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1.0 Introduction to the parts of LUVLE

LUVLE is suite of learning toolsIn order for staff to understand what it is, and how it can be
adapted in order to meet their need$,S ¥ S S f helgfuktb provilela®@@verview of how the
system works.

1. LUVLEs mostly made up of a large numberlddVLE spaceghich contain all the
functionality available for each courgeccasionally one course will have mahan one
website to supporit, and sometimes multiple courses arsupported by one single
website., 2 dz OFy RA&Odzaa @ msieMd PYiETBbiz&nSeQearnings Ij dzA NB Y S
Development Officerg.tubman@lancs.ac.uktel: 94731) if you are unsure about how to
use LUVLE to meet you course needs.
2. YataZRigzoBANE 2y I f AdaSR Wi Sdudidfothgt Bformigtioilsuch a8 > & K A C
your library loans and fines, and an instant messaging seMsle 4 librariafp, as well as
fAdGAy3 O02dz2NERS KIFyRo0o221 AYF2NXYIGA2Y YR 2F O
Most students and staff have one.
3. Allthe tools in the LUVLE suite dveing constantly developed. This documersiis
explanation ohow the LUVLE spacesd MyModulesoperate as oSept09. This document
will be kept up to date with the system as it is improved

LUVLE = MyModules MyPlace | MyPGR | Services ~ | Help PLUVLE A

HIST129: The English Reformation (c.1520-1553)
dmeisyators ony [ Eai the welcome message )

Go to
home page Welcome
announcements
main discussion

course materials Welcome to Hist 129: The English

coursework Reformation

il This course examines the events

and processes of religious change

Acd 6 nav in sixteenth-century England, and

= in particular the ways in which
successive generations of

discussion topic historians have interpreted the

course material Reformation

coursework

Weekly lectures are delivered on

Tuesdays by Dr John McCallum in

Other links weeks 1-8 of Lent Term and week
Sample Book Review 1 of Summer Term. Weekly
Department seminars take place in Weeks 1-10
Homepage of Lent Term and 1-2 of Summer

Term.

Library Catalogue

JSTOR Search (on

campus) Lectures take place at Spm on

Tuesdays, in Fylde LT 1.
Seminars all take place in B62,
Furness College

Early English Books
Online

John Foxe project

Dictionary of National Full details of the course can be found in the study guide.
Biography

Making History The core readings for each week will be available on this site. The study guide, lecture slides, useful weblinks
Royal Historical and news announcements are also all posted on LUVLE - check in regularly to keep up to date with recent

An exampleLUVLE spagaviththel A A G2 NE 5SLIIiQa aLISOATAO RS
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2.0 How to access your LUVLE spaces
There are three ways to vieyour LUVLE spaces

1. You can go thttps://luvle.lancs.ac.uland choose your module from the expandable list
(shown below)

2. You can login to MyModulegtfp://luvle.lancs.ac.uk/mymodulgswhich is a personalised
list of all the courses you are enrolled on

3. You can go straight to the web site if yloookmarkthe full addresgless common method)

2.1 Courses listed by department z the LUVLE contents page:

If you click on the name of the e e E 'LUVLECIS: A
department,the listwill open upas "
Shown here on the rlght’ Ilstlng a" of VTrtua\ Learning Environment (VLE) : LUVLE spaces yModules

page lists all the modules that you are

ind the LUVLE s

nd \e;ynu areta
anliny

the RS LI NJi coBsgdmarra
LUVLE websiteHf youclickon the
name of any of the courses, the
system will check whether you have
permissions to get into that
particular course module. If you
havealready logged inta LUVLE
space and yomavepermlssmns to
getAy 2 GKS ySg 2y S héwisdzé streel @ill disgiayihelahik flageifof CUVEEL
YR @2dzQf f (wikhlyadSusual detwiok DR y

22TEA O-U-1T AQI AbGsd DPACA

In the above list of departments, there is a sectiononth&iig Ol f f SR Waé&az2Rdz SaQ=>
on the link n it, the system will go through the login process and tade to a page showing all of

your registereccourses

You can also get to this page by clickindntip://luvle.lancs.ac.uk/mymodules

Beforeexplaining the MyModules pagit,is important to list things that you need to check before
trying to getinto it, and also circumstances in which you or postgradwatileagues might not get
one:

Pageb of 49
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2.2.1 Make sure that your password is up to date

Frequenly, many login issues are caused by expired passwords. You need to use your network
username and password (issued by EB3%)gin to LUVLE. The password needs to be changed at
least once a year for security reasons, and you will be prompted to do sowahelng into the
university networklf your password expires, you will be denied access to LUVLE until you have
changed it.

You can change the password by logging artp Campu®C 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 experierRR§SWORBsues, rather thahUVLE
issues.

2.2.2 Some administrative staff, teaching assistants and postgraduate students not
OACEOOAOAA 11 51 EOA aopituledphge a@rdsent ATT 80 CAO

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 catedt@grningtechnology@Ilancaster.ac.uk

We are vorking with other sections of theniversity to work out solutions to this problem, but until
then, you can still get to each LUV&jaceby going tohttp://luvle.lancs.ac.uk FAnd the module that
you want and cliclon it to go to its login pagé¥ou 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.ifkyou haveproblems with this.
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2.2.3 MyModuIes Web page
6R | Services ~ | Heb LUVLE A  This personalised
(}M\ 'V!odules Wt S+ NY AholEs LJ2 NI |
informationrelevant to
your academic life at
the University, and so

@ Personal Details

Name s ' is a useful place to get
to registered courses
s or to find out details
ni lege Tutor
evaluation J f k demonstrations and examples (staff abOUt OUtStandlng
only
alerts ;ixl'\ddhir:sallbzgitext messages to your students from the Commltmens TO the
Y g (or just read the .
: articles) left isthe top half ofan
timetable (undergraduates only)
examplestaff
2 Modules
o MyModules page to
3
2 CREW103 Creative Wrting (1.00 unts) show you whatou will
@)—» Web <pare <) EV g, Wy gf e, Staff-Student
o CREW204 Short Fict |on Genre and Practice (0.50 units) See
Web space(s): Y 2 f-St tive 't
. t/’glb\;lpa‘:'e ;unu:v\loy ‘Fx |on Ge 1.1 e md Practice (0.50 nn's‘) i e . ' We take a” the
information from the
& Coll Tut U
o I Stucent Records
Registered Name Email library card
06 Jimmy Jones K 07405096 databanLUSI)Every
06 Billy Bragg t 07405265 . . .
;5 MolTy Moiutners t 07523;03 nlght ThIS |S Why,
06 William Wong NV t ' 07434436 4 A A >
06 fack Joaiire v * 07638936 usuallyA ¥ U0 KSNBQa |
06 e i e ; 07451016 .
06 [L;m{:,?o;dtgs 500 ; ; 07651713 prObIem with the data,
06 Lizzie Lenton t 07454555 . . )
07 Marianne Morton ter.a 07605232 |t Wl” take Untll the
07 Bristol Palin g 07707326 . .
07 Sidney Smith ; 07607827 f0||OW|ng morning
before the fix shows up
in LUVLE.

I & ( dzpadeyooke very much like a staff one
Explanation of the MyModules page:

@ On the top of the My Modules page you will see inforraatabout yoursdlincluding email,

dzZASNY I YS FyR dzadzrtfe GKS O2tfS3aS 282dzONB Ayd ¢KS
Below that are links tolemonstrations and feedback abotite module feedback mechanism for

coursesvhich may be of usend 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 pagee the courses that the staff member is registered to be
involved withg to teach or to assist withiThereare active link$ere, andthesego through to the
course web es, andto data relevant to the coursencluding the course handbook data in LUSI
These linksire probably the most important part of the MyModules page. Each course wéizssta
link back to your MyModels pageF N2 Y G KS WiloaQ 4 GKS G2L)

@ 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 rgistered 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 webgitksa. web spacesfat are assoecited

GAGK SIFOK O2dzNBS® hFTiaSysz (KSeQff 06S 2yfteée 2ySI oo
associated withthe lecturer has two or three, with one main website, and others that support the

course in less direct ways. To go through to any ofabbsites, click on the link.

®Below themodules section is the one where ti@llege tutees are listed, givitieir detailsand
thelinksarei 2 G KS &0 dzRSy G{axy Sva ¥ # REBRIWAE SKladS G dzi SSazx
will be absent.

©® Another really useful
part of the MyModules

® Library Information page is the Iibrary
Note: you must click on the update button to'see the most up to date iformation information. This gets its
No outstanding fines information immediately,
s but in order to get ugto-
T e Lean ereanec | OAte inf,orma}tion, y?u o
s s ey Loket e Ydaid Of A0l 2y UKsS
button at the bottom of
S:?:es{s . — —= pate the library section. It will
S ——— BRuGHted: gng then get the data directly
Svailable e Pedman, Samuel, 1953-, 14/10/2008 18110/2009 FNRY l:l K S f A 0 NJ N\ﬁ Q¢
B (picse alow s few sesnridfor tis puge s edond - st updatesd 20/10/2008 11541515 computers and display it,

as shown to the left
There is an instant

@ MySpace messaging servileWl a1 |
f A 0 NheiJalsoy Q

My Notes:
Use the notes facility to add any notes that you need, these notes will only be visible to you.

@ Lastly, there is a

My Mobile Number:

Enter your mobile phone number (U.K. numbers only) if you wish to receive important alerts from your lecturers v A A 4 = A X D
on your mobile phone. Any information you provide will be processed within the terms of the Data Protection a_ S O u A 2 y O I f f S R l-IJ a (
Act, 1998. Your mobile phone number will only be used to support the SMS service within LUVLE. It is only

visible to you and a small number of administrative staff in Learning Technology Support Group. Thls area Can be used tO

Your current mobile phone number is:
- click on add/edit button to modify

add/edit |

visit the RC
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record one or two personal note8elow that is an area where staff too can put in their m®bil
WLIK 2 v S. If RvB dr mdrd skaff members are taking the course, this could be useful

2.2.4The Module Information Page

Clickon the course I0ink/ mnemonic(icon @ in the previous section) angl 2 dzQ f €

32

module information page, as shown below. This contains a whole lot of useful data for staff about
the course and the students on it.

Module

All the staff registeredh
LUShre listed as links ta

I

Lecturars Mrs S Irving (Administrative Staff), Dr RC Edwards (Course Convenar), Dr RC Edwards (Course Convener their email addresses
Course details (from the online course handbosk): Rules | EdNwionsl Aims: General: Knowledge, Understanding and Skil 1
The LUVLE we spaces Loarnm L e S e et S s | CANRGeaAn St asge s
Skills | iculurn Design: Outline Syllabus | Curriculurn Design: Pre | Curriculum Desi Select H .
. e and any special roles in
Evaluation

associated with the

o module feedback demonstrations and examples

LUVLE web site(s)

module are listed here.
These are links through | student petails
to the web sites.

Module information

Notes for lecturers

Module calendar

Library catalogue

sk 3 Librarian is an instant
5330ing web-based

reference and enquiry servics, it
is available between 02:00 and
16:45, Monday to Friday in term
time. At other times you can
make an email enguiry

0 students
showe small photos
show large photos,

oo | The Ask a Librarian service is an instant messaging web-based reference and enquiry

¥ Blackhooks vear 4

running the course are
stated.

Starts week beginning 05/10/2009 (week 1) 30 weeks.

Exams Procedures, Results, Past papers

no students

There is a link t&€ourse
Handbook information
under this link including:
Assessment Rules |
Educational Aims:
General: Knowledge,
Understanding and Skill:
| Learning Outcomes:
General: Knowledgée

Vou can aad finks to any web site(s) dedicated to support of this modkls, these wil appear above with the LWVLE
site links. Add notes to this page for students. You can also add notes that only lkecturers wil see.

-many module web sites include a calendar section-

~the following links will open & new window or tab-

service and is available between the hours of 09:00 to 16:45, Monday to Friday in term
tirme., At other times you can make an email enguiry.

Library Cataloaue - find things that are in the Library
LINKS - want to find your way in the maze of print and online information in the Library
and beyond? Try LINKS the information literacy tuterial!

Metalib QuickSearch - find journal articles in databases

Find e-Journals - find particular journals by name

Subject Librarians - contacts for advice and help

by lbrary card (login to e-Shelf etc.)

Below is a screengrab ohaodule with student information

Student Details

Student li

The Export student list
function creates a pop
up window with a list of

Broadcast email
Broadcast SMS
106 students

show small photos
show large photos

These details come fromn
st the student records
system (LUSI)

Unfartunately the SMS broadecast service is temporarily unavailable, For further information pléasc conese e -

Export student list

Send an email message to all students
A

Lakshmi skkineni, Ahdulrahman skram, Rajiv Anbazhagan, Khushwant Bafna, ¥asha Bhaiya, Mukta Bhatia, Christaph
Brade, Sarunas Cebelis, ¥i-¥un Chang, Yin Cheng, Meenakshi Chhabria, ¥eh-Jung Chiu, Yadim Chamenko, Yishal
Churiwal, Mohatmed Cisse, Lubei Dong, Sergesn Elias, Moufal Es-Hag, Qiuyan Fei, Xiachong Gu, Zhuofang Gu, Gunther

all the students with 4
columnsg name, login,
library card number and
email address. This can
be printed, or if you
need the data
elsewhere quickl, you
can cut and paste it.

Haberkamm, Carl Hagerup, Ming Hao, Ashok Harsods, Hsing-Ju Hsieh, ¥u Hu, Shrinkhala Jain, ¥aibhav Jain, Himanshu
Jhawar, xiJin, ¥Yuan Ji, Mandita Kamat, Mei-Fang kao, Ayush Khaitan, Sadig Khetani, Spyridouls Koletta, Mikolsos
korkolis, Wikolaos Kostroglou, Emmanuel Kostucki, Paresh Kulkarni, Mikiforos Kyriakakis, Johnny Lai, ¥Ywonne Langlo, Yasiliki
Leontiou, Hang Liao, Jia Liao, Chao Li, Hao Li, Lianggian Li, Wan-Ni Lin, Lanlan Liu, Qing Liu, Shuo Liu, Suchan Liv, xin L,
Jing Lu, Cherry Malpani, alkistis Michaloglou, Peeush Middha, Jiarui Mo, Michael Oluhaiyero, Chiao-Li Pan, Laurynas
Pareigis, Huazhang Peng, Smaragda Petsani, Pooja Poplai, shsan Qasim, Heiko Ruhl, Irmran Saleern, Nuruddin Samnani
Maritz Schneider, ankita Sethi, Megha Shah, ¥inggian Shao, Kushal Sharma, Ayasn Shetty, Muhamad Shirath, Kailash
Shivnani, Shashwat Shrivastava, Haukur Skulason, Taratcha Srisontisuk, Prateecha Tandaon, ¥ing Tang, Yineet
Tapadiya, Joana fontes, Christofis Beniamin, Szu-Chia Wang, Ya-Lin Wang, ¥Yuman Wang, ¥icheng Wang, Zigian Wang
Jingru Wan, Weerapst Wonk-urai, Zhihan Yang, Zhe Yan, Zhi ¥ing, Ding Yuan, Liang Yuan, ®iao Yu, Qi Zhang, Tianyu
Zhang, Fangdi Zhou, Hua Zhou, Giedre Zirlyte, Pavios Zitakis

You can broadcast an
alert to the students
here.
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Module information The module information sectioftircled
i Mk g o it S O overleaf),enables staff members to add

URL should begin with http:// To present a link as a name

rather than the URL itself add 2 corresponding tite n the extra links that their students might find
ext box below. Put each link and each title on a new line by

itself. - ~ ~ 7 A
External links URLs ::pi.;‘ l/:cts:a;vnlr‘dl(e‘;‘zo.mlmJ usefulL -'F e 2 dZ O t }\ O 1 tey- U K S
Externallink titles (web ane sbout the i o omcar wide page opens up asown on the left, ad

Web site about a successful modern witer

students don't see this heading or any notes you save here you Can add Web |InkS

Notes for lecturers The students don't see this bit!!

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 tofébilitigs
cWaSililFtA0Q YR Waé fAONINE OF NRQX o6dzi GKSNB A&
guestions about library facilities in a real time chat window. This facility works from 9:30am to

4:30pm; outside that time, it lets you seraah email.

2.2.5 Broadcast an email

Broadcast email Send an email message to all students You can email individual students at
Send just to group: | - Please select one - ¥ . . . .
groups their Lancaster University emalil

address by clicking on an individQa&
web link on the module information page, described abareyou can broadcast an email to all
students or tuorial groups using the link showabove which isfrom that page. If you click on the
link, or select one of the groups fromthe drdp2 ¢y £ A & (i -Hirecled tozhd emailm@iondlS
page, which is shown on the next page:
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2.2.5 Email options page:

@ Other staff members are

I dzi2YlF GAOLEt& O
message to keep them in the
picture.

DAt a8t SOGSR aiadz
I RRNBaasSa INBE . OO
copied) in the form, Botkhis text
boxand 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 possibl® send
messages to students in more than
one modulesThere is dist of all
available module mnemonigs the
same department and you cditk
them like the group boxes above,
and so send your-mail to all
students registered in these
modules.Thisis specifically useful
for large Year group#. a student is
registered in more than one
modules, they will only receive the
e-mail once.

® ARich Text editois provided to
assist in the creation of the
message, as shown, andy/can
choose from a variety of options

for instance, you can changeetext format, size, background colour, special characters, etc.

® You carattach a file to the message by clicking on #é NR & & $ énd $ebizihgiti®e il you

would like toattach.l 2  SOGSNE & GKS LI} 3§
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space that the students can access, and sending them the link if the file is not small. Small nowadays
YAIKG 0S O2yaARSNBR (2 0S wHnnY.d® ¢KS NBlFazy F2NJ
recipients, and might cause them pieins. If you do decide to send a large filesahnot exceed

60MB.

@ Lastly, when sending the emajiou 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 bly idefat to
0KS KAIKSNI ALISSRI Wy2NXIfQd ¢KS 2SN 2yS R
SYFAf Ay 2NRSNJ G2 ONAyYy3a (GKS NEDnsWiltoytiae® |
exclanation mark next to a message with highpiantance set.

S N
G A2

Si
Sy

-0
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Lancaster University

Virtual Learning Environment

= Modules LISt

O} Goto |

home page
announcements
main discussion
cafe discussion
calendar/entries
course materials
coursework
learming logs
people

site map

O] Addanew |

(O} otherlinks __|JFORIGE

announcement
discussion topic
cafe topic
calendar entry
course matenal
learning log
coursework
personal profile

Financial Times
The Economist

0]

monitor this site
site owner
LUMLE support
feadback form

If you find this page
offensive, pleass
report it to us in
confidence

O} __sito admin__|

configure site
adjust site access

announcements

archive

course materials
archive

add a new group
move topics

list groups

hist deletions

colours D@ @ @

A

Mike Cowe: Admin/Staff |

Lancaster University
MANAGEMENT SCHOOL

AcFin211 on LUVLE Version 8-1

®

Administrators only | Edit the welcome message

Welcome

Welcome to AcFin211 on LUVLE Module Version 8-1!

This course Introduces methods used by business to meet the financial
Information needs of external parties and management. It Indudes systems
used for collecting, recording and storing transactions data; internal controls
and auditing computerised AIS; effective design of AIS, It also includes an
introduction to auditing.

Search for all addtions made in the last day, 3 da

gmas (opens in new

You can display documents by ti

by theme

You can display documents by the

25 most recent entries

[ View 3all themes ] Lv:ew current theme ]

page type date author file
mamntopic ea
26/09/2008 Mike Cowie
Michaelmas midterm: 21/10/2008 - 10/11/2008
page type date author file
announcement pe v é
. 04/11/2008 Mike Cowie
S LotusInstall.log
discussion topic
04/11/2008 Mike Cowie

page type date author file
announcement Wk

04/11/2008  Mike Cowie
coursework

) 14/10/2008  Mike Cowie

maintopic 8

04/11/2008  Mike Cowie O
notice FraMmpIe COUS® 04/11/2008  Mike Cowie 8.pata:t

» 3- Overview of
LUVLESspaces

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 exampléome
page from avebspace is
shown below annotated so
that we can describe what
the different parts are far

® The top menu is for
navigating around the
different parts of thesuite
of LUVLE too]plusa page
if you need help.

@ A large number of
bannerdesigns have been
created so thathe web

& LJ OS Qa cofod 2 |
scheme will fit more closely
with department@existing
web pagesThese designs
can be chosen from the
configuration pages, and

by

there is one for most departments at the University. If one does not exist yet, please contact
Learning Technologiearningtechnology@lancs.ac.pk
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@ under the main banner, there ismaenubarwhich shows the name arstatus 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 theft and it is spliinto 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, calenday en

®- 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 Admir: when you want to add/remove tools @@onfigure space), adjust access, archive
announcements and course materials, add groups, move toplease note this section is only
available to those with an admin role on the course.

®31.2 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

Administrators only [ Edit the welcome message ]

A new page will open up and y@an 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, hypdinks and tablesPlease see Phil Tubmariubman@lancs.ac.ukyou 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 hasny 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.
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2] | @, || —format—  |verdana viz(ph) /B T U & | A &all x, x°
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9 cE & ﬂ@@y BeoM v B feend @

e i i = &= 2= 5 [

You can also choose one of the other 3 text editors (Plain Text, Internet Exglavaj. 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 documentse documents
organized by theme

Themes described more fulllater 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 baok in thethemes
section of this document for more details on this.

If you are Bowing the (up toR5 newest documentsit shows the most recent documents, ignoring
themes. Ths is also configurable, however, ane tiomepagecan beset toshow 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 or of the Administrators of the space, you will be able to see the

Site admin
configure site Site Admin section at the left hand side mefbeLUVLEpaces are
:::'“‘”:”":“mi';"'i" customisableandyou can add/remove tools and change their settings.
arc =4
course materials The extra menu items available to you as an administrator of the course
archive ) . .
o= bew oo LUVLEpace link through tthe configurationpages that enable you to make
move topics the changes to customisnd managehe site.

list groups
list deletions

The configure site page

The first item on thesite adminlistA & WO2y FA3dz2NBE aAGSQX yR AF &2dz O
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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site admin
8.21 Welcome - web site 2 24/09/2008
8.2.2 AlertList - email alerts ton ag 04/10/2008
8.28 Banner - ook and feel - images and colours 14/10/2008
8.24 Configure - general configuration options 04/11/2008
8.25 SiteStats - usage statistics 28/08/2008

3.2.1. Edit the Welcome Message
This is an alternative rae to the one described earlier in the Navigation section (Homepd&iease
go to 3.1.A of this documerfibr 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 setpan email Alert liston this page to those involved with the site and other extras. Most
fA1Ste &2dxtt gyl G2 aSyR (2 LIS® bincaththgtexti KS 02 dzN
area:

Automatic recipient list

In addition to the list above, send alerts to the University email addresses of all students and staff with access to this web site?
{(Updated nightly)
®no thanks Oes please O Students only O Staff only

The default is to send too one. Below thisadio 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

Send alert messages
@ never Oeach day Oeach week

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. Simpltheput
NB O A L¥mSiyaddiessesdh theekt area makingsure that you put only one-mail address per

line.

—Recipient Email addresses—— —Recipient Email addresses
One address per line please. Begin each comment line
One address per line please. Begin each comm comeone@ancaster ac uk
someone@lancaster ac uk |testing@ancaster ac uk x IESNHS@S‘EESWEE uk 'ﬁ
TIP:To gnore email addresseslf you war to exclude one or more-eail addressefrom receiving

the alert email, but do not want to deletéghem from the list, you caexcludethem 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. Yu can choose from a drop downtldifferent bannercolour combinations that have
already been created for most departments in the University.

If the drop down does not offer a look for your departmepiease contact
learningtechnology@ncs.ac.ukfor more information about creating a banner for you.

Below the dropdown, you have the option of overriding these settings and iadgour ownsimpler
image at the centre of the bannand a choice of pastel shades to be the backgrounditmge are
rarely used nowadays.

3.2.4 General Configuration Options

You can add/remove, rename and change the settingsarfy ofthe tools that are available in

LUVLHErom this pageThe things that you can change are listed in phare 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

FNB KILILR gAGK GKS OKFIy3aSa e2dz2Q0S YIRSz Of A01 2y

[tem 1: Owner

Whenyougointai KS WDSy SNJI ¢

G.mﬁlc|:}ﬁgﬁa2?ov.vltgpct?::sgure this web site (opens in new window) [ 2y T A3 dzNF a2 y h LIG A 2 yaaQ
il e displays the first item in the list,

SIS SR I SR Y2 gy PINExype in the name of

C the lecturer or administrator who is

responsible for the LUVLE spdme.

Configure

Site owner

The Owner's email address is used to create a link in the -site

support- section of the menu to allow users of the site to contact ThlS email address iS used to create
the site owner. 0 KS wa Alibklindarsite S ND
web site owner's email address .
mike@lancaster.ac.uk support so that if people have
problems with the site, they can
Cancel (Reset | contact someone who can do

something about it.

Item 2: Themes
Themescategorize the sections of the site and display themthe homepage.

Four types of LUVLE tool can be bundled into a theme: Discussions, Announcements, Course

Materials and Courseworklo put the documents into a theme, you need first to create the theme,

which you do here, and then select that theme from a ddmwn that gopears 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 3ahdyou create the themes here in

the config pages. TheimagetotheS T4 A& ¢KI G @2dz 3Sd AF &2dz Ot A O]
config options. You can set themes to be on or off throughout the site here, and then to create the
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Themes

When this option is enabled pages on the site can be organised

and displayed according to themes. The administrator specifies the
themes and the only way of updating these themes is by using this

configuration form.

themes, you simply give it a name,

define the start and end dates (clicking

2y (SKSOWa RIGSaQ odzidzy
case gives you a calendar to help you),

Do you want to organise vle materials according to themes, for R » § ~ e A §
example Week 1, Fieldtrip ? ! )f R uKsS )f Of A Ol 2 }/ uKS ¥
®ves ONo can add all the themes for your course
Pages appear by theme subject to access controls, so for example A )f 2 Y S 322 ¥ )f R la e2dz R
a coursework submission is visible only to lecturers and to the X & . I &1 A 4 &
student who submitted it. I, L‘]I:‘JS - NJ dZY RS Ny% I Ff uKsS l!J
_ , _ iKSy tladtes QiondO] 2y
Create list of themes to be displayed. Each theme can be assigned : . . .
a start and end date to ensure the relevance of a theme. to confirm their creation, and you will
Whains  |lent TermThome. | be able to start using them immediately
start  [0D1/01/2009 to start categorising documents.
date  (dd/mm/yyyy)
end date 21/03/2008 ltem 3. Links
R — You can add external links in this area
and provide a short description which is
going to appear under theOther Links
section at the left hand side meniio
Submit C I Reset .
[T create the links, type the web address
2F GKS tAYy]l Ay (GKS (2L 62EZ |yR GKS yIYS &2dzQR f
Item 4.Homepageconfiguration (for nonthemed new items)
On this page you can choose whaatiegories
Display which messages on the site home page? ) ) .
New messages from selected sections ¥ Of document appear ||the tOtal I|St |f themes
All page types are shown when all boxes are checked. Deselect any | N\B l:l dZN\y é R 2FF 2 | )f ﬁ 7\ y l] K é
types that should be EXCLUDED from the list of new messages on = A . A ~ o~ z A A . A =
the site home page, The home page lists the 25 most recently OF 0SAZ2NNASR ooBthalKBFSQ asSol
created pages subject to any exclusions you define here. .
homepage. You havenumber of options. If
Pages appear subject to access controls, so for example a « . . < A ~ <
coursework submission is visible only to lecturers and to the e 2dzQR 2dza i f A 1_ S 2 y S 27T ¥ u
student who submitted it. .
displayed on the home pagefor example,
Announcements and course materials pages may appear subject to i i
their date settings. just announcements, select it from the drop
[ Announcements
[ calendar entries down. You can choose from: Announcements,
[ Course materials . . . .
[ coursework Discussion items, Course Materials,
ﬂigﬁi‘gmfssages Coursework or Learning Logs here.
M Learning Logs | & . % & P 2 »
Eleople pages P'f USNYIlFIOUAQGStE ez AT e€2dzQR f A
(cancel ] (Reset | complicated way, leave the dregown on
WySg YSaal 3Sa FTNRY -aStSOGS
GAO1 GKS 062ES& 2F (KS R20dzvSyid GelLiSa GKIFG &2dz R?
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The picture on the left shows the options to seldwt different optionsfrom in the configure form

and the picture belovis an example of howth&2 YS LJF 3S f 2214 6KSy AdGQa &g
flad wup APe&SYROR thafd REchse of activating either Coursework or Learning Logs,

students will only see

their own contributions

home FYyR y2 2yS8 Stasoa

* Recent additions {in all sections) - Folder names appear in brackets where appropriate

Search for all additions made in the last day, 3 days, week, month

2 days

oty PHBle o _ This image shows the top
18:19 Yesterday Example cour terial (test folder) course material . .
18:15 Yesterday discussion topic feW |temS Ofa I|St
18:12 Yesterday announcement Containing the Ia.St 25
17:43 Yesterday discussion topic i
17:42 Yesterday announcement Items on the home page
30/10/2008 10:50 Submission list. Note that the user
14/10/2008 20:00 Submission I I I h
14/10/2008 19:59 ignment, Juniper Berry Submission can also se eCt on y t ose
14/10/2008 19:42  assignment to demo Turnitin Coursework documents that
10/10/2008 10:07 & owie personal profile appeared during the Iast
day, 3 daysweek 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 aivide student activity within the one webspace into

those groups for all of the tools in the LUBAvebspace. You could, for examgpleate

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 orderto start up groups, whilst on the configure paggick on the Groups link. Tisereen that
appears will have the radio buttons on it as shown in the picture below:

Allow use of groups? You have the choice to put people in more than
®Yes ONo one groups or exclusively only in one group. This
Any : people can be in more than one group option is not editable or reversible so please

Exclusive : each person can be in only one group makesure you make the right choice at the start
@ Any O Exclusive of the course.

TIP:If you intent to use the groups option fomultiple groupworks then it is better to select tiay
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.

Pagel9of 49



LUYLE  MyModules | MyPlace  WWPGR | Services ~  Help AUVLE A

PaAy3a [FyOFradSNI ! yADBSNEA G Q&6 cAGhNdedar $ff [ ST Ny Ay 3

September 25, 2009

After submitting your changes, two new links will appear in the Site Admiroseuftithe site, Add a
new Group and List GroudBlease go to the relevant pages in this document for the next steps

Item 6. DiscussionArea Options

You have the option to activate or deactivate the discussion tool from &EWbspace.

Discussions create dime areador 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. Fgra G I y OS> @2dz 02dzA R yIFYS Al W5Sol
etc. as long as it is 18 charactersfewerlong. In order to be more consistent with the menu links,

you can also rename the link under thadd a new section.

| -goto- |
o announcements
: : ' o forum

Rename discussion area under '-go to-

farum

Rename link under "-add a new-'

forum fer
o announcement
o forum item

You also have theption 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 thisol, 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. CaféDiscussion Options

The Café is an additional asynchronous discussion spacee wstuglents can interact socially or
discuss oftopic issues. You have the option to activate and rename thisidble same way as the
discussion tool. The only real difference between the Cafe and the other discussion area is that
because this is desigd to be for informal chatting about the course, it cannot be put into any
themes.

Item 8. Announcementsarea options

Announcements is the tool normally used fderting students to something, occasionally urgent,

that is maybe a change of plan on tbeurse 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 wayg for example by the way that you configure the home pdegges can be set to
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appear and disappear by date and sequenced by date or arbitrarily (i.e. you can force pages to

appear in any ordein a list of announcements in order to make the most urgent appear right at the

top). You have the option to activate or-@etivate the tooland rename itas described above for

the discussionoption8 C2 NJ SEF YLX S | FS8S6 RSLI NIYSyilia OK224a¢
2NJ W ANIidzkf b23A0OS062F NRQ®

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 sendésgju do this, you must put the full

$S060 | RRNBaa 2F (KS SEhSpidserven S6 arAilisSz SOSy AT Al

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 faciliby or offand rename it in the same way as described for the
discussion options above. You amaw information from another LUVLE webspace, just like
Announcements.

In addition to these features, you can also type in folders that always appear in tlee foérarchy
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 optigos:carturn it on or off for the
website, but alsoyou can choose whether you want studentsii® able tocreate their own

calendar entries.

Coursework Submission area options

This section provides a place for students to submit coursework

Item 11. Coursework SubmissionOptions
electronically. Lecturers can set a start and end date for submission. Each . .
student can see only their own submissions. Lecturers can provide feedback Youcan Set up aSS|gnmentS 8] order for’ Students to

on each submission which is also private to the student. Assignments can be
made visible to groups of students (e.g. tutorial groups) and invisible to

others. Submissions can be downloaded in a 'zip* file ready for archiving or Subm |t the”’ Work eleCtrOn'Ca”yTh'S faC|I|ty has been

for submission to the plagiarism detection service.

Should there be an area for submission of Coursework? eXtended a grea‘t deal |n the 2008 Vers|0n’ and some Of

®ves ONo

Send emall confirmation when submissions are made? the extra facilities are set for each assignment, but

®no email Oto student only O to student and site owner

Each submission to be electronically tested needs a cover sheet signed by Common faCI|ItIES are Set here
the student permitting this to be done. By enabling this option you can

provide a default or customised Declaration of originality that submitters

must agree to before they can submit their coursework.

Miessling You can dcide whether there should be an area for
I certify that the material contained in this ~ . . .
dissertation is my own work and does not contain Coursework Submlsslons at a”, and you can deClde

significant portions of unreferenced or
unacknowledged material. I also warrant that the

above statement applies to the implementation Whether ema” ConflrmatlonS are made When that

of the project and all associated documentation.

e e 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 atrahic cover sheet for the declaration of
originality to be agreed to by each student before them submit work, and you can choose the

G2NRAYI 2F Az

Item 12. Learning Logs

I OO0O2 NRAY 3

@2dz2NJ RSLI NIYSydQa

Learning logs offer students an online space to keep a reflective log or journal of their learning

Learning Logs

This section allows students to keep a log or journal of their learning
activities. Access to journals can be restricted so that they can be read by
the student only, by the student and supervisor or by everyone who can
use the site. Entries in journals are time stamped and re-editing can be
restricted.

Should students have a learning log area?
®ves ONo

Allow participants to create just one log or as many as they wish? If you
choose to restrict participants to just one log each, participants who already
have one or more logs will be prevented from creating any more but their
existing logs will still be accessible.

O1 ®mMany

Allow people to edit their log entries or restrict re-editing to a limited period
after submission.

Ono re-editing O30 mins @1 hour ©O24 hrs Ono restriction

Type of Access: private means only the author can see their entries, public
means everyone with access to this web site can see them, other options
limit who the author can choose to share their entries with when they create
or edit them. With these options participants are able to add extra people to
an entry's readership at any time (even if re-editing is restricted above).
Oprivate O staff only O Staff+Students ® Students only O Public

Rename learning logs area under '-go to-' (default: learning logs)
learning logs

Rename link under '-add a new-' (default: learning log)
learning log

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 standal 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 coursecan 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. Thisditing allows students to refine their work on during or on the day that
they write it, but is then fixed, so that it bemes a fixed record of their thoughts on that day, and so

that comments by staff are n@n something that subsequentthanges.

Access to journals can be restricted so that they can be read by the student only (Private), by the

individual student and supeisor (student/tutor), by the students (students onlgy by everyone

who can use the space (public).

As described in the discussion areas options, gan 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 occasionallyu ¥an choose to activate, deactivate or link to a
People area in another LUVLE webspacel yu 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 tiedeitems will stay in the Deletions areahich can be
accessed via the linknder the¢Site admin sectionby those with admin access. This area is where
the Site Administrator(sgan locate andindelete filesf 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 Emailoptions

Thisallows 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
learningtechnabgy @lancaster.ac.ukyou want to be able to sendmails to this Webspace.

PLEASE NOTiat you need to click on th', button after you made any changé&s any of
these configuration pagda order for them to be saved and applied to the template.

3.2.5 Usage Statistics

Statistics

Ab ite Stati - what is recorded and who can see the data
If the readershlp hlstorv of discussion messages and other pages is being recorded, it is
available to privileged participants (lecturers and site administrators) from a link on each page.

Usage Statistics

Display chart

Shows name, pages read, total reads, date of first read and last read for all active
users.

Clear Usage Statistics

Click on the button will reset all usage statistics of this website. After doing this, you
will not be able to see "who read what" on all the pages of this site. It is
recommanded you only use this function when clearing out the entire website.

Reset all Stats

Last successful reset:
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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

2L 2F GKS LI 3IS R2Say(
so ignore that, and go down to the

display chart section. Here, you can

choose to display a pepp window

(the lowe image on this page)

containing details of accesses to the

four monitored areas.
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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 réhewe 2 NJ I y2 § KSNJ & S| ND
YR AT @2dz R2 AGX e2dzQff t2aS GKS dzaSTdzZ NBO2NR

The popup produced when you choose a part of

R beoshoie s e e [l [ 9 G2 SEFYAYS o60Ay (GKraa Ol
' ' N "™ shown to the left.You can see which students have
“mﬂ E"gh;%j:fem'r’ij‘mnﬁifie /tfoﬂ/ /0/5/“ been readingand Writingpag]es on’the :c,ite, an’d o )
chamiecosker 1 1 o zsoeoonsoy 20008 whenandK2 ¢ 2FUSYy iLKdbeaQ&s®e R2Yy S
e e e 488 (GKS O02dMNES 2NEIYAASNI AY
h' 2 ;j j/ the course materials rePort, and only staff hf:lve
T — accesstoit,sothecolds 2 NBI YA aSNJ Ad W52
oradOuk E 02 oo PR 6l LRt23ASa G2 GKS NBIf O2dNN&
e 1 1 s mameeman OYR0" that, | was just making up fake names quickly). The
w8 ow. Personwho accessed the site last has the date
T DI O G S e SoraEeHeat coloured in red. Note that you can copy these
T e i LR details into Excel orothddk O1 F 3Sa AF &2 dzQR

http://luvle lancs.ac.uk/HI\HIST 129, nsf
/ReadStatsDetailedReportAll?Openagent&notice&B02570EB: 004AB298

2.3.5(A). Usage statistics for each page.

Because the stats for each page are so closely relatdtktoverall stats in part 2.3.5, and because
the stats for a page are available throughout the system, they are documented d&an
addendum to the Usage stats part.

= = Documents in the following areas feature an icon that only appears to

|2 peoplereadthis  gtaff whichisamaninalat ¢ KA OK | LILJSE NE  dzy RSNJ G K
bSEGQ fAyla 2y .ThedidasNdheeltie icchBppéaféS LI 3 ¢
are: Announcements, Discussions, Cafe Discussioms;se Materials and Coursework.

Thisiconenablesyoutoske f Ad0 2F ¢gK2 KIFIA NBFR GKS R20dzySy iz
when they first read it, and when they last read it. These details appedishas shown in the

LIAOGdzNE 06Sft2¢gd ¢KS RSOIAf&A INBE O2ftftlF SR 20SNYAIK
collated the next night.
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) HIST 129 - The English Reformation - Mozilla Firefox =113

(O] lancs.ac. uk{HIHIST129. F Y7
-

print, close

HIST 129 - The English Reformation "New Part I Director of Studies"
by Alan Alda
Name Reads First Read Last Read
Wwill williams 3 29/10/2008 22:57 29/10/2008 23:00
Fran Francis 1 10/10/2008 09:42 10/10/2008 09:42
Total of 2 people 4

rint, close
B v

Done luvle Jancs.ac.uk (4

4.0 Adjusting Site Access

LT &2dz KIS WaArAdS FRYAYQ | 00Saa (sfonf@ dined sfaff + [ 9

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 someanguickly who has just arrived, if the data is wrong, and
@82dz OLyQid 6FAG F2NIAG (2 0SS FAESRZ 2N AT adl
described in 2.2.2, you can put the staff or student into the site directly. Note that doinkgtis

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 thealisittps://luvie.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 seadick on the linkadjust siteaccessunder the headingSite Admin'on the
left hand side.At this stage you may be prompted for a username and password, please enter
your detailsagain. This is to verify that you have admin access to the site and have the rights to
change the acceadlist.

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 buttol to give

someone access to your LUVLE space. Follow the
instructions on the following screen to add your
user.

Tistat, € 9@C-C . ®

02


https://luvle.lancs.ac.uk/
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5) Select whether youwantto search®y | & G orfb$8@2N)] f 23AyQ

Step one: Choose what to search for

Searching by a netwark username will provide the best results

& Last name O Metwark login

6) Use theAdvanced Search Optiorat the bottom of the screen to meow your search using
parameterssuch as wildcards (*) and first and last names. Click on the bAtleanced Search
to start your search.

Find a narne

7) Enter your search term in thgy | Yiefd@nd then click on the butto[ l The

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

Step two: Enter a search term and find it on the network

You can use * forwildcard entries in hoth the simple and the advanced search options. Use this to
extend the search range or ifyou are unsure of spelling eg mo®will find names beginning with mo. If
you can't find the name you want ar the number of names returned is guite large then try the
advanced search helow

results Moor, Bodmin %:o:} iClick on the name you want to
add to the access list for your site

8) Select from the drop down list the level of access you want your user to have and the click on the
button |___Add name to list below |,

Step three: Access level selection

Choose what level of access you want the person selected above to have

BCCESS. | Mo Access v [ Addname tolist below |

ok

hree to provide maore than one person with access to

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

No AccessTheuser will not be able taccess the site
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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 messagesieeofd 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 itenmfigure look and feel, set up email
alerts, add welcome essage and see usage statistics

9) Users will be added to the list below with the assigned level of access:

Step four: Submit your selection(s)
Woor, Badmin PLUS Student

Follow points 88 on this document to add more users. Click on Submit | putton to save yar
changes. Users will have immediate access to your site.

10) Use the linkw S G dzNJon thetop dightic@r@r 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 foreaisting user e.g. from student to staff

Find the existing user and select their new access level Follow peéims this document as
before.

The amended access rights will appear in the list once the form is submitted.

Follow the same procedure 8s6 2 @S (12 NBY 23S | dzd SN & 2LIS NOOSRRAAR2 Y
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 setupthe ktru-Y | Ay A SNIISNJ 6 NBTSNeg.atpiflkks aAGSQa 6 S
main.lancs.ac.uk/celt/example.nsf)

Follow points 15 on this document as before.

Make sure?A y Of dzRS S épiich Nyeledted 6H, YSHM

Step one: Choose what to search for

Searching by a netwark usernarme will provide the best results

® Lastname O MNetwark login Include external names: &ves CMo

External users will be indicated withd S E (i N30 Ehéirindine.

Follow points @ on this document as before.

4.4 Searching for a user in your LUVLE space
On the front page (see point 2) type a hame in the

Check for name In list: Go following search field and click Go

If there is a match in the access list, gearch will
NBGdz2NYy GKS yIYS gA0GK (GKS dzaSNRa | 00Saa fS@oSto !
details of all users in the site.

4.5 Advanced Search Options
LF @2dz2NJ 6oFaAO aSINOK KFa y2i 3SwrepdpuiarSygucany @ NI a dz
use the Advanced Search option which is at the bottom of the page.

Advanced Search Options

Provide both a first AMD a last name to search by. You can use * for wildcard entries if you are unsure of spelling eg mo* will find
names beginning with mo. External names and network logins are included in this search.

First Name Advanced Search
LastName
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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 t@agghin plan or

new development during the course. The information that students need for a course is most often

L F OSR Ayid2 W/ 2dz2NAES al GSNALIFfaQs gKSNBE AdG OFly oS
it. Announcements just go into atlidut it is possible to define the order of documents in the list in

Fye gle (KFd @2dz2QR tA1SY (2 ONARYy3I Y2NB FOGGSyaAzy
than course materials, you can make them more prominent on the home page.

You can aa@ss theannouncementsby clicking on the link under tHe 3 2 secti@n®f the menu.

nnouncements (opens in new window)

@indicates a recent entry
Search for pages added in the last dav, 3 davs, week, month — Announcements are listed in
Move pages to and from the archive | archive / un-archive .
! date orderby default with the

most recent at the topbut

announcements you can promote any
subject date author announcement to the top of
What vou should do in this theme ik Wi @ H H Hict H
what you st ‘71 d 71. in_this ther 04/11/2008 Mfl/e Co )’?8 the ||St by prlOfItISlng it
Register now for free hooks 04/11/2008 Mike Cowie @

Newannouncements are
flagged with a red dois
shown in the picture

5.1.1 Add an announcement

If& 2 dzQ B add&ri aBnouncement, please go to tedd a newsection at the left hand side
menu and click on announcemefitlease note that the name of theobl may change if you have
given it a different name in the configuration fornFill in the fields as requirechote that you can
set the dates so thannouncementautomatically disappear off the list once the End Date is
reached- this saves you havirtg 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 annmeement 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 announcement8@B per file.

to upload a 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 repfpu will see messages for everyone and for your group(s).

Who should be able to read this document?

Grouph

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

5.1.2 Draft Announcement

8 OK224Ay3 (G2 RAGLELR® vV

lyy2dzy OSYSyi

archived area that is not viewed by students, but you can always goalbaogdit it or publish it if

you have Administrative Access.

|:_‘ i " https:{jdomina.lancs. ac.uk/bigthings.nsf{YiewEdits?OpenForm&count=-1&announcementsarchive

ACFIN211 ON LUVLE VERSION 8-1 - announcements Archive

(there is no student access to this archive)

Key: These pages « are in announcements, these X are only in the archive

o: [ select all | :: [ De-select all | :: [[invert Selection |

008 O My archived announcement X Mike o @
008 O Register now for free books v Mil o ®
What vou should do in this theme ¥ Mike | o ®

[ Un-aArchive Selected I[ Archive Selected ]

print | \. | close

In order to publish a draft
announcement, you need to go to
the Yife Admirtsection at the left
hand side menu and then
Wnnouncements Archi@A new
window will pop up which
displays all anmuncements 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 adhe Unarchive selected buttorYou can also archive active
announcementgjuicklyhere toq 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 changethméin text and

attachments. You just need to click on t odzi G2y

Fd GKS G2L) NXIKG O2 NJ

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 Admissaooea 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 (delete this page)

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

[ archive / un-archive

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

archived, then scroll down and click on t SUELLEL e button.

5.2 Calendar/Entries:

The calendar facility eables 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

= g uide - 1':Elr:alendar
About Calendar {opens in new window)
=2 indicates a private entry
@indicates a recent entry Search for pages added in the last day, 3 days, week, month
Use sarlier and later to explore. Go to this week show 1 day, 2 days, 1 week, 2 weeks, 1 month or 1 year
August 2007 & Septermber 2007
27 Monday Monday 3

12:00 - 19:00 Appointment: testing=0

28 Tuesday Tuesday 4
29 wednesday Ywednesday 5
30 Thursday Thursday 6
31 Friday Friday 7
1 Saturday Saturday 8
15:30 Reminder: Plzase bring your logbooks to the next seminar (Bowland North Seminar Room 16)
[16:30 - 17:30 Meeting: ALT-C Conferense (Nottingham)
2 Sunday Sunday 9

of events.Under theW 3 2 meh@2Qhick on th&? O I £ Sink RrbuNskbuldee a screen similar to the
one below.

1. You can move through the dates in the calendar usengjer andlater links above. Alternatively
you can choose to shotvday, 2 days, 1 week, 2 weeks, 1 month or 1 yeara page.

2. Entries in the calendar will shovs éinks 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 beider theW32 (2 Q
menu on the left, ick on theW S vy (i liNK\aSdithé will display all the entriess a lisgrouped by
the month in which they occur

e =

About Calendar (opens in new window)

=0 indicates a private entry

@indicates a recent entry

Collapse this list

Use earlier and |ater to explore. Go to this week

Search for pages added in the last day, 3 days, wee

show 1 day, 2 days, 1 week, 2 weeks, 1 month

2007 October
Tue 2nd Group B meeting

2007 September
Sat 1st Nottingham, ALT-C Conference
Sat 1st Bowland North Seminar Room 16, Please bring your logbooks to the next seminar
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5.2.1 Create a new Calendar entry
a). To create a new

calendar calendar entry, gto¢
shout the calendar (opens in new window) about the calendar and calendar entries add a new and CIiCk
By Mike Cowie, 07:40 PM Today Calendar | Calendar entries
on theWalendar entr@
link

Subject| .
; b). A new form will

Type @ appointment O reminder O meeting O all day event O anniversary

visibility ® public O private open up and you will
This site sends email alerts every day, alerts are sent a couple of days before the need t0f|” in the

event or earlier if the event falls just after a weekend. alerts are sent only for public
entries and go to everyone in the site alert list.

R event details as
Email O Email when entered AND before the event

alert @ gt email people before the event fO”OWS
O Do not email anyone about this event

Location|

(opt) ¢)Give your Entry a
Description Subject title
d). Choose one of the
5 available typesf
event: (appointment,
today is Thursday 06/11/2008 and the time is 19:40 reminder meeting, all
Begins s;:;;;;;eﬂédd/ start time (hh:mm) |19:30 day.event,
Ends end time (hh:mm) [20:30 annlversary)
Repeats  [Jrepeats e).Choose whether
you want it to be
public (all users who

have access to this site
can see the entry)r private (viewed only by you)

f). Choose how you would like the others to be notified

0)- 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 entriegdigg into the calendar entry document, and

selecting the Edit buttorif one of your entries is not valid anymore, you can Delete this page and

the entry will be deleted immediatelyf you have Admin A2Sa 4> &2dz Oy RSt SGS 201
well.
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5.3 Course Materials

Course materials arie place in LUVLE whdexturersusuallyput up theresources odine that are
needed for their coursesBecause there may be loads of files that the lecturer wbkédto 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, cliclon the link
Olnd!cates a recent entry under theLIJ 3 2 Set‘:tlﬁn@f

Search for pages added in the last day, 3 days, week, month

AcFin211 on LUVLE Version 8-1

|5 (opens in new window)

Ex t, Jopens afolder —/closes afolder the menu Th|S iS Wha.t your
Move pages to and from the archive [ archive / un-archive / move ] ’
students also seeAs you can
see, a number of folders have
already been created in this

course materials

Background info for theme Mike Cowie (25/09/2008) example, and the defaUIt
aLectres folder is open, and you can
Ooverall course materials
Catest folder see ts contents.

If you click on any of the
other folders, they will open instead, and ify&uf A O1 2y WO9ELJ} yR G(GKA& fA&GQX
OFYyR lye FT2ftRSNAR (KId (GKSe& O2yilAyo0 FyR @&2dQff 6
Youcan see this in the image below. As you can see in this example, there is a directory called
Wi SOGdZNBaQr YR $AGKAY (GKIFIGEZ GKSNB INB GKNBS 20K
Thus work can be filed for use 4ine, just as it would ben a computer hard drive.

AcFin211 on LUVLE Version 8-1

&bout Course Materials (opens in new window)
Omdlcates arecent Entry
Search for pages added inthe last day, 2 da ek,

Collapse this list, opens a folder, —/closes a fnlder

Move pages to and from the archwe archive / un-archive / move I

course materials

(rd
Background info for there Mike Cowie (25/09/2008)

ESLectures
Ezlecturel
Some lecture notes Mike Cowie (18/11/2008)

So
Eslecture2

Mike Cowie (18/11/2008)

_./IectureS
Lecture 3 notes

Mike Cowie (30/09/2008)

Jtest folder
xample course material Mike Cowie (04/11/2008)
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5.3.2 Add a new course material

Go to thecadd a newsection 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 NOTHEolder names are not editable

SubfoldersL ¥ &2dz ¢l yid (G2 ONBIGS | &adzoF2ft RSN gAGKAY |
GKSYy (el G(KS theuzxdfot RSNDa GAGES Ay

4. Select how you would like to display the iteBy dates, Always or NeveAlways is the default
option and it means that the item will be displayed for the duration of the module.

TIP:Most lecturers who use thBy datesoption 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 astceamedvideoin a course materiaFor @timum delivery
of online video youneedto use aspecialype of server to host the resourda streaming serverpt
Lancaster, there is a Flash Streaming Server (to create videos in the same format as other web video
tools such as YouTube). Li&e made it very
easy to link to this resourcgall you need to
R2 Aa OftA0] 2y G(KS W, S4aQ odzitizy ySEG (G2 WFRR Cftl

Important: To host materials on the Flash Streaming Serirethe first place you need to coract
p.tubman@Ilancaster.ac.uk

There are other wagof adding video to your LUVLE space depending on foffileaipcation etc.
Please contagb.tubman@lancaster.ac.ubr further details.
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