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1 OVERVIEW

Document Purpose

This document provides the “what’'s new” information for the 3.0 version of the IRU Academy
Online (AOL) Internet application. The updated AOL version 3.0 is released on 19 April 2012. In
case you are upgrading from an older version, please read these releases notes carefully.

Requirements for ATl Machines

Operating System — recommended MS Windows XP Professional or Windows 7
Internet Browser — Internet Explorer 6.0 or higher / Mozilla Firefox 3 or higher
An Internet connection

Adobe Acrobat Reader 6.0 or higher

WinZip 7.0 or higher
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2 WHAT's NEw INAOL v3.0

The updated AOL version 3.0 Internet application is deployed on 19 April 2012 and in this
Release Note document we will step through the new features in terms of the application use by
IRU Academy Accredited Training Institutes (ATIS).

Chapter 3 covers the new functionality in the last AOL version 3.0 release such as:
¢ Import and direct enrolment of students in ATI classes
e Selection of dates from calendars

e Update of student details by ATls at any time
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IRU ACADEMY ONMLINE v3.0 -

HOMEPAGE
ATI Module Graduate Module IRU ACADEMY
ATI Accreditation Module Public Graduate Page Access ATI Promotional Page

e Excellence in Professional Road Transport Training

Figure 1: AOL Homepage
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3 NEW FEATURES

The new AOL release enables ATIs to import students and directly enrol them in classes
created in AOL, to select dates from calendars rather than to enter them manually in the
required format, to update student details at any time after creation of student records, as well
as to print scanned signatures of ATl General Managers and authorised representatives of
Official Authorities or Examination Bodies. Owing to these features, ATIs wishing to use them
can considerably decrease the duration and effort of the process of student creation and update
in AOL, or their efforts of having certificates / diplomas issued using AOL signed by the
authorised signatories in the ATl and country.

In brief, the main new features available for ATIs in this release of AOL v3.0 are the following:
e Import and direct enrolment of students in ATI classes
e Selection of dates from calendars
e Update of student details by ATls at any time.

The new ATI features are accessible from the AOL v3.0 Homepage, by clicking on the “ATI
Module” button:

IRU ACADEMY ONLINE v3.0 -

HOMEPAGE
ATI Module Graduate Module IRU ACADEMY
ATI Accreditation Module Public Graduate Page Access ATI Promotional Page

vide Excellence in Professional Road Transport Training

Figure 2: AOL Homepage — ATl Module
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3.1 IMPORT AND DIRECT ENROLMENT OF STUDENTS IN ATI
CLASSES

The new AOL release enables all ATIs to have their student profiles automatically created
based on import of student data files prepared by themselves either by means of data export
from another system or by preparing student data files. In both cases, ATIs wishing to use this
AOL function need to observe certain rules regarding the data and the format of the files which
AOL can then import.

ATIs may use the AOL student import function to significantly facilitate the creation of student
profiles in AOL by automating this process in case they dispose of the students data organised
in data files.

3.1.1 Preparing the Students’ Data File for Import and Enrolment in
Classes in AOL

In order for AOL to be able to import an ATI's file containing students’ data, automatically create
the related students’ profiles and enrol them in a class, the following conditions must be met:

- the ATI data file containing students needs to be prepared in accordance with certain
technical requirements, for both the data in the file and the format of the file;

- the class in which imported students are to be automatically enrolled needs to be previously
created by the ATI using AOL.

The students’ data specifications, the file format requirements and the process of activating the
function of student import and direct enrolment in a class are explained in detail in the sub-
sections below.

3.1.1.1 Student Data Specifications

The students’ data made ready by ATIs for import in AOL must comply with the data type,
length, cardinality (mandatory or optional data) and specific values as expected in AOL. All the
fields participating in the process of creation of a student’s profile in AOL bear the same logical
names as their labels visible on the AOL ‘Student profile’ page, an example of which is shown in
the figure below:
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STUDENT PROFILE
PERSONAL DATA PROFESSIONAL DATA 11
: Employer

Title: [ar = [ |
Gender: | w® g0 |iobTite |
Family Mame: IDriver Address 1 I W
First Mame; |TFUCH Address 2: | User Intent
Birth Date: |D1-Feb-19?3 Address 3: | | 101 =1
Place Of Birth: |Driverplace City: | m
Country Of Birth: | South Africa =] State: |

: == FPostal Code
Address 1. IDmerstreet w Fre: | Certificates/Diplomas
Addrass 2 I Fostal Code | Hide s

' St I” TIRCOADRES10103
Address 3 | Country: | Please Select =] [ TTRCORUREEZ1402
City: IDFWEFWECE Telephane; I [T 1TTRcoADR7O41102
State: | Waobile: 12345676 I™ mRcoADR7712102

[T mRcotacrzig10d
Fostal Code A R
12300 5

Fre: | Fax |

—

T

Fostal Code
Suf:

Country:
Telephone;
IMaokile:
Fax

Email:

Language;

igure 3: AOL Student Profile page — Part 1

| South Africa

=

|123455?s

|123455?a

|123455?9

Email:

From Another
ATI:

Student ID;

Fassword:

Yiewing Code;

| Previous Enrolliments

— EX3

|38242?

|5295553

|tdﬁ-rer@g9tmail.com Enroll In Class: [Please Select =]

| Enalish

=7

Close Graduate

Weh Site:

n |

Figure 3: AOL Student Profile page — Part 2

The ‘Student ID’ and ‘Viewing Code’ values are generated by AOL upon creation of the
student’s profile, while the ‘Certificates/Diplomas’ section of the Student Profile page displays
those certificates/diplomas that the student has already acquired. For these reasons, the
‘Student ID’ and ‘Viewing Code’, as well as the ‘Certificates/Diplomas’ hyperlinks should not be
included in the ATI's student data files being imported in AOL.




The full specification of the student profile data fields, their type, maximum length, character and
example values for those fields which are specific are given in the table below:

. Data Allow Nulls | Mandatory Field e

April 2012 Copyright © 2012 International Road Transport Union (IRU)
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Data Allow Nulls | Mandatory Field

Field Name Data Type Length (Yes / No) (Yes / No)

Specific Values

All mandatory fields (student data) that need to be included in the ATI’s student data files ready
for import in AOL are highlighted in light red.

For ensuring wide comprehension of the student data and their proper merge in the
certificates/diplomas issued in AOL, all data should be written using a Latin keyboard set.
Please note that students’ data written using other keyboard sets (e.g. Cyrillic or Arabic) are not
allowed for import in AOL.

3.1.1.2 Data File Format and Limitations

Besides observing the students’ data specifications mentioned in section 3.1.1.1 above, ATIs
wishing to use the AOL Student Import functionality need to organise the student data in data
files observing certain file format requirements and limitations guaranteeing the proper import of
the contained students data. AOL would accept for import student data organised in:

- UNICODE TEXT or CSV files (*.txt or *.csv), with field names in the top row and data fields
delimited by a <Tab> character;

- Data files containing maximum 50 student profiles.

April 2012 Copyright © 2012 International Road Transport Union (IRU) 9/28
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An example of such a student data (TEXT) file prepared in accordance with the AOL

requirements is given in the figure below:

A ImportTest txt - Motepad

File Edit Format VYiew Help

Family Mame First Wame Title Gender Birth Date Place of Birth Country of Birth Language Password Address 1
Dumas Tester Mrs F 01-Jan-1980 Testville France ENG pass Route des Tests 1 Testwille

Dumasoy Tester Mr ] 02-Jan-1981 Testville Switzerland ENG pass Rue des Bananes 11 Testplace
DuUmasova Testerka Mrs F 03-1an-1983 Testwille France ENG pass ROute des Tasts 2 Testyi
pummy  Tester Mr ] 04-1an-1984 Testville Switzerland ENG pass rRue des Bananes 12 Testplace
Dummys Tester Mrs F 05-3an-1985 Testville France ENG pass Route des Tests 3 Testville

Prost  Tester Mr ] 06-Jan-1986 Testville switzerland ENG pass rue des Bananes 13 Testplace
Prosta Tester Mrs F 07-Jan-1987 Testville France ENG pass Route des Tests 4 Testwille

Driver Tester mr M 08-1an-1933 Testville switzerland ENG pass rue des Bananes 14 Testplace
Driwvers Tester Mrs F 09-1an-198%9 Testville France ENG pass Route des Tests § Testville

Chauffeur Tester Mr 10-Jan-1990 Testville switzer land ENG pass Rue des Bananes 15 Testpl

Figure 4: Example Student Data TEXT file

3.1.2 Editing the Students Data File

If for any reasons you cannot comply with some of the AOL data requirements,

data source for instance cannot provide for a

because your
specific field format, you can always edit your

prepared TEXT (or CSV) data file using Microsoft Excel.

Lockin: [ Deployment_Materials_2012  @-3 X k-
Onb | |
(B} Desktop
Bt
To edit your data file using Microsoft e e
Excel, start up Excel, select File /
Open, select ‘Files of Type’ ‘Text Files
(*.prn; *.txt; *.csv)’, locate your data file
and click on ‘Open’:
Flepame: [ =l
Files of bype: |Taxmas(*‘pmj*‘tm*m) ﬂ
Tools |+ Open |~ Cancel I

Text Import Wizard - Step 1 of 3
The Text Wizard has determined that yvour data is Delimited.
If this is correct, choose Mext, or choose the data bype that best describes yvour data,
riginal daka type
Choose the file type that best describes your data:

" Fixed width - Fields are aligned in columns with spares between each field,

- Characters such as commas or tabs separate each field.

Click on ‘Next >’ in the ‘Text Import
Wizard — Step 1 of 3’ screen:

Preview of file WiAIRU AcademytA0LWAOL w3 DeploymentDeployment_Materials_2. ..\ ImportTest, bxt,

Skatt import ak row: |1 E‘ File arigin:

IWindnws (ANST)

|a oo

Family NameFirst NameTitleGenderBirth DatePlace 0f BirthCountry 0f
funasTesterMrsFOl-Jan-1980TestwilleFranceENGpassRoute des Tests
PumasowTesterMrM0Z-Jan-1981TestvilleSwitzerlandENGpassPue des Ea
PumasovaTesterkallrsFO3-Jan-1983TestvilleFranceENGpassPoute des T
PunnyTesterMrMid4-Jan—-1984TestvilleSwitzerlandENGpassPue des Bana

I 0

= Bach: | Mext = I

Cancel Einish
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Click on ‘Next >' in the ‘Text Import
Wizard — Step 2 of 3’ screen:

Click on ‘Finish’ in the ‘Text Import
Wizard — Step 3 of 3’ screen:

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
below.

Text Import Wizard - Step 2 of 3

rDelimiters
v Tab
I semicolon
™ Comma
[ space

" other: I_

™ Treat consecutive delimiters as one

Texk gualifier: I l

rData previ

amily Name [First Name [Title [Fender Birth Date lace 0f Birth Country Of |*
mas estar rs 1-Jan-1920 Testwville rance

UMA S 0w ester r 2-Jan-1381 [festwille witzerland

UMA S OWa esterka rs 3-Jan-1383 [festwille rance

LBy estar ¥ d4-Jan-1984 [Testville witzerland|w

4 I 4

Cancel | < Back | Finish |

Text Import Wizard - Step 3 of 3

This screen lets wou select each column and set the Data Format.

olumn data Format

& General . ’ _

- General converts numeric values to numbers, date values to dates, and all
Teat remaining values to bext,

" Date: [y -

Advanced |

" Do naot import column {skipd

ata previes
cneral CeperabeneralCaneral Coperal Ceperal
First Name [Title [Fender Eirth Date [Flace Of Birth Country Of 1%
ester rs F Pl-Jan-1220 Testwille France
ester r <8 PEZ-Jan-1921 [Testwille Euitzerland
esterka rs F N2-Jan-1282 Testwville France
ester r <8 P4-Jan-1984 Testwille Swit,zerlandLI
2
Cancel < Back [t = |
(Op) &l 2 - s ImportTest txt - Microsoft E
]
—/ Home Insert Page Layout Formulas Data Review View Developer 1
= - e = e’ mm L, Al Y o
Jickt Calibri - |[A AT ([80e=|| v ~|| S wran et General - = X [ Z Anosun %‘J
53 Copy @] Fill =
Paste o Fad M & Center - | @@ - 84 o [[%:8 .08 Conditional Format  Cell Insert Delete Format | Sort
~ - Format Painter = Bl Merge & Center - | |89 = o0 [l 528 Formatting = as Table * Styles ~ - - - A Clear™  Fie
Clipboard {F] Font (F] Alignment L Number (F} Styles Cells Editing
Al - fx | Family Name
A B c D E E G H 1 J K L M N (o]
1 |Fal Name IFirst Name Title Gender Birth Date Place Of Birth Country Of Birth Language Password Address 1 Address 2 Address 3 City State Postal Code Prefix Pos
2 |Dumas Tester Mrs F 01-Jan-80 Testville France ENG pass Route des Tests 1 Testville 12500
3 |Dumasov Tester Mr M 02-Jan-81 Testville Switzerland ENG pass Rue des Bananes 11 Testplace 123501
4 |Dumasova Testerka |Mrs F 03-Jan-83 Testville France ENG pass Route des Tests 2 Testville 234502
5 |Dummy Taster Mro M 04-Jan-84 Testville Switzerland ENG pass Rue des Bananes 12 Testplace 345503
6 |Dummys Tester Mrs F 05-Jan-85 Testville France ENG pass Route des Tests 3 Testville 456504
7 |Prost Tester Mr M 06-Jan-86 Testville Switzerland ENG pass Rue des Bananes 13 Testplace 567505
& |Prosta Tester Mrs F 07-Jan-87 Testville France ENG pass Route des Tests 4 Testville 678508
9 |Driver Tester Mro M 08-Jan-88 Testville Switzerland ENG pass Rue des Bananes 14 Testplace 789507
10 Drivers Tester Mrs F 09-Jan-89 Testville France ENG pass Route desTests 5 Testville 900508
11 |Chauffeur  Tester Mr M 10-Jan-90 Testville Switzerland ENG pass Rue des Bananes 15 Testplace 1011509

[
=)
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As you can see, the above example TEXT file with students data displays the ‘Birth Date’ fields
using a date format inappropriate for import in AOL (the date format in the file is ‘dd-mmm-yy’,
while the required date format for AOL import is ‘dd-mmm-yyyy’). To convert the date format in
the one required for AOL import:

famN=a" R =T A ImportTest.txt - Micrasoft Excel
)
- Home | Insert Page Layout Formulas Data Review  View Developer
= "5 Cut Calibri -l -l [ ~| Siwrep Text Custom - Jﬂé"
123 Copy = . 0 .00 .
faie F ot roireer |B L U~ iE[ & A =| EdMerge & Center ~ | (B3~ o 5 || %58 59 chﬂr"r'nﬂa‘ttt"ﬂn'
Clipboard & Font & Alignment i Number 5
£2 - Ji| 01/01/1980
- A B E D | E | F G H ) J
1. SeleCt the Column Wlth the 1 |Family Name First Name Title Gender Birth Date Place Of Birth Country Of Birth Language Password Address 1
‘Blrth Date, Va|UeS 2 \Dumas Tester Mrs F 01-Jan-80|Testville France ENG pass Route des Tests 1
. 3 |Dumasov Tester Mr ™M 02-Jan-81|Testville Switzerland ENG pass Rue des Bananes 11
4 Dumasova Testerka Mrs F 03-Jan-83[Testville France ENG pass Route des Tests 2
5 \Dummy Tester Mr M 04-Jan-84|Testville Switzerland ENG pass Rue des Bananes 12
6 \Dummys Tester Mrs F 05-Jan-85|Testville France ENG pass Route des Tests 3
7 |Prost Tester Mr M 06-Jan-86|Testville Switzerland ENG pass Rue des Bananes 13
8 Prosta Tester Mrs F 07-Jan-87|Testville France ENG pass Route des Tests 4
9 |Driver Tester Mr M 08-Jan-88|Testville Switzerland ENG pass Rue des Bananes 14
10 |Drivers Tester Mrs F 039-Jan-83|Testville France ENG pass Route des Tests 5
11 Chauffeur Tester Mr M 10-Jan-80ITestville Switzerland ENG pass Rue des Bananes 15
12
& | Cut
53 | Copy
[fL  Paste

Paste Special..
Insert...
Delete...
2. right-click with your mouse and select ‘Format cells’: SR T
Filter 3
Sort 3
| Insert Comment
f]“ Format Cells...
Pick From Drop-down List...

Mame a Range...

&, Hyperlink...

Format Cells 7]

Mumber |.ﬁ.|ignment I Font I Border | Fill | Protectionl

Category:
General a I armple:
Mumber ’—Sﬂl—Jan—IQSD ‘
Currency
Accounting
[rake
Tirne
Percent 0.00%, -
Fersreese »
) , el .
3. In the ‘Number screen tab of the = faa™" pAY S
‘ ’ H Special E e
‘Format  Cells' ~ window, _ select | s | |
Category’ = ‘Custom’, enter ‘Type’' = dd-mmrm-yy
, , . . , did-rarnim
dd-mmm-yyyy’ and click on ‘OK’: mmm-yy
hi:mm &RJPM
himm:ss AMFR LI
LI Delete |

Type the number format code, using one of the existing codes as a starting point.

Ok I Cancel
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Microsoft Excel displays the values of the ‘Birth Date’ column in the date format required for

AOL import (dd-mmm-yyyy):

l:“: =l R Bicd - ImpartTest.tet - Microsoft Excel
- Home Insert Page Layout Formulas Data Review View Fave it (]| L
¥ ocut === Savein: () Deployment_Materisls_2012 El e el =
o Lalibu 1 cA A F |~ MyRecent | [Name = [ Size| Tope T Date Modiied |
e Ao s A= Sbacuments | =TT Tramim FleFolder  10/02/2012 1157
- f Format Painter s il L == i (B veslion [2) ImpotTesttst  4KB  Test Document 12/04/201203:24
Clipboard Fl Font {F Alignm \ﬂMy
2 i £ | 01/01/1980 Dosnerts
A B Ei D E E L] rCﬂZmputer
1 |Family Name First Name Title Gender Birth Date Place Of Birth Cour ‘-j';::::twmk
2 |Dumas Tester Mrs F 01-Jan-1980[Testville Fran
3 |Dumasov Tester Mr M 02-Jan-1981|Testville Swit.
4 |Dumasova  Testerka Mrs F 03-Jan-1983[Testville Fran:
5 |Dummy Tester Mr M 04-Jan-1984|Testville Swit
6 |Dummys Tester Mrs F 05-Jan-1985|Testville Fran
7 |Prost Tester Mr M 06-Jan-1986|Testvilla Swit
8 |Prosta Tester Mrs F 07-Jan-1987|Testville Fran
9 |Driver Tester Mr M 08-Jan-1988[Testville Swit
10 | Drivers Tester Mrs F 09-Jan-1983|Testville Fran File namsi— [importTest. txt 5
11 |Chauffeur  Tester Mr M 10-Jan-19300Testville Swit Save sstyper [Unicade Text (") |
12

ooe_|- =
2

4. Select ‘File / Save As’, make sure ‘Save as type:’ = ‘Unicode Text (*.txt)’ and click on ‘Save’:

5. Click on ‘Yes’ when asked if you want to replace the existing file, then click ‘Yes’ again when
you see this window:

Microzoft Office Excel

i)

ImportTest, txt may contain Features that are not compatible with Unicode Text, Do you want to keep the workbook in this Format?

+ To keep this Format, which leaves out any incompatible features, click Yes,
+ To preserve the Features, click Mo, Then save a copy in the latest Excel Format,
+ To see what might be lost, click Help,

Mo | Help |

]|

When you close the file you have just edited in Microsoft Excel, you will have it ready for import

in AOL.
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3.1.3 Importing the Student Data File and Enrolling the Imported
Students in a Class

Once you have prepared your student data file for import in AOL in accordance with the
specifications and requirements of the previous sections, you can initiate the procedure of
import of the students data file and automatic enrolment of the students in a class in AOL. When
initiating this procedure, AOL will check the file for basic consistency. The AOL procedure of

direct import of your students’ data file consists of three steps, described in the next three sub-
sections:

1. The ATI needs to create a class in AOL into which it wants to have the imported students
directly enrolled;

2. AOL checks the student profiles in the data file against available student records in the

database and, in case it finds such, it updates the student profiles concerned with the
information in the students data file;

3. The ATI user carries out the import in AOL by clicking on a button and is informed about the
outcome of the import and enrolment of the students by AOL.

3.1.3.1 Creating a Class Where Imported Students Should be Enrolled

To create a class in which you want to directly enrol imported students in AOL, follow the
procedure described below:

y On Line (AOL)

IR

-

1. Logon to the AOL ATI Module with your

Uk Matre .
User Name and Password - — | ———
n =3 [Co=)
~
i Excellence in Professional Road Transport Training @

; ACCREDITED TRAINING INSTITUTE - HOMEPAGE
' 4

2. Select ‘Class Management’ from the
ATI Home Page:

TEST Training
i SV5

wide Excellence in Professional Road Transport Training

April 2012 Copyright © 2012 International Road Transport Union (IRU) 14 /28
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3. Select ‘Create New Class’
on the Class Management

page:

4. Select ‘Product Name’,
then click on the ‘Create’
button in the New Class
Creation page:

AOL opens up the full ‘New Class Creation’
page offering you to enter all class details:

A weasie [ m

061 0 e

L=

Seats Left Dt B

Teat2
OleClassTest

Testhica 1 TIRCOCPCA0S)  O1dlar2n2 | Od-Mar2di 1
SLCS-Test TIRCOSS00S)  20Feb012  20Feni0n2 0
Qualifizsson Bus and Coach TTRCOCPDAgSS 15Feb-2012 | 15Feb-2012 2
Qualifzation Trucks IIBCOCPOORET 15Feb2012 1SFeniof2 2
Penodic for passanger TTRCOCPDJSsS 14-Fee-2012  14-Fab-2012 3

llence in Professional Road Transport Training

Students In Class

Contect IAL Acedemy AT Home Page

TTR - NEW CLASS CREATION
} [ 50, 5ate Loading and Carn Secuning =] }
Class i |m!tn!r.san-m [ Hame: [
Lenguags: Plosss Salect =] insiuciorMama:  [Pleass Salect =] Phone: |
StanDate; [ il et e [
PuBishad On KLU
End Date: | Acadamy Wab Siie: L] Emait: |
im il compliance ]
O (| Descipton: et = RUCES |
Consobdated
Seats In Tetal: | [Flesclution on
foad Trattic, he |
Avallatis Seats: |

EW CLASS CREATION
AT B ConIALT
[irares oors 1 Hame: | =
Lanage = £ f woz] Poe [t
LT [pe 200 2z F= [rrsuany
e 20 A e
En L BEa ety [
Dt Tt Denzreeen. A compance 3] e S rere st comm
e — g ﬂ
Tufe. ve
WP | ——

Road Transport Training m

in Prof

April 2012

Copyright © 2012 International Road Transport Union (IRU)
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ON

TTR - NEW CLASS CREATI
— e

iProcuct leme: [5, Safa Loang ard Caroo Securing i | :
5. Fill in the necessary class B i S AR

data as wusually upon oy [onmen Trmsngnooe 1 RSO -coevedcorecs |
creation of a new class in Umme oo 311 hewowtiine [iomor coooosazl] st [rers
AOL, then click on ‘Update’ some [ RUrCHR e g, o

End Date; [apczoz | m’:‘&“:‘; r Email [enrcumentggemasc

oasiTes  [F | Desergvon W Wepgie:  [wancom |

Seatls In Totak 10 %&n j

b soats [

Excellence in Professional Road Transport Training

N.B. AOL now allows you to set a class ‘Start Date’ and ‘End Date’ in the past and
update these dates at any time. The conditional relationship between these dates
which you have to observe is:

- aclass ‘End Date’ cannot be earlier than the ‘Start Date’;

- aclass ‘Examination Date’ cannot be earlier than the ‘End Date’ and later than
the current AOL system date;

- the class ‘Start Date’ and ‘End Date’ can be updated at any time, as long as no
‘Examination Date’ has been set for any of the students in the same class.

| weaSire [

L

Studerts in Class
——

Contact U Acacery

TTR - IMPORTCLASS

6. Click on the ‘OK’ button
when informed that the
new class has been
created

Your updates have been entered into the database

x
—

e Excellence in Professional Road Transport Training

April 2012 Copyright © 2012 International Road Transport Union (IRU) 16/ 28
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Students in Class

CONECE IR ACaNTY

TTR - IMPORTCLASS

iProductMeme:  [57 Sate oo and Coros secuning |
Class Name Importlass Lacatian Geneva ATIBOOKING COMIACT
7. CIICk on the ‘Students In Crags I0 IW [Fraining Rocm 1 Hame' [Enroiment Contact
Class’ button when the new i T e e e
. wavwe [ e YRR [T e EE—

CIaSS IS d|Sp|ayed EnaDate: [ohor201z 0000 mm‘;:_ - Emall: [enroiment@getmai.c

Cars In Total 7 Daserigtion: :&'u‘um j Wak Site: [ an.com

[Conscadatod
et F‘-{— m“h =l
spmvesens [0

e Excellence in Professional Road Transport Training

wes e |

=

IMPORTCLASS
| Eaamination Date foc Solecsea Stugeens [ Diploma vasasy Duraton o mantma) [ ml

8. Click on the ‘Import
Students’ button in the
Students In Class page

i Morwy mpan R
m Student Students iy

e Excellence in Professional Road Transport Training

AOL opens up the ‘Import Students from csv file’ page offering you to open an example of a csv

file (import.csv hyperlink) or to have the example opened for editing in Excel (import.xls
hyperlink):
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Z.. - puﬂ
| WEB SITE | =
] (o)

) m— N

Contact IRU Academy ATl Home Page

=. S

- =

Import Students from csv file

Please select the csvfile to import

I Browse...

Note: the following file import.csv can be downloaded as an example of csv file. In order to produce a csv
file in the correct format, you can use the excel file import.«ls and save your changes in excel as a "Unicode
text” file.

2 Excellence in Professional Road Transport Training

Figure 5: AOL “Import Students from csv file” page

Choose File to Upload E1E3

Laok in; |E}Deployment_MateriaIs_2D12 j Qe

CBT-Training

j L3 0-ReleazeMote-ATI_|mport_Enrol-Calendar_Dates-Print_Signatures. docs

I_.ﬂ.tﬁ«caclemy\z\fehS ite-Changes.doc

W) A0L_3Manual_for_ATl.doc

E:AD L-Aelease_Mote-lmport_E xport-4Tls.pdf

T ADL-User_ManuahaT s pf

..-.-]AD L-v3 O-ReleaseMote-ATI_|mport_Enrol-Calendar_D ates-Print_Signatures. docx

AOL-w3_0-ReleaseMote-ATI_Import_Export.docx

W1 A0L+v3_O-ReleassMotes-4TI dock

) CIPTI_Conversation-13022012. doc

-E Cover-Helease_Mote-4Tlz pdf

-E, Cover-Feleaze_Mote-Graduates. pdf

-E Cover-User_Manual-&T lz pdf

E Cover-User_Manual-Graduates. pdf

2] Import_Students.=lz

=F Irmport T est bt
] Student_import_mapping. xls

9. Click on the ‘Browse’
button, then select the
file  containing the
students’ data to
import in AOL and
click on ‘Open’ in the
‘Choose File to
Upload’ window:

File name: |I mportT est. bt j Open
Files of type; I.t‘-‘«ll Files ["] j Cancel |
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1 r
LT ok

| wessie [w
E]

-

Contact 1 Acadamy

Import Students from csv file

10. Click on ‘Import File’
when back to the
‘Import Students from
csv file’ page:

Figase selectihe csv e to mport |
O3 Degtoymere Deploymen Jaaterals_Z01zimponrestoa _Biowss |

Rotec i fallowing e mooilogy can b dawnioaded as an evampbe of e file. I ardar 19 prodiscs o o
fil i B ol foarmal, i jpcet ok snd sang pour changs n excel as 3 Unicada.

bt file.

3.1.3.2 Checking the Students’ Data File for Existing Students

AOL will carry out an automatic check on the file format and data consistency and will display an
error message indicating the position and the nature of the first data consistency problem
identified in the file selected for import:

WEB SITE |

OO0 — e —

Import Students from csv file

Please selectthe csvfile to import :
| Browse... |

Line 3: Sorry, your First Name may not be left blank!

Note: the following file import.csv can be downloaded as an example of csv file. In order to produce a csv
file in the correct format, vou can use the excel file impart.xls and save your changes in excel as a "Unicode
text” file.

Back Import File

‘Excellence in Professional Road Transport Training
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Figure 6: AOL “Import Students from csv file” page with a data check error message

If you see such a message, edit the data file using Microsoft Excel, enter the missing student
data in the indicated line, save the file and try to import again.

3.1.3.3 Actual Import of the Students Data File and Direct Students’ Enrolment into
the Class

11. When AOL accepts
the student data file  — ] r'm—ta -
for import, it will give : = : e
you a confirmation
message in green
(<number> students
imported
successfully).  Click
on the ‘Back’ button
to return to the
Students In Class
page when you
receive the ?
confirmation [—
message:

Import Students from csv file

Please select the csv file to import :

| _Browse., |

10 students imported successfully

MNote: the following file import csv can be downloaded as an example of csv file. In order to produce a csv
file in the correct format, you can use the excel file import xis and save your changes in excel as a “Unicode
text” file.

Back import File

e Excellence in Professional Road Transport Training

Figure 7: AOL “Import Students from csv file” page after a successful sending
of students data file for import

AOL displays the ‘Students in Class’ page for the class into which imported students were enrolled:

ATI Home Page

Ay =

| Examination Date for Selected Students Diplama Validity Duration (in months)

Title  Family Name FirstName StudentiD DiplomaID RT:'," Pass Distinction B“"';"""g““ cel_";':tc:r‘:ﬁ‘m"“

Mr Chauffaur Tester | 495199 ] = m [ I K
i Driver Tester | 975163 [] (I =
rs Drivers Tester | 285182 [ m m [ I 1§
lrs Dumas Tester | 881951 1] mi m [ [ 1IC
Hr Dumasoy Testr | arrrez | I_ r m [ 0 B0
Hrs Dumassia  Testrks | g1 I_ = ] l— l— ]
e Dummy Tester | 514833 [ 1] m m [ 0 E
rs Dummys Tester | 295034 [ | m m [ I kO
Hr Prost Tester | 753202 1] mi m [ [ K
1rs Prosta Tester | sa0a03 I_ | 0] 0 I— I—

5 O [
Select All Add New Import p"m:' nicates! Print Export
Student Students Diplomas Student List Graduates

lwide Excellence in Professional Road Transport Training
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You can then proceed with the registration of the end of class actions (indication of examination
results for the students, entering Examination Date for the students, printing certificates /
diplomas and accompanying letters for the students in the class) in the usual way.

N.B. Like already mentioned in section 3.1.3.1 above, AOL allows you to change the
class Start Date and End Date even after enrolment of students in the class, but
ONLY as long as no Examination Date has been specified for any of the students
in the class!

3.2 SELECTION OF DATES FROM CALENDARS IN AOL

For better convenience, the AOL user interface has been changed in this new AOL release so
that the users are not obliged to enter dates manually into data fields in a format required by
AOL, but they can select dates from a calendar. Following the selection of a date from a
calendar, AOL automatically converts and displays the selected date in its required format.

Selection of dates from calendars is implemented throughout AOL, in all fields requiring user
indication of a date. The specification of a date in AOL by using a calendar is demonstrated in
this section by using the example of an ATl user updating a class. The selection of a date from
a calendar in any other AOL date field is done in the same way.

-----------

1. From the AOL ATl Module, e

select the ‘Class Management’ I e I e R

function and open the class for swiome [ 00w ELFICHRP [ -

which you want to change the ewom [ PaMonRy o

‘Start Date’ and ‘End Date’: EE M e I
Lty | g 1

Aaailable Seats F

Excellence in Professional Road Transport Training @
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2. Click inside the ‘End Date’ field
and AOL will display a
calendar just below the field,
with the current system date
highlighted:

A
2

Click on the left or right arrow in the

calendar month / year line (E / EI) to
change the month or the year of the
calendar (e.g. select the month of

March 2012):

Click on the desired day within
the selected month and year
(e.g. 29) and AOL will close
down the calendar below the
‘End Date’ field and display the
selected date (29 March 2012)
in the field using the required
format:

—

——

1

TTR - IMPORTCLASS

WEB SITE

e

iProouetMamEe  [00. 5ot Loading md Caros Secirim =1

imperCiass

]nnr.n“a S0

x| instructor tiame:

Caa58 Mame:

Locatoa:
[rraining Room 1 HMarne:

tibonga Goodinig ] Phone:

il T

[o3-spr-2012 ouaf | PubSECERINY

Engiish

[02-Ape-2012 0000 Far

1“1‘»!"
112.1-1 S6T0

]smmu'alﬂu—!'.m:n.c
lwwav-:lucﬂl

Excellence in Professional Road Transport Training

Published On
: 03-Apr-2012 00:00
End Date: 1] T
Days In Total: 0 March 2012 0

Su Mo Tu We

<[] o] 7
el ] o

b

Seats In Total:

Available Seats:

EEEE

R

Th Fr Sa

EEE
KD
KDKTIED

ER

EEE

Location:

Class I I!I‘EDELSUDrD
Langegd: [Engmen o [ [rre—
St Dot [p2-2or-2012 0o00 #8 (CH [£owm Fax
Fna Dam: |eg.r.w.zou ﬂwufmxga r

in full € o -
Daws in Total Iz Dimgcripion mmmnpnu: Wab Shec

Consoldated
S In Total. |m | Ranolition on

Road Trame. the =)
watavinseas o

13345678
12345619

de Excellence in Professional Road Transport Training

In exactly the same way you can select a date from a calendar by clicking in any AOL field

requesting user entry of a date.

April 2012
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3.3 UPDATE OF STUDENT DETAILS AT ANY TIME

AOL allows ATIs to modify all student details at any time, including once certificates / diplomas
or accompanying letters have been issued for the student. The only exception to this rule are
the system generated student data (AOL attributed “Student ID” and “Viewing Code”). In case
certificates / diplomas have been issued for the student whose details are being modified, AOL
will re-generate the same certificates / diplomas by merging the last modified details.

For demonstration purposes, let us see an example how to modify First Name, Last Name and
Date of Birth for a student called “Voditelka Shoferskaya”, born on “3 January 1982”, holder of a
number of certificates / diplomas one of which bears the Certificate ID “TTRCOADR7712104"
issued on 5 October 2011:

[;ITAcademy

ADR CERTIFICATE

Awarded wih Distnction on (05 Ociober 2071 Wit Cerfficate ID TTRCOADRTT 121 10

Voditelka SHOFERSKAYA &

Som In Vodiekacly, Fussan Federabion, on 02 Jaruary 1982 o=riffying possesson of the @

Certificate of Professional Competence ,.ﬂﬁ,'-
in Dangerous Goods by Road (ADR) 9
- ADR Loading & Unloading Specialist - ,,‘&‘

Proosession of this guaificaiion |3 pomfimesd oy e 154 Acasdesy on Bz web sie under Oracusts Viewing Code 781255 or (71 "T -
Thile pertifioabs ko valld untll the sapiny dabe Indicated on $he ADR Certfoats lcousd by Se Compedsnt Authortty. e

Sl
mmmmmnummmmmm b
and is in fiall complance wih e eguiremens. of e ADR egisiabon and e sind orbees Teed by e
IR Acadermy, andorsad By A hgh e Advisory Commites, regandng inscior O usifications, Traning and the Examination
D provice 5 ensure e Fighes] saely, SeCUrTy and gualty In s ransport.

WA e ey

W Bladlin MARMY A Mabllo ol O Tralrer Acedemic
Sachrbary Seneral i Adbvinii Cearaninl Mansgm
riwitad ol Riosd Trafagsst Lisksh [IRL) Bauth dfkceh Offcied STty TR

Ewitenand Bouth Afics St A ea

A e daii
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In order to update the student details, you need to log into the AOL ATI Module, select the
‘Student Management’ function and search for the student’'s record, as shown in the figure
below for the example student:

STUDENT MANAGEMENT

QUICK STUDENT SELECTOR
o= e B
e [ e

1. Click on the ‘Student ID’
hyperlink to open the student’s
record:

THCOADRESTZT00
[TUCIADTEES £ 3011
TIRCOADRENOIT
TIRCOADRTS1I04

LB

le Excellence in Professional Road Transport Training

STUDENT PROFILE
EERSONAL DATA ERUFESSICHUALDATA =
Tite. s =] m"
H L
2. AOL displays the student's Gt [uc @ Juome
Famiy Mame. | Froterskagn Address 1
record: i [T nioss2 P
it Ciate (ERTEITH Addess T ) =
- = =x
y Coury Of By [Fussian Federan = Stats)
- Agdregn 1 Ihmﬂnnu wiraat 1234 S0 | T r -
Code e
Aaxen e | Sut [ T fricseanrs= 1o
, Aparens 3 Country, [Fiense sevct =1 | srcosemearrins
% aiy [Detver place Tempnonn | r -
or [rzeoe o I iEgapariEise

:'I 'Excellence in Professional Road Transport Training
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3. Make the changes to the
student's Family Name, First
Name and Birth Date (e.g.
change name from “Voditelka
Shoferskaya” to “Vodytelka
Soferskaia” and date of birth
from “3 January 1982” to “23
April 1978"):

4. Using the vertical scroll button
at the right of the Student
Profile page, move down the
page untii you see the
‘Update’ button:

5. Click on the ‘Update’ button
and AOL wil save the
changes and display the
Student Profile page with the
modified details:

Exeellence in Professional Road Transport Training

Exeellence in Professional Road Transport Training

-

ATI liome Page

STUDENT PROFILE

EENSONAL DATA ESOIESSIONAL DATA
e rr— |
Ganser wC 7 @ |ionTme
Famiytiama; [Soterskaia sgrane 1 e
FirstName L] Addmys 2 Ugerintne
amome  [nacen Addinss 3 n
L T n
Coumty O Birm: [ s saan  sceran =] State: |
O e I -~
sogress2 [ S I st
Agdress 3. Counry.  [Pwane seect =) | inicnimsesiriin
s Cirtver place Teisphone: |
State: Mobite. [ I IRCCADATOLM
w“m [12500 Far [

STUDENT PROFILE

T 7 T
Address 4 [Vodtema siroet 1238 P":_“m |
i) s o
Address 3 Country: [Prease sowct =1 | it NI TT 1T
it ortvas placa Talsghons: | T
sotw. oo [ £ mEiasasss
o fr2s00 Fac [ -
o [ Ema: | Provie sty
comwy.  [asmmnreceanal G ot r
Tolephane: 2388678 EhidentiD: Im
Uakile 1EIAEGTE Passwons [rrerennans
Fax 12345679 Wiewing Coda: I“I‘H]
Email [retoterskayameoion Encenin ciass: [ =]
(P e r

STUDENT PROFILE

EENZONAL DATA ERNESSONAL DATA
e rr— |
Ganser w© o @ |ionTme
Familytame: [Sotershaia Sl - Yo
FirstHame eaytaka Addmys 2
Bmbae  [prAoere Addinas X
Plaze Ofiim |V ociedaaciry =
Oy O BT [ e aorer =1 iste.

Agoress 1. f;um\u sireet 1734 ;:f‘ Coce |
Cartfcpis Diglomas

= ‘oatal Code

b [ Sut I~ Ercomonpry0s
Address 3 Country, [Fraase sect =] I ittncsms i
o [Ortves place Tetsphons: |

. Mobie I T TRCOADATRLLISE
Posucon iz far [
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6. If you click on a previous certificate / diploma hyperlink in the right-hand grid on the Student
Profile page (e.g. on Certificate ID “TTRCOADR7712104" issued on 5 October 2011), AOL

will display the same certificate / diploma with the modified student details:

[ZITAcademy
ADR CERTIFICATE

Aursresd i Distnction on 0S5 Coinbeer 201 1 with Cerfficate ID TTRCOADRTT1Z4M i

Vodytelka SOFERSKAIA

Bom in Vodiekadty, Fussian Federabion, on 23 Apr 1578, oaiffing possession of the 0 :
Certificate of Professional Competence ,.ilﬁ,'-
in Dangerous Goods by Road (ADR) <

- ADR Loading & Unloading Specialist - ,,’?

Poosezion o mml:mrlmﬂlntt Arscesy on Eo weh: ohe onder Oradusis Visang Cods: TSETZENH or 1 b, .
Thic oertificate I vali Uit the sxpiry dats Indicated on E1e AR CartRioate Iccusaby Sie Competen Asthortly. & T

The'lmri'uml:l]ﬂl:bdl.‘! iU Aciesyy Acrrediied Traning RsJiie TTR
and i in full compdance wih he Eguiements of the ADR iegisiaton and the sind oriena Teed by he
IR Academy, endorsed Dy i high level Advisory Commites, reganding insTucion Ousifications, Training and the Sxaminabion
1D provice and ensure e Righest sy, securty and gualty In noed ansport.

wearw inu replaranaETy

b Matin MARMY WAt Wbt Oulirines Or Tralner Acadamic
Sacratary Senetal Basier Advisnt [re—— p—
risftuional Rosd Trarmgest Uinion [IRL) Badth Aicen Officiel Sutmity

Swiranard Bauth Africa Seourts Alen

Aty

You can see that now the student’s modified First Name, Family Name and Date of Birth appear
on the certificate / diploma, while the Certificate ID (TTRCOADR7712104) and examination date

(5 October 2011) remain unchanged.

Follow the same procedure as described in steps 1-6 above if you need to modify any of the
other student’s details. The only restriction is, as already mentioned, that you can never modify
the “Student ID” and “Viewing Code” values because these are system-generated and unique

identifiers of the student.
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4 TECHNICAL SUPPORT

4.1 AOL Support

After many years, AOL has acquired a certain degree of complexity and perfection. You will most likely find
the features you are looking for, and if you have found a hole, you are encouraged to participate in the dialog
and post your comments, questions and suggestions to the IRU Academy team accessible via the mailing list
academy@iru.org.

4.2 Bug Report
How to report bugs?

In order for our team to react faster to your calls every time you need assistance, please address your
problem to academy@iru.org. In this case, your call will be addressed to the entire team and anyone

available at the moment will be able to help you.

If you find a bug, please send an e-mail to the IRU Academy team at IRU with the information listed below.
Please make sure to include a very brief summary of the problem in the e-mail Subject line.

Your Name:
Your E-mail:
Your Phone:

Bug Description

Summary:

Steps to Reproduce:
1.

2.

3.

Expected Results:

Actual Results:

Platform:
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4.3 Contact Information

Here are all contact details of the IRU Academy team members, in case you need urgent help:

Name E-mail Telephone
Patrick Philipp Patrick.Philipp@iru.org +41 22 918 2082
Head of IRU Training

Blagoja Jovanovski Blagoja.Jovanovski@iru.org | +41 22 918 2061
In Charge of IRU Training Learning Technologies

Tatiana lachina Tatiana.lachina@iru.org +41 22 918 2032
Ico Programme & Training Coordination

Monika Lacna Monika.Lacha@iru.org +41 22 918 2739

Ico IRU Academy ATl Management

Address

International Road Transport Union (IRU)
IRU Academy

3, rue de Varembé / BP. 44

CH -1211 Geneva 20

Switzerland

Web: www.iru.org




The International Road Transport Union (IRU),
through its network of National Member
Associations on all five continents, represents
the entire road transport industry worldwide.

It provides exclusive international recognition of
professional excellence to Graduates holding
Certificates and Diplomas delivered by IRU
Academy Accredited Training Institutes (ATIS).

It speaks for the operators of buses, coaches,
taxis and trucks, from large fleets to owner-
drivers, in all international bodies that make
decisions affecting road transport.

Working with its Members and Partner
Organisations for the highest professional
standards, the IRU ensures the mobility of
people and goods whilst improving environ-
mental performance, safety and security.

Working together
for a better future

since 1948

International Road Transport Union,
IRU Academy

3, rue de Varembé
B.P. 44

CH-1211 Geneva 20
Switzerland

Tel: +41-22-918 20 51 (IRU Academy direct)
Fax: +41-22-918 27 41

Email: academy@iru.org

Web: www.iru.org/academy
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