
Module 0: Training facilitators
How to create and manage an online course on the platform



❖Registering
❖Creating a course
❖Managing a course
❖Evaluation 

Content of Module 0:



Complete the 
circle REGISTERING



Registration for Course Administrators

Step 1: Registration at 
vipvalues.org

-Access the eLearning platform
through the Admin Login at the
top left of the website.

-The access to the virtual
campus for students /
participants is located at the top
right of the website

http://vipvalues.org


Registration for Course Administrators

Step 1: Registration at 
vipvalues.org

-You must request an admin
login and password at
info@vipvalues.org

-Once received, enter your
details in the login section

http://vipvalues.org
mailto:info@vipvalues.org


Complete the 
circle CREATING 

A COURSE



Creating a Course at www.vipvalues.org

Step 2: Creating a course at 
vipvalues.org

-Click on “courses” at the top left
of the webpage and then on
“new”

http://vipvalues.org


Creating a Course at www.vipvalues.org

Step 2: Creating a course at 
vipvalues.org

-Enter the info requested (name,
date, place of the training)
-Pay attention to the “Status”
info

http://vipvalues.org


Creating a Course at www.vipvalues.org

Step 2: Creating a course at 
vipvalues.org

-By clicking on “participants” you
will access the codes that you
must give to each participant.
Advice: keep track of the
correspondence between codes
and participants, in case of any
issue.

-You may also modify or delete
the course from here.

http://vipvalues.org


Creating a Course at www.vipvalues.org

Step 2: Creating a course at 
vipvalues.org

-Once they register, you will be
able to see their details at this
section
-You can monitor registrations
from here
-To access each participant, you
must click on the gearwheel icon
at the right and click on “update”

http://vipvalues.org


Complete the 
circle MANAGING 

A COURSE



Managing a Course: Participants info

Step 3: Managing a course at 
vipvalues.org

-You can see the info of each
participant
-The participants’ status will
change automatically upon
completion of the steps, except
from the “evaluated” status,
which we have to do manually

http://vipvalues.org


Managing a Course: Participants info

Step 3: Managing a course at 
vipvalues.org

-The info on the initiative
uploaded by the participant is
located at the bottom frame.

-There are 4 different tabs,
participants must fill in all of
them:
-Project / initiative
-Communication
-Engagement
-Evaluation

http://vipvalues.org


Managing a Course: Project Tab

Step 3: Managing a course at 
vipvalues.org

-Project / initiative Tab

Participants must enter:
-Link to initiative in Empodera.org
-Short Description
-Actions carried out (at least 2)
-Impact achieved of each action

http://vipvalues.org


Managing a Course: Communication Tab

Step 3: Managing a course at 
vipvalues.org

-CommunicationTab

Participants must enter:
-Persons reached through their
actions and social networks
-Communication plan
-Details on the communication of
the initiative and the impact
achieved

http://vipvalues.org


Managing a Course: Engagement Tab

Step 3: Managing a course at 
vipvalues.org

-Engagement Tab

Participants must enter:
-Details on the collaborators of
the initiative
-At what stage have they joined
-Resources used to get
collaborators involved

http://vipvalues.org


Managing a Course: Evaluation Tab

Step 3: Managing a course at 
vipvalues.org

-Evaluation Tab

Participants must enter:
-Skills and abilities learned
-About the achievement of the
2030 agenda
-Incentives and difficulties
encountered in carrying out the
initiative
-Completing the Evaluation Form

http://vipvalues.org


Managing a Course: Evaluation Tab

Step 3: Managing a course at 
vipvalues.org

-Evaluation Tab

-Completing the Evaluation Form
-Answering all the questions to
obtain the certificate.

http://vipvalues.org


Managing a Course: Important

Step 3: Managing a course at vipvalues.org

Important
You must remind participants in a same group, that all 

components of the group must upload the same information, 
as the evaluation will be made by participant, and each of 

them will obtain a personalized certificate.

http://vipvalues.org


Managing a Course: Evaluation

Step 3: Managing a course at 
vipvalues.org

-Once we have checked that all
info is uploaded, we can change
the participant’s status to
“evaluated”
-When changing their status to
“evaluated”, we will have to
introduce “Pass” or “Fail”
-Do not forget to click on “save”
to keep the changes

http://vipvalues.org


Managing a Course: Evaluation

Step 3: Managing a course at 
vipvalues.org

-By clicking on “send
evaluation”, participant will
receive an email with the
evaluation result
-Remember: this is not an
automated process, you must do
this for each participant

http://vipvalues.org


Managing a Course: Evaluation

Step 3: Managing a course at 
vipvalues.org

-If the participant has passed,
he/she will be able to download
his / her personalized certificate
from the download button that
will appear

http://vipvalues.org


Remember the steps

Remember:

Registration, course 
creation and managing:
www.vipvalues.org
Platform to check the 
initiatives:
www.empodera.org
Evaluation platform:
www.vipvalues.org
Contact Email: 
info@vipvalues.org 



QUESTIONS?

;)



Thank you!!
www.vipvalues.org / info@vipvalues.org

The European Commission’s support for the production of this publication does not constitute an 
endorsement of the contents, which reflect the views only of the authors, and the Commission 

cannot be held responsible for any use which may be made of the information contained therein.

http://www.vipvalues.org
mailto:info@vipvalues.org

