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Your Course : The „boxes“ 

Lists 

� 1. People 

All users in the course 

� 2. Activities 

All Activities in the entire course 

� 3. Search Forums 

Topics 

� 4. „Week 0“:  

Activities for each week 

� 5. Weeks: 

Individual weeks and their topics 

News 

� 6. Calendar 

� 7. Upcoming Events 

� 8. Latest Activities 

� 9. My courses 
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People 

Click "User" to see a list of all the members and teachers in 
the course. 

Activities 

In this box you will find direct links to all the activities in 
which you can participate distributed over the weeks. 
 
Each link leads to a complete list of all the galleries, forums, 
chats, video seminars, etc., sorted by weeks and areas. The 
middle field situated at the top, shows activities such as 
gallery course will be conducted in "Week 0". 

Search Forums 

This field allows you to quickly and easily search terms in all 
course forums. Simply enter the search term, click Start, and 
already you see the results. 

Lists 
Boxen, die Ihnen schnellen Zugriff auf einzelne Daten gewähren. 
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Topics for each week / "Week 0" 

Above in the topic block you can see the 
box with the topics for each week. It will also 
be called "Week 0". 
 
Here are the activities that are always 
available to you, such as course gallery , 
the member chats and the various forum 
courses. 

Topics 
Here are the course topics and related tasks and activities. 

Weekly Overview / Topic of the Week 

Here you will find an overview of the 
courses in each week. 
 
In addition to a topic overview, the exact 
content of which varies according to the 
guidelines of your Scribble Club Trainer, 
you will find access to live-video seminars, 
practice exercises, consultation hours and 
other contents of the week. 
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Calendar 

All data relevant to you are registered in the calendar and 
sorted by a color key. 
 
Pink for appointments that are important for this course: 
 

Yellow for appointments of your group, 

green for general appointments,  

and blue for your private events. 

 
Click on the name of the current month in red and you get to 
the details of your calendar. 

News 
Here you will find everything that is relevant to you as well as an overview of your courses. 

Detail view of the calendar and how to enter events 

Here you can see all your appointments in 
detail. At the top right, click New 
Appointment to make a new entry.  
 
Here you can choose from the four types of 
appointment where you want to create an 
entry. Confirm it by clicking OK. 
 
In the next window, you can give the 
appointment a heading in the box "Name", 
describe it and then select a date. Confirm 
by clicking on "Save Changes". 
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Recent Activities 

"Recent Activities" describe in this box everything that 
happens in your course. 
 
If a new user registers or member posts a new forum 
contribution, then you will find it here at a glance. 

My courses 

Here you will find a listing of all courses you are enrolled in, 
or your most frequently visited courses. 

Upcoming Events ... 

In this box, you will find your current events and activities 
listed. 
 
Click on the titles of the activities in order to go directly to 
them. "Go to calendar ..." as well as the individual data call 
up the calendar again. 
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Path 

This pull-down menu allows you direct access to various areas of the course such as the 
various forums, or the course gallery. 

Direct access 

Navigation aids 
 
You have several navigational aids available to help you not to "get lost" in the system. 

The red ribbon on the top of your page records your path in the system. So you always know 
exactly where you are. 
 
The white links take you directly back to the individual stopovers on your path. 

Tip:   If you happen to have completely lost track, click the Comicademy logo to go to the start 
of Comicademy Networks, and can reorient yourself. 



© 2010 Comicademy. All rights reserved. 

9 

If  a user of the system sends you a 
Message, you will see the "Information" Box 
on the main page of the Comicademy 
Networks. 
 
Click on 
 
�   the name to write a message to this user, 
�   information or the red number next to the 
small envelope to read the message. 

Messages 

Communications  
 
The Comicademy online learning platform offers various means of communicating with each 
other. 

Inbound Contact 

If you receive a message from a user who is 
not already in your contact list, you get this 
message. 
 
Click on 
 
�   the face, to accept the contact, 
�   the green circle to block the contact and 
�   the text icons to view the messages 
exchanged between you. 

You will meet these symbols in your contact 
list again. 
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In your contact list you can see all the users 
who have registered here. 
 
Here you will also see which of your contacts 
are online or offline. 
 
You can also get to your contact list by 
clicking on the button marked 
"Communications", below on the right, in your 
profile. 

Search a user 

Select the tab / the Search tab to search for 
other users. 
 
Enter the name of the user and press 
Search. 
 
The user/ users who is/are registered in the 
system using the name will be displayed. 
 
You can then simply, as describe "Incoming 
Contact" add this to your contacts or send a 
message when you click on the username. 

Contact list 



© 2010 Comicademy. All rights reserved. 

11 

To send a message to a user, click on his 
name on your contact list. This window will 
appear. 
 
Type your message and press Send to send 
with message. 

Review 

Click on the small icon text messages 
(review). 
 
So you can read all the messages which you 
have exchanged with the selected user. 

Writing a message 
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From the home page of your course you 
can go to chat over the Activities-Box and 
Week overview. 
 
The chats of some users with JavaScript 
are not displayed correctly. In this case 
select "version without frames and without 
JavaScript”. 

Chats 

Chat window 

In the chat window you can see which users 
are just chatting. 
 
If you want to send a message, you simply 
write your text in the box and then press the 
Return key. 
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Directly over the week overview or your 
activities box, you have access to the 
course forums.  
 
Click on each topic to read the messages 
and reply to them. 
 
By clicking the button "Add New Topic" 
directly above the topics Overview, you can 
write your own contribution. 

Forums 

Replies 

If you want to reply to a message, click on 
reply at the bottom right in red. 

You go to the text input page of the system. 
 
Give your message or your response a title and 
edit your text as you are accustomed to from 
your PC. 
 
You can attach a picture to the message / reply. 
To do this, click on "Browse" on your PC to 
search for the desired picture. 
 
Send the message / reply by clicking on "Send 
reply". 
 
You can now view and edit your posting in the 
forum. 
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You will find several albums, if you come from 
the course in the "Week 0" or the activity box 
for the gallery course.  
 
The majority of these artists make up the 
artist folders of individual users.  
 
Not all albums are available on the first page. 
Below left you can switch back and forth 
between the gallery pages. 

Overview 

Course gallery and artist folders 
 
Your course in the Comicademy Scribble Club has a course gallery of course. Here you will find 
your private artist folders, of which each member receives one. 

Please do not be sad if your gallery does 
not appear on the first page. The galleries 
are laid out in random order. 

You must be confirmed by the course administrator for you to upload your own images in 
your artist folder. This can only happen if you have visited at least once the gallery page. 
Then you can ask the administrator for access. 

Albums and pictures 

If you want a look an album, click on the 
preview image.  
 
Click the individual pictures to see them in a 
large format. 
 
In the menu on the left, please choose: 
 
�   Add Comment in order to comment on a 
picture or an album, 
�   View Slideshow in order to get all the 
images in an album presented in a little slide 
show. 
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The menu on the left hand in your artist folder offers you additionally the option  "add 
elements", i.e. to upload a picture. 
 
With the button "Browse", you can search and upload files on your own computer. 
 
Add a caption to every picture by entering it into the field below. 
 
You can load multiple images at the same high. 
 
If the space provided is insufficient, click below on the left area in Red "more ...". 
 
Confirm by clicking "Add Items". 

Upload a picture 
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You get to the exercises through your 
activities-box, calendar, or directly through 
the week view. 
 
Click on the title of an exercise to find out 
the exact contents. 

An Overview 

Practice Exercises 
 
You receive practice exercises every week from your scribble club teachers. By doing these 
exercises, you can practice and strengthen the knowledge acquired in the video seminar. 

View albums and pictures 

Observe the instructions of your teacher. 
 
Under the task description, it is stated when 
a task 
 
�   not earlier than and when the 
�   latest date of submission is. 
 

Upload the practice exercises that you have 
completed by clicking on "Browse" to select 
the appropriate file on your computer and 
then confirm with "Upload this file". 
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To sign up for an appointment, click Register next to this date on the button "register slot". 
Your name will be entered on the registration list and the teacher will be waiting for you at this 
time. 
 
If an appointment has been booked by another member, a red busy sign will appear at the 
place instead of the buttons.  
 
If you receive an error message when registering, that means another member has 
unfortunately registered for this appointment at the same time. 

Registration for Consultation hours 
 
Your teacher will discuss with you your weekly exercises during consultation hours. Each 
member is entitled to a five-minute appointment. A user is obliged to show up for an appointment 
if he has registered. 

Attention 
You must be pre-registered via the registration form in order to attend the consultation hours. 
If you are not registered, the teacher will not see you. 

Attention 
Please ensure that you arrive on time for consultation. Since the events very closely placed, 
anyone who is late forfeits the right to the appointment on the date he has booked. 


