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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, ǿŜ ŦŜŜƭ ǘƘŀǘ ƛǘΩǎ helpful to provide an overview of how the 

system works. 

1. 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. ̧ ƻǳ Ŏŀƴ ŘƛǎŎǳǎǎ ȅƻǳǊ ƳƻŘǳƭŜΩǎ ǊŜǉǳƛǊŜƳŜnts 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. 

2. ΨaȅaƻŘǳƭŜǎΩ is your ǇŜǊǎƻƴŀƭƛǎŜŘ ΨƭŜŀǊƴƛƴƎ ǇƻǊǘŀƭΩΣ ǿƘƛŎƘ ƛncludes other information such as 

your library loans and fines, and an instant messaging service (Ψask a librarianΩ), as well as 

ƭƛǎǘƛƴƎ ŎƻǳǊǎŜ ƘŀƴŘōƻƻƪ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ƻŦ ŎƻǳǊǎŜ ŀ ƭƛƴƪ ǘƻ ȅƻǳǊ ƳƻŘǳƭŜǎΩ [¦±[9 ǎǇŀŎŜǎ. 

Most students and staff have one. 

3. 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 IƛǎǘƻǊȅ 5ŜǇǘΩǎ ǎǇŜŎƛŦƛŎ ŘŜǎƛƎƴΦ 

mailto:p.tubman@lancs.ac.uk
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2.0 How to access your LUVLE spaces 
There are three ways to view your LUVLE spaces: 

1. You can go to https://luvle.lancs.ac.uk and choose your module from the expandable list 

(shown below)  

2. You can login to MyModules (http://luvle.lancs.ac.uk/mymodules) which is a personalised 

list of all the courses you are enrolled on 

3. You can go straight to the web site if you bookmark the full address (less common method) 

2.1 Courses listed by department  ɀ 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 ŘŜǇŀǊǘƳŜƴǘΩǎ 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 ƛƴǘƻ ǘƘŜ ƴŜǿ ƻƴŜ ȅƻǳΩƭƭ Ǝƻ ǎǘǊŀƛƎƘǘ ƛƴΣ ƻǘherwise the screen will display the login page for LUVLE, 

ŀƴŘ ȅƻǳΩƭƭ ƘŀǾŜ ǘƻ ƭƻƎƛƴΣ (with your usual network ID). 

2.2 TÈÅ Ȭ-Ù-ÏÄÕÌÅÓȭ ÐÁÇÅ: 

In the above list of departments, there is a section on the rigƘǘ ŎŀƭƭŜŘ ΨaȅaƻŘǳƭŜǎΩΣ ŀƴŘ ƛŦ ȅƻǳ ŎƭƛŎƪ 

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: 

  

https://luvle.lancs.ac.uk/
http://luvle.lancs.ac.uk/mymodules
http://luvle.lancs.ac.uk/mymodules
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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/ 

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. 

2.2.2 Some administrative  staff, teaching assistants  and postgraduate students not 

ÒÅÇÉÓÔÅÒÅÄ ÏÎ 5ÎÉÖÅÒÓÉÔÙ ÃÏÕÒÓÅÓ ÄÏÎȭÔ ÇÅÔ 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.  

https://www.lancs.ac.uk/iss/password/change/
mailto:learningtechnology@lancaster.ac.uk
http://luvle.lancs.ac.uk/
mailto:learningtechnology@lancs.ac.uk
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2.2.3 MyModules Web page 
This personalised 

ΨƭŜŀǊƴƛƴƎ ǇƻǊǘŀƭΩ 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, ƛŦ ǘƘŜǊŜΩǎ ŀ 

problem with the data, 

it will take until the 

following morning 

before the fix shows up 

in LUVLE.  

! ǎǘǳŘŜƴǘΩǎ 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, 

ǳǎŜǊƴŀƳŜ ŀƴŘ ǳǎǳŀƭƭȅ ǘƘŜ ŎƻƭƭŜƎŜ ȅƻǳΩǊŜ ƛƴΦ ¢ƘŜ ǎŜƴƛƻǊ ǘǳǘƻǊ ƻŦ ǘƘŜ ŎƻƭƭŜƎŜ ƛǎ ŀƭǎƻ ŘƛǎǇƭŀȅŜŘ ƘŜǊŜΦ 

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. 
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 In the modules area of the staff page are the courses that the staff member is registered to be 

involved with ς 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 ŦǊƻƳ ǘƘŜ ΨǘŀōǎΩ ŀǘ ǘƘŜ ǘƻǇ. 

 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 

ǿƛǘƘ ŜŀŎƘ ŎƻǳǊǎŜΦ hŦǘŜƴΣ ǘƘŜȅΩƭƭ ōŜ ƻƴƭȅ ƻƴŜΣ ōǳǘ ƛƴ ǘƘŜ ŜȄŀƳǇƭŜ ǎƘƻǿƴΣ ŜŀŎƘ ƻŦ ǘƘŜ ǘƘǊŜŜ ŎƻǳǊǎŜǎ 

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 ǘƻ ǘƘŜ ǎǘǳŘŜƴǘǎΩ ŜƳŀƛƭ ŀŘŘǊŜǎǎŜǎΦ {ƻƳŜ ǎǘŀŦŦ ŘƻƴΩǘ ƘŀǾŜ ǘǳǘŜŜǎΣ ŀƴŘ ƛŦ ǎƻΣ ǘƘƛǎ ǎŜŎǘƛƻƴ 

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 

Ƴǳǎǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨǳǇŘŀǘŜΩ 

button at the bottom of 

the library section. It will 

then get the data directly 

ŦǊƻƳ ǘƘŜ ƭƛōǊŀǊȅΩǎ 

computers and display it, 

as shown to the left. 

There is an instant 

messaging service ς Ψŀǎƪ ŀ 

ƭƛōǊŀǊƛŀƴΩ here also. 

 Lastly, there is a 

ǎŜŎǘƛƻƴ ŎŀƭƭŜŘ Ψaȅ{ǇŀŎŜΩΦ 

This area can be used to 
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record one or two personal notes. Below that is an area where staff too can put in their mobile 

ΨǇƘƻƴŜ ŘŜǘŀƛƭǎ. If two or more staff members are taking the course, this could be useful. 

2.2.4 The Module Information Page 

Click on the course ID link/ mnemonic (icon  in the previous section) and ȅƻǳΩƭƭ Ǝƻ ǘƘǊƻǳƎƘ ǘƻ ǘƘŜ 

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: 

 

  

All the staff registered in 

LUSI are listed as links to 

their email addresses, 

and any special roles in 

running the course are 

stated. 

There is a link to Course 

Handbook information 

under this link including: 

Assessment Rules | 

Educational Aims: 

General: Knowledge, 

Understanding and Skills 

| Learning Outcomes: 

General: KnowledgeΧ 

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.  

 

The Export student list 

function creates a pop-

up window with a list of 

all the students with 4 

columns ς 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.  
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The module information section (circled 

overleaf), enables staff members to add 

extra links that their students might find 

useful. LŦ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨŜŘƛǘΩ ōǳǘǘƻƴ 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 

ς ΨaŜǘŀƭƛōΩ ŀƴŘ Ψaȅ ƭƛōǊŀǊȅ ŎŀǊŘΩΣ ōǳǘ ǘƘŜǊŜ ƛǎ ŀƭǎƻ ŀ ƭƛǾŜ ŎƘŀǘ ŦŀŎƛƭƛǘȅ ǘƘŀǘ ƭŜǘǎ ȅƻǳ ŀǎƪ ŀ ƭƛōǊŀǊƛŀƴ 

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 individualΩǎ 

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-Řƻǿƴ ƭƛǎǘΣ ȅƻǳΩƭƭ ōŜ ǊŜ-directed to the email options 

page, which is shown on the next page: 
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2.2.5 Email options page:  

 Other staff members are 

ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŎŎΩŜŘ ƛƴǘƻ ǘƘŜ 

message to keep them in the 

picture. 

 Aƭƭ ǎŜƭŜŎǘŜŘ ǎǘǳŘŜƴǘǎΩ ŜƳŀƛƭ 

ŀŘŘǊŜǎǎŜǎ ŀǊŜ .ŎŎΩŜŘ ό.ƭƛƴŘ ŎŀǊōƻƴ 

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 ΨōǊƻǿǎŜΩ ōǳǘǘƻƴΣ and selecting the file you 

would like to attach. IƻǿŜǾŜǊΣ ŀǎ ǘƘŜ ǇŀƎŜ ǎǳƎƎŜǎǘǎΣ ȅƻǳΩŘ ōŜ ōŜǎǘ ǘƻ ǳǇƭƻŀŘ ǘƘŜ ŦƛƭŜ ƛƴto a LUVLE 
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space that the students can access, and sending them the link if the file is not small. Small nowadays 

ƳƛƎƘǘ ōŜ ŎƻƴǎƛŘŜǊŜŘ ǘƻ ōŜ нллY.Φ ¢ƘŜ ǊŜŀǎƻƴ ŦƻǊ ǘƘƛǎ ƛǎ ǘƘŀǘ ȅƻǳΩƭƭ Ŧƛƭƭ ǳǇ ǘƘŜ ŜƳŀƛƭ ŦƛƭŜ ǎǇŀŎŜ ƻŦ ȅƻǳǊ 

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 

ǘƘŜ ƘƛƎƘŜǊ ǎǇŜŜŘΣ ΨƴƻǊƳŀƭΩΦ ¢ƘŜ ƭƻǿŜǊ ƻƴŜ ŘŜǘŜǊƳƛƴŜǎ ǿƘŜǘƘŜǊ ǘƘŜ ΨLƳǇƻǊǘŀƴŎŜΩ ŦƭŀƎ ƛǎ ǎŜǘ ƻƴ ǘƘŜ 

ŜƳŀƛƭ ƛƴ ƻǊŘŜǊ ǘƻ ōǊƛƴƎ ǘƘŜ ǊŜŎƛǇƛŜƴǘǎΩ ŀǘǘŜƴǘƛƻƴ ǘƻ ƛǘ ŦŀǎǘŜǊΦ aƻǎǘ ŜƳŀil systems will put a red 

exclamation mark next to a message with high importance set. 
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3. Overview of 

LUVLE spaces  

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 

ǎǇŀŎŜΩǎ ƭƻƻƪ ŀƴd colour 

scheme will fit more closely 

with departmentΩs 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 ) 

mailto:learningtechnology@lancs.ac.uk
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 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. 

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. 

 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.  

mailto:p.tubman@lancs.ac.uk
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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. 

 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. 

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. 

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 ƛǎ ΨŎƻƴŦƛƎǳǊŜ ǎƛǘŜΩΣ ŀƴŘ ƛŦ ȅƻǳ ŎƭƛŎƪ ƻƴ ƛǘΣ ȅƻǳ Ǝƻ ǘƻ ǘƘŜ ǇŀƎŜ ŦǊƻƳ 

where most of the configuration of the web site is done. The page lists the main configuration areas, 

and is as shown below: 
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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 

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 

ƭƛƪŜƭȅ ȅƻǳΩƭƭ ǿŀƴǘ ǘƻ ǎŜƴŘ ǘƻ ǇŜƻǇƭŜ ƻƴ ǘƘŜ ŎƻǳǊǎŜΣ ŀƴŘ ȅƻǳ Ŏŀƴ Řƻ ǘƘƛǎ ōȅ ƭƻƻƪƛng 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 

ǊŜŎƛǇƛŜƴǘǎΩ Ŝ-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. 
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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.  

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 

ŀǊŜ ƘŀǇǇȅ ǿƛǘƘ ǘƘŜ ŎƘŀƴƎŜǎ ȅƻǳΩǾŜ ƳŀŘŜΣ ŎƭƛŎƪ ƻƴ ΨǎǳōƳƛǘΩ ŀƴŘ ǘƘŜ ŎƘŀƴƎŜǎ ǿƛƭƭ ōŜ ŎƻƳƳƛǘǘŜŘΦ   

Item 1: Owner 

When you go into ǘƘŜ ΨDŜƴŜǊŀƭ 

/ƻƴŦƛƎǳǊŀǘƛƻƴ hǇǘƛƻƴǎΩΣ ōȅ ŘŜŦŀǳƭǘ ƛǘ 

displays the first item in the list, 

ΨƻǿƴŜǊǎΩΦ  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 

ǘƘŜ ΨǎƛǘŜ ƻǿƴŜǊΩ 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 ƭŜŦǘ ƛǎ ǿƘŀǘ ȅƻǳ ƎŜǘ ƛŦ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨǘƘŜƳŜǎΩ ƭƛƴƪ ƛƴ ǘƘŜ ƎŜƴŜǊŀƭ 

config options. You can set themes to be on or off throughout the site here, and then to create the 

mailto:learningtechnology@lancs.ac.uk
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themes, you simply give it a name, 

define the start and end dates (clicking 

ƻƴ ǘƘŜ ΨǎŜƭŜŎǘ ŘŀǘŜǎΩ ōǳǘǘƻƴ ƛƴ ŜŀŎƘ 

case gives you a calendar to help you), 

ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨŀŘŘΩ ōǳǘǘƻƴΦ ¸ƻǳ 

can add all the themes for your course 

ƛƴ ƻƴŜ ƎƻΣ ŀƴŘ ŀǎ ȅƻǳ Řƻ ǎƻΣ ǘƘŜȅΩƭƭ 

ŀǇǇŜŀǊ ǳƴŘŜǊƴŜŀǘƘ ǘƘŜ ΨŀŘŘΩ ōǳǘǘƻƴΣ 

ǘƘŜƴ ƭŀǎǘƭȅΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨǎǳōƳƛǘΩ ōutton 

to confirm their creation, and you will 

be able to start using them immediately 

to start categorising documents. 

Item 3. Links 

You can add external links in this area 

and provide a short description which is 

going to appear under the ςOther Links- 

section at the left hand side menu. To 

create the links, type the web address 

ƻŦ ǘƘŜ ƭƛƴƪ ƛƴ ǘƘŜ ǘƻǇ ōƻȄΣ ŀƴŘ ǘƘŜ ƴŀƳŜ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ƎƛǾŜ ƛǘ ƛƴ ǘƘŜ ƭƻǿŜǊ ƻƴŜΦ 

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 

ŀǊŜ ǘǳǊƴŜŘ ƻŦŦΣ ŀƴŘ ƛƴ ǘƘŜ ΨŘƻŎǳƳŜƴǘǎ ƴƻǘ 

ŎŀǘŜƎƻǊƛǎŜŘ ōȅ ǘƘŜƳŜΩ ǎŜŎǘƛƻƴ on the LUVLE 

homepage. You have a number of  options. If 

ȅƻǳΩŘ Ƨǳǎǘ ƭƛƪŜ ƻƴŜ ƻŦ ŀ ǘȅǇŜ ƻŦ ŘƻŎǳƳŜƴǘ 

displayed on the home page ς for example, 

just announcements, select it from the drop-

down. You can choose from: Announcements, 

Discussion items, Course Materials, 

Coursework or Learning Logs here. 

!ƭǘŜǊƴŀǘƛǾŜƭȅΣ ƛŦ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ŎƘƻƻǎŜ ƛƴ ŀ ƳƻǊŜ 

complicated way, leave the drop-down on 

ΨƴŜǿ ƳŜǎǎŀƎŜǎ ŦǊƻƳ ǎŜƭŜŎǘŜŘ ǎŜŎǘƛƻƴǎΩ ŀƴŘ ǳƴ-

ǘƛŎƪ ǘƘŜ ōƻȄŜǎ ƻŦ ǘƘŜ ŘƻŎǳƳŜƴǘ ǘȅǇŜǎ ǘƘŀǘ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘΦ 
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 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 ƘƻƳŜ ǇŀƎŜ ƭƻƻƪǎ ǿƘŜƴ ƛǘΩǎ ǎǿƛǘŎƘŜŘ ǘƻ ǘƘŜ ΨŘƛǎǇƭŀȅ 

ƭŀǎǘ нр ƛǘŜƳǎΩ ƳƻŘŜΦ Please note that in the case of activating either Coursework or Learning Logs, 

students will only see 

their own contributions 

ŀƴŘ ƴƻ ƻƴŜ ŜƭǎŜΩǎΦ  

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. 

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. 
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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. 

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 iƴǎǘŀƴŎŜΣ ȅƻǳ ŎƻǳƭŘ ƴŀƳŜ ƛǘ Ψ5ŜōŀǘŜΩΣ ΨIŜƭǇƭƛƴŜΩΣ ΨhƴƭƛƴŜ ŦƻǊǳƳΩΣ 

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 ςadd 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.  

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. 

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 ς for example by the way that you configure the home page. Pages can be set to 



 

¦ǎƛƴƎ [ŀƴŎŀǎǘŜǊ ¦ƴƛǾŜǊǎƛǘȅΩǎ ±ƛǊǘǳŀƭ [ŜŀǊƴƛƴƎ 9ƴǾƛǊƻƴƳŜƴǘ ό[¦±[9 8.6) ς A Guide for Staff 

September 25, 2009 

 

Page 21 of 49 

 

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 optionsΦ CƻǊ ŜȄŀƳǇƭŜΣ ŀ ŦŜǿ ŘŜǇŀǊǘƳŜƴǘǎ ŎƘƻƻǎŜ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ǘƛǘƭŜ ǘƻ ΨbƻǘƛŎŜōƻŀǊŘΩ 

ƻǊ Ψ±ƛǊǘǳŀƭ bƻǘƛŎŜōƻŀǊŘΩΦ 

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 

ǿŜō ŀŘŘǊŜǎǎ ƻŦ ǘƘŜ ŜȄǘŜǊƴŀƭ ǿŜō ǎƛǘŜΣ ŜǾŜƴ ƛŦ ƛǘΩǎ ƻƴ ǘhe same server. 

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. 

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.  

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. 
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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 

ǿƻǊŘƛƴƎ ƻŦ ƛǘΣ ŀŎŎƻǊŘƛƴƎ ǘƻ ȅƻǳǊ ŘŜǇŀǊǘƳŜƴǘΩǎ ǇƻƭƛŎȅ ƻƴ ǘƘŜ ƳŀǘǘŜǊΦ 

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. 
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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.  

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 ςSite 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.  

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. 

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 

ǘƻǇ ƻŦ ǘƘŜ ǇŀƎŜ ŘƻŜǎƴΩǘ Řƻ ŀƴȅǘƘƛƴƎΣ 

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. 

mailto:learningtechnology@lancaster.ac.uk
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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 reneweŘ ŦƻǊ ŀƴƻǘƘŜǊ ȅŜŀǊΩǎ ǎǘǳŘŜƴǘǎΣ 

ŀƴŘ ƛŦ ȅƻǳ Řƻ ƛǘΣ ȅƻǳΩƭƭ ƭƻǎŜ ǘƘŜ ǳǎŜŦǳƭ ǊŜŎƻǊŘ ƻƴ ŜŀŎƘ ǇŀƎŜ ŀǾŀƛƭŀōƭŜ ǘƻ ǎǘŀŦŦ ŎŀƭƭŜŘ Ψ²Ƙƻ ǊŜŀŘ ǿƘŀǘΩΦ 

The pop-up produced when you choose a part of 

[¦±[9 ǘƻ ŜȄŀƳƛƴŜ όƛƴ ǘƘƛǎ ŎŀǎŜΣ ΨŎƻǳǊǎŜ ƳŀǘŜǊƛŀƭǎΩύ ƛǎ 

shown to the left. You can see which students have 

been reading and writing pages on the site, and 

when and Ƙƻǿ ƻŦǘŜƴ ǘƘŜȅΩǾŜ ŘƻƴŜ it. You can also 

ǎŜŜ ǘƘŜ ŎƻǳǊǎŜ ƻǊƎŀƴƛǎŜǊ ƛƴ ǘƘƛǎ ŎŀǎŜΣ ōŜŎŀǳǎŜ ƛǘΩǎ 

the course materials report, and only staff have 

access to it, so the coursŜ ƻǊƎŀƴƛǎŜǊ ƛǎ Ψ5ƻƴŀƭŘ 5ǳŎƪΩ 

όŀǇƻƭƻƎƛŜǎ ǘƻ ǘƘŜ ǊŜŀƭ ŎƻǳǊǎŜ ƻǊƎŀƴƛǎŜǊΣ L ŘƛŘƴΩǘ Ǉƭŀƴ 

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 ǇŀŎƪŀƎŜǎ ƛŦ ȅƻǳΩŘ ƭƛƪŜ ǘƻΦ 

 

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 hatΣ ǿƘƛŎƘ ŀǇǇŜŀǊǎ ǳƴŘŜǊ ǘƘŜ ΨtǊŜǾƛƻǳǎ μ 

bŜȄǘΩ ƭƛƴƪǎ ƻƴ ǘƻǇ ǊƛƎƘǘ ƻŦ ǘƘŜ ǇŀƎŜ. The areas where the icon appears 

are: Announcements, Discussions, Cafe Discussions, Course Materials and Coursework. 

This icon enables you to see ŀ ƭƛǎǘ ƻŦ ǿƘƻ Ƙŀǎ ǊŜŀŘ ǘƘŜ ŘƻŎǳƳŜƴǘΣ Ƙƻǿ Ƴŀƴȅ ǘƛƳŜǎ ǘƘŜȅΩǾŜ ǊŜŀŘ ƛǘΣ  

when they first read it, and when they last read it. These details appear in a list as shown in the 

ǇƛŎǘǳǊŜ ōŜƭƻǿΦ ¢ƘŜ ŘŜǘŀƛƭǎ ŀǊŜ ŎƻƭƭŀǘŜŘ ƻǾŜǊƴƛƎƘǘΣ ǎƻ ƛǘ ŘƻŜǎƴΩǘ ǎƘƻǿ ǊŜŀŘǎ ƻƴ ŀƴȅ Řŀȅ ǳƴǘƛƭ ǘƘŜȅ ŀǊŜ 

collated the next night. 
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4.0 Adjusting Site Access 
LŦ ȅƻǳ ƘŀǾŜ ΨǎƛǘŜ ŀŘƳƛƴΩ ŀŎŎŜǎǎ ǘƻ ȅƻǳǊ [¦±[9 ŎƻǳǊǎŜ ƳƻŘǳƭŜΣ ȅƻǳ Ŏŀƴ ŀŘŘ ǇŜǊƳƛssions 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 

ȅƻǳ ŎŀƴΩǘ ǿŀƛǘ ŦƻǊ ƛǘ ǘƻ ōŜ ŦƛȄŜŘΣ ƻǊ ƛŦ ǎǘŀŦŦ ŀǊŜ ƛƴ ǘƘŜ ŎŀǘŜƎƻǊƛŜǎ ƴƻǘ ŎƻǾŜǊŜŘ ǇǊƻǇŜǊƭȅ ōȅ [¦{L ŀǎ 

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. 

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: 

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  to give 

someone access to your LUVLE space. Follow the 

instructions on the following screen to add your 

user.   

https://luvle.lancs.ac.uk/
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5)  Select whether you want to search by Ψ[ŀǎǘ ƴŀƳŜΩ or ΨbŜǘǿƻǊƪ ƭƻƎƛƴΩ 

 

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 ΨƴŀƳŜΩ field and then click on the button .  The 

search result(s) will be displayed in the field below. 

 

8)  Select from the drop down list the level of access you want your user to have and the click on the 

button : 

 

Different levels of access (depending on the tools configured in LUVLE): 

No Access:  The user will not be able to access the site 



 

¦ǎƛƴƎ [ŀƴŎŀǎǘŜǊ ¦ƴƛǾŜǊǎƛǘȅΩǎ ±ƛǊǘǳŀƭ [ŜŀǊƴƛƴƎ 9ƴǾƛǊƻƴƳŜƴǘ ό[¦±[9 8.6) ς A Guide for Staff 

September 25, 2009 

 

Page 27 of 49 

 

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: 

 

Follow points 5-8 on this document to add more users.  Click on the  button to save your 

changes.  Users will have immediate access to your site.   

10)  Use the link ΨwŜǘǳǊƴ ǘƻ ǎƛǘŜΩ 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 ŀōƻǾŜ ǘƻ ǊŜƳƻǾŜ ŀ ǳǎŜǊΩǎ ǇŜǊƳƛǎǎƛƻƴ ǘƻ ȅƻǳǊ ǎƛǘŜΦ  {ŜƭŜŎǘ Ψbƻ !ŎŎŜǎǎΩ 

in point 8. 
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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-Ƴŀƛƴ ǎŜǊǾŜǊ όǊŜŦŜǊ ǘƻ ǘƘŜ ǎƛǘŜΩǎ ǿŜō ŀŘŘǊŜǎǎ, e.g. http://ktru-

main.lancs.ac.uk/celt/example.nsf) 

Follow points 1-5 on this document as before. 

Make sure ΨƛƴŎƭǳŘŜ ŜȄǘŜǊƴŀƭ ƴŀƳŜΩ option is selected to Ψ¸ŜǎΩ 

 

External users will be indicated with ΨόŜȄǘŜǊƴŀƭύΩ next to their name. 

Follow points 6-9 on this document as before. 

4.4 Searching for a user in your LUVLE space 

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 

ǊŜǘǳǊƴ ǘƘŜ ƴŀƳŜ ǿƛǘƘ ǘƘŜ ǳǎŜǊΩǎ ŀŎŎŜǎǎ ƭŜǾŜƭΦ  !ƭǘŜǊƴŀǘƛǾŜƭȅ ƭƻƻƪ ǘƘǊƻǳƎƘ ǘƘŜ ƭƛǎǘ ƻƴ ǘƘŜ ŦǊƻƴǘ ǇŀƎŜ ŦƻǊ 

details of all users in the site. 

4.5 Advanced Search Options 
LŦ ȅƻǳǊ ōŀǎƛŎ ǎŜŀǊŎƘ Ƙŀǎ ƴƻǘ ƎŜƴŜǊŀǘŜŘ ŀƴȅ ǊŜǎǳƭǘǎ ƻǊ ǘƘŜ ǳǎŜǊΩǎ ƭŀǎǘ ƴŀƳŜ ƛǎ very popular, you can 

use the Advanced Search option which is at the bottom of the page. 
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5.0 The various learning tools that make up a LUVLE web space  

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 

ǇƭŀŎŜŘ ƛƴǘƻ Ψ/ƻǳǊǎŜ aŀǘŜǊƛŀƭǎΩΣ ǿƘŜǊŜ ƛǘ Ŏŀƴ ōŜ ǇƭŀŎŜŘ ƛƴǘƻ ŦƻƭŘŜǊǎ ǿƛǘƘƛƴ ǘƘŜ ŦŀŎƛƭƛǘȅ ǘƻ ƘŜƭǇ ǎǘǊǳŎǘǳǊŜ 

it. Announcements just go into a list, but it is possible to define the order of documents in the list in 

ŀƴȅ ǿŀȅ ǘƘŀǘ ȅƻǳΩŘ ƭƛƪŜΣ ǘƻ ōǊƛƴƎ ƳƻǊŜ ŀǘǘŜƴǘƛƻƴ ǘƻ ǘƘƻǎŜ ŀǘ ǘƘŜ ǘƻǇΣ ŀƴŘ ōŜŎŀǳǎŜ ǘƘŜȅ ŀǊŜ ŘƛŦŦŜǊŜƴǘ 

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 ΨƎƻ ǘƻΩ section of the menu.  

 

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.  

5.1.1 Add an announcement  

If ȅƻǳΩŘ ƭƛƪŜ to add an announcement, please go to the ςadd 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. 

5.1.1.1 Attachments  

You can attach files to your announcement by clicking on the Browse button under the 

Announcement Text area.  
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The maximum file size for announcements is 30MB per file.  

 

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). 

 

TIP: By holding down the Ctrl key, you can select more than one group. 

5.1.2 Draft Announcement  

.ȅ ŎƘƻƻǎƛƴƎ ǘƻ ŘƛǎǇƭŀȅ ŀƴ !ƴƴƻǳƴŎŜƳŜƴǘ ΨbŜǾŜǊΩ ƻǳǘ ƻŦ ǘƘŜ о 5ƛǎǇƭŀȅ hǇǘƛƻƴǎΣ ȅƻǳ ǎŀǾŜ ƛǘ ƛƴ ŀƴ 

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.  

In order to publish a draft 

announcement, you need to go to 

the Ψ{ite AdminΩ section at the left 

hand side menu and then 

ΨAnnouncements ArchiveΩ. 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. 

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  ōǳǘǘƻƴ ŀǘ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ŎƻǊƴŜǊΦ hƴŎŜ ȅƻǳΩǾŜ ƳŀŘŜ 

your changes, you need to submit the form in order for them to be saved.  
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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 . 

You can also archive announcements. Go to the Announcements area and then click on the 

 button. A new window will come up. Select all announcements to be 

archived, then scroll down and click on the button. 

 5.2 Calendar/Entries:  
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 ΨƎƻ ǘƻΩ menu Click on the ΨŎŀƭŜƴŘŀǊΩ link. You should see a screen similar to the 

one below. 

1. 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. 

2. 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 ΨƎƻ ǘƻΩ 

menu on the left, click on the ΨŜƴǘǊƛŜǎΩ link, and this will display all the entries as a list grouped by 

the month in which they occur. 
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5.2.1 Create a new Calendar entry  

a). To create a new 

calendar entry, go to ς

add a new- and click 

on the Ψcalendar entryΩ 

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 

5.2.2 Edit and Delete Calendar Entri es 

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 AcŎŜǎǎΣ ȅƻǳ Ŏŀƴ ŘŜƭŜǘŜ ƻǘƘŜǊǎΩ ŜƴǘǊƛŜǎ ŀǎ 

well.  
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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. 

5.3.1 The Course Materials area  

To get to the course 

materials,  click on the link 

under the ΨƎƻ ǘƻΩ 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 ŎƭƛŎƪ ƻƴ Ψ9ȄǇŀƴŘ ǘƘƛǎ ƭƛǎǘΩΣ ŀƭƭ ƻŦ ǘƘŜ ŦƻƭŘŜǊǎ ǿƛƭƭ ƻǇŜƴ 

όŀƴŘ ŀƴȅ ŦƻƭŘŜǊǎ ǘƘŀǘ ǘƘŜȅ Ŏƻƴǘŀƛƴύ ŀƴŘ ȅƻǳΩƭƭ ōŜ ŀōƭŜ ǘƻ ǎŜŜ ŀƭƭ ƻŦ ǘƘŜ ŎƻǳǊǎŜ ƳŀǘŜǊƛŀƭǎ ŀƭƭ ŀǘ ƻƴŎŜΦ  

You can see this in the image below. As you can see in this example, there is a directory called 

ΨƭŜŎǘǳǊŜǎΩΣ ŀƴŘ ǿƛǘƘƛƴ ǘƘŀǘΣ ǘƘŜǊŜ ŀǊŜ ǘƘǊŜŜ ƻǘƘŜǊ ŘƛǊŜŎǘƻǊƛŜǎΣ ΨƭŜŎǘǳǊŜмΩΣ ΨƭŜŎǘǳǊŜнΩ ŀƴŘ ΨƭŜŎǘǳǊŜоΩΦ 

Thus work can be filed for use on-line, just as it would be on a computer hard drive.
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5.3.2 Add a new course material  

Go to the ςadd 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.  

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: LŦ ȅƻǳ ǿŀƴǘ ǘƻ ŎǊŜŀǘŜ ŀ ǎǳōŦƻƭŘŜǊ ǿƛǘƘƛƴ ŀ ŦƻƭŘŜǊΣ ǎŜƭŜŎǘ ǘƘŜ ŦƻƭŘŜǊΩǎ ǘƛǘƭŜ ŦǊƻƳ ǘƘŜ ƭƛǎǘ ŀƴŘ 

ǘƘŜƴ ǘȅǇŜ ǘƘŜ ǎǳōŦƻƭŘŜǊΩǎ ǘƛǘƭŜ ƛƴ 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.  

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 ς all you need to 

Řƻ ƛǎ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ¸ŜǎΩ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ΨŀŘŘ CƭŀǎƘ {ǘǊŜŀƳ wŜǎƻǳǊŎŜΩ ŀƴŘ ǘȅǇŜ ǘƘŜ ŦƛƭŜƴŀƳŜ ƛƴΦ  

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. 
































