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How to Login to My Modules page

Start your web browser such as Internet Explorer, Netscape or Firefox. 
Type the following web address in the Location:  Go To: or Address: field. 
http://luvle.lancs.ac.uk/mymodules
You should now be prompted for your username and password.  This is your usual network username and password.
You can also login to your My Modules page where you see the MyElearning link.
[bookmark: _Toc178676797]Change my password
Before being able to enter to your personalised page, make sure you have already changed your Windows Passwords. 
When logging on any Campus machine, you will be prompted to change your password on the screen
If you are trying to log in to My Modules off campus, please change your password using the online ISS form:
https://www.lancs.ac.uk/iss/password/change/
It will ask you to type in your Username, your Current Password and Your New Password. Make sure your Password is secure and memorable. 
[bookmark: _Toc178676798]NOTICE FOR SOME POSTGRADUATE STUDENTS:
At time of writing, not all of the data for some postgraduate courses is held in the University staff/student database that LUVLE uses to link students to their courses. If you have followed the previous steps and you appear not to have a My Modules page, then this is the likely reason. You may still, however be able to access your VLEs through the following page:

http://luvle.lancs.ac.uk

This page, shown to the right, lists all of the University departments with web spaces, and for each lists each web space. 


Click on your department link. All departments are alphabetically listed, and when you click on their name, the list opens up to show the web spaces that they possess. In the picture shown, the modules for the Art Department are shown.
Click on the relevant LUVLE web space
You will be redirected to the Single Sign On page
Log in with your Windows Username and Password
Instructions on how to use the VLE starts on page 3

Please contact learningtechnology@lancaster.ac.uk if you have any problems.
[bookmark: _Toc178676799]My Modules:

Your My Modules page lists all the modules that you are registered for and the LUVLE spaces available for you to use, related to the modules you are taking. This information is taken from the Lancaster University Student Information system (LUSI).  If this data is incorrect please contact your Departmental and/or Student Registry.
[bookmark: _Toc178676800]Personal Information
On the top of the My Modules page you will see information about yourself including email, username and library card number.  If you have a photograph in the system then this will also be displayed on your My Modules page.  

If you have any online assessments you will see the link next to the heading online assessments.  This will take you to a page listing all the assessments available to you. 

You will also see a personalised teaching timetable by clicking on the link to ‘my timetable’.  This page may take a few seconds to load.  

Nearer examination periods you will also be able to retrieve your examination timetable by clicking on the link ‘my exams’.  If you require adapted examination arrangements because of a disability, dyslexia or other support need, please contact the Student Advisor in Student Support Services to request the necessary adaptations.

Further down the page, you can also view information from the Library Catalogue System. To obtain the data from the library catalogue click on the button called ‘update’. As you can see from the list on the left, the student ‘Juniper Berry’ has two books out on loan at the moment, one more has been requested, and the student has overdue fines of £3.40. This list can be updated from the library data at any time by clicking the ‘update’ button. Within the list of books, you can sort the different columns by clicking on the column title. If you want to make changes to your loans you will need to log into the Library Catalogue with your library username and password.

In the last box is an area called ‘MySpace’. In this it is possible to write notes to yourself as a reminder to do things, and there is also the ability to add your mobile ‘phone number. This is used by the lecturers in some departments to alert students to last minute information about their studies.
Some departments are piloting the use of SMS messages for their students.  If your department is involved with this pilot and you would like your lecturers to send you alerts by SMS messages please enter your mobile phone number in this section.  Click on the ‘add/edit’ button to add your mobile phone number.  Click on ‘submit’ to save your changes.

[bookmark: _Toc178676801]My Timetable (undergraduates only)
From the ‘MyModules’ page you can view your personal academic Timetable and check where and when your academic events are scheduled for. Please go on to the first section on your personalised page and click on the link ‘My timetable’. A screenshot similar to the one below will appear on your screen:

PLEASE NOTE: Personal teaching timetable details come from Student Registry records.
Not all departments submit all their timetable details to central records so please be aware that your timetable as shown here may not be complete. It’s worth doing a check at the start of the year against departmental records to see if your on-line records match up with those posted in departments. Each year, instances of departments who do not provide full timetable records to the central registry becomes rarer.

If your timetable is empty this means that none of your departments have submitted timetable details. 

Please consult department noticeboards for missing courses and events. We hope to include more complete timetable information here in future.


Different events are coloured differently:

	Study Placement 

Film screening 


	Field trip 

Practical
	Seminar

Tutorial

Workshop
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Accessing the Virtual Learning Environment (VLE) and Overview of Facilities
[bookmark: _Toc178676805]
How to get to the webspace and move around within it:

Whilst on your ‘MyModules’ page, check the list of modules which display underneath your Personal Information. Under each module’s mnemonic and title, there is a list of webspaces related to that module – in the case of our fictional student, there is just one, Accountancy and Finance 211, or Ac.F211. All LUVLE webspaces shown in your My Modules page are updated each night and ready for you to access. If you click on this link, you’ll go through to the webspace on the next page:


The LUVLE Webspace
Usually, one LUVLE webspace supports each course module.
To the left is the home page of an example LUVLE webspace, and by taking each part of this page in turn, we can explain how many parts of the entire webspace function.
Firstly, and at the top of each of the sites’ web pages, VLEs have navigational links to other parts of LUVLE, and other learning resources at Lancaster Uni. 
Secondly,  the VLE features a menu down the left-hand side that enables the user to move around within the site and create documents within it.
The home page features a welcome message section,  . The purpose of this is usually to tell the webspace users the objective of the course that its been set up for.
Lastly, , the home page contains a list of recent documents and those which are members of a current theme, which is way that lecturers can bundle up a set of documents and bring them to the attention of the webspace’s users at a particular time. We recommend that you have a look at your webspaces every few days in order to keep up with the latest developments in your course.
The Top Banner:
The top banner of a LUVLE webspace shown above contains links to other web resources, plus the status of the person logged in. It is made up of two lines of links, and often has a department banner image (not shown here) inbetween the two. The list of links is as follows: 
	Top line (which is also present in other parts of LUVLE):
MyModules – A link back to your LUVLE home page containing the list of your courses that have webspaces, including this one.
MyPlace is the on-line personal reflection tool for undergraduates to produce a learning record.
MyPGR is an area giving information for PostGraduates and their supervisors to record developments in their research work and to stay in touch with each other.
Webmail – is the student email system
Library – links through to the library systems
Help – is the help facility for LUVLE itself.
	Second line (which only appears in webspaces):
Modules by Dept. – A link to a list of all of the LUVLE webspaces, listed by department. This is another way to get to your webspaces (if you know what courses you are on).
Status link – in this case, it reports ‘Mike Cowie’, who is a member of both staff and admin. This is also where you can logout of the system.
LTG – Learning Technology Group – background info about the group who created the webspaces.
CELT – contains info about other learning resources, both on and off-line.
Central Services – contains info about other student resources on campus.




Menus Section:
Another constant part of every page in a webspace is its menu, which is divided into 5 sections:
The search facilities.

To find something within the webspace, type the name of a word or phrase that will be in what you what to find, and the facility will list documents that contain the word or phrase. If you’d like more search options – for example to restrict searches to finding documents with combinations of certain words, then click on ‘advanced search’. The advanced search has very clear instructions on how to use it.

The navigation section between lists of different types of learning environment documents.
Under the - Go to – heading is the list of different types of course materials that you can access and/or create. These are as follows, and they are documented more fully later in this guide: 
Announcements – messages created by the webspace tutors to notify you of something.
Main Discussion – A place where students and/or students and staff can discuss formally aspects of the course.
Café Discussion – A place where students and/or students and staff can discuss informally (optionally you can hide your identity when talking about aspects of the course so that you can ask questions without fear of looking silly to others on your course).
Calendar/Entries – In this area, students can create their own time-orientated documents, listed either by display within calendars or by a list of the entries themselves.
Course materials – are items placed in the database by the tutors to assist students.
Coursework – an area where you can upload completed assignments for marking.
Learning Journals – A place where the student can keep a log of their experiences during the course for later personal reflection.
People – staff and students doing the course can upload some details about themselves including pictures, which can help course members identify each other. 
SiteMap – is just a long list of all the documents in the site, listed by type.
Lastly (although it is first on the list) Home Page – Apart from the introduction to the site, this page lists the new documents that have been added to the site, and the current theme(s) – these are documents of different types grouped together in order to support a theme of study within the course module. 
Under the - Add a new – heading are the document types that you can create yourself (N.B. you can add coursework documents too, but that is done inside the coursework facility instead).
Under the - Other links – heading are external links that will open in a new window.

Under the - Site Support – heading are a number of support facilities to help with the running of the site and the course. 
Monitor this site – this is a facility that lets you receive notification everytime that there is new content in the site using a mechanism called RSS.
Site owner – lets you email the person/people looking after the site; often learningtechnology@lancaster.ac.uk 
LT Support – link through to the support pages for the LUVLE environment.
Feedback Form – if you’d like to leave comments about the LUVLE webspace, good or bad, and help us improve our service, please do so here.
If you feel that part of a site should be reported because of its content, then this link initiates a mail message about the site. 
[bookmark: _Toc178676808]Homepage content – New Items and Themes
The home page is the first place that you see when you go to a webspace, and it’s therefore the place where the latest things that you need to know about each webspace are shown. Here is a description of the main part of it:

”by theme” – a theme is a way of grouping documents within the webspace together, and highlighting them when they are most important in a course.  Alternatively at the top of the central home page section here, you can choose to see just the 25 most recent documents, whether or not they are in a theme, or you can see all themes, or just current ones.
The list of “Documents not categorised by theme” is what it says – these are just recently added documents that have been added to the webspace, but which are grouped together. 
Below the list of unthemed documents are themed ones that have been timed by the lecturer running the course to appear at particular times during the course so that your attention can be brought to them at the time that the lecturers intend. The different learning resources  on the site can therefore be presented to you one after the other during the working year. 
The documents are all grouped under the theme to which they belong. In this case there is only one current theme with four documents, one of each type that can be grouped – an announcement, an item of course material, a piece of course work and a discussion topic. These are discussed in more detail later in this document. Note that where LUVLE documents have attachments such as Word files, these can be opened up from the list directly, to save your time in going into the LUVLE document to find them

Extra things to know about the home page messages:
The LUVLE webspace for your course may have all of the areas described in this overview of facilities or just some, depending on what is needed for a particular module. The lecturer can arrange to have some of them turned off if he/she doesn’t need them. The ‘go to’ menu on the left of each page shows which ones your course has. 
The last 25 messages/postings will usually display on your homepage if you select this rather than themes, but again, it is possible for your lecturer to disable some types of  message from showing on the home page. The lecturer might do this, for example, to stop a busy discussion site having discussions messages swamping out important announcements. Again, like themes, this is a mechanism that enables your lecturer to direct your focus towards things most important for you to do your course. It’s worthwhile for you to drop in to each of your modules’ workspace(s) every few days, or more often during busy periods for new items on the site. 


Explaining the items on the menu list 
Going down the menu list, here is a short description of all the different functions of the webspace; what they are for and how they can be used. The first in the list is the home page return link, which we’ve already covered, and beneath this is:
Announcements
 
[bookmark: _Toc178676809]Announcements are created by the lecturer who is running the webspace, and are there to keep you up to date with events on the course.  In a theme, they’d generally be overall descriptions of what it’s about, and out of a theme, something outside the normal running of the course, for example a change of lecture venue or request that students should bring along certain notes to a lecture or other course event. Below is a screen capture of a typical list of announcements – the first one isn’t in a theme, and the last two are related to timed themes. The times at which they come into play during the course is appended to their title.
Recently added (within the last 5 days) documents are denoted by having a red dot placed next to them; in this case all of the three documents were put into the system more than 5 days ago.
If an announcement were to have an attachment, the link to the attachment shows on the right of this list, under files, and you can download the attachment directly by clicking on it. If an announcement has attached files, the type of the files will display as well.
[bookmark: _Toc178676810]Attachments – viewing & printing:
All attached files are available for viewing or saving – to achieve this, click on each file and either it will open in a new browser window or you may be asked if you want to Open the file or Save the file - this depends on the local web browser set up.
If you want to save the file, right click on the link and you will see a menu pop up.  In Internet Explorer choose "Save Target As…", in Firefox choose "Save Link As…".

Main discussion and Café Discussion

 

Main discussion and Café Discussion are areas where a discussion can take place on a subject relevant to the course, perhaps just between the students or in consultation with the staff. It might, for example be a place where an interaction that the students might do as graduates is simulated. It is generally used for more formal purposes in the space. The Café, on the other hand is where more informal chatting about the course can take place. The only functional difference between the two areas is that main discussions can be part of a theme whereas a café discussion can’t be. 
To go into the discussion areas click on either ‘main discussion’ or ‘café discussion’ under the – Go to – part of the menu list. This example shows the main discussion area. As you can see from the screen capture here, in this case there are two discussion threads at the moment, and the first one has one reply.  The first discussion topic is not part of a theme, and the second is in the theme “Michaelmas Weeks 1-3”
Each link listed is the title of a main topic, followed by who posted it, when and how many replies there have been. 
If there are many postings and you find it difficult to navigate, use the search options at the top right. You can narrow down the view to topics posted the last day, 3 days, week or month. You can also view messages by topic, author, date or by group. A group is a way that a lecturer can divide up the class into groups, and may or may not be turned, according to the needs of the course.
To see a topic that starts a discussion, click on its link – in the case above, there are two, and we’ve clicked on “First discussion of term”.  The contents of the message will be displayed and at the bottom, there is a thread map showing you all the responses that have been made:
Navigation: you have three different ways of viewing the threads:
a). You can choose to Show the entire topic, which displays all messages on a new browser window.
b). You can also navigate through different messages and topics using the links at the top right corner
c). Or you can directly jump to the message you want to read.
Attachments to messages can be viewed in the same way as in the announcements area described before.
Participating in a discussion:
If you would like to reply to a topic, you have two options, and these are:

If you reply to a reply to the topic already there, then the options are: 

N.B. On some courses especially, a lecturer or other site manager will lock a topic so that it can only be read. If a message has a  next to it this means that the topic and its replies are locked.  You will not be able to reply to this topic, but you can still read it. This can be a very useful if the topic has been provided as an example of the conduct of a formal interaction that is to be carried out in a discussion space, or if a discussion needs to be “frozen” at a particular place so that it can be analysed.
[image: ]When you reply, a new form opens up for you to fill in. 
At the top right side you can choose whether you want to Show or Hide your name. This is useful if the discussion area – main discussion or café - is used as a place where people can ask the tutor(s) – or other students – questions about things that they don’t understand on the course and don’t want the other students to have to know who it was who asked the question. Please note that whoever has Staff/Admin access (all lecturers) will be able to see who posted the message. 
You can also choose to Show the e-mail address and Photo you have provided in your Personal Profile (if available, please read below).
Make sure you change the title, if necessary. If you leave it as it is, it will be the topic title preceded by ‘Re:’; if you are replying to a reply, it will be the title topic preceded by ‘Re: Re:’.
If the Groups tool is activated, you can also choose which group can see your reply. Groups are a way that the lecturers have of dividing classes for a large number of different purposes. In the example shown, Juniper Berry has been placed in the group ‘Monday_session’ which might, perhaps be a tutorial group.  Juniper has the option here of writing a reply  that can be seen by everyone or just by other members of that group. Note that in some circumstances (not this one) a person may want to write to the members of two groups with one message, and if that is the case, by holding down the Ctrl key, you can select more than one group.
You can use a selection of text editors according to your needs and there are links to select them just above the text area. The default editor is very versatile, and has many formatting options, and can achieve similar results to Microsoft Word. In order to find out what each icon does, hover above it with your mouse pointer and a short description will pop up.  The text area itself will contain the text from the previous topic or previous reply if you chose the ‘& quote’ option above, which you can then append your reply. 

You can attach a file to a topic or reply by clicking on the [image: ] button at the bottom of the form. If you are using the Internet Explorer rich text editor click on .  Check that the “Files of type” field is set to All Files (*.*). 
The maximum file size is 5MB in the Discussion areas for Students.
When you have finished, press the [image: ]button either at the top or at the bottom of the screen. You will see the message that you have just submitted. 
How to start your own main discussion or café topic
[image: ]If you’d like to start a discussion topic of your own, under the ‘add-a-new’ section on the left you can click on the ‘discussion topic’ or ‘café topic’ link depending upon whether you’d like to start a new main discussion topic or a new café topic.  The procedure is exactly the same as when you make a reply, but you’ll need to give a distinctive title to your message and also add some text in the message body (text area) before you submit it. 
As before with replies, if groups are set up, and you wish to direct your reply to one in particular or to everyone, you should select it from the group setter just above the text box, but when initiating topics in the main discussion area it is also possible to create your discussion topic so that it and their replies are associated with a theme. Themes, are, as mentioned before, timed ways that lecturers can bundle together different resources at different times so that attention can be brought to particular resources at particular times during the course. In order not to add your discussion to an existing theme, just leave the theme selection box (shown here by the arrow) set to ‘no theme’, otherwise, click on it and choose whichever theme you feel is appropriate.
[bookmark: _Toc178676825]Edit or Delete messages
You can also Edit or Delete your own messages (not other people’s!).  Click on a message that you have written.  You will see the [image: ] button.  Click on it and you will be presented with your message. Make any changes you require and then click the [image: ]button as before. 
To delete a message, click on the message and you will see a link ‘delete this page’ at the buttom right corner of the screen, just below the text area. 

PLEASE NOTE: You can only delete your own messages as far as they have no replies to them by other people. Once a message is part of a threaded discussion and has replies, it cannot be deleted by the Student. 
[bookmark: _Toc178676811][image: ]Calendar/Entries




The calendar is a facility where those on a course can post appointments, meetings, events, reminders or anniversaries that are important to everyone on the course, and it’s also a private facility where a person can jot down important events to themselves with in it. To get into it, click on the ‘calendar’ link under the ‘Go to’ menu. You should see a screen similar to the one below:

[image: ]

You can move through the dates in the calendar using earlier and later links above. Alternatively you can choose to show 1 day, 2 days, 1 week, 2 weeks, 1 month or 1 year on a page. Entries in the calendar will show as links under the date. Click on the link to view the entry. In the example shown, there are two appointments during this two week period – one on the 3rd of October, and another on the 6th. 

The calendar entries can be shown as a simple list instead of in the calendar format, and to do this under the ‘go to’ menu Click on the ‘entries’ link, and this will display all the entries as below:

[image: ]
This lists all of the calendar entries on the webspace, and as you can see, on this one there are currently only the two shown before on the calendar format. In the next section, we’ll add another.


[bookmark: _Toc178676812]Creating a new Calendar entry

[image: ]To create a new calendar entry, click on the “calendar entry” link under “- add a new –“ in the left-hand menu. The following form will appear, and you can fill it in to put your entry into the system.

The entry must have a title, then you need to choose whether the entry is an appointment, reminder, meeting, all day event or anniversary, and whether the calendar entry is public or private. The event shown is clearly an invitation, not a personal memo, so it should be set to public.

The version of the web site available for documentation did not have the emailing facility enabled, but the version available for 07/08 will enable you to choose whether you’d like to email everyone recorded in the website on the day before the event. The course supervisor will have to make sure that all course participants’ emails are recorded within the webspace, however.

You can optional state where the entry is taking place (in this case Pendle Bar), and then you must enter some text to say what the entry is. 

Lastly, you must of course say on what days it starts and ends, and at what times. You can then click on Submit to create the entry.
[bookmark: _Toc178676813]Edit and Delete Calendar Entries
You can always go back and edit your entries, by clicking on them and then selecting the Edit button which will appear to those entitled to edit calendar entries – which you will be, if you created it. If one of your entries is not valid anymore, you can click on the “Delete this page” link and the entry will be deleted immediately.



[bookmark: _Toc178676815][image: ]Course Materials



The “course materials” part of the webspace is very widely used for getting the resources necessary for the course to students. Messages are either grouped in folders, or, as shown here, listed under the themes that they are in. You can access the Course Materials by clicking on the link under the ‘go to’ section of the menu. 
[image: ]Navigation and Search. You have a number of options available to help you view  the course materials documents. You can use the links in the top-right hand corner to view all of the documents created in the past day, 3 days, week or month, and it is there that you can switch to the folder view, in which the documents are placed into a hierarchy so that they can be located easily. 
Note that attachments to messages appear in the themes list so that they can be opened quickly without having to go into the documents themselves. 




[bookmark: _Toc178676816][image: ]Coursework




Coursework enables the lecturer to set up an assignment on-line for the students on a course. This is an area which can contains instructions, and have attached documents to assist with the assignment. The student work can be uploaded to this area, provided that they upload it at the right time, and the member of staff can then mark the work. This mechanism has the advantage to students that they can hand in work without having to come into the department, and they also don’t have to pay for printing; the advantages for the lecturer are that they can keep all the work together on-line, so there should be less chance of anything getting lost in a departmental office, the arrangements for when the work needs to be handed in are stated very clearly, are largely automated, and if work is handed in late, there is a date record available to say when that happened. If the lecturers on the course use software to check the originality of the work, this can be semi-automated too.
[image: ]To go into the coursework area, click on the “coursework” link in the “Go to” section of the left-hand menu, and the list of coursework items will appear. In the example shown, there is just one – “Coursework for this theme”, and it is contained within a course theme “Michaelmas Weeks 1-3”. The theme runs from 16th Sept. to 21st Oct, but the coursework is accepting work from the 30th Sept as shown, and there is an attached file called “Instructions.doc” to assist the students with the assignment. To see what the coursework is, click on the link.
[image: ]The course work document contains the details of the work, and what you have to do.
This piece of work is for everyone on the course – on some courses, those attending it will be divided into groups, and if that affects coursework, it’ll be shown here. 
If there are attachmented documents to help with the assignment, they’ll appear here. In this case there is one and it’s the instructions for the assignment.
The name of the coursework and the instructions are listed here – in this case the text doesn’t say much – the instructions are in the attached document, above.
The submissions dates section is very important – it tells you the window of time that you have to do this assignment, the deadline, the consequences of not handing the work in on time and the time after which work won’t be marked at all. 
The lecturer can set a number of requirements for course submissions, and these are usually set. This section says two of them – when you submit, you create a page within the workspace for the lecturer, and in this case – the default – is that you must attach a file (usually your essay) to that page. The attached file must be of the correct type, too. The types listed are the ones that work with the University’s originality checker. 


Please note that this list does not include Microsoft Works. It includes Microsoft Word (all versions), but not Works, which is sometimes provided free on students’ personal machines. If you only have Works on the machine that you use to write your work, please could you save it in one of the formats listed, or you may be asked to resubmit the work again in the right format. (Incidentally – we have taken this issue up with the manufacturers of the originality checking software, as we realise that this is not great, but until they do something about it, it is important to submit coursework in formats that can be checked).
Lastly, right back at the top of the page in the corner is the button that you need to click to submit work. Click on this to create your coursework handing in page, to which you should attach the work that you’d like to submit.

The coursework handing in page is shown on the next page:


[image: ]
The coursework hand-in page

This is where you actually get to submit your work to the system.

This is the declaration of originality. It is very important that work handed in is your own, and this declaration says that it is, and that you are prepared to have it checked to help make sure that it is. This is optional on the hand-in form, but most lecturers will leave it on.
This is a reminder of the deadline and the cut off point for the work. This is especially useful for students who really like to work right up to the wire, and in future versions, we’d like to put in a real-time count down to zero, preferably with alarms.

PLEASE NOTE: if you experience difficulties submitting your work on time, it is better to discuss the issue with your lecturer as soon as possible. As Learning Technologists, we get to see how many students throw away marks by handing in a few hours  or days late, and it is a remarkably high proportion.

This is section is where you give the hand-in page a name (usually, it should be the title of the essay that you’re handing in), and this is where you add notes to help the lecturer. It is possible if the work handed in doesn’t have to be an attachment (as it does in this example) to provide it as a web link if it has been created as a web page somewhere.

This is where you actually attach files to the document before submitting the document to upload them. Note that two upload boxes are provided in case you have a second file – you should not upload the same file twice. If you have more than two files, you should submit this page, and then re-edit it in order to upload the rest of your files. The maximum file size limit is 60MB per file in the Coursework area for Students.

[image: ] Finally, you need to go right back up to the top of the form to find the submit button and upload your work.

[bookmark: _Toc178676820]

Edit and resubmit your coursework submission 
[image: ]You can always go back and check your submission and the file attached any time before the Deadline. Just go back to the coursework list, and click on the coursework assignment that you submitted to before. The coursework item will now have a link to your submitted file right at the bottom of the screen – it looks like this:
[image: ]
Click on the link to your submission document, and it will be displayed on the screen, displaying your attached files, and an edit button. The top of the example document is shown here on the right:

Click on the edit button, and you will be able to edit all the different parts of the file until the deadline has passed – its title, comment text  - and you will be able to replace its attachments. 

[image: ]To do this, click in the box to the left of the attachment name whilst in edit mode. This will delete the current attachment when you click submit. If you then scroll down to the browse controls at the bottom of the page, you can upload files as before. Note – it’s probably worth giving the old and the new attached documents different names so that you don’t get confused as to which is which.



[bookmark: _Toc178676826][image: ]Learning Logs




The idea of the learning log is for you to make regular entries in it, creating a reflective record of your journey through the course. 

Depending on how the site is configured the learning log may work in one of four ways: 1) it can be private to the student; 2) it can allow tutor access, in which case the tutors can read and add comments to the students within the learning log; 3) it can be open to all students and tutors. 4). It can be open to other people on your course that you choose when you create documents. Your tutor will advise as to how the site is configured for your particular course.

The logs are designed to be a permanent journal of your passage through the course, and because of this, the lecturer can set the time before your entry in your journal. This can range from no re-editing – the Jack Kerouac approach – to 30 minutes, one hour, 24 hours, or no restriction on re-editing. Again, your lecturer can advise you on how the webspace has been set up.
[bookmark: _Toc178676827]Using the learning log
[image: ]To start a new learning log, under the ‘Add a new’ menu click on the ‘learning log’ link. A web form will be displayed for you to add your entry.  
Note that just under the title (depending upon how the webspace has been set up), you will most likely have a list of the people who can see your journal. Select the people you’d like to be able to see it, or click on ‘-just me –‘. If you hold down the Ctrl key, you can choose several people from the list to give permissions to.
When you have completed your entry, click the Submit button. A date and time stamp will be added to your submission.
You can read your log at any time by clicking on the ‘learning log’ link under the ‘go to’ section on the left hand bar. This will list all the learning logs that you have permissions to read, and you can select the one that you want. Note that each time you click on ‘Add a new’ learning log, you get a new one, so if you’d like to add extra things to an existing learning log, read you existing learning log, and click on ‘append to journal’.


If the site is setup to allow your tutor to add comments within the learning log then these are indicated in navy and italics: and appear similar to the screen below: 

[image: ]If you are not sure whether your learning log is private, tutor/student or public, please ask the site owner as soon as possible!


[bookmark: _Toc178676828][image: ]People




The people feature allows all users to write a short summary of themselves as well as share some contact details with their fellow students and lecturers.

Under the ‘go to’ menu Click on the ‘people’ link. 
You will see two collapsed groups, Staff and Students. Click on the arrow next to them to see the people who have added their details.
[image: ]
Each name is a link. Click on a link to view the details. You should see a screen similar to the one below.
[image: ]
[bookmark: _Toc178676829]To add a new profile:
Under the ‘add a new’ menu click on the ‘personal profile’ link and fill in the form. 
You can leave fields blank if you do not want to give certain details.
You can attach an image to your profile, using the browse button. Please note that the file must be of type .gif .jpg or .png to display correctly.

[bookmark: _Toc178676830]Edit a Personal Profile:
Go to the People link at the main menu.
Select your name.
You can edit your own profile by clicking the edit button. Make any changes you wish and submit. 
You can also delete your own profile using the ‘delete this page’ link at the bottom of the page. 

[bookmark: _Toc178676831][image: ] Site map


[image: ]The site map facility allows you to see all the files in the site in one big long list. This can be very useful in finding a file very quickly if you’re not sure of its name, but maybe know something else about it. The list (part of one is shown here) shows the creation date, size, creator, name and category of each file, and recent ones have their date listed in red to make them stand out. If you need to find a file by its contents then you are better off using the search facility, described below.








[image: ]Searching the site


You can search the messages for a keyword by using the search, located in the top left corner of the screen.  Enter a search word in the box and click on the Go button.  A list of those messages containing that word anywhere in them will appear, showing the document type and a link to the message.

If  you need to search for files in a more complex way then click on advanced search. This gives more search options that will either narrow down or widen your search criteria.  
There is also the ability to view the site map for the site, under the ‘go to’ menu click ‘site map’. This will give an overview of everything that is in the site.
[bookmark: _Toc178676832][image: ]Site Support
Under site support are links to a number of varied facilities and email address. 
The first allows you to set up RSS (Really Simple Syndication). RSS is a way to get regular updates from websites delivered direct to you. Click on the link ‘monitor this site’ under ‘site support’ on the left hand menu for more information on how to set up RSS for your site.
The ‘site owner’ link is a link to enable you to email the owner of the website.
‘LT support’ links to the Learning Technology web pages.
‘feedback form’ links to a form that enables you to tell us what you think of our webspaces, and maybe suggest improvements.
The last link enables you to contact us if something on the webspace offends you, and we will endeavour to take this to the webspace’s owner as quickly as possible in order to resolve the problem.
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