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SECTION 1 Logging on to the Envisage Media Website

1.1 
Enter website address into the 
long white address bar on your 
internet browser.

1.2
Enter your account email address and 
password into the white boxes below and 
then click the green Go button.
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Handy Hint:  
If you forget your password, 
see page 10.

Handy Hint:  
When the user is successfully logged 
on, in the top right hand of the screen 
the system will display Welcome plus 
the account email address. In addition 
the Logout link will also appear.



SECTION 2 Navigating The Envisage Media Menu Bar
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Home 
Click this link 
for the website 
homepage to see 
the latest and 
featured media 
content.

About 
Click this link for 
further information 
about the Envisage 
system.

My Account 
Click this link to edit 
your account profile 
e.g. password and 
to request a practice 
editorial video.

Useful Docs 
Click this link to view 
all available support 
documentation.
Note: Some of this 
documentation will refer 
different versions of the 
Envisage Coda System.

Register 
Click this link if you 
have purchased 
Envisage and wish 
to register for a 
media account.

Contact Us 
Click this link for 
the web contact 
form, postal 
address, contact 
numbers and 
contact e-mails.

FAQs 
Click this link for 
a list of frequently 
asked questions 
and their relevant 
answers.

Support 
Click this link for 
support contact 
numbers and links 
to the training 
videos.
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SECTION 3 Requesting A Practice Editorial – Practice Video
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3.1 
Click the My Account link from the 
Envisage Media menu bar. Note: This 
will open the My Account section.

3.2 
Click the green Editorial Screens 
button. Note: This will open the 
Editorial Template in a new window.

3.4 
Click the Submit 
Template button.

3.3 
Enter all the details 
required to be in the 
practices editorial. 
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SECTION 4 Searching For Media Content
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4.1 
Enter a search term for the 
media content required in to the 
white Search box e.g. measles.

4.2 
Click the green Go button. 
Note: The page will then 
refresh and the search 
results will be displayed. 

4.3 
To see more information about the 
media content either click the thumbnail 
image or click the green More button.

Handy Hint:  
Another way to locate content is to 
click the required content category 
from the Video Categories menu. The 
content will be displayed and can be 
selected as shown in step 4.3.

Handy Hint:  
If the media content required is not available 
please click the get in touch link and fill in the 
contact form that appears.

Handy Hint:  
For some categories there may be more than 
one page of results. To navigate the pages click 
the page numbers at the bottom of the page. 
Note: The current active page is in bold green.
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SECTION 5 Previewing & Downloading Media Content
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5.2 
Click the green  
Download Now button.

5.1 
To play the media content, click 
the play button in the middle of 
the screenshot. Note: This will 
play the full length of the content, 
to pause the content at any point 
simply click the screenshot again.

Handy Hint:  
The content can also be played using 
the Play button and stopped/paused 
using the Stop button.

Handy Hint:  
Any related videos to the one that 
is being previewed will be shown 
here. To select one to preview and/or 
download simply click the screenshot.

Handy Hint:  
Whilst watching the content with 
audio the volume can be lowered or 
muted using the speaker controls.

Handy Hint:  
Flash player will need to be 
installed on the computer to 
preview the videos this can be 
downloaded from www.adobe.com
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SECTION 5 Previewing & Downloading Media Content (Continued)
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5.3 
Please read the Terms & 
Conditions of Download.

5.4 
Click to place a tick in the 
box. Note: This means 
that the user agrees to the 
terms and conditions stated.

5.5 
Click the green Download 
Now button. Note: The file 
download box shown below 
will open.

5.7 
The file name can be 
changed if required by 
altering the text in the 
white File Name box.

5.8 
Click the Save button 
to save the media to the 
chosen destination folder, 
where it will be available for 
upload into Envisage Coda. 
See Envisage Coda Basic 
User Guide for instructions 
on how to upload.

5.6 
Click the grey Save button 
and the Save As box will 
open (shown right).

Handy Hint:  
Use the scroll bar to move up and 
down the Terms & Conditions.

Handy Hint:  
To cancel the download, click the 
grey Cancel button. Note: This 
will close the Terms & Conditions 
box and return the user to the 
previous screen.
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SECTION 6 Forgotten Your Envisage Media Website Password – Recovering A Password
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6.1 
Click the My Account link from the 
Envisage Media menu bar. Note: This 
will open the My Account section.

6.2 
Click the green Forgotten 
Password link.

6.3 
Enter your e-mail address into the 
white box. Note: This needs to 
match an account email address.

6.4 
Click the green Recover Password button. 
This will send an e-mail to the account 
e-mail inbox, open the e-mail which will 
contain the account password. 

6.5 
Enter the account 
e-mail and password 
into the relevant 
white boxes.

6.6 
Click the green 
Login button.



USEFUL INFORMATION 

If you have any problems with your Envisage Coda system  
or require any additional support/training please contact:

Technical Support Contact: 0114 243 3896 or 0114 399 0010

E-mail: support@numed.co.uk

Training Contact: 0114 243 3896

E-mail: training@numed.co.uk

Other User Guides Available

• Envisage Coda – Basic User Guide

• Envisage CodaCall Agent User Manual

• Envisage Coda – Advanced
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