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Applying for a Course

1) Open your browser and type www.learningbox.edu.mt. In the Courses section (@),
click on the course you would like to apply for.

B X COURSES ABOUT US FAQS HELP CONTACT &> LOGIN

COURSES

The Directorate for Research, Lifelong Learning and Employability (DRLLE) within the Ministry for Education provides personalized self-
paced and blended courses for all adults in the Maltese Islands

Blending Practical Step into Maltese - A Demystifying Coding
Psychology, Philosophy and beginner's course for non-
Spirituality into Everyday Life native speakers

2) Inthe course window, you can find some information (D)and a general description
of the course (@), You can apply for a course by clicking on the BOOK THE COURSE
button (©),

B X

Courses

Demystifying Coding

== O



http://www.learningbox.edu.mt/
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3) The booking screen for the course will look like the screenshot below.
Press the Apply button to begin the registration process.

Training VLE Test Course O ASVILE - 1
@) ! i ®

©®
A ® 13113021 @ Crer v

D Name of the course.
@ Location where the course will be held.
©) Programme start date.

@ Date of closure of applications for the course.

® The Overview button will open a window with the details of the selected programme.
© The Apply button will begin the registration process.
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Reqistering a New Account

1) When the registration of the course begins, the below screen will load.

If you do not have an account, you will need to sign up with your E-ID account (@),
Proceed to section 6.

If you already have an account, such as learners who have enrolled in previous
courses, you need to log in with your account (D). Proceed to section 2.

Directorate for
Lifelong Learning

Welcome to our online application page

Ml uzers will nesd o 'MyScheo! azco

wnt to complete an

2) Click Personal Email button (D) to log in with a personal email (Proceed to

section 3) or click Lifelong Learning Email button (@), I you have a lifelong

learning username like name.surnamea@lifelonglearning.edu.mt, proceed to
section 4.

‘z\ LIFELONG
.0
&89 LEARNING

LEARNING B@X

Log in to MySchoo

T — >Q®@

’ ||| MySchool

| powered by MySchool
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3) This is your Personal Email login screen. Enter your personal email address (D) and

Password () in the appropriate fields and click on the Login button (©))
Proceed to section Registering for a new Programme.

Q/? -\ ELONM

(XY IN
<s$/ LEARNING

LEARNING B@X

Login

4) Enter your lifelong learning email name in the appropriate field (D) and click on the

Next button (@).

e

Sign in

test@lifelonglearning.edu.mt
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5) Enter your password in the appropriate field (D) and click on the Sign In button (@),
Proceed to section Registering for a new Programme.

z
223 LEARNING

i@lifelonglearning.edu.mt

Enter password

()

6) Enter your personal details in the appropriate fields and then click on the
Create Your New Account button to proceed.

) LERRIRG gov.mt
Sign In EN|MT

Sign in with your e-ID Account®

ID Number (view sample)

0123456M v ‘@

Password

Sign-in and change my password

“If you don't have an e-ID account. kindly contact us
during office hours on 2590 4300.

Forgot your password?

Help on how to start using e-ID

DEnter your ID Card Number in this field. Be sure that you insert the number ‘0’ in front.
@ Enter your E-ID account Password in this field.

® cClick on the Sign In button when done.
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7) Click on the Continue (@) button to continue.

'?.';': LEARNING gov. mt
Logged In e
Welcome, M,

(ID 04 M)

Last logged on 17/01/2023 at 06:36

I

8) Click on the Proceed (@) button to continue.

Access to e-Service EN|MT

You have requested to access an e-Service
from Lifelong Learning System Live elD SSO.

Identity Malta will now transfer your personal
data to Lifelong Learning System Live elD SSO
to let you use the e-Service.

By default. the following information will be
disclosed:

ID Card Number
Full Name

Sex

Address

Date Of Birth
Email Address
Mobile Number

You may want to share the data below to
improve the provision of the e-Service
requested (optional):

Title
Telephone Number

[0 Remember my preferences

Fracesd
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9) After doing the above steps, your registration process with your E-ID account will be
finished. You will receive an automated invitation email from Lifelong Learning which

will contain a link to the MySchool website (D), your login name for the website (@)

and the associated password (©))
Proceed to section Registering for a new Programme.

Invitation to Lifelong Learning's online system Inbox x a r
Y Lifelong Learning <noreply@myschoclmanagement.com> 13:38 (8 minutes ago) Yy @
‘ tome »

Dear Mi

This email is sent to you on behalf of Lifelong Learning and describes how to access MySchool, a secure web-based system that manages student report cards, timetable, assignments and attendance
records

The address of the site is: https://lifelonglearningcourses.gov.mt/ @

Your login name and password for the site are

Login name 1a@gmail.com @
Password:  zAXe¢ ®

You can change your password by clicking on the ‘edit my account’ link on the top right of the screen. Type your current and new password and click 'save'

Do not hesitate to contact us by email lifelonglearning@gov.mt should you have a problem, query or suggestion

Best regards,

Lifelong Learning
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Regqistering for a new Programme

1) To register for a new programme, you need to click on Programmes Available (@)
from the left side menu.

Announcements

2) In the Programmes screen, you can see any available programmes or else you can
search for a specific programme by using the search engine on the same page and

clicking on the Apply button (@). Afterwards, proceed to the section
Finalising Programme Registration.

Programmes ®
5 L
e ]
Training VLE Test Course AS)




LEARNING B@X Virtual Learning Environment

Learner Guide

Finalising Programme Registration

1) After applying for the wanted programme, the page will load to the Programme
Registration Screen. It is important that all the fields are completed. Please click on
the link of each tab to see a more detailed explanation of each one.

Training VLE Test Course ©

Prior to applying to the requested programme, you must complete the following questionnaire: L]

Personal Details Consent Contact details Emergency contact Health & disabilities Media Consent Terms and conditions

The Directorate for Research, Lifelong Learning and Employability (DRLLE) is the Data Controller and Processor for the purposes of the Data Protection Act chapter 586 of the |aws of Malta and the General Data Protection Regulation
{EU)2016/697 (GDPR). The DRLLE collects and processes personal data limitedly for the performing of its functions pertaining to the provisien of Adult Education, Lifelong Learning and where applicable, research, in accordance with the
provisions of the prevailing Laws and Regulations.

Personal data supplied by applicants/course participants (the Data Subject), in course application forms is collected and stored both electronically and manually. This Data is subsequently processed lawfully, fairly and in a transparent manner by
staff of the DRLLE. Processed Personal data, may be kept for archiving purposes by DRLLE and disclosed to Government departments and public autherities, for public administration and human resource management, scientific, research
and statistical purposes in accordance with legal provisions the DRLLE is obliged to abide with. Personal data can be disclosed to third parties not being the foregoing on the express written consent of the Data Subject.

2. You have a right to request from the Controller rectification or erasure of your personal data.

b. You have a right to request withdrawal of your consent at any time, without affecting the lawfulness of processing based on consent before its withdrawal.

c Should you feel that your data protection rights have been infringed by the Controller/Processor or any of his delegates you have a right to lodge a complaint with the supervisory authority, that is, The Information and Data Protection
Commissioner. https://idpc.org.mt/en/Pages/Home.aspx

| hereby declare to have read and understood the contents of this form and | give my consent thereto.”
[ Jsive my consent thereto

Please click on the links below of each tab to see a more detailed explanation.

@ The Personal Details Consent tab.
@ The Contact Details tab.

@ The Emergency Contact tab.

@ The Health & Disabilities tab.

@ The Media Consent tab.

@The Terms and Conditions tab.
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2) In Personal Details Consent tab, the applicant needs to tick the box at the

bottom of the text (@) to consent. Then click on the Next button (®) to
continue.

Training VLE Test Course ®

Prior to applying to the requested programme, you must complete the following questionnaire: o

Personal Details Consent Contact details Emergency contact Health & disabilities Media Consent Terms and conditions

The Directorate for Research, Lifelong Learning and Employability (DRLLE) is the Data Controller and Processor for the purposes of the Data Protection Act chapter 586 of the laws of Malta and the General Data Protection Regulation
(EU)2016/697 (GDPR). The DRLLE collects and processes personal data limitedly for the performing of its functions pertaining to the provision of Adult Education, Lifelong Learning and where applicable, research, in accordance with the
provisions of the prevailing Laws and Regulations.

Personal data supplied by applicants/course participants (the Data Subject), in course application forms is collected and stored both electronically and manually. This Data is subsequently processed lawfully, fairly and in a transparent manner by
staff of the DRLLE. Processed Personal data, may be kept for archiving purposes by DRLLE and disclosed to Government departments and public authorities, for public administration and human resource management, scientific, research
and statistical purposes in accordance with legal provisions the DRLLE is obliged to abide with. Personal data can be disclosed to third parties not being the foregoing on the express written consent of the Data Subject.

a.You have a right to request from the Controller rectification or erasure of your personal data

b. You have 2 right to request withdrawal of your consent at any time, without affecting the lawfulness of processing based on consent before its withdrawal.

¢.Should you feel that your data protection rights have been infringed by the Centroller/Processor or any of his delegates you have a right to lodge a complaint with the supervisory authority, that is, The Information and Data Protection
Commissioner. https:/idpc.org.mt/en/Pages/Home.aspx

: I hereby declare to have read and understood the contents of this form and | give my consent thereto.”

‘_’I give my consent thereto ®
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3) In the Contact Details tab, you need to fill in your personal details. It is important not to
change or delete the email address already written in Applicant Primary Email.

Prior to applying to the requested programme, you must complete the following questionnaire: [ )

Personal Details Consent Contact details Emergency Contacts Health & disabilities Media Consent

Terms and conditions

Applicant Primary Email’ Applicant nationality”
test.student@gmail.com @ ®
Applicant phone’
Mobile ~ 3 ®
®
Are you on social assisstance (i.e. disabled, unemployed)  If you are on social assistance, kindly provide evidence. Are you currently employed’
No @ ~ | File name ® File description @ e

@ In this field, you need to enter your personal email address.

@ In this field, you have to choose your nationality.

O these fields, you have to choose your contact method and write your contact
number.

@ 1n this field, you need to choose whether you are on social assistance or not.

® In this field, you need to upload proof that you are on social assistance, if you marked
that you are on social assistance in the previous field.

©®in this field, you need to choose your current emplyment status.
@ Click on the Next button to continue.
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4) Inthe Emergency Contact tab, you will enter the details of the emergency contact
person of your choice.

Prior to applying to the requested programme, you must complete the following questionnaire: (i ]

Personal Details Consent Contact details Emergency Contacts Health & disabilities Media Consent

Terms and conditions

Emergency Contact Name and Surname”
Emergency Contact Number’

Emergency Contact Relationship to Student’

N/A @ v
‘ Save As Draft ‘ Next @

@ In this field, you need to enter the name and surname of your emergency contact.

@ In this field, you need to enter the contact number of your emergency contact.

@ In this field, you need to choose your type of relationship to your emergency contact.
@ Click on the Next button to continue.
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5) Inthe Health & Disabilities tab, you will enter the details of any disabilities, mental
condition and/or allergies you might have.

Personal Details Consent ~ Contactdetails ~ Emergencycontact  Health &disabilities ~ Media Consent  Terms and conditions

Please state any medical condition which we should be aware of in the event of an emergency.

Do you have any disabilities?

NoDisabilty @ v
Applicant medical conditions Applicant allergies
Type Severity Description/ treatment Type Severity Description / treatment

® ®

Q- ol

D Inthis field, you can choose a disability if applicable.

@ i you click the Add Condition button, you can enter the details of your condition,
if applicable.

©) Any added conditions will be listed in this space.

@ i you click the Add Allergy button, you can enter the details of your allergy,
if applicable.

® Any added allergies will be listed here.
© click on the Next button to continue.
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6) In the Media Consent tab, the applicant needs to consent to a media consent
form. The consent can be given by entering the personal details of the applicant
and to give consent form the drop down menu.

Personal Details Consent Contact detai Emergency Contact Health & disabilitie Media Consent Terms and conditior

Media Consent (Ver. 2)

Consent can also be glven or withdrawn through a lawful electronic opt-In/out mechanism on the DRLLE course applications website: httpsi/ifelonglearning.gov.mt/ ®

@ This is the Media Consent document.
@ In this menu, you need to choose whether you give your consent or not.
@ Click on the Next button to continue.

7) Inthe Terms and Conditions tab, the applicant needs to agree to the terms and
conditions of the Directorate by ticking the box. The terms and conditions can be
found by clicking on the blue link.

Personal Details Consent Contact details Emergency contact Health & disabilities Media Consent Terms and conditions

Do you agree to the Terms and Conditions as described on the Directorate's website? @

Terms and Conditions™

[ Jiagreeto the Terms and Conditions @
® asdral Complete

@ This is the link for the terms and conditions.
(@ This is the tick box the applicant needs to tick to give consent.

©) By clicking the Complete button, the registration will be complete and the
applicant will then proceed to the confirmation screen.
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8) In the Confirmation Screen, you will be able to review all the programme details and
fees before proceeding to the payment screen.

®

® The programme details.

@ The programme overview.
@ The programme objectives.
@ The programme fees.

(® Click on the Cancel button to cancel the programme registration.

© click on the Confirm screen to proceed to the payment screen.
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9) In the Payment Screen, the applicant will need to enter their payment details in the
appropriate fields.

Payment Details mw Ry visa
Fields with an ' * " are required.
Card Type * Card Number *
Select Card Type @ v @

Expiry *

—- Month - ‘@ - Year --- v
Card Holder Name * E-mail *
Total amount that will be charged to your card is € 0.50 ] @ | have read and accept terms and conditions [

@ Select your payment card type.

® Enter the expiry month and year of your payment card.

@ Enter the payment card holder name and surname.

@ Enter the payment card number.

© Enter your email address.

® Tick this box to agree to the payment fee.

@ Click the Continue button to advance to the confirmation screen.

Click the Clear button to clear all the entered payment card details.

@ Click the Cancel button to cancel the payment.




