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This will take you to a blank user profile form, like the one shown here:
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All you need to do now is complete the various fields in the form as necessary. Remember that fields
marked with an asterisk (*) must be completed.

As administrator, you are responsible for creating users’ log-in details (username and password). When you
create these it is important that you remember the following:

� usernames and passwords must be unique for each user on the system

� usernames and passwords can be any combination of letters or numbers

� usernames and passwords must not include spaces

� usernames are not case sensitive – for example, kate1 and KATE1 will both be recognized as the same
by MEC when the user logs in

� passwords are case sensitive – for example, sesame6 and SESAME6 will not be recognized as the same
by the MEC when the user logs in

� Users can only be in one group

Tip: Allocating usernames
If your school or organization already has a system for coding and identifying registered students, for
example some kind of registration number, then it makes sense to use the same system when you allocate
MEC usernames to your students.

Note also that usernames can be reused as necessary when students or staff leave and new ones join.

2.3.2 Adding multiple users
If you have a lot of users to add at once, for example at the beginning of the academic term or semester, the
quickest way is to create a CSV file with all the new user information included. Once this is prepared, you
can upload the file into MEC. This section explains how to do this.

What is a CSV file?
CSV stands for ‘Comma Separated Value’. CSV files are simply files with sets of data. Each piece of data is
separated from the next by a comma. For example, the date could be: day, month, year. In this case, a CSV
file with the values: 06,01,67 would mean 6th January 1967.

CSV files are standard ways to import and export data from one computer application to another. The
easiest way to create a CSV file is in a spreadsheet program such as Microsoft Excel. You type the data into
separate columns in the spreadsheet, where each column represents a ‘comma’ in the CSV file.

In order to create and upload a CSV file of user data, follow these steps:

(i) Prepare your CSV file using a spreadsheet program such as Microsoft Excel.

The CSV file must contain the correct columns, as shown in the following example.
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Each column represents a field in the user profile record. All the column headings must be there. However,
not all the columns need to have a value in them. The following list summarizes what must be included in
the CSV file.

Tip: The ‘nickname’ will appear as the user’s screen name in MEC.

CSV column name Mandatory Values

username Yes User will log into MEC with this username – not case sensitive

password Yes Password for MEC access – Case Sensitive

nickname Yes Will be displayed in user lists in MEC

firstname Yes Will be displayed in user lists in MEC

familyname Yes Will be displayed in user lists in MEC

email Yes Will be displayed in user lists in MEC

age Yes TEE, AUT

level Yes 1, 2, 3, 4, 5, 6

role Yes STUD, TEACH

groups Yes Group names for groups that already exist in MEC. If the user is to be assigned to 
more than one group, separate the class IDs with a double-colon (LONDON::PARIS)
Students can only be assigned to one group.

There are pre-prepared blank user CSV files on the MEC Support Site. Please note that only the Super
Administrator for your organization is able to add administrators (see Part 6). Normal MEC administrators
cannot do this. A CSV file containing administrators that is uploaded by a normal MEC administrator will not
be uploaded successfully.

Tip: Avoid using characters with accents where possible in CSV files, and never for the username and
password. If you have any questions on accents, please contact your Super Administrator. 

(ii) Save the spreadsheet on your computer as a CSV file. The csv file must be saved as ‘CSV (comma
delimited) (*.csv)’.
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(iii) In the User Management area, click on the red ‘File’ button then ‘Import new users from an external csv
file’.

You will come to the following page:

(iv) Click ‘Browse’, find the correct csv on your computer and click ‘Import’.

Your csv file will be checked for duplicate values in the username column, along with other formatting
checks to make sure that the file is correct.
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When MEC has completed the upload, the following window will be displayed: 

(v) Click ‘OK’ at the bottom of the page to complete the upload. Click ‘CANCEL’ if you wish to cancel the
upload. All these users have now been added to your MEC site and will have immediate access to MEC. 

(vi) If there is some missing or unrecognized data in your CSV file then you will receive a report like the one
shown below, where some required data has failed to upload. You will need to correct the CSV according
to the error stated. Once you have done this complete the process as stated in Part 5, Section 2.3, 
Part (iv) and import the file again.
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2.3.3 Adding users to classes
You can also add users to classes from the User Management page. The features of the User Management
screen which allow you to add users to classes are described below. In order to add users to classes, follow
the steps below:

1 First select a user or users from the list using the check box. You can locate specific users using the
search filters and drop-down menus at the top of the page. All users from groups you are in will be in this
list (except your Super Administrator). See Section 2.2 for more details on the search and filter features
of the User Management screen.

Tip: Use the ‘Check all’ and ‘Uncheck all’ buttons to check all the users in a page. Use the ‘Entries per page’
filter to control the number of users checked.

2 Now select a class from the list of classes in the drop-down menu at the bottom of the User Management
screen.

3 Select ‘Assign’ from the drop-down filter at the bottom of the page. You can also remove users from
classes using this drop-down filter.

4 Click ‘Apply to all checked’ to assign the users. The page will refresh and the users will now be in the
selected class. If you make a mistake select ‘Remove’ to take the users out of the selected class.

5 These drop-down menus allow you to quickly change the level or age of several users. Select the users you
want to edit and then select the level or age from the drop-down menu. Then click 'Apply to all checked'.

6 These drop-down menus allow you to assign or remove users from groups. Select the users you want to
edit then select the group and choose either 'Assign' or 'Remove'. Finally click 'Apply to all checked'.
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2.4 Deleting users
You can delete users on the User Management screen of your administrator’s Work Area. You can check
multiple users and delete them in batches, or you can delete users one by one. 

Select the users you want to delete 
by using the check boxes. 

Click ‘Delete all checked’ and 
the users will be deleted.
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Another way to delete users is using a CSV. This is done on the same page as for CSV imports. From the
User Management screen, click the red ‘File’ button at the top right of the page. Instead of importing, click
the radio button labelled ‘Delete users that are listed in an external CSV file. Browse for the file and then
click ‘Import’. This will take you to a screen like the one below. Click OK and the users will be deleted.

Tip: Users are recognized by MEC according to their username. Deleting users by CSV will only work if the
users you wish to delete have not changed their usernames since they were uploaded onto your MEC site -
for example, if you have just uploaded a file, noticed an error, and need to delete the users uploaded in that
file immediately. It is also possible to delete selected users from the initial file.

Due to the fact that users are able to edit their own details, including username, this method of deleting
users is not guaranteed to work if the users have already logged on to MEC, as they may have changed their
usernames.
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2.5 Duplicate user records
Sometimes, when you upload a batch of user records using the method described in section 2.3.2, the CSV
file may include records for users who already exist on your MEC site. These ‘duplicated’ user records will be
detected by MEC during the upload process. If this happens, you will see the following page:

Tip: It is not possible to edit user data by CSV. User data must be edited from the User Management area of
the administrator’s Work Area.
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You can see that MEC tells
you if duplicate usernames have

been found in the file check.

The summary of pending changes tells you that
‘0’ new users are about to be created and 12 existing

users are to be ignored. This is because all 12 of these
users already exist in MEC (recognized by their
username) and so cannot be uploaded again.

You can either select
‘OK’ or ‘Cancel’ to abort. 
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2.6 Announcement Builder
A link to the announcement builder can be found in the administrator’s Work Area. Administrators can send
announcements to all MEC users. Teachers can also create announcements but they can only send them to
their own classes.

2.6.1 What are announcements and where do they go?
Announcements are simply short texts which you can publish in MEC. A new announcement will appear in
the announcements area when a learner, teacher or administrator (who is in the same Group(s) as you) logs
on. To see the most recent announcement, click on the Announcements pane in the Work Area. See the
example below.

Announcements allow you to keep in touch with all users of your MEC. You can create announcements
which are visible to both learners and teachers, or you can create announcements which only teachers see.

Teacher announcements are useful for:

� Informing teachers when courses become active or are about to be withdrawn.

� Informing teachers of content updates, such as new Word Games or News Items.

� Reminding teachers about MEC features which you think they might be overlooking.

� Providing tips and ideas on how to get the best out of the system.

Learner announcements are useful for:

� Welcoming new classes to the system.

� Informing the learners of content updates, such as Word Games and News Items.

� Reminding learners of the Word of the Week feature in the dictionary.

� Adding informal content, such as very short jokes or ‘did you know’-type interesting facts.

� Providing tips and ideas on how to get the best out of the system.
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2.6.2 Creating announcements
To create an announcement, click on ‘Announcements’ in your Work Area. This will take you to a list of
existing announcements, like the one shown here.

The screen will be blank if you have not yet published any announcements.

Notice that you can ‘Edit’ or ‘Delete’ existing announcements by choosing these options from the
announcements list screen.

To create a new announcement, click on the red ‘New announcement’ button at the top right hand side of
the screen. You will be taken to the announcement builder screen, which looks like the one shown here.
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Give the announcement a title and write the text of the announcement in the box provided. Choose which
audience (students or teachers), and which class(es) you want to address. If you choose students, teachers
in their class will also see the announcement. The 'Edit' button will take you to a list of users and classes
where you can select the announcement recipients.

Decide on a publish and withdraw date by clicking on the calendar icon and selecting a date. Click on the <
or > button to go back or forward by one month; click on the << or >> button to go back or forward by one
year.




