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Start 
 

1. Introduction 

Welcome to the ProFuturo application user manual In this new version, we have 2 large sections: 

Teacher training, where one can continue to develop professionally, and Classroom experience, 

where one can deliver classes to one's students  

 

 

1.1. The first time on the ProFuturo Platform 

 

If you’re a platform user, you can skip this section. 

The first time you enter School you will be shown this option. Here you will have to select your 

country and language. This screen picks up the browser language by default: 

 

This will then take you to our landing page in your selected language. From now on you won't go 

through the previous page. 
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1.1.1 Registration 

 

“Register free” button 

 

When you click on “Register free”, a popup menu will 

open with the fields you need to register. 
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1.1.2 Login 

 

“Login” button 

 

When you click on “Login”, a popup menu will open 

with the fields ‘email address’ and ‘password’, When 

the teacher has entered the information, he/she must 

click on “Login”. 

 

1.1.2.1 Forgot password 

 

If the user doesn't remember the password they used 

to register, they can retrieve it in “Forgot your 

password?” 

 

When the user clicks on “Forgot your password?” 

they need to enter the email address they registered 

with and follow the steps as indicated. 

 

1.1.2.2 Legal notice 
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The teacher must accept the legal notice and consent to the 

disclosure of their personal data to partner entities. 

 

1.3 Profile 

In the “User profile” section, we find the teacher's personal information and details. 

 

1.3.1 User profile/information 

As well as the teacher’s personal details, the teacher can: 



  

 

 

 

6 

 

 

Upload/delete a personal photo 

 

 

Change their password  

 

 

Unsubscribe. 

 

1.4 Notifications 
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Notifications can be accessed at any time by the participant by clicking on the icon  at the top of 

the solution navigation, as shown in the following image. 

 

 

 

If there are no notifications, the following message will be displayed as shown in the image. 

 

 

 

By clicking on “View all”, in the notifications window, all the notifications will be displayed. By 

clicking on each notification, it will take the participant to the specific option for further guidance. 

 

 

1.5 Messaging 

The participant can access messaging at any time by clicking on the icon at the top of the 

solution navigation, as shown in the following image. 

 

 

By default, it will be displayed in the lower-right margin and consist of three blocks: a search engine, 

a section for the groups the participant is included in and another section for private messaging with 

other users, which will be explained in the following pages. 
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By inserting any search term in the search engine box and clicking on the magnifying glass icon or 

hitting the keyboard enter key, it will search for this term among the saved messages or people. 
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If the participant has included you in a group, you can chat with the rest of the group participants, by 

writing in the “Write your message...” box and clicking on the 'send’ icon or hitting the keyboard 

enter key. 

 

 

 

 

A participant can send private messages to other users by typing in the "Write your message..." box 

and clicking on the ‘send’ icon or hitting the intro key on their keyboard.  
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Teacher training 
 

2. Teacher Training 

In the Teacher Training tab we find the following sections: 

 

 

2.1 My courses 

In the “My courses” section, the teacher can access the courses that he/she has enrolled in, the 

courses he/she has added as favourites and the courses he/she has already done, by accessing the 

“Completed” tab. 

 

2.1.1 Registered students 
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1. Descriptive image 

2. Favourites Icon 

3. Course Title 

4. Category 

5. Brief description 

6. Course duration 

7. Average rating of the course by the participants 

who have finished it. 

8. Course availability: 

Course availability 

Course not available 

Completed on the set dates 

 

2.1.2 Favourites 

 

 

Added to “Favourites” 

The courses you add to Favourites will appear in that tab. 

 

2.1.3 Completed 
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In the “Completed” tab, the teacher will see all the courses that have been taken and completed. 

 

2.1.4 Certificates 

In the sidebar, the teacher can see their certificates obtained thanks to the courses carried out. 

Without certificates 

 

With certificates 

 

When the teacher clicks on each certificate, the teacher will access its 

PDF. 

 

 

2.2 Catalogue 
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The teacher will see the entire training offering for their country in the ProFuturo course catalogue. 

The teacher can use the search engine to find something specific and filter the list by “Language” or 

“Category” (Schools of knowledge). 

 

2.2.1 Filters 

One can filter by Language and by Category: 

• Languages: Spanish, English, French, and Portuguese. 

• Categories: Knowledge Schools 

The filters are cumulative. That is, you can select several filter options at the same time. 

 

 

 

Filters can be deleted by clicking on them one by one, in the X zone or by clicking on “Clear filters”, 

which will delete all the filters at the same time. 

 

2.2.2 Rank courses: 

 

• A-Z alphabetical order 

• Z-A alphabetical order 

• Most recent 

• Best rated 

 

2.2.3 Card 
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On each course “Card”, the teacher will see the following information: 

1. Descriptive image 

2. Icon Add to “Favourites” 

3. Course Title 

4. Category School 

5. Brief description 

6. Course duration 

7. Average rating of the course by the participants 

who have finished it. 

8. Course availability: 

Course availability 

Course not available 

Completed on the set dates 

 

 

2.2.4 Course sheet of course not enrolled in 

The teacher will see a brief description of the course on the course sheet with the ratings of other 

teachers who have completed it. 

 

The teacher will also find the options “Add to Favourites” and “Enrol”. 

Add to Favourites 

Enrol. 

 

2.2.5 Enrolment successful message 
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Once the teacher has enrolled (by clicking on the “Enroll” button) the following message will be 

displayed: 

 

 

If the course is convened and the dates are fixed, the following message will be displayed: 

 

 

2.2.6 Course sheet of course enrolled in 

When accessing the modules, the teacher is presented with the modules that make up the course. If 

he/she deploys them, they will access all the activities of each module: 
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Activity type: 

• Quiz 

• Scorm 

• File 

• Link 

• Survey 

• Assignment 

• Forum 
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2.2.7 Sidebar 

 

You will find the following information on the sidebar of the course sheet: 

Hours and rating 

 

Certificate that will be issued when the 

course is completed 

 

Login to Forum 

 

Course tutor  
 

Course authors 

 

 

 

Hide the sidebar to have more central space. 
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2.2.8 Course forum 

From the side menu of a course a participant has enrolled on, they will be able to view all the open 

threads to participate in them. 

Through the course forums list, it will be possible to access the different threads of the corresponding 

forums by clicking on the forum name. 

Depending on the length of threads contained in a course forum, it will be possible to navigate 

through the pagination located in the lower right corner of the list. 

 

 

 

 

2.2.8 Course forum 

From the side menu of a course a participant has enrolled on, they will be able to view all the open 

threads to participate in them. 

Through the course forums list, it will be possible to access the different threads of the corresponding 

forums by clicking on the forum name. 

Depending on the length of threads contained in a course forum, it will be possible to navigate 

through the pagination located in the lower right corner of the list. 
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To access comments on a specific thread in the course forum, click on the thread title. 

 

 

Tags associated with the forum thread. 

 

Profile of the user who created the course forum thread. 

 

 

 
2.2.8.1 Add new forum of a course 
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From the list of course forums, one will have access at all times to the creation of a new forum, by 

clicking on the button: 

 

 

By filling in all the required fields of the form, a new discussion forum can be created for the enrolled 

course. 

When the forum has been created successfully, one should receive a message like the one shown 

below. 

 

 

 

2.2.8.2 Comments thread of a forum 

 

By clicking on the main forum of the course, as specified on page 41 all comment threads pertaining 

to the forum in question are displayed. 
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Main forum comment editing icon. 

It can only be edited by the user who created it and there is a 30-min. time limit to be able to 

modify it, after that time has elapsed it cannot be edited. 

 

Delete main course forum icon. 

Deleting the forum will also delete all comment threads that are related to it. It can only be 

edited by the user who created it and there is a 30-min. time limit to be able to modify it. 

 

Link to reply to the main forum thread. 

 

 

 

2.2.9 Related courses: 

The user will also be shown a series of courses related to the one they are viewing, in the “Related 

courses” section, at the bottom of the page 
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2.2.10 Activities 

2.2.10.1 Scorm 

 

Display of previously loaded activity as Scorm in new window. 

When accessing an activity of the Scorm type, it will open in a new window, showing in the previous 

one the message that we see on the right to alert the user. 

 

 

2.2.10.3 Forum 
 

Courses come with a forum by default, available in the side panel of the main course view. This 

forum is intended to talk with the tutor or with other users enrolled in the course, share questions, 

etc. 

 

Apart from this forum, in the various modules that make up the course, there may be Forum-type 
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activities, which can be evaluated according to our participation by the tutor, manually or 

automatically. 

 

 

 

 

Once we have accessed the forum, we will see a description of the activity and we will be able to 

open a new thread of conversation by: 

 

 

     

 

Responding to a previously created discussion topic by clicking on the title of the topic: 
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Once inside the thread, we will click on the "Reply" link to add a new message. 

Once we have finished, we confirm our message by using the button: 

 

 

 

 

 

Once our message has been created, whether it is the first of a topic of debate or a reply to a 

previous message, we have 30 minutes to edit it, to correct typos, etc. We will have a preview. 

 

Depending on the configuration of the forum, in order to complete it (and thus progress in the 

course), users need to participate with a certain number of messages. This number should be 

indicated in the forum itself by the course creator. 

 

The forums may or may not be rateable, like the rest of the activities. 
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