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1. Introduction
“eCampus MAPFRE” is the new virtual campus which, under the umbrella of
the MAPFRE Corporate University, will be our channel for sharing all knowledge
and online training in the entire MAPFRE Group.
It is intended to unify all online training in every MAPFRE country and company
in a single world platform, to harness synergies and good practices, and to
share knowledge.
The Corporate University includes a governing body that controls the operation
and rules to be applied in eCampus MAPFRE. As is the case with all
universities, there are learning areas (My training, Training in progress,
MAPFRE schools, etc.), reading areas (Library/Auditorium, news, etc.) and
areas to socialize (eCampus Cafeterias, etc.).
Also, not every student attends the same faculty, or what we call schools. Each
one of us belongs to one or several schools, depending on our training needs.
We will thus be able to view and keep up to date with the content of each
school.
In this document you can find all the information required to navigate the
eCampus MAPFRE. We also include answers to a lot of possible questions.
Additionally, the different sections include the most relevant information on how
to launch and use the different areas in the eCampus.
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You

can

launch

this

document

via

the

“Welcome

page”, from the

Library/Auditorium on eCampus MAPFRE (eCampus Guides > subject name:
eCampus MAPFRE User Guide) and Can we help you? The procedure is
explained later on in this document.
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2. Navigability Aspects of eCampus MAPFRE
2.1 General

To launch eCampus MAPFRE, you will receive emails with the platform launch
procedure. If you have any problems or if you lose the message, to access:


from the Internal Portal, under the "On-site" tab you will find the
"eCampus" icon in the Direct Access section: http://wportalinterno



Online, via the following link and by entering your normal user name and
password: https://ecampusmapfre.csod.com

When you first log in, the platform may prompt you to change your password;
follow the steps and rules on screen.

NOTE: Email messages from eCampus MAPFRE may be sent to your
unsolicited mail folder, as some servers may not recognize the address as a
trusted sender.
When accessing your email from a BlackBerry or phone device, you may have
to activate the option to view or get images.
Once you access eCampus MAPFRE, there are several ways to browse and
launch detailed information:

5



Underscored words. Click on the underscored words or phrases. to access
other functionalities or more information.



Hand icon when you hover with the mouse. If a hand appears when
you hover the mouse over an element in the platform, you can click it to
be redirected to another functionality or area in the platform.
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"Back" and "Forward" buttons in the browser. You can go or return to
a screen by using the back and forward buttons on your browser.
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eCampus MAPFRE logo. Clicking on the logo or on "Home" takes you
back to the “Welcome page”.
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You can launch the various features and information in eCampus MAPFRE
from:



Top horizontal menu, which contains drop-down menus



Access buttons on the left-hand side of the screen



"Widgets" or "tables of contents" located in the middle of the screen.

Buttons on the left-hand
side

Top horizontal menu

Widget or table of contents

To log out from the platform click “log out” on the top right corner of the
“Welcome page”.
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2.2.

What is the “Welcome page”?

It's the welcome screen at eCampus MAPFRE, which you access once you
have inserted your login details:

From the “Welcome page” you can access:
1. Top horizontal menu:
a. Home: return to the “Welcome page”.
b. Rector's Office: eCampus MAPFRE governing bodies and rules.
c. My Training: access to your training file and academic training.
d. MAPFRE schools (available in the future)
2. eCampus Cafeteria: location to share via 2.0 tools.
3. Library/Auditorium: access audiovisual file in eCampus.
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4. Can we help you?: frequently asked questions and help contact details.
5. Banner: online tour of the campus.
6. Widget or table of contents: Training in progress
7. Widget or table of contents: General news about eCampus MAPFRE.
8. eCampus Radio: podcast repository for eCampus MAPFRE.

Each feature you access by clicking on these drop-down menus, buttons or
widget is detailed in the following sections of this guide.
To access the information more quickly, the guide is divided as follows:
Information in eCampus MAPFRE
Rector's Office (top horizontal menu)
Banner
Widget or table of contents: News
How do I launch My Training?
Widget or table of contents: Training in progress
My Training (top horizontal menu)
2.0 Tools
eCampus Cafeteria
Participation in 2.0 tools
Library/Auditorium
Requesting help
eCampus MAPFRE schools (available in the future)
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eCampus Radio
Contacting the tutor
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3. Information in eCampus MAPFRE
In eCampus MAPFRE there are drop-down menus, buttons or widgets (tables
of contents) containing only information for the user. All are accessible from the
“Welcome page”:
3.1. Rector's Office (top horizontal menu)
3.2 Banner
3.3. News (widget or table of contents).
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3.1

Rector's Office

From the “Welcome page”, click the “Rector's Office” tab in the top horizontal
menu to access information such as:


Welcome to eCampus MAPFRE.



eCampus MAPFRE philosophy: to be cared for, encouraged and
respected.



Governing bodies, rules of use and contact details for assistance.

3.2

Banner

In the top right corner of the “Welcome page”, you can find the “Banner”.
The banner depicts a tour of the eCampus. By clicking on the banner you
access a page with a tour of the eCampus.
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3.3

News

In the “Welcome page” you can view a news widget or table of contents, where
you can find the latest news headlines and the eCampus Radio latest updates.
To read a news item in more detail, click on it to access the respective area. All
users of the platform can see the news. In the future, when MAPFRE schools
are available, users can comment on news posted in the schools where they
are enrolled.
To launch the 2.0 area where all the news and eCampus Radio content can be
found, click “News”. The following screen is displayed:
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In this screen you can display News and eCampus Radio content by clicking on
one of three tabs:


Latest



Most voted



Most viewed

As mentioned above, to return to the previous page, you can use the navigation
arrow in the browser, the logo, the ”Home” tab or the “Back” button in this
screen.
Additionally, from the news widget you can launch eCampus Radio, the new
broadcast channel of MAPFRE Corporate University. This is a podcast
repository with featured programs and content.
To launch eCampus Radio please follow the same steps as to launch the news.
To launch, simply click the title and you go to a podcast.
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4. How do I launch My Training?
eCampus MAPFRE users can complete courses, programs and online content
and access completed training. There two ways to access this information from
the “Welcome page”:

a) “Training in progress” from widget or table of contents:
b) “My Training” tab from the top horizontal menu
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a) “Training in progress”
Contains all online training where the user has enrolled but has not started
(Pending) or has enrolled and has started (In progress).
To launch and start a course, click Open Curriculum (in a pathway, program or
tool, it is named curriculum) or Launch (in the case of a training element, e.g.
online course, materials, etc.)

By clicking a course name, you access its details; if you click a curriculum
name, you access its details and milestones.
When you click the course name, you access the following information:


Description, brief summary of the course objectives and information
about the tutor, if available.



Content provider, company responsible for creating content.



Scope: global (for all users) or local (for users in a country).



Creation date: date the content was created.



Training Type: type of content (technical, commercial, etc.).



Training Methodology: content format (online course, blended, etc.)



Promoter: MAPFRE unit that promotes content creation.



MAPFRE ID: Content code.



Subsidized training: whether any kind of subsidy is given for completing
the content.

18



Certified Training: final or intermediate approval by the Training Manager
is required.



Tool: copywriting tool used for the content.



Available languages

To exit this screen click the “Close” button. If it is not shown, slide to see the
rest of the screen.
By clicking the widget title “Training in progress”, the user is directed to their
training file or history.
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b) “My Training”
You can access also launch a course or training curriculum from the top
horizontal menu on the “Welcome page”. From here, users can access their
training file or history, including all the information about their online training.
You can access the training “Transcript” or history in two ways:

In this screen, the training is divided into:

1. ACTIVE TRAINING: The user has yet to finish the training.
2. COMPLETED TRAINING: Training the user has already completed.
3. ARCHIVED TRAINING: Learning elements the user has archived in a
separate folder, for easier access.
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Users can enroll in:


A pathway or curriculum: comprising several training milestones.



A training element (online course, training clip, etc.), or they may
have requested materials from the Library.

Training content in which the users are or have been enrolled can have the
following status:



ENROLLED: The user is enrolled in the course but hasn't launched its
content yet.



IN PROGRESS: The user has accessed the course content but has not
finished it or a Training Manager has to approve completion.



COMPLETED: The user has finished going through the course (and
passed any assessments within it).



PENDING EVALUATION: The user has completed the course content
but still has to fill in the course assessment for it to appear as completed
in his/her file.



PENDING COMPLETION APPROVAL: The user has completed the
course content but a Training Manager has to approve completion.



PENDING PRIOR TRAINING: To view this course's content, you have to
complete the content of a course that appears as a prerequisite in the
curriculum navigation tree.



NOT STARTED: (used with the so called "materials" within eCampus
MAPFRE, ex: documents) The user has not opened the materials yet.
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From the training “transcript” window you can start a course or curriculum…


To start a course or material click “Launch”; click “Open” in the screen
subsequently displayed.



To start a curriculum or pathway click “Open curriculum”
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These are the steps after you open a curriculum:


First, you will see a screen similar to this one:

The screen shows:

1. On the left-hand side, under the pathway or curriculum title, you can find
related information, i.e. a list of its elements or milestones.
2. In the center of the screen, the “Launch” button will provide access to the
element (online course, clip, etc.)
3. The next screen contains the technical requirements for completing the
training element or course. Select “Agree” after reading the information.
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4. Once you finish the first element, it is marked as completed and you are
directed to the second element.
5. To continue with the second element click “Activate”. Once you complete
this element, click “Mark as completed” to progress to the next element
in the training pathway. In the case of an on-site session, after attending,
the user must change the status to “Completed”.
6. If the pathway or curriculum includes an element requiring participation in
a 2.0 tool, please follow the same procedure as for learning elements.
Click “Launch” and after completion click “Mark as completed”.
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When a pathway comprises contributions to 2.0 tools or on-site sessions, it
must be certified or approved by a Training Manager.
When a pathway or curriculum requires final certification or approval, it will
show as “in progress” in the “My Training” tab (the status indicates the course
has been started but not completed). Once it has been certified or approved by
the Training Manager, it becomes finished or completed
After the Training Manager has approved completion of the pathway or
curriculum, the user will receive an email asking to fill in a satisfaction
questionnaire and including the relevant instructions.
On completion of the course, the user receives a completion email.
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If, during the pathway, users wish to confirm the progress level of any element
or milestone, they can do it from the training “Transcript” screen:

1. Click on the element title
2. Click “Details” to view the progress status.
From this screen, you can also send a training element to "Archived".

To download the training history, you can use any of the tabs (Active,
Completed, Archived) in the “Transcript” screen (from “My Training” in the top
horizontal menu), or click “Training in progress” in the widget or table of
contents, in the “Welcome page”:
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This screen shows two buttons: one allows you to print the history or report, the
other allows you to extract the information in Excel format.
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To extract the report in Excel format:

1. Click the icon on the right-hand side of the screen; this screen is displayed:
2. Choose the date criterion.

3. Choose the training criteria.

ONLINE COURSE: Training type that enables online teaching.
SESSION: Training period.
EVENT: Short training type.
QUICK COURSE: Training type that enables online teaching of a short
duration.
CURRICULUM: Integration in a structured training outline, i.e comprising
a defined learning plan.
LIBRARY: Whether or not the training is in the library.
TEST: Training type. Corresponds to a learning test.
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MATERIAL: Training type.
EXTERNAL TRAINING: Training delivered by a supplier external to
MAPFRE.
PUBLICATION: Training type element (in reading format).
VIDEO: training type element.

4. Select “advanced criteria”

5. Click to export to Excel.
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5. 2.0 Tools

5.1

eCampus Cafeteria

You can launch the eCampus Cafeteria from the “Welcome page”.
Clicking on the Cafeteria button will take you to the various school cafeterias
that comprise eCampus MAPFRE (feature available at a later date) and to 2.0
tools (forums, blogs, wikis, etc.). This space can be viewed by all eCampus
MAPFRE users and shows every 2.0 contributions or conversation taking place
inside eCampus MAPFRE.
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The space is organized by topics. Each topic corresponds to the cafeteria of a
specific school (feature available at a later date) or to a content that was
created for collaboration and conversation inside the campus (e.g. General
Insurance Theory Forum).
All eCampus MAPFRE users can view the school cafeterias (feature available
at a future date) except the ones that require an "enrollment fee" (Leadership
School Cafeteria and Professional Development Cafeteria).
Click eCampus Cafeteria from the “Welcome page” to access the following
screen:
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From here, to launch a school cafeteria (eCafeteria) you must use the Topics
tab (term equivalent to Cafeteria once this feature is available). The tab
contents can be ordered by most recent or hierarchy. All of the eCampus
MAPFRE cafeterias operate according to a set of regulations that must be
observed (in yellow at the top).
School cafeterias (eCafeteria) will also be accessible via the school page at a
future date.

On the left-hand side of this screen, you can see the moderators' names.
The cafeterias may include communities. Communities are public or private
groups of people who create their own space within the cafeteria. They may be
open to all or restricted to a certain group. This feature will be available in the
future.
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5.2

Participation in 2.0 Tools

Click on eCampus Cafeteria from the “Welcome page” to launch the 2.0 tools.
The following screen is displayed:

The screen shows every 2.0 tool, but some of them will not be currently
available. Currently users can create:
QUESTIONS AND ANSWERS: Ask questions to a specialist in a given
topic.
FILE: It allows to share files related to school content with other school
members.
URL: It allows to share web addresses.
SUGGESTION: It allows to share suggestions about a given subject.
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These actions allow users to contribute to forums, blogs and wikis in the school
cafeterias where they are enrolled (feature to be available in the future). To do
so, please complete the following steps:
1. Launch the topic to which you to contribute.
2. Click “Create New”.
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3. Select the type of post.

4. Click to submit.
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NOTE: Comments need to be approved to confirm they comply with the
cafeteria rule. They can be approved before or after being posted.

To share a file:
1. Search for and launch the topic.
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2. Click Create New.

3. Select File and click to submit.
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4. Click Browse (search for the file in your computer) and then “Add” and
“Submit”.

To cancel, click “Cancel”.
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6. Library/Auditorium
From the “Welcome page”, click the Library/Auditorium button to access
materials associated with the course.

The library is organized by subjects that correspond to the various schools and
other types of knowledge that don't have their own school (e.g. HR, Sales, etc.).
A subject corresponds to materials associated with a school. To view the
content of a subject click its title. For example, this User Guide can be found in
the eCampus MAPFRE library under eCampus Guides.
This is a common library to which all eCampus MAPFRE users have access.
Inside the library you can search for materials by title, most recent, length or
popularity.
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You can also launch or download materials from the library:
1. Click the subject title to launch related information.
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2. Then click “Launch”: by accessing materials from the Library, they
are moved to the user's training “Transcript” (accessible from the “My
Training” tab or from the widget “Training in progress”); to save them,
launch them and:
a) Click “Launch/Mark as completed”.

b) Click “Launch” to open.
c) Click “Mark as completed” to change the status.
d) Once downloaded, the information can be “Archived”. To this end,
click the saved object name under the “title” column and select
“Move to archived file”.
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7. Requesting help

From the “Welcome page” or using the button Can we help you?, you can
launch a list of frequently asked questions (FAQs), a list of contacts and
methods to contact the local User Support Service (USS Contacts) and the
eCampus MAPFRE User Guide. You access this same screen when you click
Can we help you? on the last page of the Rector's Office.
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When you click on the questions, the link directs you to the answers.
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8. eCampus MAPFRE Schools
This feature is not currently available. However, in the future, several schools
will be included in eCampus MAPFRE. From the schools you will be able to
directly launch their cafeteria and library.



Sponsor information.



Training

content addressed

in the school. Summary of the

pedagogical content offered by the school.


School objectives. On the right-hand side of the page, you can see the
school's aim or mission, i.e. its objectives within eCampus MAPFRE.

You will also be able to access:


News. From this widget or table of contents, you can launch the latest
news. When you click on a news item, you will be directed to the news
area.



eCafeteria. At the bottom, you can access the school cafeteria or
"eCafeteria". The cafeteria works in the same way as the eCampus
MAPFRE cafeteria in the “Welcome page”, but concerning only a
specific school. All users can see school cafeterias but only those
enrolled in a program or course at the school can take part.



eLibrary. At the bottom, you can access the school library or "eLibrary".
By clicking this button you access training elements or objects from the
school library where the user is.

44

9. eCampus Radio
From the “Welcome page”, by clicking eCampus Radio, you can access the
podcasts repository including every featured program and content.
eCampus Radio is the new channel of the MAPFRE Corporate University.
To launch eCampus Radio content, click the title of the desired podcast.
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10.

Contacting the tutor

To contact the tutor of a course in which you have enrolled, click the learning
object name to which your question refers. Please remember that you can
access training in two ways from the “Welcome page”: directly from the widget
or table of contents “Training in progress” or from the “My Training” tab in the
top horizontal menu.
You then access a screen with information on the relevant learning object. The
information also contains the tutor's email address.

46

11.

Changing the password

You may forget your password. To request a new one, click Forgot your
password? in the login screen. After clicking, a new password will be sent to
your inbox.
NOTE: Users with harmonized NUUMA should contact their local User Support
Service to solve or refer this issue.
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