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[bookmark: _Toc241917260]1.0 Introduction to the parts of LUVLE
LUVLE is a suite of learning tools. In order for staff to understand what it is, and how it can be adapted in order to meet their needs, we feel that it’s helpful to provide an overview of how the system works.
LUVLE is mostly made up of a large number of LUVLE spaces which contain all the functionality available for each course. Occasionally one course will have more than one website to support it, and sometimes a multiple courses are supported by one single website. You can discuss your module’s requirements with Phil Tubman, eLearning Development Officer (p.tubman@lancs.ac.uk , tel: 94731) if you are unsure about how to use LUVLE to meet you course needs.
‘MyModules’ is your personalised ‘learning portal’, which includes other information such as your library loans and fines, and an instant messaging service (‘ask a librarian’), as well as listing course handbook information and of course a link to your modules’ LUVLE spaces. Most students and staff have one.
All the tools in the LUVLE suite are being constantly developed. This document is an explanation of how the LUVLE spaces and MyModules operate as of Sept-09. This document will be kept up to date with the system as it is improved.

An example LUVLE space, with the History Dept’s specific design.
[bookmark: _Toc241917261]2.0 How to access your LUVLE spaces
There are three ways to view your LUVLE spaces:
You can go to https://luvle.lancs.ac.uk and choose your module from the expandable list (shown below) 
You can login to MyModules (http://luvle.lancs.ac.uk/mymodules) which is a personalised list of all the courses you are enrolled on
You can go straight to the web site if you bookmark the full address (less common method)
[bookmark: _Toc241917262]2.1 Courses listed by department – the LUVLE contents page:
If you click on the name of the department, the list will open up as shown here on the right, listing all of the department’s courses with LUVLE websites. If you click on the name of any of the courses, the system will check whether you have permissions to get into that particular course module. If you have already logged into a LUVLE space, and you have permissions to get into the new one you’ll go straight in, otherwise the screen will display the login page for LUVLE, and you’ll have to login, (with your usual network ID).
[bookmark: _Toc241917263]2.2 The ‘MyModules’ page:
In the above list of departments, there is a section on the right called ‘MyModules’, and if you click on the link in it, the system will go through the login process and take you  to a page showing all of your registered courses. 
You can also get to this page by clicking on http://luvle.lancs.ac.uk/mymodules.
Before explaining the MyModules page, it is important to list things that you need to check before trying to get into it, and also circumstances in which you or postgraduate colleagues might not get one:


[bookmark: _Toc241917264]2.2.1 Make sure that your password is up to date
Frequently, many login issues are caused by expired passwords. You need to use your network username and password (issued by ISS) to login to LUVLE. The password needs to be changed at least once a year for security reasons, and you will be prompted to do so when you log into the university network. If your password expires, you will be denied access to LUVLE until you have changed it.
You can change the password by logging into any Campus PC, or by going to the following link:
https://www.lancs.ac.uk/iss/password/change/
[bookmark: _Toc176528365][bookmark: _Toc178154847][bookmark: _Toc180289395]If you are unable to change your password, you need to contact the ISS service desk (01524 510987). Please make sure you explain that you are experiencing PASSWORD issues, rather than LUVLE issues.
[bookmark: _Toc241917265]2.2.2 Some administrative staff, teaching assistants and postgraduate students not registered on University courses don’t get a MyModules page at present
For a minority of staff and postgraduate students, the MyModules page may not be available. Please contact LTG if you believe you fall into this category (learningtechnology@lancaster.ac.uk )
We are working with other sections of the University to work out solutions to this problem, but until then, you can still get to each LUVLE space by going to http://luvle.lancs.ac.uk . Find the module that you want, and click on it to go to its login page. You will need to be on the correct access lists though, so be sure to ask the convenor to add you via the access setter. Contact learningtechnology@lancs.ac.uk if you have problems with this.

[bookmark: _Toc241917266]2.2.3 MyModules Web page
This personalised ‘learning portal’ holds information relevant to your academic life at the University, and so is a useful place to get to registered courses or to find out details about outstanding commitments. To the left is the top half of an example staff MyModules page to show you what you will see.
We take all the information from the Student Records database (LUSI) every night. This is why, usually, if there’s a problem with the data, it will take until the following morning before the fix shows up in LUVLE. 
A student’s page looks very much like a staff one.
Explanation of the MyModules page:
 On the top of the My Modules page you will see information about yourself including email, username and usually the college you’re in. The senior tutor of the college is also displayed here. Below that are links to demonstrations and feedback about the module feedback mechanism for courses which may be of use, and a link to enable you to create an area in the MyPlace facility should you wish to do this. The MyPlace facility is an academic reflection tool aimed at undergraduates, but there could be reasons why staff would wish to be involved with its social areas. Please see the MyPlace guide for detailed information about this tool, and possible uses.
 In the modules area of the staff page are the courses that the staff member is registered to be involved with – to teach or to assist with. There are active links here, and these go through to the course web sites, and to data relevant to the course, including the course handbook data in LUSI. These links are probably the most important part of the MyModules page. Each course website has a link back to your MyModules page from the ‘tabs’ at the top.
 The course ID link is present for each course in the modules section, and the link goes through to lots of details of the course obtained from LUSI and the library, including the students on the course and the books registered as necessary for the course. This page has much information and many facilities for the staff user, and so it is covered in full in the next section.
 Below the course ID link is the line for the LUVLE websites (a.k.a. web spaces) that are associated with each course. Often, they’ll be only one, but in the example shown, each of the three courses associated with the lecturer has two or three, with one main website, and others that support the course in less direct ways. To go through to any of the websites, click on the link.
Below the modules section is the one where the College tutees are listed, giving their details and the links are to the students’ email addresses. Some staff don’t have tutees, and if so, this section will be absent.
 Another really useful part of the MyModules page is the library information. This gets its information immediately, but in order to get up-to-date information, you must click on the ‘update’ button at the bottom of the library section. It will then get the data directly from the library’s computers and display it, as shown to the left. There is an instant messaging service – ‘ask a librarian’ here also.
 Lastly, there is a section called ‘MySpace’. This area can be used to record one or two personal notes. Below that is an area where staff too can put in their mobile ‘phone details. If two or more staff members are taking the course, this could be useful.
2.2.4 The Module Information Page
 (
There is a link to 
Course Handbook information under this link including: 
Assessment Rules | Educational Aims: General: Knowledge, Understanding and Skills | Learning Outcomes: General: Knowledge
…
These details come from the student records system (LUSI)
) (
The LUVLE web spaces associated with the module are listed here. These are links through to the web sites. 
) (
All the staff registered 
in LUSI
 are listed as links to their email addresses, and any special roles in running the course are stated.
)Click on the course ID link/ mnemonic (icon  in the previous section) and you’ll go through to the module information page, as shown below. This contains a whole lot of useful data for staff about the course and the students on it. 

Below is a screengrab of a module with student information:
 (
The Export student list function creates a pop-up window with a list of all the students with 4 columns – name, login, library card number and email address. This can be printed, or if you need the data elsewhere quickly, you can cut and paste it. 
) (
You can broadcast an alert to the students here. 
)
[bookmark: _Toc176528364][bookmark: _Toc178154846][bookmark: _Toc180289394]

The module information section (circled overleaf), enables staff members to add extra links that their students might find useful. If you click on the ‘edit’ button the page opens up as shown on the left, and you can add web links.
You can also add extra notes here that only the staff registered to the course can see.

Library information can be accessed via the modules page. There are links directly to library facilities – ‘Metalib’ and ‘My library card’, but there is also a live chat facility that lets you ask a librarian questions about library facilities in a real time chat window. This facility works from 9:30am to 4:30pm; outside that time, it lets you send an email.
2.2.5  Broadcast an email
You can email individual students at their Lancaster University email address by clicking on an individual’s web link on the module information page, described above, or you can broadcast an email to all students or tutorial groups using the link shown above, which is from that page. If you click on the link, or select one of the groups from the drop-down list, you’ll be re-directed to the email options page, which is shown on the next page:


[bookmark: _Toc241917267]2.2.5 Email options page:
 Other staff members are automatically cc’ed into the message to keep them in the picture.
 All selected students’ email addresses are Bcc’ed (Blind carbon copied) in the form, Both this text box and the cc one used for staff are editable, so you can add/remove addresses if needed. 
 The option that you selected on the module info page shows here. In this case, group 1 was chosen, and so is greyed out, but you can select the others, and a tick appears in the box if you do.
 It is also possible to send messages to students in more than one modules. There is a list of all available module mnemonics in the same department and you can tick them like the group boxes above, and so send your e-mail to all students registered in these modules. This is specifically useful for large Year groups. If a student is registered in more than one modules, they will only receive the e-mail once. 
 A Rich Text editor is provided to assist in the creation of the message, as shown, and you can choose from a variety of options, for instance, you can change the text format, size, background colour, special characters, etc. 
 You can attach a file to the message by clicking on the ‘browse’ button, and selecting the file you would like to attach. However, as the page suggests, you’d be best to upload the file into a LUVLE space that the students can access, and sending them the link if the file is not small. Small nowadays might be considered to be 200KB. The reason for this is that you’ll fill up the email file space of your recipients, and might cause them problems. If you do decide to send a large file, it cannot exceed 60MB.
 Lastly, when sending the email, you need to set how important you feel that it is. The first radio button shown sets the speed at which it will leave the LUVLE email service, and by default is set to the higher speed, ‘normal’. The lower one determines whether the ‘Importance’ flag is set on the email in order to bring the recipients’ attention to it faster. Most email systems will put a red exclamation mark next to a message with high importance set.

[bookmark: _Toc176528370][bookmark: _Toc178154858][bookmark: _Toc180289405]

[bookmark: _Toc241917268]3. Overview of LUVLE spaces 
[bookmark: _Toc241917269]3.1 Description of the navigation features of a LUVLE space by looking at the home page
Most courses on campus are supported by a web space that is part of the LUVLE system, and this part of the guide describes how the actual web space(s) that support each course function. An example home page from a web space is shown below, annotated so that we can describe what the different parts are for:
 The top menu is for navigating around the different parts of the suite of LUVLE tools, plus a page if you need help.
 A large number of banner designs have been created so that the web space’s look and colour scheme will fit more closely with department’s existing web pages. These designs can be chosen from the configuration pages, and there is one for most departments at the University. If one does not exist yet, please contact Learning Technology (learningtechnology@lancs.ac.uk )
 Under the main banner, there is a menu bar which shows the name and status of the person logged in.
Below the menu bar is the search facility for this course module.
[bookmark: _Toc176528373][bookmark: _Toc178154861][bookmark: _Toc180289408][bookmark: _Toc241917270]3.1.1 Menu
The main menu is on the left and it is split into 4 sections: 
- Go to-: when you want to view existing items in different areas, e.g. announcements, course materials
- Add a new-: when you want to add a new item, e.g. discussion topic, calendar entry
- Other links-: when there are external links that will open in a new window, e.g. University Homepage
- Site Support-: when you want to leave comments and get further support, e.g. feedback form.
- Site Admin-: when you want to add/remove tools (re-configure space), adjust access, archive announcements and course materials, add groups, move topics. Please note this section is only available to those with an admin role on the course.
[bookmark: _Toc178154862][bookmark: _Toc180289409][bookmark: _Toc176528374][bookmark: _Toc241917271] 3.1.2 Homepage Welcome Message 
The Welcome message is at the centre of the homepage, which contains important information about the netiquette and rules of the LUVLE webspace. You can edit the Homepage welcome message by clicking on the following button .
A new page will open up and you can type in your message. A few question prompts have been added at the top to help you include important and useful content in the message.
Please note that you can format the welcome message, including pictures, coloured text, special characters, hyperlinks and tables. Please see Phil Tubman p.tubman@lancs.ac.uk if you want to do this in your welcome message.
You can use a selection of text editors according to your requirements.
The default Rich Text Editor has many formatting options, just like Microsoft Word. In order to find out what each icon can do, please hover above it with your mouse and a short description will pop up. 

You can also choose one of the other 3 text editors (Plain Text, Internet Explorer, Java). For full details of what each editor can do, please read the relevant section.
[bookmark: _Toc178154863][bookmark: _Toc180289410][bookmark: _Toc241917272] 3.1.3 Themes or New Items
On the lower part of the home page are either the 25 newest documents or the documents organized by theme. 
Themes, described more fully later in this guide is a way of grouping together documents that are meant to be presented together, and getting them to appear at specific times of the year together so that those studying can be presented with work in a timed, structured way. Look in the themes section of this document for more details on this.
[bookmark: _Toc178154864][bookmark: _Toc180289411]If you are showing the (up to) 25 newest documents, it shows the most recent documents, ignoring themes. This is also configurable, however, and the homepage can be set to show specific items only, such as the announcements, the main discussion, courseworks or the learning logs. If you want to change the way items display in the homepage, please go to the Configure Homepage section in this document.
[bookmark: _Toc241917273]3.2 Administration of the web space
If you are one of the Administrators of the space, you will be able to see the Site Admin section at the left hand side menu. The LUVLE spaces are customisable and you can add/remove tools and change their settings.  
The extra menu items available to you as an administrator of the course LUVLE space link through to the configuration pages that enable you to make the changes to customise and manage the site.

The configure site page
The first item on the site admin list is ‘configure site’, and if you click on it, you go to the page from where most of the configuration of the web site is done. The page lists the main configuration areas, and is as shown below:

[bookmark: _Toc180289412][bookmark: _Toc241917274]3.2.1. Edit the Welcome Message 
This is an alternative route to the one described earlier in the Navigation section (Homepage). Please go to 3.1.A of this document for more information
[bookmark: _Toc178154866][bookmark: _Toc180289413][bookmark: _Toc241917275]3.2.2. Add/Modify an E-mail Alert List to tell staff or students about new documents on the LUVLE space
You can set up an e-mail Alert list on this page to those involved with the site and other extras. Most likely you’ll want to send to people on the course, and you can do this by looking beneath the text area:

The default is to send to no one. Below this radio button list is a reply email address, which must be set to a valid Lancaster University email address so that recipients can reply to the message they receive if they have a comment. Below this is another radio button list so that you can choose to send alerts 

Lastly, there may be people with alternate email addresses or those not formally on the course who want to be alerted, and to email them, go to the text area that is first on the screen. Simply input the recipients’ e-mail addresses in the text area, making sure that you put only one e-mail address per line.
	
	


TIP: To ignore e-mail addresses: If you want to exclude one or more e-mail addresses from receiving the alert e-mail, but do not want to delete them from the list, you can exclude them by typing in the # character in front of them.
[bookmark: _Toc178154867][bookmark: _Toc180289414][bookmark: _Toc241917276]3.2.3. Change the Banner and Background Colours of the site
If you click on this link, you go through to the page where you can set the look and colours of the website. You can choose from a drop down list different banner-colour combinations that have already been created for most departments in the University.
If the drop down does not offer a look for your department, please contact learningtechnology@lancs.ac.uk  for more information about creating a banner for you. 
Below the drop-down, you have the option of overriding these settings and adding your own simpler image at the centre of the banner and a choice of pastel shades to be the background, but these are rarely used nowadays. 
[bookmark: _Toc178154868][bookmark: _Toc180289415][bookmark: _Toc241917277]3.2.4 General Configuration Options
You can add/remove, rename and change the settings of many of the tools that are available in LUVLE from this page. The things that you can change are listed in blue, and if you click on them then they show up in the box underneath the links in edit mode, ready for you to change them. When you are happy with the changes you’ve made, click on ‘submit’ and the changes will be committed.  
Item 1: Owner
When you go into the ‘General Configuration Options’, by default it displays the first item in the list, ‘owners’.  Please type in the name of the lecturer or administrator who is responsible for the LUVLE space here. This email address is used to create the ‘site owner’ link under site support so that if people have problems with the site, they can contact someone who can do something about it.
Item 2: Themes
Themes categorize the sections of the site and display them on the homepage.
Four types of LUVLE tool can be bundled into a theme: Discussions, Announcements, Course Materials and Coursework.  To put the documents into a theme, you need first to create the theme, which you do here, and then select that theme from a drop-down that appears when a document is being created or edited. In this way you can create a web space that uses themes to organise. An example of what a themed home page looks like is given at 3.1.A, and you create the themes here in the config pages. The image to the left is what you get if you click on the ‘themes’ link in the general config options. You can set themes to be on or off throughout the site here, and then to create the themes, you simply give it a name, define the start and end dates (clicking on the ‘select dates’ button in each case gives you a calendar to help you), and then click on the ‘add’ button. You can add all the themes for your course in one go, and as you do so, they’ll appear underneath the ‘add’ button, then lastly, click on the ‘submit’ button to confirm their creation, and you will be able to start using them immediately to start categorising documents.
[bookmark: _Toc180289417]Item 3. Links
You can add external links in this area and provide a short description which is going to appear under the –Other Links- section at the left hand side menu. To create the links, type the web address of the link in the top box, and the name you’d like to give it in the lower one.
[bookmark: _Toc178154870][bookmark: _Toc180289418]Item 4. Homepage configuration (for non-themed new items)
On this page you can choose which categories of document appear in the total list if themes are turned off, and in the ‘documents not categorised by theme’ section on the LUVLE homepage. You have a number of  options. If you’d just like one of a type of document displayed on the home page – for example, just announcements, select it from the drop-down. You can choose from: Announcements, Discussion items, Course Materials, Coursework or Learning Logs here. Alternatively, if you’d like to choose in a more complicated way, leave the drop-down on ‘new messages from selected sections’ and un-tick the boxes of the document types that you don’t want.
 The picture on the left shows the options to select the different options from in the configure form and the picture below is an example of how the home page looks when it’s switched to the ‘display last 25 items’ mode. Please note that in the case of activating either Coursework or Learning Logs, students will only see their own contributions and no one else’s. 
This image shows the top few items of a list containing the last 25 items on the home page list. Note that the user can also select only those documents that appeared during the last day, 3 days, week or month. Documents less than a week old show a red ball to indicate their newness.
[bookmark: _Item_5._Groups][bookmark: _Toc178154871][bookmark: _Toc180289419]Item 5. Groups
Groups is a tool that, when activated, allows you to create online collaborative activities and groupwork. 
By allocating students into groups you can divide student activity within the one webspace into those groups for all of the tools in the LUVLE webspace. You could, for example create announcements and course materials read only by the appropriate group(s), set up calendar entries seen by the members of the selected groups and break down the discussion area into small group discussions.
In order to start up groups, whilst  on the configure page,  click on the Groups link. The screen that appears will have the radio buttons on it as shown in the picture below:
You have the choice to put people in more than one groups or exclusively only in one group. This option is not editable or reversible so please make sure you make the right choice at the start of the course.
TIP: If you intent to use the groups option for multiple groupworks then it is better to select the Any option, as you can put a student into different groups if needed or use different groups throughout the module. If, on the other hand, you want to create groups that you know will stay the same for the duration of the module (e.g. seminar groups), then you can select the Exclusive option, which means that the students names will disappear from the list once put in a group.
After submitting your changes, two new links will appear in the Site Admin section of the site, Add a new Group and List Groups. Please go to the relevant pages in this document for the next steps.
[bookmark: _Toc178154872][bookmark: _Toc180289420]Item 6. Discussion Area Options
You have the option to activate or deactivate the discussion tool from a LUVLE webspace. Discussions create on-line areas for asynchronous threaded discussions that all users can contribute to. 
You can also rename the area from main discussion to another title that is more suitable for a specific online activity or service. For instance, you could name it ‘Debate’, ‘Helpline’, ‘Online forum’, etc. as long as it is 18 characters or fewer long. In order to be more consistent with the menu links, you can also rename the link under the –add a new- section. 
 




You also have the option to choose whether students can start their own topics in the discussion area or not.
And finally you can choose to allow students to withhold their name in the discussion from their peers (but not from lecturers).
TIP: if you choose to activate this tool, it may be a good idea to tell students its purpose, think of some etiquette rules that all need to follow and put them up in the Homepage welcome message. 
[bookmark: _Toc178154873][bookmark: _Toc180289421]Item 7. Café Discussion Options
The Café is an additional asynchronous discussion space, where students can interact socially or discuss off-topic issues. You have the option to activate and rename this tool in the same way as the discussion tool. The only real difference between the Cafe and the other discussion area is that because this is designed to be for informal chatting about the course, it cannot be put into any themes.
[bookmark: _Toc178154874][bookmark: _Toc180289422]Item 8. Announcements area options
Announcements is the tool normally used for alerting students to something, occasionally urgent, that is maybe a change of plan on the course. Although you can put pretty much the same things in them as in Course Materials, because they are different, you can bring student attention to them in a different way – for example by the way that you configure the home page. Pages can be set to appear and disappear by date and sequenced by date or arbitrarily (i.e. you can force pages to appear in any order in a list of announcements in order to make the most urgent appear right at the top). You have the option to activate or de-activate the tool and rename it as described above for the discussion options. For example, a few departments choose to change the title to ‘Noticeboard’ or ‘Virtual Noticeboard’.
An additional option in the Announcements configuration form is to draw announcements from other sites (External). When you select this option a text box will appear for you to type in the external LUVLE url (it could be on either domino or luvle servers). If you do this, you must put the full web address of the external web site, even if it’s on the same server.
[bookmark: _Toc178154875][bookmark: _Toc180289423]9. Course materials area options
This tool is mainly used for uploading and creating teaching materials. Pages can be set to appear and disappear by dates and are usually organised in a folder hierarchy.
[bookmark: _Toc178154876][bookmark: _Toc180289424]You can choose to turn the facility on or off and rename it in the same way as described for the discussion options above. You can draw information from another LUVLE webspace, just like Announcements. 
In addition to these features, you can also type in folders that always appear in the folder hierarchy used to categorise course materials, and you can also allow students to add course materials as well as staff members.
Item 10. Calendar options
The calendar facility enables everyone on the webspace to see entries on the common calendar for the webspace. It can be turned on here, and it has only two options: You can turn it on or off for the website, but also, you can choose whether you want students to be able to create their own calendar entries. 
[bookmark: _Toc178154877][bookmark: _Toc180289425]Item 11. Coursework Submission Options
You can set up assignments in order for students to submit their work electronically. This facility has been extended a great deal in the 2008 version, and some of the extra facilities are set for each assignment, but common facilities are set here:
You can decide whether there should be an area for coursework submissions at all, and you can decide whether email confirmations are made when that happens, and to whom, as shown on the image to the left.

[bookmark: _Toc178154878][bookmark: _Toc180289426]Lastly, you can decide on the presence or absence of an electronic cover sheet for the declaration of originality to be agreed to by each student before them submit work, and you can choose the wording of it, according to your department’s policy on the matter.
Item 12. Learning Logs
Learning logs offer students an online space to keep a reflective log or journal of their learning activities. The format of it is rather like a personal discussion, although as it can be commented upon by staff members, it can look much more like a standard discussion area.

The configuration page for it, shown here has been extended, along with the rest of the facility for 2008.
Administrators can decide whether there should be a learning logs facility at all, and if so whether participants in the course can have only one, or as many as they like.
The entries will often not be re-editable after a time, and the time is set here. This re-editing allows students to refine their work on during or on the day that they write it, but is then fixed, so that it becomes a fixed record of their thoughts on that day, and so that comments by staff are not on something that subsequently changes.
Access to journals can be restricted so that they can be read by the student only (Private), by the individual student and supervisor (student/tutor) , by the students (students only) or by everyone who can use the space (public). 
As described in the discussion areas options, you can also rename the learning logs. The title can be up to 18 characters long.
[bookmark: _Toc180289427]Item 13. People Profiles
Students and staff can compose a page of their own including personal details, information as well as attach a profile picture. This tool has proven to be very useful for distance learning and blended learning students who meet rarely or occasionally. You can choose to activate, deactivate or link to a People area in another LUVLE webspace, and you can also rename it and choose to use Photos from the People profile throughout the site. 
[bookmark: _Toc180289428]Item 14. Deletions area options
You can choose how many days the deleted items will stay in the Deletions area, which can be accessed via the link under the –Site admin- section by those with admin access. This area is where the Site Administrator(s) can locate and undelete files if they turn out to be needed again. This option lets the administrator choose whether they are deleted from this area immediately, after a week, after 4 weeks or after 12 weeks. 
[bookmark: _Toc180289429]Item 15. Received Email options
This allows the web site to receive electronic mail from any email address at Lancaster University. The web site needs to be given an address by the learningtechnology support team. Contact learningtechnology@lancaster.ac.uk if you want to be able to send e-mails to this Webspace.
PLEASE NOTE that you need to click on the button after you made any changes to any of these configuration pages in order for them to be saved and applied to the template.
[bookmark: _Toc180289430][bookmark: _Toc241917278]3.2.5 Usage Statistics 
The usage statistics facility enables you to see the activity in parts of the web space. The areas covered are the discussion areas, the course materials areas, the coursework area and the calendar. When you click on the link in general configuration options, you go through to the page on the left here.
At time of writing, the part at the top of the page doesn’t do anything, so ignore that, and go down to the display chart section. Here, you can choose to display a pop-up window (the lower image on this page) containing details of accesses to the four monitored areas.

Lastly on the usage stats page, you can choose to clear out all of the records of writing to parts of the web site. This is only usually done when a web site is being renewed for another year’s students, and if you do it, you’ll lose the useful record on each page available to staff called ‘Who read what’.
The pop-up produced when you choose a part of LUVLE to examine (in this case, ‘course materials’) is shown to the left. You can see which students have been reading and writing pages on the site, and when and how often they’ve done it. You can also see the course organiser in this case, because it’s the course materials report, and only staff have access to it, so the course organiser is ‘Donald Duck’ (apologies to the real course organiser, I didn’t plan that, I was just making up fake names quickly). The person who accessed the site last has the date coloured in red. Note that you can copy these details into Excel or other packages if you’d like to.

[bookmark: _Toc241917279]2.3.5(A). Usage statistics for each page.
Because the stats for each page are so closely related to the overall stats in part 2.3.5, and because the stats for a page are available throughout the system, they are documented here, as an addendum to the Usage stats part.
Documents in the following areas feature an icon that only appears to staff which is a man in a hat, which appears under the ‘Previous | Next’ links on top right of the page. The areas where the icon appears are: Announcements, Discussions, Cafe Discussions, Course Materials and Coursework.
This icon enables you to see a list of who has read the document, how many times they’ve read it,  when they first read it, and when they last read it. These details appear in a list as shown in the picture below. The details are collated overnight, so it doesn’t show reads on any day until they are collated the next night.
[image: ]

[bookmark: _Toc180289431][bookmark: _Toc241917280][bookmark: _Toc176528375][bookmark: _Toc178154879]4.0 Adjusting Site Access
[bookmark: _Toc180289432]If you have ‘site admin’ access to your LUVLE course module, you can add permissions for other staff or students to use it too, without having to ask the Learning technology Group to do it for you. Normally, permissions are set by the LUVLE mechanism by using the data from the central campus database, LUSI, but if you need someone in quickly who has just arrived, if the data is wrong, and you can’t wait for it to be fixed, or if staff are in the categories not covered properly by LUSI as described in 2.2.2, you can put the staff or student into the site directly. Note that doing this lets them into the site, but the entry will not appear on their MyModules page, as that is generated by LUSI. The new user of the site can find it in the list at https://luvle.lancs.ac.uk , or by going directly to the staff URL.
[bookmark: _Toc241917281]4.1 Adding Lancaster users to your LUVLE space
Follow the instructions below to give access permission to users with network login details.  
1) From your LUVLE space click on the link 'adjust site access' under the heading 'Site Admin' on the left hand side.  At this stage you may be prompted for a username and password, please enter your details again.  This is to verify that you have admin access to the site and have the rights to change the access list.
2) You will see the following screen:
[image: ]3)  On the right hand side you will see information of all the users who currently have access to your site.  
4)  Click on the button [image: ] to give someone access to your LUVLE space. Follow the instructions on the following screen to add your user.  
5)  Select whether you want to search by ‘Last name’ or ‘Network login’
[image: ]
6)  Use the Advanced Search Options at the bottom of the screen to narrow your search using parameters such as wildcards (*) and first and last names.  Click on the button Advanced Search to start your search.  
7)  Enter your search term in the ‘name’ field and then click on the button [image: ].  The search result(s) will be displayed in the field below.
[image: ]
8)  Select from the drop down list the level of access you want your user to have and the click on the button [image: ]:
[image: ]
Different levels of access (depending on the tools configured in LUVLE):
No Access:  The user will not be able to access the site
Reader:   The user can read items in the site but cannot create any new items 
Student:  The user can read and write to discussion areas, learning logs, submit coursework, personal profile.  The user can only edit/delete own messages, profile and view own coursework.
Staff (No Admin): The user can read and write to discussion areas, course materials, announcements, personal profile, set up coursework and reply to learning logs.  The user can only edit/delete own messages and profile.
Staff (Admin):  The user can read and write to discussion areas, announcements, course materials, edit/delete all messages, setup coursework, reply to learning logs, The user also has access to the Site Admin section to add/edit tools, archive/unarchive items, configure look and feel, set up email alerts, add welcome message and see usage statistics
9)  Users will be added to the list below with the assigned level of access:
[image: ]
Follow points 5-8 on this document to add more users.  Click on the [image: ] button to save your changes.  Users will have immediate access to your site.  
[bookmark: _Toc180289433]10)  Use the link ‘Return to site’ on the top right corner of the screen to return to your LUVLE space
4.2 Changing level of access for an existing user
To change the level of access for an existing user e.g. from student to staff
Find the existing user and select their new access level   Follow points 1-9 on this document as before.
The amended access rights will appear in the list once the form is submitted.
Follow the same procedure as above to remove a user’s permission to your site.  Select ‘No Access’ in point 8.
[bookmark: _Toc180289434]

[bookmark: _Toc241917282]4.3 Adding external users to your LUVLE space
Follow the instructions below to give access permission to external users to your site.  This applies to LUVLE space set up on the ktru-main server (refer to the site’s web address, e.g. http://ktru-main.lancs.ac.uk/celt/example.nsf)
Follow points 1-5 on this document as before.
Make sure ‘include external name’ option is selected to ‘Yes’
[image: ]
External users will be indicated with ‘(external)’ next to their name.
Follow points 6-9 on this document as before.
[bookmark: _Toc180289435][bookmark: _Toc241917283]4.4 Searching for a user in your LUVLE space
[image: ]On the front page (see point 2) type a name in the following search field and click Go
If there is a match in the access list, the search will return the name with the user’s access level.  Alternatively look through the list on the front page for details of all users in the site.
[bookmark: _Toc180289436][bookmark: _Toc241917284]4.5 Advanced Search Options
If your basic search has not generated any results or the user’s last name is very popular, you can use the Advanced Search option which is at the bottom of the page.
[image: ]



[bookmark: _Toc180289437]
[bookmark: _Toc241917285]5.0 The various learning tools that make up a LUVLE web space
[bookmark: _Toc180289438][bookmark: _Toc241917286]5.1 Announcements:
Announcements are documents that are usually created to bring attention to a change in plan or new development  during the course. The information that students need for a course is most often placed into ‘Course Materials’, where it can be placed into folders within the facility to help structure it. Announcements just go into a list, but it is possible to define the order of documents in the list in any way that you’d like, to bring more attention to those at the top, and because they are different than course materials, you can make them more prominent on the home page.
You can access the announcements by clicking on the link under the ‘go to’ section of the menu. 
[image: ]
Announcements are listed in date order by default, with the most recent at the top, but you can promote any announcement to the top of the list by prioritising it.
New announcements are flagged with a red dot is shown in the picture. 
[bookmark: _Toc178154880][bookmark: _Toc180289439][bookmark: _Toc241917287][bookmark: _Toc176528376]5.1.1 Add an announcement
If you’d like to add an announcement, please go to the –add a new- section at the left hand side menu and click on announcement. Please note that the name of the tool may change if you have given it a different name in the configuration form. Fill in the fields as required - note that you can set the dates so that announcements automatically disappear off the list once the End Date is reached - this saves you having to go back in to tidy things up!
Announcements appear in date order with new ones at the top, but you can use an ordering number to override date ordering. Announcements with low ordering numbers are listed at the top. This is helpful if you have an announcement that should always be listed first for students e.g. starting information.
[bookmark: _Toc178154881][bookmark: _Toc180289440]5.1.1.1 Attachments
You can attach files to your announcement by clicking on the Browse button under the Announcement Text area. 
The maximum file size for announcements is 30MB per file. 
[bookmark: _Toc178154882][bookmark: _Toc180289441][image: ]
5.1.1.2 Add/remove groups
If the Groups tool is activated (please see the Administration section of this document), you can also choose which group can see your reply. You will see messages for everyone and for your group(s).
[image: ]
TIP: By holding down the Ctrl key, you can select more than one group.
[bookmark: _Toc241917288]5.1.2 Draft Announcement
By choosing to display an Announcement ‘Never’ out of the 3 Display Options, you save it in an archived area that is not viewed by students, but you can always go back and edit it or publish it if you have Administrative Access. 
[image: ]In order to publish a draft announcement, you need to go to the ‘Site Admin’ section at the left hand side menu and then ‘Announcements Archive’. A new window will pop up which displays all announcements both published and draft. The published items have a green arrow next to them while the draft ones have a red x.
In order to publish a draft announcement, please tick the box next to it and then scroll down to the bottom of the page and click on the Un-archive selected button. You can also archive active announcements quickly here too, if you want to sort out your announcements list quickly.
[bookmark: _Toc180289442][bookmark: _Toc241917289]5.1.3 Edit, Delete and Archive
An announcement is editable. You can always go back to it and change the title, main text and attachments. You just need to click on the [image: ] button at the top right corner. Once you’ve made your changes, you need to submit the form in order for them to be saved. 

You can also delete individual announcements. If you have Admin access on a site, you can delete any items, if you have Staff access on it, you can delete only the ones you have created and students. 
In order to delete a page you just need to click on the link [image: ].
You can also archive announcements. Go to the Announcements area and then click on the [image: ] button. A new window will come up. Select all announcements to be archived, then scroll down and click on the [image: ]button.
[bookmark: _Toc176528377][bookmark: _Toc178154883][bookmark: _Toc180289444][bookmark: _Toc241917290] 5.2 Calendar/Entries:
[image: ]The calendar facility enables staff, and optionally students to put up a series of events in the web space, and these can be seen by all those on the course either as an actual calendar, or as just a list of events. Under the ‘go to’ menu Click on the ‘calendar’ link. You should see a screen similar to the one below.
You can move through the dates in the calendar using earlier and later links above. Alternatively you can choose to show 1 day, 2 days, 1 week, 2 weeks, 1 month or 1 year on a page.
Entries in the calendar will show as links under the date. Click on the link to view the entry. 
Alternatively, you can view the events in the calendar as a list, as shown below. Under the ‘go to’ menu on the left, click on the ‘entries’ link, and this will display all the entries as a list grouped by the month in which they occur.
[image: ]

[bookmark: _Toc176528378][bookmark: _Toc178154884][bookmark: _Toc180289445][bookmark: _Toc241917291]5.2.1 Create a new Calendar entry
[image: ]a). To create a new calendar entry, go to –add a new- and click on the ‘calendar entry’ link
b). A new form will open up and you will need to fill in the event details as follows:
c).Give your Entry a Subject title
d). Choose one of the 5 available types of event: (appointment, reminder meeting, all day event, anniversary)
e). Choose whether you want it to be public (all users who have access to this site can see the entry) or private (viewed only by you)
f). Choose how you would like the others to be notified 
g). Type in the location (if applicable), Start time, End Time and any additional information in the text box provided
h). Submit
[bookmark: _Toc176528379][bookmark: _Toc178154885][bookmark: _Toc180289446][bookmark: _Toc241917292]5.2.2 Edit and Delete Calendar Entries
You can always go back and edit your entries, by going into the calendar entry document, and selecting the Edit button. If one of your entries is not valid anymore, you can Delete this page and the entry will be deleted immediately. If you have Admin Access, you can delete others’ entries as well. 
[bookmark: _Toc176528380][bookmark: _Toc180289447][bookmark: _Toc241917293]5.3 Course Materials
Course materials are the place in LUVLE where lecturers usually put up the resources on-line that are needed for their courses. Because there may be loads of files that the lecturer would like to put up, and they may need to be grouped according to what part of the course they are for, the course materials area features a folder system, like the one used to store files on a computer hard drive.
[bookmark: _Toc241917294]5.3.1 The Course Materials area
[image: ]To get to the course materials,  click on the link under the ‘go to’ section of the menu. This is what your students also see.  As you can see, a number of folders have already been created in this example, and the default folder is open, and you can see its contents. 
If you click on any of the other folders, they will open instead, and if you click on ‘Expand this list’, all of the folders will open (and any folders that they contain) and you’ll be able to see all of the course materials all at once.  You can see this in the image below. As you can see in this example, there is a directory called ‘lectures’, and within that, there are three other directories, ‘lecture1’, ‘lecture2’ and ‘lecture3’. Thus work can be filed for use on-line, just as it would be on a computer hard drive.[image: ]
[bookmark: _Toc180289448][bookmark: _Toc241917295]5.3.2 Add a new course material
Go to the –add a new- section and click on course material. A new form will open up. The title and main message are required fields, so please remember not to submit your new course materials before you type them in. 
[image: ]1. Type in the title
2. Select which groups will see this item. You can select more than one groups, by pressing down CTRL
3. Select the folder under which the item will appear. If you want to create a new folder, select <none of these> and then type in the name of the folder in the text box below it. 
PLEASE NOTE: Folder names are not editable
Subfolders: If you want to create a subfolder within a folder, select the folder’s title from the list and then type the subfolder’s title in the text box.
4. Select how you would like to display the item: By dates, Always or Never. Always is the default option and it means that the item will be displayed for the duration of the module. 
TIP: Most lecturers who use the By dates option find useful for displaying lecture notes and handouts after the event, or show up answers to tests and workshops after the deadline. 
[bookmark: _Toc241917296]5.3.3 Video (Flash Stream Resource)
There is a facility that enables you to add streamed video in a course material. For optimum delivery of online video you need to use a special type of server to host the resource (a streaming server). At Lancaster, there is a Flash Streaming Server (to create videos in the same format as other web video tools such as YouTube). LTG have made it very easy to link to this resource – all you need to do is click on the ‘Yes’ button next to ‘add Flash Stream Resource’ and type the filename in. 
Important: To host materials on the Flash Streaming Server in the first place, you need to contact p.tubman@lancaster.ac.uk
There are other ways of adding video to your LUVLE space depending on format, file location etc. Please contact p.tubman@lancaster.ac.uk for further details.
[bookmark: _Toc241917297]5.3.4 Attachments
You can attach files up to 30MB each in your item. Please click on the [image: ] button to select the file you want to attach. 
If you want to attach more than one files, you can Edit the item and add another file.
If you would like to attach a bulk number of files you can put them all in a zip folder and attach this to the course material item.
If you want to remove an attachment, you need to Edit the item and select it to be removed as shown on the picture below. After submitting the form, the attachment will not be there.
[image: ]
[bookmark: _Toc241917298]5.4 Coursework Submission
Coursework submission is a tool that allows the lecturer to create timed coursework areas where they can set assignments for students. These assignments can be set with accompanying documents to assist the students, and the coursework set can be part of a theme, in which a group of other resources – announcements, discussion areas and course materials also in the theme can help provide the background information for the task set. 
Note that by default the coursework area may be turned off, and will have to be turned on in the configuration section. See section 3.2.4; item 11 to see where it is you need to go to do that.
The student goes to the coursework area, and they can upload their work to it there from their hard drive. The students are guided in knowing when they should submit work by traffic light symbols that show on the list of assignments set for the course.
Traffic Lights
Coursework submission traffic is regulated by dates. There are four states that an assigned piece of coursework go through with time: 1 – coursework is set up, but isn’t yet accepting work; 2 – coursework is accepting work; 3 – deadline passed – coursework is accepting work, but with penalties for late submission, and 4- past cut-off – coursework submission has finished, and work is now ready for staff to mark and otherwise assess. These four states are denoted by traffic light symbols in the LUVLE coursework area. Note that the traffic light symbols do not reflect the way that traffic lights work in the real world; this will be subject to review hopefully.
- [image: ] Submit later: This means that the Start Date for the Coursework you are looking at has not arrived yet.
- [image: ] Submit now: This means that you can submit your work. 
In this case, make sure you pay attention to the Deadline and Cutoff Dates. Your aim is to meet the Deadline date (and time), as you will not lose any marks. 
- [image: ] Past Deadline: If you miss the Deadline Date and Time then you still have the time to submit by the Cutoff date. If you do so, there will be consequences (probably lose 5% of your final mark).
- [image: ] Past Cut-off: If you miss the Cut-off date, this means that your work will not be marked, as the authors have already collected Student work.
[bookmark: _Toc180289451][bookmark: _Toc241917300]5.4.1 Add a new item of coursework
[image: ]To  add a new piece of coursework, look under –add a new- and click on ‘coursework’.  A new form will open up, and this is shown to the left here. 
 Give a title to the new coursework, and type in some guidance to the students about the assignment. Note that using the very capable text editor (which works with most common browsers), you can add photos, formulae, music notation etc. If you’d like.
 If there are extra instructions that would fit better in an attached document, upload them here. Note that you should think about what kind of programs and computers that your students have. In the example shown, an ‘rtf’ word processor document has been used, because the staff member appreciates that not all students have the latest version of Word.
 You can make coursework visible to a subset of students by dividing them into groups (see section 5.5.6), and then creating separate coursework tasks for the different groups, as shown here.
 Coursework submissions have to be done by a certain date and time. Here, you set the start date, the deadline, and then the cutoff date after which submissions will not be possible. The cutoff time can also be chosen, to the nearest hour.  If you decide your Start Date to be e.g. 21/11/2008, this will be valid from 12am. If you decide your Deadline to be a week later, 28/11/2008, then students will be able to submit until one minute before midnight on the day.
 The deadline is the date that work should be handed in; this is where you tell the student the penalty for handing in late.
 The LUVLE coursework system is integrated with the Turnitin on-line system which checks that student essays are correctly referenced, and do not contain the work of others. This section is where you set up the coursework  for that job. The defaults are usually fine. You can also use this section to make archives of all your students’ work for downloading and storing locally. It may be important for your department to do both.
 This last section enables you to make some quite important selections that can alter the nature of coursework submissions or save you a lot of time. The selections are as follows: 
[image: ]Anonymise submissions: By default set to ‘no’, if you set this, the names of students do not appear and are replaced by just the library card number for each student. Whilst this is clearly not going to make students scripts complete anonymous, it does afford a level of anonymity. When student scripts are ‘zipped’ up for transfer to Turnitin, the essay checking mechanism, the files in the zip file also only feature the library card number. Please note that the setting that you choose when you create the assignment for the anonymity setting can only be changed before the first student script is uploaded. Thereafter, this option disappears from this list in edit mode.
Submissions must have an attached file: This does what it says; the default is ‘no’, but probably worth setting to ‘yes’ for most applications.
Include declaration of originality: This feature means that the students do not have to hand in a separate signed piece of paper if you intend sending their work off to be checked by Turnitin anti-plagiarism software. The students have to agree to a web page that declares the work to be original. The text in this page is configurable by you in the configuration pages – see section 3.2.4, item 11 for more details about how to configure this.
Send email alert to staff when new submissions are added: If you set this to ‘yes’, emails will be sent to the emails in the list of staff recipients in the configuration page.
Restrict file types: This is extremely useful to set if you are using Turnitin. The essay checking mechanism is less than perfect, and one shortcoming with it is that it does not accept essays in Microsoft Works format, which is a bit of a pain, because many new student laptops will come with Works installed, but not Microsoft Word, which it does accept. With this option set, LUVLE will not accept files of types that Turnitin cannot handle, saving lots of hassle later on. BTW, if your students cannot write Word files, please advise them to submit work as ‘RTF’ (Rich Text Format) files. These will be fine for text only essays.
When you’ve made all of your selections, click on the submit button, and the assignment will be live, and will be listed in the coursework submissions area with the traffic lights symbols as shown below.
[bookmark: _Toc241917301]5.4.2 The coursework list
This list is the same as the students see it. As you can see there are four assignments in this list, and each one shows one of the four states that coursework can be in, as described at the top of the list.

The deadline and cut off for each assignment are also clearly shown to the left of the name, so the students will know when they should be submitting work.
[bookmark: _Toc241917302]5.4.3 The submission process, and checking who has submitted work
[image: ]The students, having been advised to submit work to the web space at particular times, will do so, hopefully before the deadline, and certainly before the cut off date and time, because they won’t be able to afterwards. 
You can go into the coursework area to see files as they are uploaded, but you should wait until after the cut off time before processing them, as students are able to edit their files until then, and some might create a better version just before the deadline. The image to the left shows the top of the coursework assignment created earlier. The two numbers point to ways that staff members can track progress on the assignment.  points to ‘Show students who haven’t submitted’. This feature shows a pop-up window containing a list of students who are registered to be on the course, but whose name does not show in the list of submitted files.  points to the ‘little man in the hat’ icon. Clicking on this produces a pop-up window which shows a list with the names of the students who have loaded this submissions page, whether or not they have submitted a document. This can be useful if a staff member is worried that a particular student is not engaging with the course, and would like to know whether they’ve even looked at the work set.
5.4.3.1Deleting an individual student’s submission in preparation for Turnitin submission
Staff can delete students’ coursework submission by clicking on the coursework, then clicking into the individual submission and scrolling to the section below:
[image: ]
Use the ‘Delete this submission’ button outlined above.
[bookmark: _Toc241917303][image: ]5.4.4 Completing the coursework assignment, plus Turnitin and/or archiving essays
Once the coursework has passed cut off time, the students will not be able to alter their submission, and further processing can begin. 
Files can be downloaded directly one at a time by going into each course submission document – there are only two in the example to the left, which shows the lower part of a course submissions page. Once inside the document the attached assignment is easily identified, and if you click on it, you can download it to your hard drive.
Where there are a lot of students, when it is desired to archive all the essays and when you’d like to carry out subsequent post-processing by Turnitin, a far quicker way to offload all the work is to click on the ‘Download Submissions’ button shown in the image to the left . 
[image: ]This will create a ‘zip’ file containing all of the student submissions, and will present you with the link in the picture to the left when it’s done it.
 By clicking on the link, you can download this zip file to your computer’s hard drive. 
[image: ]
If you just want the files so that you can read/print/mark them, then right click on the folder, and choose ‘Extract...’ to create an un-zipped folder on your hard drive. If you want to archive it, keep it as it is, and if you want to submit the file to Turnitin, that service will take the essays as a zip file. 
[bookmark: _Toc241917304]5.4.5 Notes on Turnitin
The Turnitin Academic Assurance/Plagiarism Detection Service is an online facility, which enables institutions and staff to carry out electronic comparison of students' work against electronic sources including internet documents, the contents of on-line journals and other work submitted by students at this and other institutions. To submit your students' work for checking, please contact the Learning Technology Group learningtechnology@lancaster.ac.uk and ask for a username if you haven’t got one. 
There is an on-line guide about the whole service at Lancaster University, and it is at the following location:
http://www.lancs.ac.uk/celt/celtweb/anti_plagiarism
This tells you in depth about how Turnitin is used here  and how the whole procedure works for student files after they’ve left the LUVLE system and go on to Turnitin for checking.
[bookmark: _Toc176528387][bookmark: _Toc180289453][bookmark: _Toc241917305]5.5 Discussions (Main and Café):
There are two discussion forums in each LUVLE webspace, although it is possible only one or none to be activated. 
The Main discussion can be used as online helpline about the course content and scheme of studies, group discussions/negotiations and online activities. It can also be included in themes. 
The café discussion is usually used as a social networking tool, where students can interact about non-academic issues. Nevertheless, all participants need to follow the netiquette and rules on the homepage.
[bookmark: _Toc180289454][bookmark: _Toc241917306]5.5.1 Start a new discussion or café topic
You may like to start a discussion topic of your own.  
Under the ‘add-a-new’ section on the left click on the ‘discussion topic’ or ‘café discussion’ link respectively.  Make sure you give a distinctive title to your message and also add some text in the message body (text area) before you submit it.
[bookmark: _Toc180289455][bookmark: _Toc241917307]5.5.2 Read discussion topics
Under the ‘go to’ section on the left click on either ‘main discussion’ or ‘café discussion’ link (if there is one).
You will see a similar screen to the following:
[image: ]
All postings are chronologically ordered, or ordered by theme, if you have set any up (see p.17 of this guide for details about themes.)
Each link listed is the title of a main topic, followed by who posted it, when and how many replies there have been.  You will also see messages posted to specific groups if this is enabled on your site.
You can use the links at the top to Expand this list; this will show all the threads. (This link is only visible if you are not using themes)
If there are many postings and you find it difficult to navigate, use the search options at the top right. You can narrow down the view to topics posted the last day, 3 days, week or month. You can also view messages by topic, author and date.
Click on a message link e.g. “lost library card”.  The contents of the message will be displayed and at the bottom there is a threaded list with all the responses that have been made.
[image: ]Navigation: you have three different ways of viewing the threads:
a) You can choose to Show the entire topic, which displays all messages on a new browser window.
b) You can also navigate through different messages and topics using the links at the top right corner
[bookmark: _Toc176528389]c) Or you can directly jump to the message you want to read.
[bookmark: _Toc180289456][bookmark: _Toc241917308]5.5.3 Reply to a topic or a reply message
It is advisable to check first if there a identical or similar topics to yours in the Discussion. If yes, then it is better to continue the threaded discussion, rather than generating multiple entries.
Reply to a topic: You have two options: [image: ]. 
Reply to a reply message: You have again two options: [image: ]
When you reply, a new form opens up.
If the Groups tool is activated (please ask the site owner), you can also choose which group can see your reply. You will see messages by everyone and groups. Next time you go to the main discussion you can choose to view topics organised by groups. This is very useful, if groupwork is assessed in your module. 
[image: ]
TIP: By holding down the Ctrl key, you can select more than one group.
Make sure you change the title, if necessary. 
You can use a selection of text editors according to your requirements.
The default Rich Text Editor has many formatting options, just like Microsoft Word. In order to find out what each icon can do, please hover above it with your mouse and a short description will pop up. 
[bookmark: _Toc176528390]You can also choose one of the other 3 text editors (Plain Text, Internet Explorer, Java).
[bookmark: _Toc180289457][bookmark: _Toc241917309]5.5.4 Edit, Lock and Delete messages
You can also Edit, Lock and Delete messages in the discussion forums.  Click on a message and then on the [image: ]button.  
If you want to lock the topic, then the other participants will not be able to add any more replies. Please select the button at the top right corner and then click the [image: ]button as before. 
Next time you open up the topic, the Reply buttons will not be there. Instead a lock will be on their place, just as the following
[image: ]
To unlock the topic, Edit the message again.
To delete a message, click on the message and you will see a link ‘delete this page’ at the buttom right corner of the screen.
TIP: To delete more than one topics at the same time, please read the ‘Move Topics’ section further down.
[bookmark: _Toc241917310][bookmark: _Toc180289458]5.5.5 Move topics:
‘Move topics’ is a very useful tool for housekeeping!
It allows you to move discussion topics, either in the Main Discussion or Café discussion to other sections within the site. 
[image: ]You can select one or more discussion topics (by holding down the CTRL key) and move them to the main or café discussion, announcements, course materials or deletions. You can also Delete them NOW. 

TIP: If a topic in the main discussion is not relevant to the subject and would be more appropriate to appear in the café discussion, you can move it there. The whole topic with the replies will be intact. 
[bookmark: _Toc241917311]5.5.6 Editors
There are four editors that you can use with different web browsers and different functionalities.
[bookmark: _Toc180289459][bookmark: _Toc241917312]5.5.6.1 Default Editor (compatible with Firefox, Internet Explorer)
Format text, insert special characters, images, emoticons, tables, HTML
5.5.6.2 Equation Editor
The equation editor works best in Firefox. 
Firefox can be loaded on to your computer on www.mozilla.com/firefox/ 
Once you have opened LUVLE in Firefox, the equation editor should automatically appear with the Sigma icon as shown below as part of the Default editor.
[image: ]
The equation option uses MathML and a Javascript library called ASCIIMath to translate strings of ASCII into formulae.
Now you need to load some mathematical fonts to see the formulae.  Go to http://www.mozilla.org/projects/mathml/fonts/
Select from the right hand side menu which package you need to download according to your operating system (Windows, Unix/Linux, Mac OS X)
people who are into equations may have the necessary plugins already but we should check with ISS if these are or can be included in the lab build sets for both browsers. 
Since you cannot use the equation editor with  Internet Explorer, you can create equations by entering them as ASCIIMath (very odd looking text to anyone who doesn't think in ASCIIMath)
Wikipedia has a description of most of the equation editor symbols http://en.wikipedia.org/wiki/Table_of_mathematical_symbols, reading it does not help much in understanding equations but there are some useful examples of real formulae. 
there is a tutorial in ASCIIMath here http://www.wjagray.co.uk/maths/ASCIIMathTutorial.html 
and another here http://www1.chapman.edu/~jipsen/mathml/asciimathdemo.html 
[bookmark: _Toc180289460]5.5.6.3 Plain Text Editor (compatible with Firefox and Internet Explorer)
You can just type in text with no formatting or further editing options. If you want to add HTML you can include it within square brackets [ <p> ]
[bookmark: _Toc180289461][bookmark: _Toc241917313]5.5.6.4 Internet Explorer (compatible only Internet Explorer) 
It allows you to do basic formatting of text as well as add hyperlinks, insert Images from your Hard drives and create tables.
[bookmark: _Toc180289462][bookmark: _Toc241917314]5.5.6.5 JAVA editor (compatible with Firefox, Internet Explorer)
You can do basic text formatting, insert hyperlinks and edit code.
[bookmark: _Toc180289466][bookmark: _Toc241917315][bookmark: _Toc176528393]5.6 Learning Logs
This tool was designed as a space for keeping an online journal as part of reflective learning. 
In the Configure Site > General > Learning Logs part of you site, you can set up learning logs in 3 different ways: a) to be private to the student, b) to be viewed only by the Staff/Admin users and the student and c) to be viewed by all users will access in the space. 
There are also options for how long after writing the student is able to edit their learning log (0, 30mins, 60mins, 24hrs, no restriction), and also how many learning logs a student is allowed to create (1 or many). The latter is useful if you want to comment on each student entry (In LUVLE 07/08, a learning log was one document and staff could only comment at the end, even if there were several entries in the one record). Now students can make multiple logs and staff can comment on each one directly. The other addition (time limit for editing) is useful if you are using learning logs as a method of assessment, or want to force the log to be strict record of learning (i.e. students cannot edit their log weeks after making it if you so choose).
After a student has made an entry, you can go in and leave a comment. Your comment will be highlighted with a different colour and will also have a date stamp. Note you need to have set learning logs up to b) or c) above.
[image: ]
PLEASE NOTE that learning logs cannot be edited by either students or staff. 
Add a personal learning log
Go under –add a new- and select ‘learning log’. A simple text box will appear on your screen. You can also attach files if you want to.
[bookmark: _Toc180289468][bookmark: _Toc241917316]5.7 People
The people feature allows all users to write a short summary of themselves as well as share some contact details with their fellow students and lecturers.
Under the ‘go to’ menu Click on the ‘people’ link. 
You will see two collapsed groups, Staff and Students. Click on the arrow next to them to see the people who have added their details.
[image: ]
Each name is a link. Click on a link to view the details. You should see a screen similar to the one below.
[image: ]
[bookmark: _Toc176528394][bookmark: _Toc180289469][bookmark: _Toc241917317]5.7.1 To add a new profile
Under the ‘add a new’ menu click on the ‘personal profile’ link and fill in the form. 
You can leave fields blank if you do not want to give certain details.
You can attach an image to your profile, using the browse button. Please note that the file must be of type .gif .jpg or .png to display correctly.
[bookmark: _Toc176528395][bookmark: _Toc180289470][bookmark: _Toc241917318]5.7.2 Edit a Personal Profile
Go to the People link at the main menu.
Select your name.
You can edit your own profile by clicking the edit button. Make any changes you wish and submit. 
You can also delete your own profile using the ‘delete this page’ link at the bottom of the page. 
Module-wide facilities and features
[bookmark: _Toc180289463][bookmark: _Toc241917319][bookmark: _Toc176528396][bookmark: _Toc180289471]6.1 Groups
The groups tool allows you to allocate students into groups.
It can be used in Announcements, Main Discussion, Café Discussion, Course Materials and Coursework.
After activating the Groups tool in the General Configuration Options (see relevant section for more information), two new links appear in the –Site Admin- section on the left hand side menu: Add a new group and List Groups.
PLEASE NOTE: You can have in each LUVLE space 50 groups with 50 members in each of them.
[bookmark: _6.1.1_Add_a][bookmark: _Toc180289464][bookmark: _Toc241917320] (
To add a new group, click on the link in the -Site Admin- section of the menu
.
Make
 the group title 1 to 15 characters long. 
Do not use spaces between words
.
NEW! LUVLE 8.6
:
 
You can now make groups out of the ‘events’ in LUSI, such as seminar groupings. Use the drop down (circled) to see any LUSI ‘event groups’. Click ‘Add selected..’ to put all the students in the group. You can add multiple students to a group in this way.
PLEASE NOTE – THIS IS IMPORTANT:
 Do not put your
self or any Staff user in any of the groups 
or you
 will automatically lose 
your
 Admin rights.
)6.1.1 Add a new group
[image: ]
[bookmark: _Toc180289465][bookmark: _Toc241917321]6.1.2 List Groups
You can view all the groups and the number of members allocated in them. Under –Site Admin- click on ‘list groups’. 
Each group title is a link that will take you back to its individual page. In this page you can add and remove participants. However, you cannot Edit the name of the group.
[bookmark: _Toc241917322]6.2 Searching the site
You can search the messages for a keyword by using the search, located top left corner of the screen.  
Enter a search word in the box and click on the search button.  A list of those messages containing that word anywhere in them will appear, showing the document type and a link to the message.
You can also do an Advanced Search. This gives more search options that will either narrow down or widen your search criteria. 
There is also the ability to view the site map for the site, under the ‘go to’ menu click ‘site map’. This will give an overview of everything that is in the site.
[bookmark: _Toc176528397][bookmark: _Toc180289472][bookmark: _Toc241917323]6.2 RSS (Really Simple Syndication)
RSS (Really Simple Syndication) is a way to get regular updates from websites delivered direct to you.  
Click on the link ‘monitor this site’ under ‘site support’ on the left hand menu for more information on how to set up RSS for your site.
[bookmark: _Toc176528398][bookmark: _Toc180289473][bookmark: _Toc241917324]6.3 Podcasts
This is a way to of publishing downloadable audio or video files; this method is very similar to RSS as mentioned above.
Click on the link ‘monitor this site’ under ‘site support’ on the left hand menu for more information on how to set up podcasting for your site.
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