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1. Log in @ ALC Online Japanese School

Login to ALC Online Japanese School

[Login - Computer]

@® Open your browser and go to the ALC

, Online English website
2l Onllniiipanese Seheel ( https://nihongo.alc.co.jp/en/home)
JAPANESE
LANGUAGE Ml | et AcBomal com @ Click on [Login (normal member )]
C o] el cecssnces
4' SC"HP({_LW e ® If you forgot your password, click [forget

your password?] after you click on
[Login(normal member) ].

[Login (Smartphone / Tablet) ]

e B W5 Gohh e ALC wetaie] =
® - = ALE Onfins Japansss Schonl B
=== o~ e a s @ Open your browser and access “ALC Online
©"""SieN ur@m ] B Japanese School”
h ://nih .alc.co.j h .
IAPANESE ~N ( https://nihongo.alc.co.jp/en/home )
T LANGUAGE‘ @ @ Click on [Login(normal member)] If you
T — .~ forgot your password, click [forget your
P password?] after you click on [Login(normal
member) ].
ot JAPANESE
; skypc . LANGUAGE‘
. d SCHO
r","!|||||.- .III]"\N"H:!II!' e ) T e Se———
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2. Updating Your Profile @ ALC Online Japanese School

When you log in for the first time, please update your profile.
You can enter your introduction paragraph and/or a profile picture.
This way, the instructor will have a chance to read about you before the lesson.

1 *Lesson reservations cannot be completed without a registered Skype name.
(D] 2 crange reasterea Informge [Opening your profile]
# Manuals/Usetu nformaton e E @ Click on Change registered information] from the menu and click
o Faq e e [Basic information] .
* When using a smartphone, tap the =] and click
£ Contact us [ Change registered information |
® e Change registered information {Registration and Changing Information]

““““““““““““““ @ The [ Change registered information ] will open. Nicknames, Skype

e et e st names, Area of residence, Display language , Time zone, introduction
@ ““““ - messages, profile pictures, and profiles can be changed. Information
other than the above can be changed by the office. Please contact the
office if you wish to change them.

nnnnn

— e ® Your profile picture can be changed by clicking on [Profile picture] .

*A 500px*600px portrait image is recommended for the profile picture.

(The picture may be stretched if a different resolution is set.)
5 Mo = @ Be careful not to mistake your “Skype name” with the “Displayed
. Skype name” when changing “Skype name.”
= = Please see the “Skype Setup Manual (6. Confirm Skype name) for your
® e Skype name. https://bit.ly/2X5yDYd
® You cannot change your name and mail address.
mm@w ® Enter the information you want your teacher to see in [self-

introduction] .

@ Your changes will be saved once you click on [Update] .
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3. Searching for lessons 1 - Available Lessons @ ALC Online Japanese School

CD | © Reserve lesson

5| [ e &

* Instructor list Wi Bl By e T, Pl OO LB0Y S vl the ey 10mm.
Gomtest U w2

Iy Search textbooks

e Reserve lesson *Lesson cancellations must be completed at least 24 hours prior to the start of the lesson

Available lessons

® Free Lesson (JLPT N4-N3/ N2 equivalent) e

*The first half of the fitle is the lesson name, and the second half in the brackets () is the course name. Please select the lesson to be reserved by pressing " ¥" on the far
right.

Filter by instructor

“When filtering only by instructor, all available lessons up to two wesks after today will be shown.
“When filtering by date and instructor, all available lessons up to two weeks after the specified date for the specified instructor will be shown.

Self-introduction From the administrative office

Gender

Male Female

D View only your favorite instructors

® I Q SEARCH | CLEAR

[From the menu]

@Click on [Reserve lesson] on the left hand menu.

* When using a smartphone, tap the =] and click
[Reserve lesson|

The lesson reservation window [Reserve lesson] will
appear.

[Choosing from the available lessons]

This is the most basic way to search for a lesson.
You can search based on the type of lesson or instructor.

@® Choose your lesson from the [Available lessons|
option. (If you are a Free Trial student, only the free
trial lesson will be available).

@ Click on the [Search] button.
You will see the list of teachers available to teach the
lesson by date by [Available lessons] at the bottom of
the search screen.
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3. Searching for lessons 2 - Lesson Date / Instructor Search @ ALC Online Japanese School

Filter

Filter by period

From E To E

Filter by time

From @ - To G) -

Filter by instructor
*When filtering only by instructor, all available lessons up o two weeks afier today will be shown.
*When filtering by date and instructor, all available lessens up to two weeks after the specified date for the specified instructor will be shown.

Self-introduction From the administrative office

Filter by instructor
*When filtering only by instructor, all available lessons up to two weeks after today will be shown_
*When filtering by date and instructor, all available lessens up to two weeks after the specified date for the specified instructor will be shown.

Self-introduction From the administrative office

Gender

Male Female

@ [C]  view only your favorite instructors I
PR—
® Q SEARCH CLEAR

[Choosing from the lesson date]

You can also search for lessons based on date
[ Available lessons ] .

®When you want to search by the lesson date or time,
click on [Filter by period] or [ Filter by time | and
select the date and time.

For example, if you want to search for lessons
between 8pm-10pm, you can use [ Filter by time | .

@Click on [Search] . You will see the results by
[ Available lessons] at the bottom of the search
screen.

[Customized Searches]
You can also search by various instructor keywords.

®From [Filter] , click on [Filter by instructor] , then
[Home country] [Residence] [Supportlanguage]
[sex] . Or [key word] if you want to search by the

instructor’s hobbies, educational and occupational

background, or other keywords in their profile.

@Click on [Search] to begin the search. You will see the
results by [Available lessons] at the bottom of the search
screen.
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4. Lesson Reservation — 1

@ ALC Online Japanese School

[Outline)

Once you search for lessons, the results will show in [ Available lessons | .
You can reserve a lesson by clicking on the teacher of your choice.

You can reserve up to 5 lessons in advance.

All lesson reservations and cancellations must be done at least 24 hours prior to lesson start.

] 6 @

teacher483en Instructor teacher484en Instructor teacher497en Instructor teacher517en Instructor

Home country:Japan Heme country:Japan Home country:Japan Home country: B2
) Residence Japan Residence Japan Residence Japan Residence: -1/

VIEW DETAILS VIEW DETAILS VIEW DETAILS VIEW DETAILS
RESERVE RESERVE RESERVE RESERVE

@

e Reserve lesson “Lesson cancellations must be completed at least 24 hours prior to the start of the lesson.
Available lessons
Free Lesson (JLPT N4-N3/ N2 equivalent) -
Filter by period
2019/02/10 [ R B
Filter by time
From @ d To @ -

[Opening the Lesson Reservation page]

®From the teacher selected from [Available lessons] , click on
[Reservation] to reserve that teacher’s class.

If you want to see details about the teacher, click on

[View details].

The lesson reservation page will open when you click on
[Reserve] .

% If you'd like to refine your search from within the current search
results using different keywords, you can do so from the
[Available lessons] page.

% If you'd like to start your search again, please go back to the
lesson reservation page.
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4. Lesson Reservation — 2 @ ALC Online Japanese School

List of available lessons ® [Lesson Reservatlon]
2019/02/10 08:00~D8:50 09:00~09:50 ®Choose your timeslot from [Reserve lesson |
10:00~10:50 [PYEE and click on [Reserve] .

@Choose the textbook you'd like to use.
* Your current reservation status will be visible next to the
text book. It is possible to reserve duplicate lessons.

2019/02/11 08:00~08:50 LIS 09:00~09:50 |LAEETD

Select the textbock to be used.

®You can see the textbook by clicking on [View textbook] .

Last lesson's fextbook

Business E-mail Course Lesson 1 (Not studied) v Fyrrr o
@ View textbook 1=zE—F / _
r- Reservation Contents -3 <You can see the textbook when you
Lesson dare&lin?i: 2019/02/23 01:30~02:20 e CliCk on |_V|eW teth00k J .
Coursename : E3EZA—)LO—2 s
Instructor name : teacherd61en aEE
Lesson name : EURZA—JLI—Z_f
Textbook : Business E-mail Course Lesson 1 (Not studied)
‘r:;ee::::';:::lcktheabcve reservation details before completing your @ Check the |eSSOn |nf0 |n [Reservatlon Contents]
essan ance ions MUstne compleiea St et 2 hous prore ® Click on [Reserve] to complete the reservation.

® When you see [Cancell by the selected timeslot, it means that
your lesson has been reserved.

Reserve

© Reserve lesson
-Reservation Confirmation Mail-
o ; Once the reservation is complete,
S o you will receive an email from e G oy oo Lovear Teeehes wicirames.
ALC. You can use it to check .
Listof availabie lessons your |esson t|me on your
o ©) smartphone. s
03:30~04:20
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@

5. Changing your textbook

@ ALC Online Japanese School

[Overview]

The text for a reserved lesson can be changed if it is before lesson start time.

& Instructor list

Iy Search textbooks

£ ALC Oriline Japanese Schesl + E

11 isis v By QUESTans, Plesss CONLBOL US WEl the ingury Torm.

Coiact Ly we
® |i5 Currently Reserved L¢ ssg:
Lessons reserved
teacher467en instructor
1 ETRIA=LI=Z 1
2019/02/23 01:30~02:20 @

@ About the lesson

teacher46len insuctar
1 E3RIA-INI-A 1
Business E-mail Gourse Lesson 1

2019/02/23 01:30~02:20

@ Cancel alesson

© Contactinstructor % Gal Skype
@ Change textoock [l View textbook ©  Addto favoriies

Select the textbook to be used.

Last leszon's textbook

@ I Business E-mail Course Lesson 1 (Under reservation) I T

= View textbook

[- Reservation Contents -]

Lesson date & time : 2019/02/23 01:30~02:20

Course name : E35Z X —).0—2_f

Instructor name : teacherdslen

Lesson name : 3 ZA—)LO—2 f

Textbook : Business E-mail Course  Lesson 1 (Under reservation)

*Please check the above reservation details before completing your reservation.
*Lesson cancellations must be completed at least 24 hours prior to the start of the lesson.

© =]

@ Click the [Currently Reserved -Lessons/ Lesson History-1 button
from the menu.

% If you are using a smartphone, tap the “=” menu button on the top
right-hand corner ,and then tap the [change registration
information | button.

The [Lesson reserved! window will open.

Click on [View details] of the lesson you want to change.

Click the [Change textbook] button.

@ ® © ©

The reserved text is displayed. Select your preferred text from
the pull-down menu.

)

Click the [Updatel button to change the text.

(Click the [Cancel] button to go back to the previous window
if you decide not to change the text)

Copyright ©2019 ALC Press Inc. All Rights Reserved.



6. Cancelling a lesson @ ALC Online Japanese School

[Lesson cancellation]

Instructor list ip oy s .
 Instmctorts ) ALC Online Japarese School E Reserved lessons can be cancelled if it is 24 hours prior to the

lesson start time.
I Search textbooks oo hivve sy qussTions, plsase contect s via the inguley form.

LI @ Click the [ Currently Reserved -Lessons/ Lesson History-
D B '-9553" 1 button from the menu.

"u—=n

% If you are using a smartphone, tap the menu button
Lessons reserved on the top right-hand corner and tap the “Lesson
- reservation/history” button.
8

2019/02/23 01:30~02:20 @ -

@ About the lesson

P teacherdblen insructor
ESFRZA—ILI—Z S
Business E-mail Cours

e Lessonl

The [Lesson reserved] will be displayed.

Click on [View details ] of the lesson you want to cancel.

Click the “Cancel a lesson” button.

2019/02/23 01:30~02:20

© Contact instructor e
Change textbook View textbook O Add to favoritas

@ ® © ©

Click the “Proceed with cancellation” button.

Cancel lesson Cancellation Confirmation Mail B [ALC Online Japanese School] Lesson canceled

Dear Hsd ZAHRAF

This is ALG Online Japanese Schonl's secretariat We are always thankful for

Cancel a reserved lesson. Confirm your choice and click the Cancel button to proceed. When you ca ncel a |eSSOﬂ, an email ining BLC Online Jaanese School
as shown on the r|ght Will be sent to  mis is the inforaation of canseled tesson

@ Apor @ your registered email address. Leveo e £ 20150218

lesson tine : 22:00722:50

Please use It fOI' reference When you Lessan nane : General Business Japanese Course (20)_T3 Waterial naue : General

Business Japanese Course (20 Lessons) Lesson0l Teacher nickname:

want to confirm which lesson you teztherafTen

have Cance”ed. Ve would love to have lessons of Mir® =424 F with al| our present
teachers.

* When the instructor cancels a e,

lesson, you will get a simila

cancelation confirmation email.

10
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7. Searching For Textbooks-1 @ ALC Online Japanese School

[Outline]
Finding the textbook you need for your lesson. [Textbook search menu]
D@ nstructor is £) ALG il Japanese Schost E ®From the menu, click on [Search textbooks] .
- S EIELEET ST —— ™| % If you are using a smartphone, tap the “=” menu button on the
top right-hand corner and tap the “Search textbooks” button.
Iy Currently Reserved Lessons/Ls

[Textbook search / preview]

You can search for lessons based on your textbooks.
@ search textoooks The results will show in the text overview page.

- ®Choose one of [Course name] [Lesson name, or [Textbook
@ — — name] .

@Click on [Search] to begin the search.

®The search results will appear.

©)

_ @Click on the corresponding folder to view the textbooks.
@ T ot = ®You can view the textbook by clicking on [Textbook] . You
T s will see [Audiol if any audio files are available.

e lewson_|mermediste-shanced

e ®

[Precautions and Prohibitions]

All sound samples are copyright and is the intellectual property of ALC
PRESS INC. Sound samples are free and intended for listening purposes
only. Manipulation, duplication, reproduction, resale, rental, and secondary
use of sound samples is prohibited. Please refrain from pasting a direct link
to the MP3 sound file.Please note that ALC PRESS INC. will not take any
responsibility for any trouble that may occur as a result of using the sound
samples.

11
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8. Taking the lessons (Skype Screen) - Part 1 @ ALC Online Japanese School

[Accepting the teacher’s contact add request]
When you reserve a lesson, you will receive a contact request from the instructor at least 30 minutes prior to your lesson.
Please login in to Skype and check. Before the lesson, you need to confirm this contact request.
Please also make sure that your SKYPE ID has been entered on your “My Page”.
Please refer to the Skype User Manual for more information.

1. When you receive a contact request it will show that you have a new message. Click this button.

2. Select the instructor’s nickname in the contact menu. All ALC teachers have ALC at the front of their nickname.
eg) ALC Mina

3. Click [Accept].

*The instructor will not be able to call you unless you accept their contact request. Please make sure to accept the
message before taking the lesson.

[Starting your lesson]
Before the lesson, please make sure you're signed in and your status is set to “Online”. Your instructor will call you at
the start of the lesson time. If your status is set to “Busy” or “Online”, the call may not go through.
1. When the instructor calls you and you want to turn on your camera, click
2. If you don’t want to turn on your camera, click n

3. If you experience any audio problems, the instructor will help you through the chat box.

4. You can also send the instructor text messages through the chat box.

12
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8. Taking the lessons (Skype window) - Part 2

@ ALC Online Japanese School

[For lessons using smartphones or mobile devices]
Please login to Skype prior to the lesson. You will receive a Skype call from your tutor once the lesson begins.

If you are in an environment where other noises can be heard around you when taking the
lesson, such as a café, please use a set of earphones together with a microphone. As the

speakers will pick up the noise, the instructor will be unable to hear you, and this may create
an obstruction to the lesson.

[Starting a lesson]

15:29 - ¢

au 4G
BER FLIALSA VERE v (=]

HI Student!

s88 au 4G 15:36 3 4

-
( O EBRILIAVSIVERE
|

*Video calls cannot be
displayed simultaneously
with text shared by your
tutor (using the share
screen function) if you are
using a mobile device.

If you would like to check
the movement of their lips,
please request the tutor to
“Show/Hide.” It Is
recommended that students
print out study materials
prior to the lessons.

®

@

If you receive a Skype call from your tutor, you will see an
image on the screen similar to the one on the left.

Tap the “Answer” button to start the voice call (if you wish not
to show your face to the tutor).

Your face will be visible to the tutor if you click the “Answer
with video” button (if you allow the tutor to see your face).

If you cannot make out the pronunciation or the meaning of a
word during a lesson, the tutor will write out the word using the
chat function. To access the chat function, swipe to the left in
the display window or tap the talking bubble shown on the top-
right hand corner. The window switches to the chat box.

To return to the tutor window, tap the handset button on the
top-right hand corner or swipe to the right in the display
window. The window returns to the video window.

[Ending a lesson]

® At the end of the lesson, tap the tutor’s video window.

A “Toolbar” will be shown below the display.

Tap the “End call” (red handset mark at the bottom) button from
the “Toolbar.”
The lesson will end.

Copyright ©2019 ALC Press Inc. All Rights Reserved.
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8. Taking the lessons (Skype window) - Part 3A @ ALC Online Japanese School

[Switching screens and using the chat box]

[Outline]
You can change the layout of the screens depending on your lesson. Both the student and the teachers can

enter messages into the chat box, and it will be available in the chat history even after the lesson.
%The layout may look different depending on what version of Skype you are using. It is recommended that you use the most
updated version of Skype. Skype for web is known to have technical issues, so we recommend the desktop version.

[Skype for Windows Desktop / Skype for Mac]

The instructor’s screen will appear as the large main
window and your window will appear in the top right
hand corner. Click on the chat icon @ to open the chat
box.

If you want to make yourself bigger, click and drag
your window to the center of the main Skype window
until the + sign changes to a v icon.

When the instructor shares the textbook, the other
screens may be contracted into the corner. In this
case, you can use the same drag and drop function.

* To reverse it, you can drag the big screen to the
corner.

During the lesson, you may see a popup screen
notifying you of a new text message. This is because
Skype is not selected as your main window on your
desktop. When you re-click on Skype, this message
will no longer appear.

14
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8. Taking the lessons (Skype window) - Part 3B

@ ALC Online Japanese School

[Skype for Windows 10]

The instructor’s screen will appear as the large main
window and your window will appear in the top right
hand corner. Click on the chat icon @ to open the chat
box.

You cannot make yourself appear in the main large
window.

When your instructor shares the textbook, your screen
will appear in the bottom right corner. You cannot
simultaneously display both the instructor and the text
book.

Copyright ©2019 ALC Press Inc. All Rights Reserved.

15



8. Taking the lessons (Skype window) - Part 3C @ ALC Online Japanese School

[Smartphones]

At first, the instructor will appear in the main
window and you will be in a smaller window. To
make your window bigger, tap and drag your small
window to the center of the screen until v icon
appears.

Click on the + icon @ to display the menu.

Click on the chat box icon to display the chat box.
The camera window will be visible on the side.

To go back to the main camera window, click on the
displayed camera image @.

When your instructor shares the textbook, your
screen will appear in the bottom right corner. You
can use the same tap and drag function to
reorganize your window.

* The reverse is also possible.

Copyright ©2019 ALC Press Inc.

All Rights Reserved.
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8. Starting a lesson (My page window) Contacting the teacher 1 @ ALC Online Japanese School

[Overview]

Please use “Send a message to the tutor” when you do not receive a call from the tutor after lesson start time or when you
need to urgently contact the tutor. *The mail function is for sending only. (you will not receive mail from the tutor).

R .
I Search textbooks = | ALC Onlire Japanose Scheal * E
1T ivtd e ey (USSTR3NS, Dlis DONIBOL US Wil the inguiny Torm.
® I Currently Reserved Lessgs Contast Uy

@ Lessons reserved

§ teacher461en instuctor
1 E¥FRIA-ILI-2 1
Business E-mail Gourse Lesson 1

2019/02/23 01:30~02:20

@ About the lesson

mail Course  Lesson 1
2016/02/23 01:30~02:20 @
Change textbaok

[How to send mail]
@®Click the [Currently Reserved Lessons/Lesson History] button
from the menu.
% If you are using a smartphone, tap the “=” menu button on
the top right-hand corner and tap the “Lesson
reservation/history” button.
®@The [Lesson reserved| page will open.

®QClick [View details] for the lesson you want.

@Click the [Contact Instructor] button. Mail can only be sent
during lesson time.

®The mailer will open. Enter a message and click the
[Send] button.

®The message, [ Information has been sent | will appear once the
mail has been sent.

Copyright ©2019 ALC Press Inc. All Rights Reserved.
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8. Starting a lesson (My page window) Contacting the teacher 2 @ ALC Online Japanese School

If the teacher doesn't call you at the lesson start time, please use the [SkypeiE#&l function.

[Contacting the teacher by Skype]

Iy Search textbooks £71 ALG Oniline Japansse Schoal + E
I v e sy Quisalasng, Plisias OISO s Wa The gy Torm.
® Iy Currently Reserved Lessgu Ot Ui 55 @
Lessons reserved
teacher461
Business il Gouree Lesson 1
2019/02/23 01:30~02:20 @
@ About the lesson
©)
teacherd6len instuctor -
1 EZRIA=JLI-A 1
Businens £-mail Gourse. Lesson 1
2019/02/23 01:30~02:20

From the menu, click on [Currently Reserved Lessons/Lesson
History] .

u—nu

% If you are using a smartphone, tap the “=” menu button on
the top right-hand corner and tap [ Currently Reserved
Lessons/Lesson History | .

The [Reserve lesson] page will open.
Click on [View details] .

If you don't receive a call at the start of the lesson, click on
[Call Skype] . If you cannot click on it, reload the page.

* You cannot use the button before the lesson time
* Make sure you're logged in to Skype

Click on TPermit] .
Click on [Permit] .
Click on TOK]

Skype will call the instructor automatically.

Copyright ©2019 ALC Press Inc. All Rights Reserved.
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9. Memo

@ ALC Online Japanese School

[Outline)

You can take down notes about the lesson after it is completed.You can write down advice you got from the teacher
and anything else that you learned. Also, you can copy and paste the text conversation you had with your instructor.

Y Search textbooks

@ Iy Currently Reserved Lessgs

£ ALC Driling Japanese Schesl 4 E

H yous haree sy quedtssna, phids (o0 BT us Wb he gy Tomm.
Comiact Ly e

@ e Lo A BB your iesson history st

I—AESRFLTIEEY

I—AERFLTLES
FERFIMIC R A-ATELER

FILUEE ey
—E Y ABRE20E -3
—#EV R ABHEN0E IR Lessonds

2019/01/28 18:00~18:50 @

FILUERE ey
Free Lessan (JLPT N4-Na/ N2 equivalent)
frea lesson

2019/01/26 12:00~12:50

LA ERRLTIREW

Ly A ERFLTIEE W

REERE © ZORETFNTE O REEADICEN

CED (CD CEETDY v sucanicen

@ About the lesson

- teacher4blen mstructor
1 EZRIA—=LI-2 1
Business E-mail Course Lesson 1
2019/02/23 01:30~02:20

ntact instructor l
Change texthaok View textbook ' Add to faver

Lesson notes

[Opening the page]

®From the menu, click on [ Currently Reserved
Lessons/Lesson History | .

% If you are using a smartphone, tap the “=” menu button

on the top right-hand corner and tap the “Currently
Reserved Lessons/Lesson History” button.

@The [Lesson History] page will open.

®Click on the [View details] button on the side.
@4. The [About the lesson] page will open.
®Enter your memo in the [Lesson notes] box.

®The memo will be saved when you click on [Save].

Copyright ©2019 ALC Press Inc. All Rights Reserved.
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10. Comments from teachers

@ ALC Online Japanese School

[Outline)

After the lesson, you will receive a comment from the teacher.

£ ALC Driline Japanese Schesl + E

1T ivis e By QUESTSNS, Pleiss CONLBOL US B he inguiny Torm.
Comtact Ly v

Iy Search textbooks

® I Currently Reserved Lessg

K

@ Q LYRIEE onesonsons

D-AEBERUTEE Ly A EBRLTLES

BRABCER I-ATECER

ALC Teacher mm

;I ES2%aiE (8) [ALC Global English: Basic Level]
Und 4-1: Siarting Communieation Part 2

2019/01/15 21:30~21:55 @

ALC Teacher me
a EJFRESE (18)  [ALC Global English: Basic Level]
Un® 3-1. Starting Communication Part 1

2019/01/15  21:00~21:25

© ZORRTINTS © BREAD

@ Evaluation from instructor @

[Opening the page]

1.From the menu, click on [ Currently Reserved
Lessons/Lesson History | .

u—nu

% If you are using a smartphone, tap the “=” menu button
on the top right-hand corner and tap the “Currently
Reserved Lessons/Lesson History” button.

2.The [ Lesson History! page will open.

3.Click on the [View details] button on the side.

4.The [ About the lesson | page will open.

5.Here, you will be able to read the instructor's comments.
When the instructor enters the comment, you will get a
confirmation email.

For lessons with scores, you will see your scores entered
with the comments.

Copyright ©2019 ALC Press Inc. All Rights Reserved.
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11. Lesson Rating-@

@ ALC Online Japanese School

[Outline]

You can give a score on the quality of the lesson after it is finished.

You can do this within 24 hours after the lesson.

Iy Search textbooks

N I s hven iy (uislaans, pleaas DoRiBC] us Wl the ey Tomm.
I Currently Reserved Lessﬁs Contact Uy x>

£ ALC Driline Japanese Schesl + E

© LYRVBE youriesson nistory ist

I—REFHRL TSN - LwAWERRLTCREEN

I—RERR LT R Ly ACERRLTIEEW

FRFIMIC &R A-AT EEERT
P ERET e
—EE YR A BRRE20EI—R 1
—MEYRIAREETIZ  LessonS

2019/01/26 18:00~16:50 RAERD E L L L RN  BmADCEN
T BT e

Free Lesson (JLPT N4-N3/ N2 equivalent)
free lesson

2019/01/26  12:00~12:50

D D © sacAbcan

@ Evaluate a lesson

titude ofinstructor Srpe sound qualty
T —— T
Comment about the lesson
lowing the lesson
@ I 4 Send the above information I

[Opening the page])

OFrom the menu, click on [ Currently Reserved
Lessons/Lesson History | .

* If you are using a smartphone, tap the “="” menu
button on the top right-hand corner and tap the
“Currently Reserved Lessons/Lesson History ” button.
@The [ Lesson Historyl will open.

®Click on [Evaluate a lesson] .

@You can rate the instructor’s abilities, attitude,
understandability and Skype quality out of 5 from [#&{J
(7931 .

®You can also write your comments in [Comment
about the lesson *Not made public] .

®The lesson rating is complete when you click on
[Send the above information] .

Note
Your [ Comment about the lesson | will not be visible
to the other students or the teachers.

Copyright ©2019 ALC Press Inc. All Rights Reserved.
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11. Lesson Rating: Part 3

@ ALC Online Japanese School

[Score Glossary

]

This is a glossary on what the numbers of the score represents.

®Teaching method

The teacher was very knowledgeable and skillful. The content of the

@Attitude

LR gellentt lesson was personalized to my needs.

% % Kk Kk v Good The teacher was knowledgeable and gave me good advice.
L. 0. 6 BAGA Average [The lesson was average, and nothing stood out.

L B BAGAGA Bad The lesson did not meet my needs.

* % Yr Yo% | Unacceptable [The teacher was unqualified to teach the lesson.

%* %k %k k Kk Excellent [The teacher was passionate and listened carefully. I would take it again.
The teacher listened to what I said and made an effort to understand my

aRARARE Good |eglish. T would take it again.

L. 0. 8. BAGAS Average [The teacher listened to me.

LB DA RAGAS Bad The teacher did not listen to me.

L RARARARAS

* & Kk ok

®Understandability

Unacceptable

Excellent

The teacher did not listen to me and had no enthusiasm.

It was easy to understand the teacher’s comments and feedback.

* %k K Kk T Good I understood the teacher’'s comments and feedback.

* %k Kk ¥ e Average [I somewhat understood the teacher’s comments and feedback.
L 0 SAGAGA Bad I could not understand what the teacher was saying.

* Y% ¥ Yok | Unacceptable [I could not understand at all what the teacher was saying.

* %k Kk Excellent |No problems. It was as if we were talking face to face.
* &k K 77 Good Better than talking on the phone.

L0 8. BAGAS Average |Not bad enough to hinder the lesson flow.

L B BAGAGA Bad There was some white noise. Froze sometimes.

L ARAQARAS

Unacceptable

There was a lot of white noise. Froze often.

Copyright ©2019 ALC Press Inc. All Rights Reserved.
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12. Purchasing a course-@® @ ALC Online Japanese School

[Outline)

If you were satisfied with the free lesson, you can purchase a course from ALC Online.
You can purchase courses from the [Course list- Purchasel section.

Ity Curently Reserved Lessons/Le £7) ALE Dnline Japanese Schoal - E [Opening the page)

I ivis e By UESTESnS, Pleiss CONLBOL US WB he inguiny Torm.

Gontast Uy s ®From the menu, click on [Course list- Purchase] .

@ ™ Course list - Purchase )

% If you are using a smartphone, tap the “=” menu
button on the top right-hand corner and tap the

@ “Credit card payment” button.
@] © cousett-pucese @The [ Course list- Purchase ] page will open.
Select course category -
S — @ 3 To search for a lesson category, choose a category
If you wish to register for the “Business Japanese Introductory Course (20).~Japanese Introductory Course.” the “Busingss e from the dropdown menu-
Japanese Pre-intarmediate Gourse.” or the ‘General Business Japanese Course (20 lassons),” sand us your (1) name, (2) “if you have campaign code, enter it here.
address, (3) phone number, and {4) desired course through our contact form. Our offices will contact you as 1o your purchase of

the course.

@Click on [SHOW DESCRIPTION] to see the course

outline. Click again to close it.
* This is convenient when you want to compare
@ en® @ the different courses.
RS l RS ®Click on TDETAIL] to see the course details on

Business Phone Call Course_N

another page.
‘v SHOW DESCRIFTION Price 43,200 ¥ iax induced) CREDIT G p g

®If you have a campaign code, enter it in
[Campaign code] then click [SHOW] . You will see
the available courses for that campaign.

@Click on the method of payment.

23
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OSSO

12. Purchasing a course: Part 2 (Credit Card)

@ ALC Online Japanese School

[Purchasing a course]
From the course page, you can select and purchase a course of your choice.

General Business Japanese Course(10)_N

N
BCL RSP it card payment

g General Business Japanese Course(10)_N

Course price
Payment amount
Study period

Msthod of payment

(Example) 1224587500 123458

(Exemple) TARO SUZUK|

—
(Example) January 2020 — January ! 20 yaars

—
®
£
8

@ Click on [Credit card payment] to pay with your credit

card.
[Entering your credit card information]

Please have your credit card on hand

@Please exclude the hyphen ( - ) in your card number.
@Enter the name on your card.

QEnter the expiration date.

@Enter the security code which is on the back of the card.
®Select the month you’d like to start.

®Click on [To the confirmation screen] to confirm.

-What's a security code?-
The security code is the three digit number U@

on the back of your card.

SER (AUTHORIZED SIGNAT URE)

—
VisA

@ Course purchase complete.

Thank you for your purchase. Please proceed to lesson reservation

[Confirming the course information]

@If the entered information is correct, click [Credit card
payment] to confirm the order.

®1If you see [Thank you for your purchasel the
purchase was a success.

Course Purchase Confirmation Email: You will receive a confirmation
email after the purchase.
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13. Purchase / Lesson History

@ ALC Online Japanese School

[Outline)

Once you purchase a course, confirm that the lessons are visible on your page.
You can also confirm whether the “points” have been used correctly.

Iy Currently Reserved Lessons/Ls

A~ "
& | ALC Onlive Japanoss School * E

W it By Quaeations, Gliasss COMLBCR U3 ¥4l s insaiey Torm.
® ® Course list - Purchase Conast Un re
Q© A - BB purcnase an ke sy
o
E2 ZinpasaE AR
@ BR7T1I77AME &E0RI-X 0 2018/12/05 2019/02/03
EPUSIRSYSRRE 4B 9,870 2018/12104 2019101103

Q BEA - {EAEIBEE  purchase and tickets history

=8 a-2% wE

©®

i) EHHR

2018/12/05 HRMTFAME SE0RI-2

Ly M5 2018/12105 2019/02/03

2018112104 UYIRSYVRSE 48 5 (2018/12/05 19:30) - 2018/12/04 2019/01/03

2018112104 USIRSY Ly2US 2018/12/04 2019/01/03

[How to]

OFrom the menu, click on [ Purchase and study history | .
% If you are using a smartphone, tap the “=” menu
button on the top right-hand corner and tap the “Purchase

and study history” button.

[Purchase / Lesson History]
@Select [Purchase history| from the pull down menu.
®Your purchase history and expiration dates are
displayed. Click on the course to see more details.

[Activity History]
@Select [Tickets history] from the pull down menu.
®Point usage and point purchase history are displayed.
Click on the course to see more details.

Item Description
Date Date the course has been bought / added / used / deleted.
Course The name of the course you purchased / used.
Details about why a lesson may have been added or deleted.
Details EG) Used (2017/07/25 22:00) (Regular Plan: Basic (Daily Conversation/Business English/Freetalk) 48 lessons).
If the course has expired, you'll see [HABRZ%D] .
Purchased lessons and lessons added by the administrator.
You will also see the number of used lessons.
e BelEi EG) [1.0] means that a lesson has been added.
[-1.0] means that a lesson has been used or deleted.
Start Date The start date of the purchased course.
Expiration Date Expiration date of the course that was purchased.

Copyright ©2019 ALC Press Inc. All Rights Reserved.
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14. Log out @ ALC Online Japanese School

[Outline]

Please log out before you close the browser window.
This way, other users on the computer can’t access your account.

B4 Contact us £ ALC Online Japanese Schoal - E
I yirti hirve By quedleons, pheass DONIBOT uS Vil the inguiny Torm.
@ || % Logout
[(How to]
1.From the menu, click on lLogout] .
@ @ ALC Online Japanese School * If you are using a smartphone, tap the “=” menu button
Login on the top right-hand corner and tap the “Logout” button.
Mail address 2.When you see the top log in page of ALC Online English,
you have logged out successfully.
Password

Remember login information

Forgot your password?
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@ ALC Online Japanese School

Other Functions

©Alc Co., Ltd
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15. Announcements

@ ALC Online Japanese School

[Outline)

You can see announcements posted by the administrators.

™ Notification

© Reserve lesson

@ ALC Online Japanese School * |E

If you have any questions, please contact us via the inquiry form.
Contact Us >>

[How to)
@ Click on T'Notification] from the menu.

Q Notification

2019/01/23

2019/01/17

[Quan trong] About system maintenance

2019/01/17

[Important] About system maintenance

2019/01117
(BEE) AT LAT T A

% If you are using a smartphone, tap the “=” menu
button on the top right-hand corner and tap the
“Notification” button.

@ The title of each announcement is displayed.

® Click on the title to see more details.

Q Notification details

2019/0117

ou will be unable to take lessons during this period.

‘We apologize for any inconvenience caused.
\

[Important] About system maintenance

On February 19, the site will be unavailable from 0:00 AM until 24:00 PM due to system maintenance.

Copyright ©2019 ALC Press Inc. All Rights Reserved.
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16. Changing your password

@ ALC Online Japanese School

[Outline)

You can change the password you use to log in to the ALC website.

% Purchase and study history &) ALE Oriioe - * E

I ists hivs my QuUsTRans, Pleass ConlBot us Vil the inguiny Torm.
Coriact Uiy we

® # Change registered infurrr?iu

® Password Reenter password

@ UPDATE PASSWORD

Password update complated.

[How to]

®From the menu, click [Change registered
information] . At the bottom of the [ Change
registered information | page, you will see the
option to change your password.

% If you are using a smartphone, tap the “=” menu
button on the top right-hand corner and tap the
“password” button.

[Changing your password]
@ Enter your password two times.
@ Click on [UPDATE PASSWORD].

® If you see [Password update completed] , then
your password has been reset successfully.

Copyright ©2019 ALC Press Inc. All Rights Reserved.
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17. FAQ @ ALC Online Japanese School

[Outline)

You can see all of the frequently asked question on the FAQ page.
Please read through them before contacting the ALC office.

[(How to]
@® From the menu, click on [FAQ] .

® FAQ £ ALG Online Japanose School e E
r ) R e — % If you are using a smartphone, tap the “=” menu button
o A e bl e on the top right-hand corner and tap the “FAQ” button.
& Contact us
@ The [FAQJ page will appear.
@ About ALC Online Japanese School

Q 1.What kind of service is provided by the ALC Online Japanese School?

Q 2.What Kinds of courses are there?

@ Q3.Do lessons have skill level targets? I

3 Click on the gquestion to see the answer.
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18. Contact

@ ALC Online Japanese School

[Outline)

You can contact the ALC office from the contact page.

© FAQ
>

CD 4 Contact us

£ ALC Oriline Japanese Schesl +* E

1 isis v By QUESTEanS, Pleass CONLBOL US Wa the ingury Torm.

Comlact Lin v

@ Contact the administrative office

® Inquiry subject

([ Inquiry

01. About registration of free lesson

“Reply emails for inquiries made on Saturdays, Sundays, and hoidsys wil be sent o sfter the nexdt

i the email cannat be sent using this form, please contact jan_online@ale.co jp directly.

. We appraciate your

J

“A receipt confirmation em

vail wil be sent after the inquiry is sent

RESET PROCEED TO CONFIRMATION SCREEN

@

Inquiry subject

01. About registration of free lesson

Inquiry

about regisiration of free lesson

[How to]

@

From the menu, click on [Contact us] .

% If you are using a smartphone, tap the “=” menu
button on the top right-hand corner and tap the “Contact
us” button.

The [Contact the administrative office] window will appear.

[Contact]

&)

€)
@
®

©

Select the nature of your question.
Type your question into the box.
Click on [PROCEED TO CONFIRMATION SCREEN] to send.

Click [Send] when you see [PROCEED TO CONFIRMATION
SCREEN] .

The question has been sent successfully when you see
[ Information has been sent] . A confirmation email will be sent to
your email.

* Questions sent on a weekend or holiday will be
addressed after the next business day.

Copyright ©2019 ALC Press Inc. All Rights Reserved.
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19. Equipment @ ALC Online Japanese School

[Outline]

In order to take the ALC Online English lessons, you need the following equipment and software.
We also recommend a grounded internet connection. Wi-Fi can be unstable.

[Equipment required for the login site & my page]

& Windows

[JOS : Microsoft Windows 8.1/ 7

COBrowser : Google Chrome / Firefox / Internet Explorer 11

JOS : Microsoft Windows 10
COBrowser : Microsoft Edge

[JOS : Microsoft Windows Vista
COBrowser : Internet Explorer 9

¢ Mac
JOS : Mac OS X v10.9 or later
CJBrowser : Safari7

¢ Smartphone / Tablet
JOS : i0S 7 or later
: Android 4.2 or later

[Equipment required for Skype]

Below are the Skype support pages.

-Our system does not support “Skype for Business”. Please use the free version of Skype.

*You can not use Skype Preview for Windows 10. If it is installed on your computer, please uninstall it first.

OPC Browser
https://support.skype.com/en/faq/FA10328/
OSmart Phone
http://www.skype.com/en/get-skype/skype
OTablet
http://www.skype.com/en/get-skype/skype

32
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https://support.skype.com/ja/faq/FA10328/
http://www.skype.com/en/get-skype/skype
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