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If you have any questions or concerns about this User Guide, please check our website at:

http://www.ggroupplc.com/category/QSupport

Or, e-mail the Q Support Team at:

onlinesupport@ggroupplc.com
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Welcome to the Q Business Traveller Course.

This guide will show you the main features of the system, and help you to become

familiar with the course content.

Q Multimedia Ltd.
www.ggroupplc.com
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Enter the course through the login screen:
1. Type in the Username and Password you received from us by e-mail.
2. Click Enter.
3. The system will check your computer to make sure you have all the necessary
components.

4. If you are missing any components, click the relevant link to install it.

WELCOME TO 0O BUSINESS TRAVELLER! *Help  :System Check

rld of business
|:| Engl h videos, listen to tions, and
. pra peaking in many differen
sk i3 bucinace ool with the () Busir

L 1 oai learr

to succee

== | e ogin area

Forgot your password?

Click here

Copyright @ 2008, The Q Group TM. All Rights Reserved. Best Viewed at 1024x768 | All rights reserved.

If you have forgotten your password, click Click Here under the words Forgot Your
Password?, and Q Support will e-mail your password to you.

If you have installed all the necessary components and are still unable to enter or use
the course, please check our Support page at:
http://www.ggroupplc.com/category/QSupport.

Q Multimedia Ltd.
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The Main Menu screen displays the eight themes included in the course: Travel, Hotels,
Greeting, Eating Out, Socialising, Work, Directions, and Appointments. There are two
units in each theme. Click one of the themes to read descriptions of the units that are
related to this theme.

WELCOME TO 0O BUSINESS TRAVELLER! *Help  :Tools :System Check :Logout

Q BUSINESS TRAVELLER

TRAVEL | HOTELS | GREETING | EATING OUT | SOCIALISING | WORK | DIRECTIONS | APPOINTMENTS

Booking a Flight Checking in for a Flight

o Topics for This Unit

Topics for This Unit

Video, Listening, and Role-play:

. = i Video, Listening, and Role-play:
unit booking 5 flight by phone checking in for a flight.
P Language lesson: spelling, months, Lan s =
5 guage lesson: short answer o=
descrlptIOI dates, question words, and telephone and would fike: and trave
) o Pronunciation lesson: the sound /tt

stress, and intonation

Enter Unit Enter Unit

Copyright © 2008, The Q Group TM. All Rights Reserved. Best Viewed at 1024x768 | All rights reserved.

Click Enter Unit to enter a unit displayed on the screen

At the top of the Main Menu screen, is the Tool Bar. This Tool Bar includes:
Help

Tools

Q Multimedia Ltd.
www.ggroupplc.com
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THE 1

System Check (to help install any components you might be missing)

Logout (to exit the system)

Help includes four sections:
The Learner’s Guide (to help you become familiar with the course)
The User Guide (this document)
Configuration (to help install any components you might be missing)
FAQ (to help you solve technical questions)

Help (to help you navigate through the system)

Learning tools include:

1. The Lexicon
The Phrase Book
The Grammar Book
The Speaking Lab
My Progress
My Profile

o g bk w N

Look up any word you do not know in the Lexicon:
1. Click Lexicon.
2. Type part of or the full word you want to look up.
3. A list of relevant words will appear below the text box on the left side of the
screen.
4. Click the word you want.
5. The definition in your chosen language and a few sentences using the word in

English will appear on the right side of the screen.

Q Multimedia Lid.
www.qgroupplc.com
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6. Click ®u* to hear the word pronounced.

LLEXICON

a little

alot

a.m.
abbreviation
(n.}

about (adw.,
prep.)
abroad (adv.)

across (prep.)

action (n.}
activity (n.)

actually (adv.)

abroad (adverb)

in or to a foreign country

Example:
I'm going abroad next week.
Do yvou like living abroad?

select a word

sound

e

Print

Close

The Phrase Book includes many of the phrases you have learned in the course.

To find phrases:

1.
2.
3.

Select a unit from the drop-down menu.

Click a phrase on the left side of the screen.

The phrase, an explanation about the phrase, and examples will appear on the
right side of the screen.

Click #:5» to hear the examples.

Click Print to print the examples.

Q Multimedia Ltd.
www.ggroupplc.com
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6. Click Close to close the Phrase Book.

¢ select a unit

sound =

< select a phrase

The Grammar Book provides explanations about the grammar topics found in the
course. To learn about the grammar topics included in the tool:
1. Click the name of a topic in the list on the left side of the screen.
2. An explanation about the usage of a structure or topic and examples will appear
on the right side of the screen.
3. Click Print to print the examples.

4. Click Close to close the Phrase Book.

Q Multimedia Ltd.
www.ggroupplc.com
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In the Speaking Lab, you can listen to native speakers pronouncing words or phrases

you have learned in the course, and practice pronouncing them.

To use the Speaking Lab:
1. Click Tools in the Tool bar.
2. Click Speaking Lab.



< select a unit

~

graphic
feedbac

e

L written feedback

| select a topic | | |! |

3. Select a unit from the drop-down menu at the top left corner of the screen.

4. Select a sentence.

N~
. Click (™ | isten .
. You will see a graphic picture of the speaker’s voice. You will also see how long
the speaker took to say the sentence.
. Click[®])
. Say the sentence.

. Click
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10.You will see the graphic picture of your voice, and you will get two other types of
feedback:
a. Written feedback (Excellent!, Try again, Speak slower, etc.)

b. Color feedback (green = excellent; red = needs a lot of work).

N~ |
11.Click | % Play to hear your recording.

12.Click Save to save your recording.

Record as many times as you like.

To check your progress in the course:
1. Click My Progress .
2. Alist of lessons you have completed will appear with:
a. Unit name
b. Score
c. Last Entry Date
d. Time on Task

11



Click a Unit Name to see activity information including first, last, and total number of
attempts, as well as whether you completed an activity correctly or incorrectly.

Change personal information in the system in the My Profile section.

Click to save
the new
information.

12



To change information:
a. Type in or select the information you would like to change.
b. Click Update to enter the changes, or click Cancel to cancel the changes.

Click Change Password.
New text boxes will appear.

Type in your current password.
Type in the new password you would like to use.

Type in the new password again.

o a0k w NP

Click Update to enter the changes, or click Cancel to cancel the changes.
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Each unit includes six lessons — Video, Listening, Language, Pronunciation UK,
Pronunciation US, and Role Play — and a test. The lessons do not have to be done in
the order in which they appear. To move between lessons, click the name of the lesson

in the tab at the top of the screen.

I

lesson tabs

¢ toxt and audio or video

(video lesson shown here)

! includes a video with a full script on the left side of the

screen, and activities on the right side of the screen.

includes a picture with audio and a full, written script on

the left side of the screen, and activities on the right side of the screen.
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includes a picture on the left side of the screen and

activities on the right side of the screen.

(UK and US) have pictures on the left sides of the
screens, and activities on the right sides of the screens. The activities in these

lessons are the same.

has a script with audio and a picture on the left side of

the screen, and a role-play activity on the right side of the screen

$

Below find instructions on completing activities in all lessons.

A

% $
The video will begin automatically upon entering the lesson.

To stop the video, click [uf] or fm].
To watch the video again, click .

To move backwards / forwards through the video, click [’ o [ or click the part

of the text you want to see.

To change the volume, click and slide the volume button ( ) to the left/right.

15



Other video player options:
To watch the video with the Windows Media Player, click [5).
To change the bandwidth (depending on how fast or slow your internet

connection is), click ulll and choose High or Low.

% $
Click Instructions to learn how to complete an activity.

Read the question in an activity.

Complete the activity.

Click Check to check if your answer is correct.

Click Solution to see the correct answer to an activity.

Click Clear to erase your answers.

N o g M wDd R

Click a number or arrow at the bottom of the screen to move through activities.

. . ]
instructions >

Check or clear your answel, move through
or see the correct answer, activities

|
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There is a test in each of the sixteen units in the course. Each test has ten activities.

<+ |isten

finish the test
<+ read and get your
score

!

Most of the activities require the learner to read a question, then to choose the correct

answer out of two possibilities. However, the first activity in each test has a different

format.

0N PE

% $
Read the question in the activity.

Listen to the recording on the right side of the screen.
Read the three options on the left side of the screen.
Choose the best option by clicking the appropriate circle on the right side of the

screen.
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