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User Guide

Q Business Online

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 Online 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.
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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 Login.

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.

Q Business Online

User ID: | |
Password:| |
_Login |

Forgot Password?

Q Multimedia Ltd.
www.ggroupplc.com
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If you have forgotten your password, click Forgot 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.
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The Tool Bar is found at the top of all screens in the course. The Tool Bar includes:

N o g s~ wDd e

FAQ / Configuration / System Check
Languages

Help

Learner’'s Guide

My Progress
My Profile
Logout

FAQ Imﬁwm ILI-BWEEJ@ Iﬁlr%‘tm'[:hﬂ"=k | Learner's Guide | My Progress | My Profile |_nyn-_ft
Welcome: arielg

The FAQ, Configuration, and System Check features help you to solve technical

questions, and to install components that you need in order to use the course.

The default language of the course is English, but you can choose the language
for instructions, tool tips, and Help in the Tool Bar.

To choose your language:
1. Click Languages.
2. Click the language of choice.
3. Your language of choice will change.

Q Multimedia Ltd.
www.ggroupplc.com
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When you click Help in the Tool Bar, you will see three options: Guided Tour,
Help, and User Guide.
Click Guided Tour for a video with descriptions of the course
features and explanations on how to navigate through and how to
use the course.
Click Help to receive information about the section that you are in.

Click User Guide to open the User Guide (the document you are
reading now).

The Learner’'s Guide provides in-depth information about the course.

To check your progress in the course:
1. Click My Progress .

2. A list of course components with scores, dates, and times will appear.

These are your course results for the units of G Business.

Faor each unit, you can see your total Score, the Date you completed the unit,

and the Time on Task —the amount of time you spent on the unit.

Toview a mare detailed breakdown of your results for a unit, click the lesson name.

The Course 0 1/12/2009 0:8:0
Case Studies 0 1/12/2009 0:11:13
Achievement Tests 0 1/12/2009 0:1:9

0O Multimedia Ltd.
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3. Click The Course, Case Studies, or Achievement Tests to see unit/
lesson information.
4. A list of units/lessons you have completed will appear with:
i. Unit Name
ii. Score %
lii. Last Entry Date
iv. Time on Task

These are your lesson results for the unit you have chosen.
Toview a more detailed breakdown of your results for the lessons, click on the lesson name.

LInit 1 0/15(0%) 0 January 12, 2009 0:8:0

Back

#$

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

These are your details as they appear in our system:

lUsername: arielg

First Mame: |arie|g |

Last Mame: |arie|g |

E-mail: | | +p
Country: | Brazil v| :
fi

Language | English v 1

Media Source:

’ Changs Password

[ Update ]~ Cancel

Q Multimedia Ltd.
www.ggroupplc.com
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To change information:
1. Click My Profile.
2. Type in or select the information you would like to change.

3. Click Update to enter the changes, or click Cancel to cancel the changes.

To change your password:
1. 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 0k~ w D

Click Update to enter the changes, or click Cancel to cancel the changes.

To exit the system, click Logout.

0O Multimedia Ltd.
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The Main Menu is the first screen that you will see once you enter the course. Here you

can choose to enter The Course, Case Studies, or Achievement Tests. To enter any of
these sections of the program:

1. Click the relevant name in the Section Menu on the left

2. Click Enter in the middle of the screen.

The Course

In the 24-unit @ Business Online course, follow the story of Yamaguchi Electronics as they search for a
sales representative to market their new GPS cellular phones. Meet the staff of Miami-based Garcia
Partners and London-based PGK Sales Lid. as they compete for the bid. Each unitin this course
contains three exciting lessons and 15 interesting activities.

Q Multimedia Ltd.
www.ggroupplc.com
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The course is made up of 24 units. Each unit has three lessons: a video lesson, a mixed

skills lesson (reading and listening), and a reading lesson. The video in each lesson is

one small part of a whole movie that can be seen by watching all the videos in each unit

in order. Therefore, it is recommended that the units are completed in order of how they

appear in the Unit Menu.

Welcome: arielg

The Course ‘

unit numbe Unit Menu
Unit 2 Unit 2
The Project Forming a Analysing the
Begins Team Competition
Unit 4 Units Unit &

Preliminary Contact

Unit 7
Setting up a
Video Conference

Unit10
Welcome

Campany Profile

Unit &

Video conferencing

Unit 11

Presenting the Product

Assessing an RFP

Unit 9
Hotel Conferences

Unit 12
Company Qrganisation

| Units 112 |

Units 13-24 |

Q Multimedia Ltd.

www.ggroupplc.com
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1. Click the unit number you wish to enter

2. The unit will open to the first lesson, and the video will begin.
3. Click Units 13-24 to see the next 12 units.

Click Instructifns to learn how to complete an activity.
Read the question in the activity.

Complete the activity.

Click Confirm to check if your answers are correct.

Click Solution to see the correct answer to an activity.

1.
2.
3.
4.
5.
6.

Unit 1: The Project Beg .
video lesso
Le

Click Clear to erase your answers.

[#] Instructions

What is the main purpose of the meeting
between Gill and John?

() to finalise her contract

to get to know each other <= activities

O

o to make sure Gill understands the proposal
and the team that will work on it

O

to introduce MNora to Gill

© 4 n B M =

IE| Scene Summary I

e
John Ellison-Smith, PGK's Managing
Director, and Gill Sanderson, the newly
hired Head of Sales for Latin America,
are meeting. John Ellison-Smith
expresses his pleasure at finally -
S

Cceer [ comn [=00 5

0O Multimedia Ltd.
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Lesson 1 is always the video lesson. The video will be on the left side of the screen with
a scene summary - NOT a full script - of the video. Words and phrases that appear in
bold in the scene summary can be found in the Lexicon. Activities appear on the right

side of the screen.

(

To use the video player:
1. The video will begin automatically upon entering the lesson.

2. To stop the video, click ™ or ®

3. To watch the video again, click P

4. To move backwards / forwards through the video, click LSV (5

Other video player options:
To watch the video with the Windows Media Player, click & .

To change the bandwidth (depending on how fast or slow your internet

connection is), click =2 and choose High or Low.

#)
To enter the mixed skills lesson, click Lesson 2 at the top of the screen. The reading

and listening passages are on the left side of the screen, and the activities are on the

right side of the screen.

0O Multimedia Ltd.
www.ggroupplc.com
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— mixed skills lessol

reading/listening
I passages

*

To read or listen to a passage, click =4 or

$

To use the sound player:

1.
2.

> W

o

The listening passage will begin as soon as you click L
To stop listening, click @ or @]

. N o |
To listen from where you have stopped it, click @

the
activity

To move backwards / forwards through the listening passage, click ONC)

To change the volume, click and slide 0 tothe left/right.

Q Multimedia Ltd.
www.ggroupplc.com
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Click Lesson 3 to enter the reading lesson. The reading passage is on the left side of

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

T reading lesson

15



There are eight Case Studies in Q Business Online. To enter a specific Case Study,
click the Case Study number on the Case Study Menu page.

I

Case Study
Menu

In each Case Study there is a picture with a text and audio on the left side of the screen,
and the related activities are on the right side of the screen.

16
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1. Listen to or read the passage on the left side of the screen.

2. Click Hints.

Hints Passages

17



3. Read and listen to the four reading and listening passages in the Hints section.

To use the sound player:

a. The listening passage will begin as soon as you click
b. To stop listening, click or

c. To listen again, click
d. To move backwards/forwards through the listening passage, click

/

e. To change the volume, click and slide to the left/right.

4. To complete the activities:

Click to learn how to complete an activity.
Complete an activity.

Click Confirm to check if your answer is correct.

Click Solution to see the correct answer to an activity.

Click Clear to erase your answer.

-~ 0o o o0 T p

To move through activities, click a number at the top of the screen, or the
arrow at the bottom of the screen.

18



The Tool Bar in the lessons and in the Case Studies includes:
The Speaking Lab
The Lexicon
Help
Print
Instructions
Exit

)

To look up words you do not know in the Lexicon:
1. Type part of or a full word.
2. Click the word you want from the list of relevant words.
3. The definition of the word and a few sentences using the word will appear on the
right side of the screen.

4. Click to hear the word pronounced.

5. Click to practice saying the word.

19



Enter the Speaking Lab through the Tool Bar or through the Lexicon (to practice words)

by clicking

In the Speaking Lab, you can listen to native speakers pronouncing words or phrases

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

20
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1. Click the word you would like to hear and practice saying.

I I

written and graphic feedback L]

2. Click Listen .
3. You will see a graphic picture of the speaker’s intonation. You will also see how

long the speaker took to say the word.

4. Click 2/,
5. Say the word.

6. Click
7. You will see the graphic picture of your intonation, and you will get two other

types of feedback:

21



a. Written feedback (Excellent!, Try again, Speak slower, etc.)

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

8. Click Play to hear your recording.

9. Click Save to save your recording.

Record as many times as you like.

[ Je— select a unit

~

graphic
feedbac

-~

1 1

select a topic written feedback

$ &
1. Select the Speaking Lab from the list of tools in the Tool Bar.

2. Select a unit from the drop-down unit menu.

22



3. Select a sentence.

4. Click Listen.
5. You will see a graphic picture of the speaker’s intonation. You will also see how

long the speaker took to say the sentence.

6. Click o/,

7. Say the sentence.

8. Click
9. 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).

10.Click Play to hear your recording.

11.Click Save to save your recording.

Record as many times as you like.

23



There are two Achievement Tests in Q Business Online. To enter one of the two
Achievement Tests, click the name of the desired Achievement Test on the

Achievement Test menu page. You can only take each of the tests once.

Each Achievement Test has five reading passages and three listening sections. The
reading or listening passages will appear on the left side of the screen, and the activities
will appear on the right side of the screen.

move through the reading and
listeningpassage

finish the test and get your sco

24
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1. Read or listen to the passages on the left side of the screen.

2. To use the sound player:
a. The listening passage will begin as soon as you click
f. To stop listening, click or

b. To listen again, click
c. To move backwards / forwards through the listening passage,

click /
d. To change the volume, click and slide to the left/right.

3. Click Instructions to learn how to complete each activity.

4. Complete the activities for each passage.

5. Move through passages by clicking or
6. Click End Test.

7. You will receive a score for the test.

25



