Preparing for on-line learning
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Aims and Objectives
Aim
To provide an introduction to using an on-line learning environment.

Objectives
After compl eting this course you will be able to:
Navigate around the course.
Identify the key elements of the coursei.e. Topics, Blocks, Activities,
Resources.
Use the Activity modules showcased in the course.
Interact with the course teacher and other students.



Student Guide - Introduction

The course assumes that your teacher has confirmed that you have at least abasic
knowledge of how to use a computer including using input devices like amouse and a
keyboard. In addition, it is assumed that you are familiar with your web browser and
navigating between pages on the internet or an intranet.

In this guide you will be introduced to the basics of participating in an online course.
This part of the course is on paper, as you will need to refer to it at the same time as
taking notice of what is displayed on screen.

As the course progresses the emphasis will move from this guide to solely online
activity. An online version of this guide is available within the course in case you
wish to refer to it later in electronic format.

The actual appearance on screen is governed by settings on your own computer and as
aresult what you see may be dlightly different to that shown in the examples.

Please follow the stepsin the order shown until you have completed the section on
basic navigation.

Entering the course website

Go to the course website using the site address provided to you by your teacher or the
site administrator.

If you do not have an account you will need to create one.

Read carefully the text under the heading “Is thisyour first time here?’ and then click
on the “ Start now by creating a new account!” button.

: ReturninE to this web site? | Is this ;our first time here? |

Login hers using your username and passwoard: Hil For full access to courses vou'll need to take a minute
(Cookies must be enabled in vour browser) @ to create a new account for vourself on this web site.
Each of the individual courses may also have a one-time
Username: | "enrolment key', which you won't need until later. Here
Login 7 :
are the steps:
Password: |

1. Fill out the Mew Account form with vour details.

2. &n email will be immediately sent to your email
Some courses may allow guest access:

address.
e e 3. Read vour email, and click on the web link it

contains.

4. Your account will be confirmed and you will be
logged in.

Forgotten your username or password? 5. Nowy, select the course you want to participate in.
6. Ifvou are prompted for a "enrolment key' - use the
Send rmy details via email one that your teacher has given you. This will

"enrol” vou in the course,

F. Tou can now access the full course, From now on
you will only need to enter your personal username
and password (in the form on this page) to log in
and access any course you have enrolled in.

Start now by ereating a new account! |

To gain full accessto courses you will need to create a new account for yourself on
the course website. Each of the individual courses may also require aonce only
"enrolment key", if thisis the case which you will not need this until later. The
following are the steps you must take to access the courses:
Click on the “New account” link in the instructions or click the “ Start now by
creating new account” button.
Mew Account



Fill out the New Account form with your details. In most cases you will create
the username and password.

An email will beimmediately sent to the email address you entered in the new
account form.

When it arrives, read this email and click on the web link it contains.



Y our account will be confirmed and you will be logged in.

Now, click on “Courses” to see the available courses.

Entering the course
When you first access the course pages you will see alist of the courses on the site.

Find the course in which you wish to enrol (you may find additional information by
clicking on the information icon).
i



When you are confident you have the correct course, click on the text of the course’s
title. In this example we will be enrolling in the “ Getting Started” course.

If you are not already logged into the site you will be redirected to the log in page
where you must enter your user name and password in the boxes provided, see below.
The username and password will be those you specified when you created your new
account to access the site.

In some cases the course may be protected so that only students who have been
provided with an enrolment key (password) may enter. If thisis the case you will see
a“key” icon adjacent to the course title.

o

When you attempt to enrol on the course, dispaying a“key” icon, for the first time
you will be prompted for the enrolment key which you will need to enter before you
can proceed.

The enrolment key will be provided to you separately, please do not share it with
others unless you are requested to do so by your teacher or the site administrator.
Before we move on, it' s worth mentioning one other icon you may encounter — the
“Guest” icon.

g
Thisicon indicates that a course may be viewed by guests who are not enrolled on the
course. Guests are not alowed to participate in activities in the course. In some cases
guests are required to enter an enrolment key to gain access to the course.



In the course.

In this section we will take a quick tour of the course environment. Some of the items
will be described in more detail later. Please bear in mind that you may not see all of
the following in future courses, as they are not all essential for every course.

The coursetitleis shown in the top left hand part of the screen. In thiscasewe arein
the “Getting Started” course.

In the top right hand corner you will see something like the following:

This shows your user name (in this case Demo User), if you click on the user name
you will display your own profile where you can enter information about yourself. In
addition, the word “Logout” is displayed, if you click on this you will exit the both the
course and the site.

Basic navigation.

There are a number of ways to move around the course.

“Breadcrumbs’ — thisis a menu positioned below the course title which shows your
position in the course. The notes below the following breadcrumbs example will make
this clearer.

Home: Clicking on this would take you to the screen which displays dl of the

courses on the site.

GS: Thisisthe shortened name for this course, clicking on this would take you

the main course page.

Quizzes: Clicking on thiswould display alist of all of the quizzesin this

course.

Animal Quiz: Thisisin adifferent colour and indicates that thisis the activity

currently being viewed.
The aboveis only one example of how the breadcrumbs menu may appear. Keep any
eye on this as you navigate around the course, you will notice that it changes to reflect
your current position.
Another method for navigating can be found at the foot of each screen or activity.
This takes the form of atext link which will take you to either the homepage of the
site (where all the courses are listed) or the main screen of your course. The link will
either display the word used to describe the homepage of the sitei.e. Home” in this
example, see below;

Home
or the shortened name of the course (in this case “GS’ for “Getting Started”).
G5

Text links are used extensively in courses and are used for a number of purposesin
addition to navigation e.g. display information, turn options on or off.
Whilst in acourse activity you can move to another activity or resource in the course
by means of the following:

The “Next / Previous® buttons (below) will take you back and forth between the
activities and resources in the order in which they appear in the course topics, whilst



clicking the drop down list will allow you to select from the complete list, in topic
order, and navigate directly to your selection.

j Next

j Previous

Note that if you use the above or click on the “Home” or shortened course name links
to navigate to another area of the course your input may not be saved. To avoid this
always ensure that you complete what you are doing within the activity first e.g. post
to aforum, save changes.

Throughout the website and course you will encounter text which changes colour and
becomes underlined when you move your on screen cursor over it. These are text
links which, when clicked, will take you whatever is described in the link text.
Findly, it is possible to navigate between pages by using the navigation buttons on
your web browser. This is not recommended, you will obtain more consistent results
by using the navigation options within the website and course pages.

The main course page is divided into a number of specific areas which you will
encounter often (although not necessarily always as mentioned above). An overview
of theseis given in the following sections.

Topics

Topics often reside in the centre of the course main page. It isin the topics that your
teacher will place the activities etc., which make up the online elements of your
course. The column of topics may vary in appearance depending on how your teacher
has designed the course. Topics may be identified by a number, a number and date
range or simply by a descriptive name. Examples of each are shown below:



For thefirst two types of topic above, it is possible to focus on one topic only and to
access the other topics by selecting from a drop down list. This can make navigation

more convenient where there are many topics in a course.
To achieve this click on the squares at the right edge of the topic area you want

displayed, see below.

Thiswill “collapse’ the topics leaving just onein view. The process can be reversed
by clicking one of the two squares now displayed at the right of the topic area.

When clicked, the “Jump to ...” menu allows you select other topicsto view.



Blocks

Blocks are on screen areas which are placed at the side of the main course page. They
fulfil arange of functions as described below.

People block:

The People block provideslinksto alist of al participantsin the course by clicking
“Participants” and your own user profile by clicking “Edit profile”.

Sometimes you will see areferenceto “Groups’ in this block. This means that your
teacher has established separate groups amongst the participants in the course. The
manner in which you may view or interact with members of other groups (if at all)
will vary depending on the needs of the course.

Online users block

This block displayswho is (or has been online) in the course.
Topics / Section links block

Clicking on the numbers within this block will take you to the appropriate topic
within the course. (The block title displayed varies according to the topic layout
chosen by your teacher).



Activities block

This block displays all of the available activity typesin the course. Clicking on the
text to the right of the activity icon will display alist of all of the available activities
of that type.

Search block

This block can be used to search for text amongst the forum entries in the course.
Forums are a particular type of course activity which we will look at in more detail
later. To search simply enter the text sought in the field and click the “ Search forums’
button.

My courses block

This block displays the coursesin which you are enrolled and provides alink to alist
of all courses on the site.



Calendar block

As the name suggests this block provides a calendar function for the course. The
calendar will be examined in more detail later.

Upcoming events block

This block displays upcoming events together with links to view the calendar and to
create anew event in the calendar. The number of upcoming events and the period
covered is set by the teacher and may vary between courses.

Recent activity block

This block displays recent activity within the course together with links to the activity
itself and afull report of recent activity. The number and nature of the items will
depend on the amount and type of activity in the course.

Latest news block



This block displays brief details of news added to the Course News Forum including
who posted the news, the title of the news item and the date and time. Clicking on the
word “more...” will take you directly to the full newsitem.

Administration block

This block contains alink to the Grade book where you can monitor your
achievement against each graded activity.

Click on the “ Change password...” link to be taken to another screen where you can
amend your password details.
If allowed on your site the “Unenrol mefrom GS...” link will alow you to un-enrol

from the current course.

Topic 1 - Course resources

Asthetitle of this section suggests, a course can contain various resources which you
will need to assist you in your study. These can take various forms e.g. text, images,
video, web pages, Microsoft Office documents, Acrobat pdf filesto name afew.
Resources are accessed by clicking the text link to the right of the resource icon (an
exampleis shown below).

If you look at Topic 1 in the Getting Started course you will see a number of
resources, the first oneis an electronic version of this guide. Open the resources to see
what they contain, returning to the following section “ Topic 2 — Forums and the Text
Editor” in this guide when you have done so.

Topic 2 — Forums and the Text Editor

In Topic 2 we'll be looking at how to use the “Forum” feature within a course. Again
there are numerous options available to teachers who decide to include aforumin a
course, some of the most common alternatives have been selected here.

Commence this topic by reading the contents of the resource “L earning about forums
and the text editor”. Keep an eye on your email inbox as your teacher will be sending
you some instructions (you may have received them aready) about what to do next.



