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QMacmiIIan | Help Word List Dictionary = Grammar reference  Messages (0) BEcikol 4]
English Campus = {_steph Admin

WORK AREA COURSES TESTS & EXAMS GAMES
Path: Work Area > User Management

() User List
(0 .. IR | T T
l [ rin Jl Reset
A Username Name Screen name Role Level Classes Groups Action
+ Alaeana Artalay, Alaeana Alaeana Student Level 4 1 il View
O
+ Anneka Arula, Anneka Anneka Student Level 3 2 1 View
O
+ Antonio Bantonacci, Antonio Student Level 3 1 1 View
O Antonio
+ Arturo Artelan, Arturo Arturo Student Level 6 2 1 View
O
+ Bianca Arosa, Bianca Bianca Student Level 5 il 1 View
O
+ Boris Artenov, Boris Boris Student Level 2 1 1 View
O
+ bra Russell, Byron Byron Administr.  Level 2 2 1 View
O
+ Brian Flower, Brian Brian Teacher Level 4 1 i View
O
+ Brianna Bateau, Brianna Brianna Student Level 3 2 1 View
O
+ brs Russell, Byron Byron Student Level 4 2 1 View
O
—
“Select V.Assign v- (278 Select v LG EN Select

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:

B usernames and passwords must be unique for each user on the system
B usernames and passwords can be any combination of letters or numbers
B usernames and passwords must not include spaces

B usernames are not case sensitive - for example, katel and KATE1 will both be recognized as the same
by MEC when the user logs in

B passwords are case sensitive - for example, sesame6 and SESAMEG will not be recognized as the same
by the MEC when the user logs in

B 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 6" 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.

E3 Microsoft Excel - Sample_user_CSV MEC 3.0_GroupTestupdate.csv =)
{8) Ele Edt Vew Inert Fomat Toos Data Window Help T -8 X
NEHAGRI T80 S0 C 8 AL S O B~ Z® a|BZU/EEEE@% 0 W88 ooacl
P S @ K | 5 | 9) By g | ¥ Renly with Changes..., End Review... !
4 £
F20 - &

A 1 8 [ c T o T & R ¢ [ A T T T JT KT v T ™MT NToTPTaoaTRTSTEH
Ef firstname email age level role groups B
_2 |usert user User1 User1 stud1 s.morelli@AUT 2|STUD LONDON
_3 |user2 user User2 User2 stud2 p.schwartz TEE 5/STUD LONDON
_4 |user3 user User3 User3 stud3 quigliemi( TEE 4/STUD PARIS
_5 |userd user Userd  Userd  studd t.kaponovg TEE 3|STUD  PARIS
_6 |teach1 [teach Teacher1 |Teacher! /teach1 ||.Bednarec AUT 4/ TEACH |LONDON
_7 |teach2  teach Teacher2 |Teacher2 |teach2  |S Holme@TEE 4/TEACH |LONDON::PARIS
_8 |teach3  [teach Teacher3 |Teacher3 /teach3  d.Thekath¢( AUT 2/TEACH |PARIS
_9 |teachd  teach Teacherd |Teacher4 'teach4  p.santana(AUT 2TEACH |-

_10 |admin1  |admin Admin1  Admin1  |adm1 y.oteo@gft AUT 2 TEACH ADMIN
_11]admin2  |admin Admin2  Admin2 |adm2 b.wovan@(TEE 2TEACH ADMIN
_12|admin3  |admin Admin3 |Admin3 |adm3 f karmali@ AUT 4 TEACH ADMIN
_13|admind  |admin Admind  Admind  |adm4 w foltio@m AUT 4 TEACH ADMIN
14
75
16
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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

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.

(i) Save the spreadsheet on your computer as a CSV file. The csv file must be saved as ‘CSV (comma
delimited) (*.csv)".

My Computer
g File name: IMEc_users_October.csv Vi | l Save ]
My Network =
Places Save as type: | csv (Comma delimited) (*.csv) 4 [ concel |
-~

Template (*.xlt)

Text (Tab delimited) (*.txt)

Unicode Text (*.txt)

Microsoft Excel 5.0/95 Workbook (*.xIs)

Microsoft Excel 87- Excel 2003 & 5.0/95 Workbook (*.xls

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’.

f”\ Macmillan

Q English Campus
WORK AREA COURSES TESTS & EXAMS
Path: Work Area > User Management

l Steph Admin

\’?j User List

Select fall 2 show Ll B Entries perpage Next > Display entries b

A~ Username Name Screen name Role Level Classes Groups Action
+ Alaeana Artalay, Alaeana Alaeana Student Level 4 1 1 View
O

+ Anneka Arula, Anneka Anneka Student Level 3 2 1 View
O

+ Antonio Bantonacci, Antonio Student Level 3 i 1 View
O Antonio

+ Arturo Artelan, Arturo Arturo Student Level 6 2 1 View
O

You will come to the following page:

722\ Macmill
@ Er?gclin%'haEampus
WORK AREA

Path: Work Area > User Management > File

l Steph Admin

TESTS & EXAMS GAMES

COURSES

(?) File Import Area

Import new users from an external CSV file ®

Delete users that are listed in an external CSV file (@)

C:\Documents and Settings\s.eamshaw\DesktopMEC 3.0\ (Browse_._)

#A © Macmillan Publishers 2003 - 2007

(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:

22\ Macmillan

@ English Campus

WORK AREA
Path: Work Area > User Management > File

| Help Word List Dictionary ~ Grammar reference | Messages (0)

— l Steph Admin

TESTS & EXAMS GAMES

COURSES

(?) File Import Area

Import new users from an external CSV file

Delete users that are listed in an external CSV file

“ Browse... ] Import

Checking file: C:\Documents and Settings\s.earnshaw\Desktop\MEC 3.0\MEC_users_October.csv

Mandatory columns present? OK
Qut-of-range or unsupported character check OK
Qut-of-range data value check (role, level, age) OK

Duplicate username check
Summary of pending changes from file :

C:\Documents and New users that will be created 12
Settings\s.earnshaw\Desktop\MEC 3.0 Existing users to be ignored 0

\MEC_users_October.csv
@

A © Macmillan Publishers 2003 - 2007

(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.

22 Macmillan 3 ou

@ Eﬂg'lSh Campus . | Steph Admin

WORK AREA
Path: Work Area > User Management > File

COURSES TESTS & EXAMS GAMES

[’)) File Import Area

Import new users from an external CSV file

Delete users that are listed in an external CSV file

|[ Browse... | [ Import ]

Checking file: C:\Decuments and Settings\s.earnshaw\Desktop\MEC 3.0WWEC_users_October_Error.csv

Mandatory columns present? OK
Out-of-range or unsupported character check oK
QOut-of-range data value check (role, level, age)  Failed
Duplicate username check

fA © Macmillan Publishers 2003 - 2007 |
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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:

f”) Macmillan | Help Word List = Dictionary = Grammar reference ~ Messages (0)
LJ English Gampus ! |__steph Admin
WORK AREA COURSES TESTS & EXAMS GAMES
Path: Work Area > User Management
(?) User List
soect ] 2 srov I T vext> Dipayenives KRNI

~ Username Name Screen name Role Level Classes  Groups Action
+ adminl adm1, Admin1 Admin1 Teacher Level 2 1 1 View
+ admin2 adm2, Admin2 Admin2 Teacher Level 2 1 3 5 View
+ admin3 adm3, Admin3 Admin3 Teacher Level 4 1 1 View
+ admind admd4, Admind Admind Teacher Level 4 i 1 View

O
+ Alaeana Artalay, Alaeana Alaeana Student Level 4 2 1 View

L 1%
+ Anneka Arula, Anneka Anneka Student Level 3 2 i | Tiew
+ Antonio Bantonacci, Antonio Student Level 3 Al 1 View

Antonio

+ Arturo Artelan, Arturo Arturo Student Level 6 2 View

O
+ Bianca Arosa, Bianca Bianca Student Level 5 1 View

O
+ Boris Artenov, Boris Boris Student 1 1 View
@ m Clar  |Business English upper-intermediate! (K20 Select 1l Select Apply to all che d
Grot LUl Select NERY Select Delete all checked

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.

Help Word List Dictionary = Grammar reference  Messages (0)

722 Macmillan
@ Eﬂg[lSh Campus 3 |_ steph Admin
WORK AREA SEARCH COURSES TESTS & EXAMS GAMES

Path: Work Area > User Management

(7) User List [ New user X File J
R All b All 34 Entries per page pout = Display entries
~ Username Name Screen name Role Level Classes  Groups Action
+ adminl adm1, Admin1 Admin1 Teacher Level 2 1 1 View
O
+ admin2 adm2, Admin2 Admin2 Teacher Level 2 1 3 5 View
O
+ admin3 adm3, Admin3 Admin3 Teacher Level 4 1 1 View
O
+ admind admd4, Admind Admind Teacher Level 4 i 1 View
O
+ Alaeana Artalay, Alaeana Alaeana Student Level 4 2 i View
+ Anneka Arula, Anneka Anneka Student Level 3 2 i | View
O
+ Antonio Bantonacci, Antonio Student Level 3 Al 1 View
O Antonio
+ Arturo Artelan, Arturo Arturo Student Level 6 2 1 View
O
+ Bianca Arosa, Bianca Bianca Student Level 5 1 1 View
O
+ Boris Artenov, Boris Boris Student Level 2 1 & View
O
Check all Class |Business English upper-intermediate j§2 (78 Select v BLGEEN Select Apply to all checked
[ Uncheck all | m’ Select ¥ . Assign ¥ - LULY Select v INEIUER Select Delete all checked

—

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.

@Macmillan | Help Word List Dictionary = Grammar reference  Messages (0) |kl
English Campus (__steph Admin

WORK AREA SEARCH COURSES TESTS & EXAMS GAMES
Path: Work Area > User Management > File

() File Import Area

Import new users from an external CSV file

Delete users that are listed in an external CSV file

‘[ Browse... ] [ Import

Checking file: C:\Documents and Settings\s.earnshaw\Desktop\MEC 3.0\MEC_users_October.csv

IMandatory columns present? OK
Out-of-range or unsupported character check oK
Out-of-range data value check (role, level, age) OK

Duplicate username check
Summary of pending changes from file :

C:\Documents and Existing users that will be deleted 12
Settings\s.earnshaw\Desktop\MEC 3.0 Existing users to be ignored 0

\MEC_users_October.csv
Cox

A © Macmillan Publishers 2003 - 2007

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:

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 see that MEC tells
you if duplicate usernames have
been found in the file check.

o h i

Steph Admin

@t l

COURSES TESTS & EXAMS GAM:S

Imgort new users from an external CSV file

Dglete users that are listed in an external CSV file

I

| (Browse... ] [ Import

IMandatory columns present?
Qut-of-range or unsupported character check
Out-of-range data value check (role, level, age)

hecking file: C:\Documents and Settings\s.earnshaw\Desktop\MEC 3.0\MEC_users_0October.csv

OK
OK
OK

Duplicate username check

Summary of pending changes from file :
C:\Documents and
Settings\s.earnshaw\Desktop\MEC 3.0
\MEC_users_October.csv

New users that will be created 0
Existing users to be ignored 12

Lo Y cance

#A © Macmillan Publishers 2003 - 2007

[

You can either select
‘OK’ or ‘Cancel’ to abort.

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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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.

@Macmillan | Help Word List ~Dictionary = Grammar reference | Messages (0) ‘
English Campus ’ (__steph Admin

WORK AREA COURSES TESTS & EXAMS GAMES

My Bookmarks Statistics & Logs News ltems

Group Management Grammar Reference
My Word Lists e RS nee e romm
| Wbl bl s Methodology Database

My Web Links ExportData
o other webstes, i User Management

My Profile

Class Management

Announcements

Course Management

-

#A © Macmillan Publishers 2003 - 2007

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.

|
]
B 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.

|
[ ]

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

B 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.

‘@ Macmillan
English Campus = {__steph Admin
WORK AREA SEARCH COURSES TESTS & EXAMS GAMES

Work Area > Announcements

Path

Sent v - All ¥ Entries per page m Display entries

A Announcement Publish Withdraw Classes Sender Action
Date Date

] Social Event 08-Oct-2007  15-Oct-2007  14_CLA_00001, Steph Admin Edit

= 14_CLA_00002, Delete

14_CLA_00003 Publish

There is a social event organised for this evening -
everyone is welcome! If you wish to attend please
meet in the reception area of the school at 7pm this
evening.

#A © Macmillan Publishers 2003 - 2007

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.

@ Macmillan
English Campus (_ steph Admin
WORK AREA COURSES TESTS & EXAMS GAMES

Path: Work Area > Announcements > New Announcement

(?) Publish Announcements @
Title*: Publish Date*: 08-0ct-2007 il Pubiish now |
Withdraw Date*: [09-Oct-2007 il Expire now |

Message: Send to*: ] @

#A © Macmillan Publishers 2003 - 2007
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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.
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