permission group registration screen. 

 
[Screen 1]   [Operation System] System management > Permission list screen 

  
 

B. Enter permission group information. 

Enter permission group information, and select a system to create.  

Select menus for the permission group. 

The permission group can only use menus that are selected in this screen. 

Click Register to save the information. 

 

[Screen 2]   
[Operation System] System management > Permissions > Permission registration 

screen 
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C. Review the saved information. 

Edit items if necessary. Click Add to search members to add to the group. 

 
[Screen 3]   [Operation System] System management > Permissions > Details screen 
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D. Only members without permission are searched. 

(Note: Each member can have only 1 type of permission at a time.) 

Select a member and click Register. 

 

[Screen 4]   
[Operation System] System management > Permissions > Add > Searching member 

pop-up screen 

  
 

E. Log out, and log in with the Operator ID that has been assigned to the new permission 

group. 

 
[Screen 5]   [Operation System] Home menu > Operator Login screen 
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F. Check if the displayed menus are the correct ones assigned to the operator's permission 

group. 

The permission setup is completed. 

 
[Screen 6]   [Operation System] Home menu > Index screen 
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G. Log in with a professor ID in the new permission group. 

 
[Screen 7]   [Tutor System] Home menu > Login screen 

  
 

H. Check if the displayed menus are the correct ones assigned to the professor's permission 

group. 

The permission setup is completed. 

 
[Screen 8]   [Tutor System] Home menu > Main page screen 
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2. Registering Operators 

A. Click Register below the Operators list. 

 
[Screen 1]   [Operation System] Operators menu > Operator list screen 
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B. Enter operator information. 

If the operator does not belong to an organization, skip selection of an Alliance field. 

Select a Permission group. If no permission group has been entered, skip selection of a 

permission group. 

Click Register to save the information. 

 
[Screen 2]   [Operation System] Operators menu > Operator registration screen 

  

 
 

C. Check the saved information. Click Modify if editing is required. 

 
[Screen 3]   [Operation System] Operators menu > Operator details screen 
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D. Edit existing information, and click Register to save the new entries. 

 
[Screen 4]   [Operation System] Operators menu > Operator information modification screen 

  
 

E. Check if the added operator appears in the list. 

 
[Screen 5]   [Operation System] Operators menu > Operator list screen 
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F. Log out from the Operator System. 

At the Login screen, enter the new operator's ID and password to log in. 

 
[Screen 6]   [Operation System] Home menu > Operator Login screen 
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G. Check if you can log in with the ID. 

If the ID is assigned to a permission group, the corresponding menus appear. Otherwise, 

they will not. 

 
[Screen 7]   [Operation System] Home menu > Index screen 
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H. Go to the homepage. 

Log in with the new operator information. 

 
[Screen 8]   [Homepage] Home menu > Main page > Login screen - before logging in 

  
 

I. When logged in with an operator ID, an additional button appears on the upper side of the 

screen to let you access the Operator System. 

 
[Screen 9]   [Homepage] Home menu > Main page > Logged in > Operator screen 
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J. Click the button. The Operator screen appears, listing the menus that are assigned to the 

operator's permission group. 

 
[Screen 10]   [Operation System] Home menu > Index screen 
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3. Registering Professors 

A. Click Register below the Professors list. 

 
[Screen 1]   [Operation System] Professors menu > Professor list screen 
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B. Enter professor information, and add permission. 

Click Register to save the information. 

 
[Screen 2]   [Operation System] Professors menu > Professor registration screen 

  
 

C. Check if the added professor appears in the list. 

 
[Screen 3]   [Operation System] Professors menu > Professor list screen 
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D. Check the professor information. 

Click Modify if editing is required. 

 
[Screen 4]   [Operation System] Professors menu > Details pop-up screen 

  
 

E. Edit existing information. 

Click Register to save the new entries. 

 
[Screen 5]   [Operation System] Professors menu > Professor modification pop-up screen 
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F. Click a professor’s name to view his or her information and class history. 

 
[Screen 6]   [Operation System] Professors menu > Professor list screen 
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G. Check the professor's information and class history. 

 

[Screen 7]   
[Operation System] Professors menu > Professor information and class history pop-up 

screen 

  
 

H. Access the Tutor System. 

Log in to the system using the new professor information. 

 
[Screen 8]   [Tutor System] Home menu > Login screen 
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I. At the main screen, check if the displayed menus are the correct ones assigned to the 

professor's permission group. 

 
[Screen 9]   [Tutor System] Home menu > Main page screen 

  
 

J. Go to the homepage. 

Log in using the new professor information. 

 
[Screen 10]   [Homepage] Home menu > Main page > Login screen - before logging in 
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K. When logged in with a professor ID, an additional button appears on the upper side of the 

screen to let you access the Tutor System. 

Click the button to move to the Tutor System. 

 
[Screen 11]   [Homepage] Home menu > Main page > Logged in > Professor screen 
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L. You are automatically brought to the Tutor System's main screen. 

 
[Screen 12]   [Tutor System] Home menu > Main page screen 
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M. Log out, and then change to the Operator mode. 

Move to the Course Template menu. Click Register. 

 
[Screen 13]   [Operation System] Course Template menu > Course list screen 
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N. In the course registration screen, click Add in the Professor Information section to load the 

list of registered professors. 

 
[Screen 14]   [Operation System] Course Template menu > Course management registration screen 
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O. Search for the professor that you have just registered. 

 

If the professor is found, then the information has been registered properly. 

 
[Screen 15]   [Operation System] Course Template menu > Add Professors pop-up screen 
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4. Managing Organizations 

A. Move to the Department screen. 

Click Add on the Alliance pane to open the organization registration screen. 

 
[Screen 1]   [Operation System] Department menu > Organization list screen 

  
 

B. Enter organization information, and click Register. 

If the organization is a CP, check on the CP box. If it requires membership, check on SIGN 

UP; selecting N/A prevents the organization from accepting members. 

 

[Screen 2]   
[Operation System] Department menu > Alliance > (University) Registration pop-up 

screen 
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C. If editing is required, click Modify to edit information. Click Register to save the new 

entries. 

 
[Screen 3]   [Operation System] Department menu > Alliance > (University) Modify pop-up screen 

  
 

D. Check if the added organization appears in the list. 

Click Add on the right-side Department/Position pane. 

 
[Screen 4]   [Operation System] Department menu > Organization list screen 
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E. Enter department information for the new organization. Click Register to save the 

information. 

 

[Screen 5]   
[Operation System] Department menu > Department > (Department/Year) Registration 

pop-up screen 

  
 

If editing is required, click Modify to edit information. Click Register to save the new entries. 

 

[Screen 6]   
[Operation System] Department menu > Department > (Department/Year) Modify pop-

up screen 
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F. To check the registered organization's information, move to the Students list screen. 

Click Modify to open the organization modification screen. 

 
[Screen 7]   [Operation System] Site management > Students menu > Student list screen 

  

 

 

 
 



45 

G. Search for the registered organization. 

If the organization is found, its information has been registered properly. 

 
[Screen 8]   [Operation System] Students menu > Member organization modification screen 

  
 

 

5. Registering Students 

A. Enter student information, and click Register to save the information. 

 
[Screen 2]   [Operation System] ] Site management > Students menu > Student registration screen 
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B. Check if the added student appears in the list. 

 
[Screen 3]   [Operation System] ] Site management > Students menu > Student list screen 
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C. Log in with the student's ID and password. 

 
[Screen 4]   [Homepage] Home menu > Main page > Login screen - before logging in 

  
 

D. Move to My Page to check the student information. 

 
[Screen 5]   [Homepage] Home menu > Main page > Logged in 
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E. Check if the information listed on My Page matches the entered information. 

 
[Screen 6]   [Homepage] My Page menu > My Profile screen 

  
 

F. If editing is required, click Modify to edit information. Click Register to save the new 

entries. 

 
[Screen 7]   [Homepage] My Page > My Profile > Information modification screen 
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G. Check the updated information. 

 
[Screen 8]   [Homepage] My Page menu > My Profile screen 
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6. Registration 

A. Click the Sign Up button. 

 
[Screen 1]   [Homepage] Home menu > Main page > Login screen - before logging in 

  
 

B. Enter your information on the Signup screen.  

CLMV affiliated Students of CLMV affiliated universities with interworking systems must 

enter the same ID and e-mail address that they use for their university websites in order to 

be approved automatically. 

 
[Screen 2]   [Homepage] Home menu > Signup screen 



51 

  
 

C. Click Register on the picture pane to add your picture. 

Or you can use an avatar provided by the system instead. 

 
[Screen 3]   [Homepage] Home menu > Member image registration pop-up screen 

  
 

D. To add your own picture, select Direct Registration. 

 
[Screen 4]   [Homepage] Home menu > Member direct image registration pop-up screen 
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E. Students from non-affiliated universities have to be approved manually. 

To approve a new student, select the student and click Confirm. 

 

 
[Screen 5]   [Operation System] Students menu > Student list screen 
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F. Once registered and approved, new members can log in to the website at the homepage. 

 
[Screen 6]   [Homepage] Home menu > Main page > Login screen - before logging in 

  
 

G. Move to My Page and check your information. 

 
[Screen 7]   [Homepage] Home menu > Main page > Logged in 
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H. Check if the information on the page matches your entries.  

If not, click Modify to edit the information. 

 
[Screen 8]   [Homepage] My Page menu > My Profile screen 

  
 

I. Edit your information, and click Register to save the new entries. 

 
[Screen 9]   [Homepage] My Page > My Profile > Information modification screen 

  
 



55 

 

J. Check if your information has been updated properly. 

 
[Screen 10]   [Homepage] My Page menu > My Profile screen 
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7. [Preparation/Courses] Registering Courses Manually 

A. On the Contents page, click Register on the bottom right side to move to the content 

registration screen. 

 
[Screen 1]   [Operation System] Contents menu > Content list screen 
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B. In the content registration screen, select Manual or Audit contents. 

In case of registering manually, enter content information and click Register. 

 
[Screen 2]   [Operation System] Contents menu > (Manual) Content registration screen 

  
 

C. In case of registering audited contents, enter content information and click Select to open 

the audited content search screen. 

 
[Screen 3]   [Operation System] Contents menu > (Audited) Content registration screen 
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D. Select an audited content, and click Add. 

 
[Screen 4]   [Operation System] Contents menu > Content package search pop-up screen 

  
 

E. Fill out the remaining information fields. Click Register to save the entries. 

 
[Screen 5]   [Operation System] Contents menu > (Audited) Content registration screen 
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F. Search for the added content to confirm its registration. 

 
[Screen 6]   [Operation System] Contents menu > Details screen 
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G. Check if the added content appears in the list. 

 
[Screen 7]   [Operation System] Contents menu > Content list screen 
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8. [Preparation/Courses] Managing Examination Questions 

A. In the Contents list, select a content to manage an examination question, and move to the 

search screen. 

 
[Screen 1]   [Operation System] Contents menu > Content list screen 
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B. Select Exam to view the question list. 

 
[Screen 2]   [Operation System] Contents menu > Details screen 
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C. On the question list page, select Register to move to the question registration screen. 

 
[Screen 3]   [Operation System] Contents menu > Detailed question list screen 

  
 

D. Enter question information, and add image files to the View/Correct Answer field. 

When you are done, click Register to save the question. 

 
[Screen 4]   [Operation System] Contents menu > Question registration screen 
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E. Search for and confirm the registered question. 

 
[Screen 5]   [Operation System] Contents menu > Question details screen 

  
 

F. If editing is required, click Modify to move to the editing screen.  

Edit existing information, and click Register to save the new entries. 

 
[Screen 6]   [Operation System] Contents menu > Question modification screen 
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G. Check if the question is registered properly. 

Unnecessary questions can be deleted in the details screen. 

 
[Screen 7]   [Operation System] Contents menu > Detailed question list screen 

  
 

H. Delete an unnecessary question. 

 
[Screen 8]   [Operation System] Contents menu > Question details screen 

  
 

I. Move to the Examination list and click Register. 

 
[Screen 9]   [Operation System] Design > [Courses] Making Exams menu > Examination list screen 

  
 

 



66 

J. Click Add to open the question search screen. 

 

[Screen 10]   
[Operation System] Design > [Courses] Making Exams menu > Manual question 

search and registration screen  

  
 

K. Select the Contents list and check if you can search for the registered question. 

 

[Screen 11]   
[Operation System] Design > [Courses] Making Exams menu > Question search 

screen 
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9. [Preparation/Courses] Managing Assignments 

A. In the Contents list, select a content to manage an assignment, and move to the search 

screen. 

 
[Screen 1]   [Operation System] Contents menu > Content list screen 
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B. Select Assignment to check the assignment. 

 
[Screen 2]   [Operation System] Contents menu > Details screen 
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C. On the assignment list page, click Register to move to the assignment registration screen. 

 
[Screen 3]   [Operation System] Contents menu > Detailed assignment list screen 

  
 

D. Enter assignment information, and attach files if necessary.  

When you are done, click Register to save the assignment. 

 
[Screen 4]   [Operation System] Contents menu > Assignment registration screen 
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E. Search for and confirm the registered assignment. 

 

[Screen 5]   [Operation System] Contents menu > Assignment details screen 

  
 

F. If editing is required, click Modify to move to the editing screen.  

Edit existing information, and click Register to save the new entries. 

 
[Screen 6]   [Operation System] Contents menu > Assignment modification screen 
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G. Check if the assignment is registered properly. 

Unnecessary assignments can be deleted in the details screen. 

 
[Screen 7]   [Operation System] Contents menu > Detailed assignment list screen 

  
 

H. Delete an unnecessary assignment. 

 

[Screen 8]   [Operation System] Contents menu > Assignment details screen 

  
 

I. Move to the Assignments list and click Register. 

 

[Screen 9]   
[Operation System] Design > [Courses] Making Assignments menu > Assignments list 

screen 
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J. Click Search Assignment to open the question search screen. 

 

[Screen 10]   
[Operation System] Design > [Courses] Making Assignments menu > Assignment 

registration screen 
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K. Check on a desired question, and click Add Questions to add the question to the test 

paper. 

 

[Screen 11]   
[Operation System] Design > [Courses] Making Assignments > Search question pop-

up screen 
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10.  [Preparation/Courses] Managing Discussions 

A. In the Contents list, select a content to manage a discussion topic, and move to the search 

screen. 

 
[Screen 1]   [Operation System] Contents menu > Content list screen 

  

 

 
 

 



75 

B. Select Assessment to check the discussion topic list. 

 
[Screen 2]   [Operation System] Contents menu > Details screen 
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C. On the topic list page, click Register to move to the topic registration screen. 

 
[Screen 3]   [Operation System] Contents menu > Detailed discussion list screen 

  
 

D. Enter topic information, and attach files if necessary.  

When you are done, click Register to save the topic. 

 
[Screen 4]   [Operation System] Contents menu > Discussion registration screen 
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E. Search for and confirm the registered information. 

 

[Screen 5]   [Operation System] Contents menu > Discussion details screen 

  
 

F. If editing is required, click Modify to move to the editing screen.  

Edit existing information, and click Register to save the new entries. 

 
[Screen 6]   [Operation System] Contents menu > Discussion modification screen 
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G. Check if the discussion topic is registered properly. 

Unnecessary discussion topics can be deleted in the details screen. 

 
[Screen 7]   [Operation System] Contents menu > Detailed discussion list screen 

  
 

H. Search for and confirm the registered information. 

 
[Screen 8]   [Operation System] Contents menu > Discussion details screen 
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I. Move to the Discussion list and click Register. 

 

[Screen 9]   
[Operation System] Design > [Courses] Making Discussions menu > Discussion list 

screen 

  
 

J. Click Find Discussion to open the topic search screen. 

 

[Screen 10]   
[Operation System] Design > [Courses] Making Discussions menu > Discussion 

registration screen 
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K. Check on a desired topic, and click Add Questions to add the topic to the test paper. 

 

[Screen 11]   
[Operation System] Design > [Courses] Making Discussions menu > Topic search 

pop-up screen 
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L. If editing is required, click Modify to move to the editing screen. 

 
[Screen 12]   [Operation System] [Courses] Making Discussions menu > Discussion details screen 

  
 

M. Click Find Discussion to edit the discussion topic. Click Register to save the new entries. 

 

[Screen 13]   
[Operation System] [Courses] Making Discussions menu > Discussion modification 

screen 
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11.  [Preparation/Course Survey] Managing Course Survey Papers 

A. Search the Course Surveys list.  

To add a new evaluation paper, click Register. 

 
[Screen 1]   [Operation System] Preparation > Course Survey menu 

  
 

 



83 

B. Click the Question pool tab to move to the survey question list. 

 

[Screen 2]   
[Operation System] Preparation > Course Survey menu > Survey paper registration 

screen 

  
 

C. Search registered questions. To add a new question, click Register. 

 
[Screen 3]   [Operation System] Preparation > Course Survey menu > Survey question list screen 
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D. Fill out the information to add a question. 

 

[Screen 4]   
[Operation System] Preparation > Course Survey menu > Survey question registration 

screen 

  
 

E. To edit a question, click Modify. Edit existing information and click Register. 

 

[Screen 5]   
[Operation System] Preparation > Course Survey menu > Survey question 

modification screen 
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F. Check if the question is registered properly.  

To create a survey paper, select the Survey tab on the upper side. 

 
[Screen 6]   [Operation System] Preparation > Course Survey menu > Survey question list screen 
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G. Click Register to move to the survey paper creation screen.  

Fill out each field. Click Add to open the question search screen. 

 

[Screen 7]   
[Operation System] Preparation > Course Survey menu > Survey paper registration 

screen 
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H. Search for survey questions, and add them to the survey paper. 

 

[Screen 8]   
[Operation System] Preparation > Course Survey menu > Survey question registration 

pop-up screen 
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I. To select a course for the survey paper, click the Choose a course button to open the 

course search screen. 

 
[Screen 9]   [Operation System] Course Survey menu > Survey paper modification screen 

  
 

J. Search the list of registered courses, and select one for the survey paper. 

 

[Screen 10]   
[Operation System] Preparation > Course Survey menu > Course selection pop-up 

screen 
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K. Check if the survey paper is registered properly. 

 
[Screen 11]   [Operation System] Preparation > Course Survey menu > Course Surveys list screen 

  
 

L. Select the registered survey paper and click Preview. 

 

[Screen 12]   
[Operation System] Preparation > Course Survey menu > Detailed survey paper 

preview pop-up screen 
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M. If a finished course is selected, a dialog box informing you that you must agree to the 

Course Survey appears.  

Click the box and evaluate the course. 

 
[Screen 13]   [Study Room] My Score menu > Screen for encouraging evaluators' participation 

  
 

N. Evaluate the course. 

 
[Screen 14]   [Study Room] My Score menu > Survey pop-up screen 

  
 

 



91 

O. When the survey is completed, the following dialog box appears. 

 

[Screen 15]   [Study Room] My Score menu > Survey completed screen 

  
 

P. After evaluating a course, the students can check their performance records. 

 

[Screen 16]   [Study Room] My Score menu > Details screen 
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Q. Search the new survey results in the Operator Organization menu. 

 
[Screen 17]   [Operation System] [Courses] Surveys menu > Course Survey list 

  
 

R. The survey results are searched. 

The survey management is completed. 

 
[Screen 18]   [Operation System] [Courses] Surveys menu > Survey results list pop-up screen 
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12.  [Plan/Courses] Managing Course category 

A. In the Course category list, click Register to move to the course category registration 

screen. 

 
[Screen 1]   [Operation System] Course category menu > Course category list screen 

  
 

B. In the course category registration screen, enter a course category code and press 

Duplicate Check to check the code's availability.  

Once the code is confirmed as being available, enter the course category name and click 

Register. 

 

[Screen 2]   [Operation System] Course category menu > Course category registration screen 
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C. Search for the added course category to confirm its registration. 

 
[Screen 3]   [Operation System] Course category menu > Course category details screen 

  
 

 

 

D. To change the course category name, click Modify to move to the editing screen. Change 

the name and click Modify. 

 

[Screen 4]   [Operation System] Course category menu > Course category modification screen 
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E. To delete a course category, move to the course category's details screen and click 

Delete. 

 
[Screen 5]   [Operation System] Course category menu > Course category list screen 

  
 

F. On the Course Template page, click Register to move to the course registration screen. 

 
[Screen 6]   [Operation System] Course Template menu > Course list screen 
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G. Fill out the course form and connect an survey paper and contents.  

For the Credit Information, additional data can be entered via the Add button on the upper 

right side///.  

In the Professor and Assistant Information sections, up to N professors/assistants can be 

added.  

Lastly, enter starting and ending credit scores in Scoring Type. Make sure that the total of 

each score pair is 100, and then click Register to save the information. 

 

[Screen 7]   
[Operation System] Course Template menu > Course management registration 

screen 
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H. Check on a desired content, and click Choose to connect the content to the course. 

 
[Screen 8]   [Operation System] Course Template menu > Content connection pop-up screen 

  
 

I. Check on a desired survey paper, and click Connect at the bottom to connect the paper to 

the course. 

 
[Screen 9]   [Operation System] Course Template menu > Survey connection pop-up screen 
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J. Check if all the displayed information matches your entries. 

 
[Screen 10]   [Operation System] Course Template menu > Course management details screen 
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K. If editing is required, click Modify to move to the editing screen. Edit existing information, 

and click Modify at the bottom to save the new entries. 

 

[Screen 11]   
[Operation System] Course Template menu > Course management modification 

screen 
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L. To delete a course, move to the course's details page and click Delete. 

 
[Screen 12]   [Operation System] Course Template menu > Course list screen 
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13.  [Plan/Courses] Managing Courses 

A. Click Register at the bottom of the Year pane to open the year information input window.  

To edit a year, check on the year and click Modify.  

To delete a year, check on the year and click Delete.  

To enter/edit/delete a semester, use the menu buttons at the bottom of the Semester pane. 

 

[Screen 1]   
[Operation System] Semester menu > Manage bachelor's degree syllabus > 

Scholastic years/semesters management screen 

  
 

B. Enter new year information and click Confirmation at the bottom to save. 

 

[Screen 2]   
[Operation System] Semester menu > Manage bachelor's degree syllabus > Scholastic 

year modification pop-up screen 
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C. Enter a semester name and the periods, and click Confirmation to save. 

 

[Screen 3]   
[Operation System] Semester menu > Manage bachelor's degree syllabus > Semester 

modification screen 

  
 

D. Check if the new semester is saved properly. 

 

[Screen 4]   
[Operation System] Semester menu > Manage bachelor's degree syllabus > Scholastic 

years/semesters management screen 
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E. Search for the created semester information. Click Register at the bottom of the Course 

Template page to move to the course registration screen. 

 
[Screen 5]   [Operation System] Courses menu > Course list screen 
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F. Search for the created semester information. Select a year and a semester, and then use 

the Search button to find a course to run in the selected period. 

 
[Screen 6]   [Operation System] Courses menu > Course registration screen 
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G. Select a course to open. Click Add to select the course. 

 
[Screen 7]   [Operation System] Courses menu > Course registration > Find course pop-up screen 
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H. Check if the selected course appears in the list.  

Click Register to open the course. 

 
[Screen 8]   [Operation System] Courses menu > Course registration screen 

  

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 



107 

I. Check the created course. 

Set a period for each chapter, and click Register to save the course syllabus. 

 
[Screen 9]   [Operation System] Courses menu > Course syllabus details screen 
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J. Check the created course in the list. 

 
[Screen 10]   [Operation System] Courses menu > Course list screen 
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K. Check if the created course appears in the list. 

 
[Screen 11]   [Operation System] [Courses] Syllabus menu > Course syllabus details screen 

  

 
 

L. The course appears in the list of the currently open courses. 

 
[Screen 12]   [Homepage] Home menu > Main Page > Logged in 
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M. Check if the new course appears in the course list. 

 
[Screen 13]   [Homepage] Courses menu > Available course list screen 
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14.  [Design/Courses] Creating and Managing Examinations 

A. Select a course and review the list of previous examinations.  

To set a new examination, click Register. 

 
[Screen 1]   [Operation System] [Courses] Making Exams menu > Examination list screen 

  
 

B. Enter the basic information of an examination, and select the order of questions on the 

Question Lineup pane: Fixed or Random. 

Click Add to open the question search screen. 

 

[Screen 2]   
[Operation System] [Courses] Making Exams menu > Manual question search and 

registration screen  

  
 

 



112 

C. Select Question Lineup. Select Question Types and Difficulty Level to search questions.  

Select searched questions to include in the new examination. 

 

[Screen 3]   
[Operation System] [Courses] Making Exams menu > Manual question search pop-up 

screen 
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D. Check if the selected question appears in the question list.  

To randomize the order of questions, change the type of Question Lineup to Random. 

 

[Screen 4]   
[Operation System] [Courses] Making Exams menu > Random question search and 

registration screen 

  
 

E. Select a Scope, and enter a number of questions in each row in the Question Lineup 

> Difficulty Level chart. 

Click Search to search questions that meet the search conditions.  

Select searched questions to include in the new examination. 

 

[Screen 5]   
[Operation System] [Courses] Making Exams menu > Random question search 

pop-up screen 
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F. Click Preview the paper to preview an examination paper containing the selected 

questions and information. 

 

[Screen 6]   
[Operation System] [Courses] Making Exams menu > Random question search 

and registration screen 

  
 

G. Preview the examination paper. 

Check if all the displayed questions match your selections. 

 

[Screen 7]   
[Operation System] [Courses] Making Exams menu > Examination answer 

preview pop-up screen 
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H. To set grade points to the questions, click Marking. 

 

[Screen 8]   
[Operation System] [Courses] Making Exams menu > Manual question search and 

registration screen 

  
 

I. Set grade points to the selected questions, and click Register. 

 
[Screen 9]   [Operation System] [Courses] Making Exams menu > Grade points allocation screen 
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J. Check if the new examination is set properly. 

 
[Screen 10]   [Operation System] [Courses] Making Exams menu > Examination list screen 

  
 

K.  At the Classroom main screen, check the number of available examinations.  

Move to the Take Examination screen to confirm the registration of the new examination. 

 
[Screen 11]   [Study Room] Main menu > Classroom main page screen 
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L. Check if the examination is listed in the corresponding classroom. 

 
[Screen 12]   [Study Room] Assessment menu > Examination list screen 
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15. [Design/Courses] Creating and Managing Assignments 

A. Select a course and click Register. 

 
[Screen 1]   [Operation System][Courses] Making Assignments menu > Assignment list screen 

  
 

B. Click Search Assignment to open the assignment question search screen. 

 

[Screen 2]   
[Operation System] [Courses] Making Assignments menu > Assignment registration 

screen 
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C. View searched questions, and select one.  

Add it to the assignment. 

 

[Screen 3]   
[Operation System] [Courses] Making Assignments menu > Search question pop-up 

screen 
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D. After selecting a question, enter the assignment periods and content. Click Register to 

save. 

 

[Screen 4]   
[Operation System] [Courses] Making Assignments menu > Assignment registration 

screen 

  
 

E. Check the details of the new assignment.  

To edit, click Modify. To delete, click Delete. 

 
[Screen 5]   [Operation System] [Courses] Making Assignments menu > Assignment details screen 
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F. Edit existing information, and click Register to save the new entries. 

 

[Screen 6]   
[Operation System] [Courses] Making Assignments menu > Assignment modification 

screen 

  
 

G. Check if the new assignment appears in the list. 

 
[Screen 7]   [Operation System] [Courses] Making Assignments menu > Assignment list screen 
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H. Move to the Study Room.  

Check the number of assignments displayed at the main screen, and then at the Assignment 

list. 

 
[Screen 8]   [Study Room] Main menu > Classroom main page screen 

  
 

I. Check if the new assignment appears properly in the Classroom section. 

 

[Screen 9]   [Study Room] Assignment menu > Assignment list screen 
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16.  [Design/Courses] Creating and Managing Discussions 

A. Select a course to view the history of discussions.  

To add a new discussion, click Register. 

 
[Screen 1]   [Operation System] [Courses] Making Discussions menu > Discussion list screen 

  
 

B. Click Find Discussion to open the discussion search screen. 

 

[Screen 2]   
[Operation System] [Courses] Making Discussions menu > Discussion registration 

screen 
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C. Search registered topics.  

Select a searched topic and click Add to use it for a new discussion. 

 

[Screen 3]   
[Operation System] [Courses] Making Discussions menu > Topic search pop-up 

screen 
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D. Enter the remaining information about the discussion, and click Register. 

 

[Screen 4]   
[Operation System] [Courses] Making Discussions menu > Discussion registration 

screen 

  
 

E. Check the details of the new discussion.  

Click Modify/Delete to edit/delete the discussion.  

To edit, click Modify. 

 
[Screen 5]   [Operation System] [Courses] Making Discussions menu > Discussion details screen 
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F. Edit the discussion information.  

Click Register to save the new entries. 

 

[Screen 6]   
[Operation System] [Courses] Making Discussions menu > Discussion modification 

screen 

  
 

G. Check if the discussion has been created properly.  

Click Group Management to open the Group screen. 

 
[Screen 7]   [Operation System] [Courses] Making Discussions menu > Discussion list screen 
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H. Start grouping students that have enrolled in the course. 

Click Add to create a group, and assign students to the group.  

Select one of the students as the group leader. 

 

[Screen 8]   
[Operation System] [Courses] Making Discussions menu > Discussion group 

management pop-up screen 
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I. At the Study Room main screen, check the number of available discussions. Move to the 

Discussion screen to check the availability of the new discussion. 

 
[Screen 9]   [Study Room] Main menu > Classroom main page screen 

  
 

J. Check if the new discussion appears in the Classroom section. 

 
[Screen 10]   [Study Room] Discussion menu > Discussion list screen 

  
 

 



129 

17.  [Design/Course Registration] Course Registration and 

Management 

A. Select a course, and click Registration to register for the course. 

 
[Screen 1]   [Homepage] Courses menu > Available course list screen 
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B. Check the course syllabus. 

 
[Screen 2]   [Homepage] Course Registration History menu > Course syllabus details screen 
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C. Check the professor information of the course. 

 

[Screen 3]   [Homepage] Course Registration History menu > Professor details pop-up screen 

  
 

D. Check the registration status of the course at the Registration History menu. 

 
[Screen 4]   [Homepage] Course Registration History menu > Registration History screen 
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E. Go to the Operator mode > Manage Course Registration to check and approve the new 

registration. 

 
[Screen 5]   [Operation System] [Courses] Registration menu > Course registration list screen 
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F. Go to Manage Students and make sure that the registration is approved properly. 

 

[Screen 6]   
[Operation System] [Courses] Students of Course menu > Student management list 

screen 
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18.  [Execution/Course Registration] Managing Course Registrations 

A. In the Student mode, select and register for a course. 

 
[Screen 1]   [Homepage] Courses menu > Available course list screen 

  
 

 



135 

B. Check the registration at the Manage Course Registration menu. You can approve or 

deny the registration.  

When denied, the registration appears as canceled on the Registration History page for the 

applicant's information. 

 
[Screen 2]   [Operation System] [Courses] Registration menu > Course registration list screen 
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C. Check the information of the canceled course registration.  

The applicant can reapply for the course at the Courses list page if the application period 

has not ended. 

 
[Screen 3]   [Homepage] Course Registration History menu > Registration History screen 
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D. Select a course to check the list of students enrolled in the 

course.  

If students are unable to register for courses themselves, 

operators can do it for them. To register students, check on 

all or individual students. 

 

[Screen 4]   
[Operation System] [Courses] Students of Course menu > Student management list 

screen 
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E. At the individual registration screen, search for and select students by clicking the + 

button.  

Click Add to add them to a designated course. 

 
[Screen 5]   [Operation System] [Courses] Students of Course menu > Member search pop-up screen 

  
 

F. To register a large number of students at the same time, 

download the excel file template, fill it out, and upload it to 

the database.  

Click Confirmation to register all the students. 

 

[Screen 6]   
[Operation System] [Courses] Students of Course menu > Student management batch 

registration pop-up screen 
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G. Check the registered students. 

 

[Screen 7]   
[Operation System] [Courses] Students of Course menu > Student management list 

screen 
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19.  [Study Room] Content Study 

A. Check the list of your current courses. Click Entrance to enter a classroom. 

 
[Screen 1]   [Homepage] My Page menu > Index screen 

  
 

B. Move to the selected classroom.  

Check the status of the course. Click Curriculum to move to 

the menu screen. 

 
[Screen 2]   [Study Room] Main menu > Classroom main page screen 
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C. Select Curriculum to check the course timetable. Select an available period, and click 

Study to load the contents. 

 
[Screen 3]   [Study Room] Curriculum menu > Curriculum list screen 

  
 

D. Check the contents and begin study.  

When you have finished studying, close the course window. 

 
[Screen 4]   [Study Room] Curriculum menu > Study screen 
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E. Check if your study time is updated. 

 
[Screen 5]   [Study Room] Curriculum menu > Curriculum list screen 
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F. In the Operator/Professor mode, check student attendance.  

Students' content study status can also be viewed on this 

Attendance page. 

 
[Screen 6]   [Operation System] [Courses] Attendance menu > Attendance management list screen 
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20.  [Study Room] Taking Examinations and Grading Examination 

Papers 

A. On the Study Room page, check the list of available examinations and your examination 

administration status.  

Select an examination to be administered. 

 
[Screen 1]   [Study Room] Assessment menu > Examination list screen 

  
 

B. The examination information screen appears.  

Click Start to begin the examination. 

 
[Screen 2]   [Study Room] Examination menu > Examination information window 

  

 
 

C. Answer the questions on the examination paper.  

An alert message appears before the examination duration expires; make sure to finish 

taking the examination within the time limit. 
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[Screen 3]   [Study Room] Examination menu > Actual examination screen 

  
 

D. Confirm the expiration alert message, and submit your answers. 

 
[Screen 4]   [Study Room] Examination menu > Examination expiration alert screen 
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E. A message appears, informing you that your answers have been safely saved. Click OK to 

finalize your submission. 

 
[Screen 5]   [Study Room] Examination menu > Examination submission message screen 

  
 

F. In the Operator/Professor mode, check the list of the current examinations. Select an 

examination to grade. 

 
[Screen 6]   [Operation System] [Courses] Grading examinations menu > Grading list screen 
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G. Check the details of the examination, and check the applicants.  

Select an applicant to load his or her examination paper. 

Multiple choice questions are graded automatically; essay questions are downloaded as an 

excel file for grading. 

 
[Screen 7]   [Operation System] [Courses] Grading examinations menu > Detailed grading screen 
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H. Upload the graded excel file, and save the grade. 

 

[Screen 8]   
[Operation System] [Courses] Grading examinations menu > Examination batch 

grading pop-up screen 

  
 

I. Check the grading result in the list.  

If re-grading is required, open the Re-marking screen. 

 
[Screen 9]   [Operation System] [Courses] Grading examinations menu > Detailed grading screen 
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J. Open the examination paper and grade again. 

 
[Screen 10]   [Operation System] [Courses] Grading examinations menu > Re-marking screen 
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K. Check if the grading result appears properly in the list. 

 
[Screen 11]   [Operation System] [Courses] Grading examinations menu > Grading list screen 
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L. In the Student mode, go to the Examination menu to check your grade. 

 
[Screen 12]   [Study Room] Examination menu > Examination list screen 
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M. On the Study Room page, check your examination results. 

 
[Screen 13]   [Study Room] Examination menu > Grading details screen 
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21.  [Study Room] Submitting and Grading Assignments 

A. In the Study Room menu, students can check assignments and submit reports, and 

operators/professors can issue assignments. 

 
[Screen 1]   [Study Room] Assignment menu > Assignment list screen 

  
 

B. Select an assignment name to check the details. 

 
[Screen 2]   [Study Room] Assignment menu > Assignment details screen 
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C. Move to the Submit Assignment screen. Enter the contents of an assignment, upload 

attachments, and click Register to submit your report. 

 
[Screen 3]   [Study Room] Assignment menu > Report submission screen 
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D. Check the submission details. 

 
[Screen 4]   [Study Room] Assignment menu > Submission details screen 

  
 

E. Go to the Assignment list to check the submission status. You can update your reports if 

they are not yet graded. 

 
[Screen 5]   [Study Room] Assignment menu > Assignment list screen 
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F. Update the report, and click Register to resubmit it. 

 
[Screen 6]   [Study Room] Assignment menu > Report resubmission screen 
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G. In the Operator/Professor mode, select an assignment to move to the grading screen. 

 
[Screen 7]   [Operation System] [Courses] Grading Assignments menu > Grading list screen 
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H. Check the details of the assignment and the list of students who have submitted reports.  

Select multiple/individual students who have submitted reports to open the grading screen. 

 
[Screen 8]   [Operation System] [Courses] Grading Assignments menu > Grading details screen 

  
 

  



159 

I. In the individual grading screen, enter a grade and comment. Click Register to save. 

 

[Screen 9]   
[Operation System] [Courses] Grading Assignments menu > Grading (individual) pop-

up screen 

  
 

J. In the multiple grading screen, enter a grade and comment 

per each student who submitted a report. 

 

[Screen 10]   
[Operation System] [Courses] Marking Assignments menu > Grading (multiple) pop-up 

screen 
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K. Check the grading result in the list. 

 
[Screen 11]   [Operation System] [Courses] Marking Assignments menu > Grading list screen 
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22. [Study Room] Submitting and Grading Discussion Reports 

A. On the Study Room page, students can check available discussion topics and submit their 

reports. 

 
[Screen 1]   [Study Room] Discussion menu > Discussion list screen 

  
 

B. In the Student mode, check the opinion of your group.  

Enter your opinion, if deemed necessary. Click Register to save. 

 
[Screen 2]   [Study Room] Discussion menu > Discussion list screen 
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C. Check the conclusion of each group.  

To check the members of each group, click Group Member. 

For group leaders, click Submit Conclusion to submit your 

group's conclusion. 

 
[Screen 3]   [Study Room]Discussion menu > Discussion report collection screen 

  
 

D. Check the members of each group. 

 
[Screen 4]   [Study Room] Discussion menu > Group member information pop-up screen 

  

 

 

 
 

E. Group leaders must submit their group's conclusion.  

Group leaders collect opinions from their members, draw a conclusion from the discussion, 

and submit the conclusion for their groups. 
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[Screen 5]   [Study Room] Discussion menu > Discussion report submission screen 
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F. Check a submitted discussion report. 

 
[Screen 6]   [Study Room] Discussion menu > Report details screen 
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G. In the Operator/Professor mode, move to the discussion details screen to check and grade 

submitted discussion reports. 

 

[Screen 7]   
[Operation System] [Courses] Grading Discussions menu > Discussion grading list 

screen 

  

 
 

H. Check the details of a discussion and its report submission status.  

To check the members of each group that has submitted a report, click Group 

Management. 
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[Screen 8]   [Operation System] [Courses] Grading Discussions menu > Grading details screen 
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I. Check the member information of each group.  

You can regroup members if necessary. 

 

[Screen 9]   
[Operation System] [Courses] Grading Discussions menu > Discussion group 

management pop-up screen 
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J. Check the information of each group. 

 

[Screen 10]   
[Operation System] [Courses] Grading Discussions menu > Group member search 

screen 
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K. Click Marking next to each group to grade the discussion report.  

The group's grade applies equally to each member. 

 

[Screen 11]   
[Operation System] [Courses] Grading Discussions menu > Grading details pop-up 

screen 
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L. Check the grading results in the list. 

 

[Screen 12]   
[Operation System] [Courses] Grading Discussions menu > Discussion grading list 

screen 
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23.  [Execution/Grades] Processing Grades 

A. Operators/professors can finalize student grades for their 

courses at the Manage Grade screen.  

To finalize student grades, check each survey item—

Attendance, Examination, Assignment, and Discussion—

and adjust the weighted percentages. Once the weighted 

percentages are adjusted, click Next. 

 

[Screen 1]   
[Operation System] [Courses] Grades menu > Grade management standards 

modification screen 
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B. Check each student's grades.  

Adjust his or her grade in each category and check the resulting grade. To finalize the 

grade, click Finish grading. 

 
[Screen 2]   [Operation System] [Courses] Grades menu > Grade management list screen 
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C. An information message appears in regard to finalizing 

grades.  

To continue finalizing, click Register. 

 

[Screen 3]   
[Operation System] [Courses] Grades menu > Grade management finalization 

confirmation pop-up screen 

  
 

D. In the Student mode, select a completed course and enter the Study Room. 

 
[Screen 4]   [Homepage] My Completed Courses menu > Completed course list screen 
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E. Go to My Score to check your grade. 

 
[Screen 5]   [Study Room] My Score menu > Details screen 
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24.  Site Survey Management 

A. Go to Manage Survey and check the survey list.  

To add a new survey, click Register. 

 
[Screen 1]   [Operation System] Surveys menu > Manage Survey > Survey list screen 
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B. Click the Question pool tab on the upper side.  

Check the list of registered questions. To add a new question, click Register. 

 
[Screen 2]   [Operation System] Surveys menu > Manage Survey > Survey question list 

  
 

C. Write a new question. 

Various questions can be created in different question 

categories. 

When you are done writing a question, click Register. 

 

[Screen 3]   
[Operation System] Surveys menu > Manage Survey > Survey question registration 

screen 
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D. Check the information of the saved survey question.  

If editing is required, edit the information directly on the page and click Register. 

 
[Screen 4]   [Operation System] Surveys menu > Manage Survey > Survey question details screen 

  
 

E. Once all questions have been added, move to the Survey tab.  

Enter a survey title, and click Add on the Design Survey pane to open the question search 

screen. 

 
[Screen 5]   [Operation System] Surveys menu > Manage survey > Survey registration screen 
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F. Search registered questions. 

Select questions to add to the survey. 

 
[Screen 6]   [Operation System] Surveys menu > Question registration pop-up screen 
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G. Check the added questions. Use the up and down buttons to change their order.  

When all the information has been entered, click Register to save the survey. 

 
[Screen 7]   [Operation System] Surveys menu > Manage Survey > Survey modification screen 

  
 

H. Go to the Surveys list.  

If the registered survey appears in the list, then its registration has been successful. 

 
[Screen 8]   [Operation System] Surveys menu > Manage Survey > Survey list screen 
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I. Go to the Survey menu on the homepage. 

All the available surveys are listed in the menu. 

Click the title of the newly added survey for a preview. 

 
[Screen 9]   [Homepage] Survey menu > Survey list screen 

  
 

J. Preview the survey information. 

When you are done, close the window. To participate in the survey, click Participation in 

the Survey list. 

 
[Screen 10]   [Homepage] Survey menu > Preview screen 
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K. Take the survey. 

When you are done, click Register to submit your answers. 

 
[Screen 11]   [Homepage] Survey menu > Survey questionnaire screen 
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L. After taking the survey, check the survey results screen.  

Results are displayed per item for each question. 

 
[Screen 12]   [Homepage] Survey menu > Survey results screen 

  
 

M. Survey results can also be viewed in the Operator mode. 

 
[Screen 13]   [Operation System] Surveys menu > Survey results view pop-up screen 
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25. Managing Notices 

A. In the Operator system, move to the Notice menu.  

Check the list of registered notices. To add a new notice, click Register. 

 
[Screen 1]   [Operation System] Notice menu > Notice list screen 
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B. Enter a notice and click Register. 

 
[Screen 2]   [Operation System] Notice menu > Notice registration screen 

  
 

C. Check the list of registered notices.  

To edit, click Modify. 

 

[Screen 3]   [Operation System] Notice menu > Notice details screen 
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D. Edit existing information and click Modify. 

 
[Screen 4]   [Operation System] Notice menu > Notice modification screen 

  
 

E. Check the list of registered notices. 

 
[Screen 5]   [Operation System] Notice menu > Notice list screen 
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F. Go to the homepage to check the new notice.  

Click MORE to move to the Notice page, or select the notice to move to the details screen. 

 
[Screen 6]   [Homepage] Home menu > Main page > Logged in 

  
 

G. Click Help desk in the main menu, or click More on the Notice pane to move to the Notice 

page.  

Check the list of registered notices. 

 
[Screen 7]   [Homepage] Notice menu > Notice list screen 
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H. Check if the information of the notice matches your entries.  

The notice management is now completed. 

 
[Screen 8]   [Homepage] Notice menu > Notice details screen 
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26. Managing Course Notices 

A. In the Operator/Professor mode, move to the Course Notices screen.  

To add a new notice, click Register. 

 
[Screen 1]   [Operation System] [Courses] Notice menu > Course notice list screen 

  
 

B. Enter notice information and save. 

 
[Screen 2]   [Operation System] [Courses] Notice menu > Course notice registration screen 
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C. Check the list of registered notices.  

To edit, click Modify. 

 
[Screen 3]   [Operation System] [Courses] Notice menu > Course notice details screen 

  
 

D. Edit existing information and save. 

 
[Screen 4]   [Operation System] [Courses] Notice menu > Course notice modification screen 
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E. Check if the registered notice appears in the list. 

 
[Screen 5]   [Operation System] [Courses] Notice menu > Course notice list screen 

  
 

F. Move to the Study Room in which the new notice is registered. 

The notice should appear on the Notice pane in the main 

screen. Click the notice to move to the details screen. Click 

More to move to the Notice page. 

 
[Screen 6]   [Study Room] Main menu > Classroom main page screen 
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G. Click the Notice menu to go to the Notice page.  

Click the new notice title to check the details. 

 
[Screen 7]   [Study Room] Notice menu > Course notice list screen 

  
 

H. If the notice is displayed properly, then its registration has been successful. 

 
[Screen 8]   [Study Room] Notice menu > Course notice details screen 
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27.  Contents Test 

A. As a CP, check your registered content. 

 
[Screen 1]   [Operation System] Contents Test menu > Content list screen 
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B. Add a new content to be audited. 

 
[Screen 2]   [Operation System] Contents Test menu > Auditing content registration screen 
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C. Review the registered content. 

 
[Screen 3]   [Operation System] Contents Test menu > Auditing content information screen 
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D. Review the history of the content registration and modification.  

You can add comments to explain changes in the content. Check on the Request of 

contents test box to request the operators to audit your content. Once it is done, you can 

no longer edit or comment on the content. 

 
[Screen 4]   [Operation System] Contents Test menu > Auditing content history screen 
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E. In the Operator mode, go to the auditing content list to audit. 

 
[Screen 5]   [Operation System] Contents Test menu > Auditing content list screen 
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F. Select a content to audit. 

 
[Screen 6]   [Operation System] Contents Test menu > Auditing content auditing screen 
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G. Select an inspector who will audit the content. 

 
[Screen 7]   [Operation System] Contents Test menu > Inspector selection pop-up screen 
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H. Compose an e-mail to send to the inspector. 

When sending the same mail to multiple inspectors, 

enter %name% in the mail to address the recipients 

automatically by their name. 

 

[Screen 8]   
[Operation System] Contents Test menu > Auditing request mail template pop-up 

screen 
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I. Click Preview to preview your auditing request e-mail in a pop-up screen. 

 

[Screen 9]   
[Operation System] Contents Test menu > Auditing request mail preview pop-up 

screen 
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J. As an inspector, open the list of contents that you are asked to audit. 

 
[Screen 10]   [Operation System] Contents Test menu > Auditing content list screen 
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K. Select a content to audit. 

The content details are opened in a pop-up screen. 

 
[Screen 11]   [Operation System] Contents Test menu > Auditing content information screen 
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L. Register your inspection results: Compatible or Not allowed. 

 
[Screen 12]   [Operation System] Contents Test menu > Auditing content auditing screen 
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M. In the Operator mode, search the auditing content list. 

 
[Screen 13]   [Operation System] Contents Test menu > Auditing content list screen 
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N. Check the details of contents that are registered by inspectors. 

 
[Screen 14]   [Operation System] Contents Test menu > Auditing content information screen 
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O. Review the auditing results.  

Register the final results. 

 
[Screen 15]   [Operation System] Contents Test menu > Auditing content auditing screen 
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P. Confirm the final results that you have registered. 

 
[Screen 16]   [Operation System] Contents Test menu > Auditing content history screen 
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Q. As a CP, check your registered content. 

 
[Screen 17]   [Operation System] Contents Test menu > Auditing content list screen 
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R. Check the details of your registered content. 

 
[Screen 18]   [Operation System] Contents Test menu > Auditing content information screen 

  
 

 

S. On this page, you can check the auditing results of your content.  
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If you do not agree with the results, you can request re-inspection. If you agree, then 

agree to or reject the distribution of your content. 

 
[Screen 19]   [Operation System] Contents Test menu > Auditing content history screen 
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28. Managing Communities (Students) 

A. As a student, go to the My Community menu and check the general information. 

 
[Screen 1]   [Homepage] My Community menu > Community main screen 
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B. You can create a new community. 

 
[Screen 2]   [Homepage] Making Communities menu > Community creation screen 
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C. Confirm the new community.  

If its introduction or information is not correct, go to the Communities screen to edit. 

 
[Screen 3]   [Homepage] My Community menu > A community's main screen 
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D. You can manage your own communities. 

The Communities menu is located on the left side of each community's main page, and it 

lists all your communities. 

In case of a community that you have not yet joined, the Join menu appears instead to let 

you join the community. 

 
[Screen 4]   [Homepage] My Community menu > Communities screen 

  
 

E. In the Communities screen, click Management on the No. of board(s) pane to check 

bulletin boards that belong to the selected community. 

 
[Screen 5]   [Homepage] My Community menu > Community board list screen 
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F. Register a bulletin board. 

 
[Screen 6]   [Homepage] My Community menu > Community board registration screen 

  
 

G. In the Communities screen, click Management on the No. of member pane to check the 

list of the community members. 

 

[Screen 7]   
[Homepage] My Community menu > Community member management > Member list 

screen 
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H. You can open the information of each member in a pop-up screen to view the information 

or change his or her level. 

 
[Screen 8]   [Homepage] My Community menu > Member information pop-up screen 

  
 

I. Check the list of members that have joined within the last 7 weeks. 

 

[Screen 9]   
[Homepage] My Community menu > Community member management > New member 

list screen 
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29.  Managing Communities (Operator) 

A. The left-side pane is Category 1. 

Select Category 1 to display items in Category 2 on the right-side pane. 

Select Category 1. A modification screen opens in a pop-up window. 

Click Add to register more items to Category 1 in a pop-up window. 

 

[Screen 1]   
[Operation System] Community Management menu > Community Category 1 list 

screen 

  
 

B. Enter a Category 1 item. Check its availability in a pop-up window. Register it. 

 

[Screen 2]   
[Operation System] Community Management menu > Community Category 1 

registration pop-up screen 
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C. Items corresponding to the Category 1 item appear on the Category 2 pane. 

 

[Screen 3]   
[Operation System] Community Management menu > Community Category 2 list 

screen 

  
 

D. Register a Category 2 item in the same way as you do Category 1. 

 

[Screen 4]   
[Operation System] Community Management menu > Community Category 2 

registration pop-up screen 
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E. Search communities for management purposes.  

Check on a community to modify the information. 

Multiple communities can be deleted at the same time. 

 
[Screen 5]   [Operation System] Community Management menu > Community information list screen 

  
 

F. Register a new community. 

 

[Screen 6]   
[Operation System] Community Management menu > Community information 

registration screen 
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G. Check the list of members of communities. 

 
[Screen 7]   [Operation System] Community Management menu > Community member list screen 

  
 

H. Click a name to view the member information or change his or her level. 

 

[Screen 8]   
[Operation System] Community Management menu > Community member information 

pop-up screen 
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I. Search the list of new members of communities. 

 
[Screen 9]   [Operation System] Community Management menu > New member list screen 
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30.  Managing Community PR 

A. In the Community main screen, select a community. 

 
[Screen 1]   [Homepage] My Community menu > Community main screen 
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B. At the community's main screen, select the Communities menu. 

 
[Screen 2]   [Homepage] My Community menu > A community's main screen 
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C. Select Request PR to request promotion. 

 
[Screen 3]   [Homepage] My Community menu > Communities screen 

  
 

D. In the Operator mode, search the list of PR requesters. 

 
[Screen 4]   [Operation System] PR Management menu > Community PR requester list screen 
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E. Search the list of communities that are currently being promoted. 

 
[Screen 5]   [Operation System] PR Management menu > Currently promoted community list screen 

  
 

 

 
[Screen 6]   [Operation System] PR Management menu > Community PR completed list 

  
 

 

 

 

 


