TEACHINGALEARNINGUNIT

FACULTY OF ECONOMICS & COMMERCE

LM S Usars Guide
for Economics and Commer ce Staff

Teaching and L ear ning Unit
Faculty of Economics and Commerce

Paul Andonov
June 2007

Last Revised: July 4, 2007
Version 3.0

For further information contact:
Paul Andonov

Telephone: 8344 3646

Email: pandonov@unimel b.edu.au




LMS Users Guide for Economics and Commerce Staff — Version 3

Contents
SECHION L: INITOUUCTION ...tttk b et r et r e
L1 LIMS OVEIVIBIN .ottt e e et ettt b et en e e nen s 3
1.2 ABOUL thiS QUITE. . ..ottt ettt e e e 3
1.3 BenefitS Of tNE LIMS.......oo ettt sn e enes 4
1.4 ONINE TESOUICES .....cuviueeueetiteeeueeteseee ettt st ettt st e st s et es e b e seeae b e se e e b e e bt se e s e b e se e e ebene e s ene b e nn e e eneenas 5
L4, 1 WEDSITE SECHIONS......ecvieiieeet sttt b it n e en e e nnens 5
1.5 SUPPOI SENVICES. ...cuiviueeesiiiesee sttt sttt sttt s et sttt st e bbb st b ek se et b et et e st b e st e e ebeneas 6
L5 1 HEIPAESK SEIVICES....cueeeiieeeeeee ettt sttt st e et e e eesbesaesneeneeneesneenens 6
1.5.2 Other support and traiNiNG SENVICES. ......coviveieereeresereeie e s e steee e e see e ssesreeseeneesaesnenns 6
Section 2: Hit the ground FUNNING ......ooeeoere et e e aestessesseeseeseesneeneensenes
P28 I o To 1 o T 1o 1 I Y S SRR 8
2.2 The LMSOME PAgE |QYOUL........ceeieeeeieee ettt ettt eae e e s eesnesneeneenseneeeneen 8
2.3 Adjusting the MY SUDJECES @I€a..........eeoeeeeeeieeieeree et e et eneesre e e enes 10
2.4 The LM S SUDJECE PAJE [QYOUL .......ocveeeeeeeieesieetee et st s ere e e enes 10
241 ThetalDed @rEA.......cc.coviiiiecie ettt et b et ne e 11
2.4.2 THE SUDJECE MENU ....ouiitiiiiiiiiiee et st et nb e et ne e nne s 11
2.4.3 THE CONENE BIEA......c.evvetrreteisteter ettt bbbt b e n e nn e nnenenes 11
2.5 Updating the Navigation MENU ...........cceoeerereieeeere e seeee et see e eseeseesseeneensensesreeneenes 12
2.5.1 AddiNg MENU IEEMIS ..ot see e e st eteeseeseesaessesneeneeseesaeeneenaensesnenseens 12
2.5.2 REMOVING MENU ITEIMS ....e.viiiitiiieieiese sttt st sttt st et neenenne s 12
2.5.3 RENAMING MENU ITEIMS.....c.viuieiiieieieeesiee sttt st sttt e nb e et besbeneenenne s 13
2.5.4 Adding blank line or separator to the Navigation MENU .........ccccereriiriinene e 13
2.5.5 Changing the appearance of MENU ITEMS..........coiiiiieeire e 13
2.5.6 Changing the order of MENU ITEMS..........coo i e 14
2.5.7 Switching between QUICK/DELaIl VIBWS .........ccviiiiiiieiiniieseesiee et 14
2GRN (o T oo 0 11=: o | ST SOTERSTPPRSR 15
2.6.1 Uploading files to the Content CollECLION...........coivieeiririerreriee e 15
1Y 1 gTo o B ST 15
2.6.2 Uploading files to the Content Collection: Method 2 ..........ccocvereniiininnini e 16
2.6.3 Linking filesSto YOUr SUDJECE PAGE......ccuiieiriiriirice sttt et e 16
2.7 Browsing the Content COlECION...........cooiiiiiiiie e e 18
2.8 ANNOUNCEIMENES .....c.veveeee it s et sre st r e s e e se e resresse e e s sresee e s e ne s R e r e eneeneenrenrensenanesnearenaeenes 19
2.8.1 AddiNg @NNOUNCEMENTS. .....cueeueiirieeeeereestereeeseeeeseeseeseeseseesseeseeseessessesneeseessesneeseensensessessenns 20
2.8.2 Make ANNOUNCEMENES thE BNEIY PAGE ....e.veeveeeeereeriereeieeieree e esee e e s eeseeseeseesaeeneeneeneesreeseens 20
2.8.3 Adding an attachment or linking to an external website within an announcement .............. 21
PR AN (0 [T 0o I N 072 = RS 22
2.10 Adding Staff iNfOrMELION ........coeiiiee e ettt st esre e enes 22
2.11 Activating YOUr SUDJECE PAGE .....ververeeeeeieiee ittt ree et eae e seestesreeneeneensesreeneenes 23
2.12 Checking your subject page from a student’ s point-0f-View ..........cccooerieeenenieneneee e 23
SECHION 3: COMIMON TASKS .....euviireteetsit sttt ettt sttt b b e b s r e
3.1 Granting staff acCeSSt0 YOUr SUDJECE PAOE.... .. eeveeereerereeeeesieneeeee e seesesieeeeneesee e eeesaeneesneeseens 24
BLL L ACCESSIBVEIS. ...ttt et b et 24
3.2 Giving students acCess tO YOUr SUDJECE PAGE.....c.eeererrirreeeesieseeeieeeeeseesesieseeeestesne e eseeseesneeseens 24
3.3 Setting UP @ diSCUSSION DOAIT......c.cciiiiieieiiie et snn 25
TR Y [0 1o JF= 1 {0 1010 OSSR 25
3.3.2 REMOVING @FOIUM ...ttt eneese e e eneenean 26
3 A BUIK @MailiNg SLUAENTS........eeiieeeeeeieie et see et e eneesteene e e eteneesnenseens 26
3.5 ASSIGNING SLUJENESTO GIOUPS ....vvveeeeereeiisieste sttt st sttt sae bbb bbbt sbeste st neetenes 27
3.5, 1 CrEating GrOUDS .. .cuertereeeesirteseeestestesestesseseesesseseesessessesessessessenssbesbesessesbeseesensessensesensensenensens 27
3.5.2 Adding StUAENES T0 8 GIOUP «.vvveveviieieiirie sttt sttt s sbe e se e nenne s 28
3.6 Linking tO eXternal WEDSITES.........cccviiiirieiiiriesis ettt 28
3.7 Changing the MENU COIOUN ........c.ueiiirierieiriere sttt st bbbttt ee 29
3.8 Making your subject page available to the general publicC........ccccocveiiiniiiiinne e 30



LMS Users Guide for Economics and Commerce Staff — Version 3

Section 1: Introduction

1.1 LMS overview

The LMS isthe University of Melbourne’s centrally supported Learning Management
System, which is an implementation of the Blackboard Learning System. Blackboard
provides a platform for teaching and learning via the Internet. As an Internet-based
system, subject content can be accessed by staff and students anywhere and at any
time via an Internet-enabled computer. This manual is designed for use with
Blackboard Version 7.2, which was introduced at the start of Semester 2, 2007.

The Faculty of Economics and Commerce, in addition to other faculties, has been
using the system since it was first introduced as a pilot in Semester 1, 2005. The pilot
program concluded at the end of Semester 1, 2007. All subjectsin the faculty now
have access to an LM S subject page.

Since Semester 1, 2005, the TLU has been the faculty coordinator for the LM S and
the primary support contact for the system within the faculty. Should you have any
questions or comments relating to this manual or the LM S in general, please contact
Paul Andonov (x43646) or Jennifer Shaw (x44464).

Y ou can access LM S related resources from the TLU website here:
http://tlu.ecom.unimelb.edu.au/academic_resources/support/L MS.html. From this link
you can download the latest electronic version of this manual, and access a number of
other resources which have been specifically prepared for Faculty of Economics and
Commerce staff.

1.2 About this guide

This manual is designed to help you get your LM S subject page up and running in the
shortest possible time, rather than providing comprehensive or detailed coverage of
features. It has been prepared by the TLU specifically for academic and general staff
within the Faculty of Economics and Commerce. As the LMSismostly an intuitive
system, it should be relatively easy to determine how the other functions operate once
you have a basic understanding of how the LM S works as explained in this manual.

That said, if you are already familiar with the LM S and are looking for more detailed
information, the official Blackboard online documentation
(http://library.blackboard.com/docs/cp/learning_system/rel easeb/instructor/)
provides detailed descriptions of all Blackboard functions.

Y ou can also find more information at the university’s dedicated LM S website:
www.lms.unimelb.edu.au.
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Here's what this manual covers:

- Section 1 provides you with background information about the LMS project,
some of the high-level benefits that come from using the LM S, and the support
services available, including the various training services on offer around the
university.

Section 2 takes you step-by-step through the necessary tasks you’ Il need to carry
out in order to set up your subject page. These tasks include uploading content
(eg. your subject outline), tailoring the navigation menu, adding your contact
information, and posting announcements.

Section 3 provides instructions on performing common tasks which you will most
likely need to do on aregular basis during the semester % although it must be
noted that these tasks are not essential to getting your subject page up and running.

Author’s Note: There are often many ways to perform certain functionsin the LMS,
asisthe case with many electronic systems. Over time, you will find other ways to
perform the tasks described in this manual which may be more efficient or better
suited to your own personal style. However, for each example in this manual, | have
chosen the method which | feel is easiest to understand and explain.

1.3 Benefits of the LMS

The introduction of the LM S across the University of Melbourne provides some high-
level benefits, including:

Standar dised appear ance and navigation. First-time and returning students
should be able to quickly familiarise themselves with the system, asall LMS
subject pages use the same basic appearance and navigation system.

Single location for all subject content. Students will be able to access
content for all of their subjects from the http://www.lms.unimelb.edu.au web
page once the LM S has been rolled out completely. Prior to the LMS,
students enrolled in subjects across departments often needed to use more than
one website to access content for all of their subjects, with each website
having its own appearance and navigation system.

Access to in-built tools. In addition to the ability to host subject content, the
LM S includes a number of in-built learning tools which can be made available
at the discretion of the subject coordinator. The LM S also provides an
extensible environment where new tools can be added over time and existing
components can be enhanced.

Ease of use. Feedback from staff indicates that the LM Sisrelatively easy to
use when compared with existing methods to facilitate the delivery of subject
content. The LM S provides a single approach for the management of content
across the university. In addition, all University of Melbourne academics will
benefit from any new features added to the system.

Cost savings. The cost of purchasing, implementing, and maintaining
computer systems to host subject content is moved from the departments to
central administration. It costs less to maintain one large system than it does to
sustain multiple different and independent small systems, so cost savings are
inevitable.
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1.4 Online resources

The University of Melbourne’s Information and Education Services (IES) unit, a
division of Information Services, has created a central website dedicated to the
Learning Management System. The addr essiswww.Ims.unimelb.edu.au. The
website serves two purposes. 1) to provide resources for staff and students; and 2) to
enable staff and studentsto log in and access subject pages. You'll be accessing this
website regularly in order to access your subject page(s), but before you do this, it's
worth spending some time familiarising yourself with the resources available on the
LM S website.

1.4.1 Website sections

The website is divided into the following four sections. The most useful pages
contained in each section are described below.
Students (http://www.Ims.unimelb.edu.au/students/)

0 Guidesto the LMS — these contain resources for students including a
downloadable user guide and several help sheets describing how to
correctly configure Internet Explorer for use with the LM S. Students
having technical difficulties should be directed to this section.

Staff (http://www.lms.unimelb.edu.au/staff/)

o Staff guides — from this section you can download a detailed user manual

which describes many of the administrative aspects of the LM S in detail.
News and events (http://www.lms.unimelb.edu.au/news/)

o Current news, news archive — this section provides details of any
scheduled maintenance windows and any changes to functionality. When a
maintenance window occurs, the LMSis taken “ offline” to fix problems
and make changes to improve the performance and robustness of the LMS.
Maintenance windows are not scheduled to occur during SWOT Vac or
examination periods, but usually occur once every four weeks during
semester, and fortnightly for the rest of the year.

0 Technical news, technical news archive — technical news details technical
issues which have affected students and staff. The status of the problemis
updated until it is resolved.

Support (http://www.Ims.unimelb.edu.au/hel p/)

0 Request support — provides aform that you or your students can submit in
order to obtain technical support. The next section (1.5 Support services)
provides information on obtai ning support.
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1.5 Support services

Helpdesk and training services consist of a combination of central university services,
faculty-level support (provided by the TLU) and department-level support.

1.5.1 Helpdesk services

Staff can obtain support relating to the setup and operation from the nominated
support staff in their department, as shown below.

Department Contact Phone Email

ABIS Sophie Barnes x43414 slbarnes@unimelb.edu.au
Economics Margaret Lochran | x45384 m.lochran@unimelb.edu.au
Finance Jo Dalvean x47199 jdalvean@unimelb.edu.au
M anagement Van Phan x44593 vphan@unimelb.edu.au

Alternately, you can contact the TLU directly by phone or by submitting an online
request. The LMS representatives in the TLU are Paul Andonov (x43646) and
Jennifer Shaw (x44464). Y ou can access the TLU support form viathis link:
http://tlu.ecom.unimel b.edu.au/hel pdesk/.

1.5.2 Other support and training services

The TLU provides a number of support and training services to faculty staff members.
These include:
One-on-one consultations — to request a one-on-one consultation, please
contact Paul Andonov (x43646) or Jennifer Shaw (x44464). We can provide
assistance with setting up your subject page or we can troubleshoot particular
issues.
W or kshops — workshops are conducted throughout February and July in the
lead-up to Semesters 1 and 2 respectively. The workshops are aimed at staff
who have little or no prior knowledge of the LMS. They will be hands on,
allowing you to actually construct your subject page during the workshop.
Student introduction — You can request a TLU staff member to provide a
five-minute introduction to the LM S to students in the first lecture of your
subject. Topicsinclude:
0 TheLMSwebsite
0 Getting help
o Loggingin
0 Brief tour of the subject page.

This presentation is designed to give students just enough information to get
started using the LM S and, hopefully, reduce the number of questions directed
to you relating to accessing your subject content.

The dlides for the LM S student introduction can be downloaded from this
address:

http://tlu.ecom.unimel b.edu.au/academic resources/support/LMS.html. Please
feel free to integrate these slides into your own subject content, present the
slides to students yourself, or ask a TLU staff member to present the slides.
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The University of Melbourne also offers a series of workshops for academic and
professional staff. There are currently three different workshops. They are:
0 LMSEssentials

0 LMS Assessment and Gradebook
0 LMS Communication & Collaboration.

Thislink (http://www.Ims.unimelb.edu.au/staff/using.html) will take you to a page
where you can view the training schedule, however, you'll need to use Themisto
book one or more of these sessions. To find the LM S training sessionsin Themis,
select Training and Development in the Applications area, and type “LMS’ into the
search field at the top of the page.



LMS Users Guide for Economics and Commerce Staff — Version 3

Section 2: Hit the ground running

This section of the document is designed to give abasic understanding of the layout of
the LMS and give you enough information so that you can get the basic sections of
your subject page set up as quickly as possible.

2.1 Logging into the LMS

To go to the Login screen, click on the Accessthe LM S button located on the right-
hand side of the LM S homepage (www.lms.unimelb.edu.au). The following screenis
displayed:

Tologin, use your unimelb email
account username and password.
Note that unimelb account
usernames do not include full-
stops, as do some university - e
email addresses. You can view a Logntahe LwS
list of your unimelb accounts and
manage your account passwords
from the university’s Accounts
Registration page
(http://accounts.unimel b.edu.au/).

If you're teaching afirst year C E— CEEn
subject, it may be worth reminding studentsto activate their email account, otherwise
there may be a number of students who cannot access your subject materials. Students
also manage their accounts from the http://accounts.unimelb.edu.au/ website.

2.2 The LMS home page layout

After you have logged into the LMS, the next screen you'll seeisthe LMS home

page This page contains six tabs, which are:
Home — thisis the default page. The Home tab page lists the subjects you are
teaching, displays alist of announcements for all subjects you have access to, and
provides links to generic tools such as the calendar, task list and address book.
Subj ects — this page lists the subjects you are teaching or have been given access
to, and aso displays the names of staff who have access to each subject. The
Subjects tab is useful on occasions when you want to check who has access to
your subject page, asit isthe only place in the LM S where this information can be
accessed easily. Note: When you are provided with an LM S subject, you will be
the only person with access to your page. However, it is possible for you to give
other staff accessto your subject page. How to do thisis detailed in section 3.1 of
this document.
Communities — you can click on this tab to view any communities you are
enrolled in. Communities give you access to the communication and collaboration
tools similar to those available to students via their LM 'S subject pages, except you
can form your own communities. For example, using the community system you
can set up acollaboration area for a shared research project. More information
about the community system can be found at http://www.Ims.unimelb.edu.au.
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Manage Content — this tab page allows you to manage content for your subjects,
such as PowerPoint presentations, Word documents, and images. Starting with
Blackboard Version 7.2, the area which holds the files associated with your LMS
subject page(s) has been renamed from Content System to Content Collection.
More information about managing content is given in section 2.6. Y ou can also
access subject content from within your subject page.
Staff Resour ces — this tab provides information about resources available to staff
and students, including links to the online Library catalogue, and links to the
university’s policies and procedures. Information about staff-specific resourcesis
listed under the heading “ Staff Resources’.
L ogout — clicking on the Logout tab will log you out of the LM S immediately
and return you to www.Ims.unimelb.edu.au.

When you log into the LMS Home page, you'll probably just click through to your
subject page from the Home tab page. To do this, click on the name of your subject in
the Subjects: Quick View, as shown below.

9 Blackboard Academic Suite - Mozilla Firefox [B]=IL]

Fle Edt View Hstory Bookmarks Toos Hep

> Getting Started £ Latest Headines

@-»-@ 3 | hiy//v2test Ims.urimeb edu au/webapps/portal/frameset jsp?tab_id=_1 1 || b [[C

Modify Cortent | Madity Layout

s have been posted in the last 7

ouncements have been posted in the

The tabbed area
alowsyouto
navigate between the
Home, Subject and
Content Areas.

Clickingon a
subject namein the
quick view list will
take you to your
subject page.
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2.3 Adjusting the My Subjects area

Note that the My Subjects area displays only the subject name by default. Y ou may
have more than one subject with the same name % for example, subjects from
previous semesters ¥ so it's not easy to tell your current subject and subjects from
previous semesters apart. To counter this, you can configure the My Subjects area to
also display the code, year, and semester for each subject. To do this:

1. Click onthe Edit button (the button that contains a picture of a pencil).

2. Click onthe Display Subject ID checkbox for each subject.

3. Click Submit.
You'll notice that all of your subjectsin the My Subjects area now display the subject
ID (which is made up of the subject code, year, and semester) as well as the subject
name.

To access your subject page, click on the name of your subject in the Subjects: My
Subjects, as shown in the following section.

2.4 The LMS subject page layout

After you have clicked on the name of your subject from the Home or Subjects tab,
you' |l be taken to your subject page. To start with, the page will look quite basic, as
you have not yet added any content. It’s likely that only you can access your subject
page at the moment % it's possible to request that support staff have access to your
subject page when it’sinitially set up; however this request usually comes from the
Department Manager % although you can give other staff administrative access to
your subject page if someone else isassisting you to set it up. Once your subject page
is populated with the materials and resources needed to start the semester, you can
then activate your page, making it available to students. The remainder of this
document describes how you can upload materials and configure the most popular
tools.

The page is divided into three main sections: the tabbed area, the subject menu, and
the content area.

Tabbed area: this area
alowsyou to navigate
between the Home,
Subject and Content
Areas.

Subject menu: this  — |

arealiststhe
subjects menu

items. /
Subject
administration is

performed through /
the Control Pandl. /

Content Area: this
areaiswhere your
content is

displayed.
10
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2.4.1 The tabbed area

Five tabs appear at the top of the screen, which enables you to navigate between the
Home, Subjects, Communities, Manage Content, and Staff Resources areas as
discussed previously.

2.4.2 The subject menu

Every LMS subject page appears with its menu options listed down the |eft-hand side
and the content displayed in the remainder of the page. Below the standard subject
menu items, three additional menu items appear in white-boxed areas. These are:

- Control Panel — alarge part of your subject administration will be
performed through the Control Panel. Using the Control Panel you can
configure the subject menu, manage staff and student lists, post
announcements, send emails, and configure subject tools such as the Test
Manager and Survey Manager, for example. Note that the Control Panel is
only available to subject coordinators.

Refresh — if, for some reason, the subject menu does not update after you
make a change, you can force your browser to refresh the menu by clicking on
thisitem.

Detail View / Quick View — clicking on this button toggles the menu display
between quick and detailed views of the menu. The detail view provides an
expanded hierarchical view of the menu items contained in your subject page,
which includes folders and content linked to each menu item. The quick view
displays the top menu level items only, and is the default view when you and
your students enter your subject page.

2.4.3 The content area

Thisiswhere your subject content is displayed. Clicking a menu item from the left-
hand side of the screen will display the content areafor that section. The menu items
Subject Information, Documents, and Assignments are standard content areas. Y ou
can add various types of content to these sections and, even though they have unique
names, these areas are identical in the way that you administer them. Announcements,
Staff Information, Communication, Discussion and Tools are specialised content
areas. These areas perform specific functions % you cannot add content to these areas
in the same way that you would add content to subject information or documents. For
example, the only content you can add to the staff information areais a staff profile
using an in-built form.

Note: The LMS provides you with the ability to update, remove, reorder, and move
various forms of content, such as menu items, links to files, staff profiles, etc.
However, thisfunctionality is quite intuitive, and in an effort to make this document
accessible, I’ ve decided to focus mainly on adding content.

11
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2.5 Updating the navigation menu

It's recommended that you refer to the LM S Style Guide when adding or renaming
menu items. The Style Guide includes a set of standard menu item names devel oped
by the faculty and designed to bring alevel of consistency to subject pagesin each
department and across the faculty. The LM S Style Guide can be downloaded from
thislink:

http://tlu.ecom.unimel b.edu.au/academic _resources/M ultimedia%20and%200nline/su
pport/LM S.html

2.5.1 Adding menu items

To add a menu item:
1. From within your subject site, select the Control Panel button

2. Click on the Manage Subject Menu link in the Subject Options area.

3. Click onthe Content Area button in the toolbar.
4. Complete thefollowing fields:

a  Name % either select the name of the new menu item from the drop-
down list or type a new name in the box which appears below.

b. Allow Guest Access (off by default) — check this box to allow
people outside of the university (such as prospective students) to view
and access this menu item and associated content. Guests will be able
to access this page viathe LMS Subject Catalogue
(http://www.Ims.unimelb.edu.au/catal ogue/) or by supplying a direct
URL. Note: Content linked to the menu must also be given public
access permissions. The University of Melbourne's LMS website
contains a guide detailing how to update file permissions, which can be
accessed here:
http://www.Ims.unimelb.edu.au/staff/quides/quest_access.html.

c. Allow Observer Access (off by default) —enabling this function
serves no purpose unless you have requested that someone be given
observer access to your site.

d. Availablefor Student/Participant Users (on by default) — leave
this option on unless you do not want to give students access to this
section.

5. Click Submit.

2.5.2 Removing menu items

To remove a menu item:
1. From within your subject site, select the Control Panel button.
2. Click on the Manage Subject Menu link in the Subject Options area.
3. Click on the Remove button located next to the menu item that you want to
remove.
4. Click OK at the warning prompt.
5. Click OK to return to the Control Panel.

12
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Note: When you remove a menu item, the menu item’ s associated links are also
deleted, however, the content that these links point to are not deleted from the Content
Collection.

2.5.3 Renaming menu items

To rename a menu item:
1. Click onthe Manage Subject Menu link in the Subject Options area.
2. Click onthe M odify button located next to the menu item that you want to
rename.
3. Select anew name from the Name drop-down list or type the new name in the
box which appears below the Name drop-down list.
4. Click Submit.

2.5.4 Adding blank line or separator to the navigation menu

It is possible to add a blank line or separator bar to the menu. To do this:

1. Inthe Control Panel, click on the M anage Subject Menu link in the Subject
Options area.

2. Locate the menu item immediately above where you want the separator or blank
line to appear, and click on the M odify button located next to it.

3. Append the HTML code <HR> (which means Horizontal Rule) to the end of the
menu text to add a line between this menu item and the one below it, or, to add a
blank link, append <BR><BR> (each <BR> isa Line Break) to the end of the
menu text. Note: When adding a blank line, two line breaks are required: one to
move the cursor to the beginning of the next line, and another to actually add the
blank line.

4. Click Submit.

2.5.5 Changing the appearance of menu items

In addition to the HTML tags <HR> and <BR>, other HTML tags can be used to
change the appearance of menu items. Consistency across subject pages is one of the
benefits of using the LMS, so it’s not recommended for you to dramatically change
the navigation menu. However, it may be useful to highlight some menu itemsin
order to make navigation clearer for students. Two techniques are explained below.

Technique 1: Changing the colour of the menu item

Y ou can change the colour of a menu item by using the HTML <font> tag. For
example, you can display the menu item Announcements in red by substituting the
existing text with the following: <f ont

col or="red” >Announcenent s</ f ont >. Sixteen colour names are supported
by the W3C HTML 4.0 standard (aqua, black, blue, fuchsia, grey, green, lime,
maroon, navy, olive, purple, red, silver, teal, white, and yellow). For all other colours
you'll need to use a colour HEX value (eg. Brown is#AF2A2A).

Technique 2: Boldfacing a menu item

To make a menu item appear in bold font, use the <b> HTML tag. For example, to
make Subject Information menu item appear in bold font, substitute the existing text
with <b>Subj ect | nf ormati on</ b>.

13
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Note: You can also “nest” HTML tags in order to combine changes, so <b><f ont
col or =" bl ue” >Subj ect | nformati on</font></b> will display the
Subject Information menu item boldfaced and in a blue font.

2.5.6 Changing the order of menu items

To change the order of menu items in the navigation menu:
1. Click onthe M anage Subject Menu link in the Subject Options area of the
Control Panel.

2. Totheleft of each menu item, you'll see adrop-
down list of numbers. Thisis the position of the
menu item in the Navigation Menu. To change the
position of a menu item, select the desired position
from the drop-down list. The menu item will
automatically move to the selected position and all
other menu items below that position will move
down thelist.

3. Repeat step 2 until the Navigation Menu is ordered
asyou desire.

4. Click OK.

It's recommended that the navigation menu is reordered
to make Announcements appear at the top of the menu,

followed by Subject Information. Later on in this
section you'll be shown how to make Announcements the default starting page. With
Announcements the default page, it also makes sense to move the Announcements
menu item to the top of the screen.

2.5.7 Switching between Quick/Detail views

The navigation menu is displayed in Quick View by default. This means that only the
top menu level items are displayed by default. The LM S allows you to switch the
navigation menu to Detail View, which redisplays the menu item as an expandable
tree that includes al top level content areas, content items and folders contained in
each content area, and all content items contained in each folder. In other words, the
detailed view provides a complete hierarchical tree of all of the content in your
subject page. Y ou can toggle back to the default quick view by clicking on the Quick
View at the bottom of the navigation menu.

Note: Switching views only affects your own account. Students themselves control
how they view the navigation menu.
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2.6 Adding content

One of the most frequent tasks you'll perform in your subject page is adding content,
such as adding the current week’ s lecture sides or an assignment handout. It's easiest
to think of adding content as a two-step process. Thefirst step isto upload your file
to the content collection. The second step isto link the file to a content areain your
subject page.

2.6.1 Uploading files to the Content Collection

The Content Collection isafile storage area. It isan integral part of theLMSand is
maintained centrally by the University of Melbourne’s LM S team.

Each subject has two Content Collection areas associated with it. One is ageneral
purpose area which you can use to store relevant content from one semester to the
next, and a second content area holds content for the current semester. The structure
of acontent collection areais similar to that of afolder on your hard drive. A typical
content collection areawill consist of a collection of filesthat can be kept in the base
folder, or organised into subfolders.

Method 1

If, for example, you are teaching a subject with the code “ 350-101" in Semester 2,
2007, you'll see a content area labelled “350101” and “350101 2007 _2”. Content that
can be used across semesters should be placed in the “350101" content area, whereas
content specific to the Semester 2, 2007 subject should be placed in the content area
“350101_2007_2".

To upload afile:
1. Click onthe Content Collection link in the Subject Tools area of the Control
Panel.
2. To create afolder to upload your content into:
a Click the Folder toolbar button . The Add Folder form will
appear.
b. Enter the name of the folder. Leave the remaining options with their
default values.

c. Click Submit. The new folder will be created.
d. Click onthefolder’'s name to move to that folder.

3. Click on the Item toolbar button . The Add Item form will appear.

4. Enter the full path and filename of afile on your hard drive. Y ou can type the
path and filename or click Browseto locate the file. The remaining options are
not usually changed from their default values.

5. Click Submit. The uploaded file will appear in the Content Area

6. Repeat steps 2 to 6 for each additional file.

Note: It'sagood ideato start organising your files into folders now so that your
subject content can be managed more easily as the semester progresses. When
creating folders, it's a good ideato replicate the names of menu items that you' ve
already set up for your subject page. This makesit easier for you to locate files when
browsing the Content Collection. Below is an example folder structure, however, you
can create a structure that best suits your needs.
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Subject Information
Lectures

0 Week1l

0 Week?2
Tutorials
Assessment

0 Assignment 1

0 Assignment 2

2.6.2 Uploading files to the Content Collection: Method 2

Y ou can only upload files one at atime using the method just described. This method
is preferred if you only need to upload one or two files. However, it’ s quite time
consuming when used to upload several files, for example if trying to copy across a
hierarchy of folders and files. Method 2 alows you to upload one or more files using
aWindows Explorer style interface. Y ou can use this method to select multiple files
and/or folders from your hard drive and “drag and drop” them to the Content
Collection all at once, rather than copying files one at atime as detailed above.

To upload one or more files:

1

Start Windows Explorer. An easy way to do thisis by

moving the mouse pointer over the Start button on the

Windows taskbar, clicking the right mouse button and then selecting Explore
from the popup menu.

Click on the Content Collection link in the Subject Tools area of the Control
Panel.

Click onthe Web Folder toolbar button . A second Explorer
window will appear. Any previously uploaded files will be displayed along
with any folders you have copied or moved across.

Position/resize both Explorer windows so that they are both visible.

In the first Explorer window, navigate to the drive and folder on your hard
drive that contains the files/folders you want to upload.

Select one or more files/folders. (To select more than one non-consecutive
file/folder, hold down the control key and left click on the additional
files/folders you want selected.)

Right click on any of the highlighted text and, while holding down the mouse
button, drag the selected files/folders across into the second Explorer window
and release the mouse button. The files will now be copied to your subject’s
Content Collection.

2.6.3 Linking files to your subject page

Once you have uploaded your files/folders to your subject’s content area, you can
then add links to your subject pages.

1

2.

From your subject page, move to the content area where you want to add your
content (eg. Subject Information).

Click onthe Edit View link located near the top right-hand corner of the
content area. This switches you to edit mode, allowing you to update the
content on the current page. In edit mode, you can add new content and
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modify existing content, move existing files to another contact area, remove
existing content, and perform a number of other functions. O

3. Select the Add Item button in the Toolbar.
4. Complete thefollowing form fields:
a Name (required field) — the name will appear in bold font above the

b.

C.

link to thefile.

Choose Colour of Name — this option allows you to change the
colour of the name text.

Text — you can type a detailed description of thefilein thisfield. You
can also format the description using the toolbar options located at the
top of the field.

Attach Local File — you can browse the file system of your local
computer and select afile to upload. Note: Files uploaded in this way
will not be available via the Content Collection. The main benefit of
uploading filesinto the Content Collection is that you then have the
ability to track which of your students have accessed the file. Y ou also
have the ability to modify permission levels of files stored in the
Content Collection for individual users. It's not recommended that you
attach local files.

Link to Content Collection Item — you can browse and select afile
from the Content Collection by clicking the Br owse button |ocated
next to thisfield. Make sure you select afile from the content areafor
the subject you are working on as you may have accessto severd
content areas. The current content areais indicated by the “Location”
breadcrumb trail displayed near the top of the browser window. See
“Browsing the Content Area’ below for more information.

Note: When uploading afile, you can either attach afile from your local
computer’s file system, or link to afile in the Content Collection. Y ou will
receive an error message if you complete both fields.

f.

Name of Link to File— thisisthe text that students will click on to
display or download thefile. If you don’t provide a name, then the
filename (with extension) will be used by default. For instance, if you
were uploading afile named “lecturel.ppt”, you could enter “Lecture 1
PowerPoint dlides’ into thisfield to provide a clearer description.
Special Action — keep the default value of “Create alink to thisfile”.
Make the Content Available (Yes by default) — selecting No will
prevent the content from being displayed to students, regardless of any
other settings.

Track Number of Views (No by default) — the number of times each
student views this content item will be recorded if this option is turned
on. Y ou can then access a report on the number of times thisfile was
viewed.

Display After — the date and time the content will be released to
students.
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k. Display Until — the date and time access to the content will be
removed.
5. Click on Submit.

2.7 Browsing the Content Collection

The following screen will be displayed when you click on the Browse button to link to
a Content Collection item.

Theinitia content area may not be the content areafor the subject you' re working on.
If thisisthe case, then you will need to change to the correct content area. To do this:
1. Click onthe Subject Content icon on the left hand column of
the screen.
2. Select the content area for your subject by clicking on the
subject code.
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Then, from the subject’s content area:

1

5.

If the file you want to select is contained in a folder, navigate through the
folders by single clicking them until you reach the folder that contains the
desiredfile.

Select the Radio button located next to the file. (Do not click on the filename
asthiswill cause thefileto load.)

Click on Submit.

The following confirmation prompt may appear: “Making this selection will
give explicit Read permission for thisitemto members of this subject or
community.” Respond by selecting OK to give students read access to the file.
If you select Cancel, students will not be able to view thefile, whichis
probably not your intention.

The Content Collection path and filename will now appear in the associated
input field on the original form.

2.8 Announcements

Announcements provide a quick and timely way for you to communicate with your
students.

Announcements can be used to:

welcome students to your subject at the start of the semester
remind students about an upcoming assignment due date or some other event

inform students about new information posted to the subject page, such asa
tutorial timetable

alert students to course material corrections/clarifications.
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If you need to communicate urgently with your students then it’s probably better to
use email rather than post an announcement, as students tend to check their email
more regularly than they would log into the LMS. So if you need to inform your
students of aroom change, then email is more effective, although it's recommended
you also post an announcement as backup.

Students can view announcements by selecting the Announcements menu item.
Announcements should be set to the default page so it’ s displayed as soon as the
subject is accessed after logging in. The process for setting a default entry page is
described in section “2.8.2 Make Announcements the entry page’. The
announcements page contains four tabs “View today”, “View last 7 days’, “View last
30 days’, and “View al”, the default being “ View last 7 days’. Announcements will
be displayed on each tab for the duration indicated, however, announcements can be
made permanent, in which case they will appear on every tab indefinitely and above
all other announcements.

2.8.1 Adding announcements

To make an announcement:

1. Click onthe Announcements menu link in the Subject Tools section of the
Control Panel.

2. Click onthe Add Announcement button.

3. Enter the subject for the announcement. Thisiswhat will
appear on the list of announcements.

4. Enter the announcement. Y ou can also attach afile to an announcement. The
process for doing thisis explained in Section 2.8.3.

5. Set the announcement’ s display options.

a Permanent Announcement? — selecting Y es means that the
announcement will be marked as permanent and will always be
displayed. Note that permanent announcements:

appear on every tab regardless of when they were entered
display indefinitely regardless of whether Display After and
Display Until are checked. See 5b.

display above al other (non-permanent) announcements.

b. Choose Date Restrictions — select arange of two dates within which
the announcement will appear. As mentioned above, the date range
will beignored if the announcement is set to permanent.

6. Click Browseto locate afile or section to link to the announcement (optional).
When a student clicks on alink to afile from within an announcement, thefile
is not displayed; instead the student will be taken to the section where that file

appears.

Note: When an announcement is updated, the name of the person who posted or last
updated the announcement is not changed, nor is the date/time of the announcement,
which means that the order of the announcement is not affected.

2.8.2 Make Announcements the entry page

The entry page is the first page shown when students log in and access your subject
page. When you are first assigned a subject page, the entry page will be set to Subject
Information. It’s recommended that you change the entry page to Announcements.

20



LMS Users Guide for Economics and Commerce Staff — Version 3

To change the default entry page to Announcements:

1

2.
3.
4.

Click on the Settings link in the Subject Options section of the Control Panel.
Click on Subject Entry Point.

Select Announcements from the Entry Point drop-down list.

Click Submit.

Note: It can take up to 24 hours for this change to take effect.

2.8.3 Adding an attachment or linking to an external website within
an announcement

When posting an announcement, you can post a message as well as embed a direct
link to one or more files on the body of your message. Thislink can point back to a
file already uploaded to the Content Collection for your subject.

To embed alink to afile or link to an external website:

1

2.

3.

5.

In the message box of the announcement, position the cursor where you want
the link to appear.

Click on the Attach File button. The Attach File button is the first icon in the
third row of toolbar options located just above the message box.

The Insert Content Link box window will appear. Y ou can use this window to
link to an external website or link to afile that has already been uploaded to
your subject’s Content Collection.

Complete the following form fields:

a Link from Content Collection % to link to afile in the Content
Collection, click the Browse button located next to the Link from
Content Collection field. This displays another window where you can
browse your subject’s Content Collection. Information on browsing
the Content Collection can be found in Section 2.7.

b. Specify Source URL % to link to an external website, type the full
URL of the website. For example, “www.lms.unimelb.edu.au” and
“http://www.Ims.unimelb.edu.au” are valid URLS.

Note: You can either attach afile from your subject’s Content Collection,
or you can enter a URL. You will receive an error message if you complete
both fields.

c. Nameof Link to File % thisisthe text that students will click on to
display thefile or navigate to the link. If you do not provide a name,
then the filename (with extension) or URL will be used by default.

d. Launchin New Window (Y es by default) % if thisoption is set to
Yes, the file or website will be displayed in a new window when
students select the link. It’s recommended that all external websites are
displayed in an external window. Links to files should also be
displayed in an external window when linking from an announcement.

e. Alt Text % the Alt Text value will be displayed when the student’s
mouse hovers over the link text. Note: Providing alternate text is more
useful when including images, as the Alt Text can be displayed instead
of the image, enabling people with accessibility requirements to use
assistive technology, such as screen readers.

Click Submit. Thelink will now beinserted into your announcement.
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6. Complete the remaining form fields. A description of the remaining form
fieldsis provided in Section 2.8.1.
7. Click Submit to post your announcement.

2.9 Adding a banner

Y ou can personalise your subject page by adding a banner to appear at the top of the
Announcements page. If you’ ve set Announcements as the default entry page,
students will see the banner every time they enter your subject page. Note: The
banner is a rectangular graphic (.jpeg) file. The recommended maximum size for the
banner is 600 pixels high by 100 pixels across.

The following link provides a set of banners which you can choose from and
instructions on how to create the banner:
http://tlu.ecom.unimelb.edu.au/academic resources/support/banners.htmil

The TLU has developed an online tool to help you create a banner for your subject.
Once created, you can download the banner to your hard drive and then upload it into
your subject page.

To create the banner using the TLU tool:

1. Inanew browser window, navigate to:
http://tlu.ecom.unimelb.edu.au/academic_resources/support/banner.aspx.

2. Complete the subject code and name fields.

3. Select the name of your department from the drop-down list.
Click Submit. Y our subject- and department-specific banner will be generated
and displayed on the screen.

4. Click the mouse while positioning the cursor over the banner to save the
banner to your hard drive.

To upload the banner into your subject page:
1. Click onthe Subject Design link in the Subject Options section of the Control
Panel.
2. Select Subject Banner.
3. Click on the Browse button to select the banner image from your hard drive.
4. Click Submit.

Navigate back to the Announcements section to view the new banner.

2.10 Adding staff information

The Staff Information page provides an easy way for you to add your contact details
to your subject page. It may also be useful to add details about tutors, guest lecturers,
and professional staff who will be assisting with the administration of your subject.

To add your contact details or the contact details of another person:
1. Click onthe Staff Information link in the Subject Tools section of the
Control Panel.
2. Click onthe Add Profile button. The Add Profile page will
be displayed, which allows you to enter your contact details, including your
email and office hours. Y ou can aso provide a photo and add alink to your
personal website or department profile.
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3. Click Submit.

From the staff information page you can also update a staff profile, remove a profile,
and add/remove/update folders. Adding folders to the staff profiles page allows you to
group profiles of staff who perform similar functions (eg. tutors).

2.11 Activating your subject page

When you have populated your subject page to the point where you' re ready to give
students access, you can then activate your subject page.

To dothis:

1. Click onthe Settingslink in the
Subject Options section of the
Control Panel.

2. Select Subject Availability.

3. Select Yesin the Make Subject
Available option.

4. Click Submit.

Y our subject will now be available to students. Y ou can also disable access to your
subject page at any time by selecting No in the Make Subject Available option.

2.12 Checking your subject page from a student’s point-of-
view

Y ou can check your subject page from a student’ s point-of-view, so that you can see
the content on your subject page as a student would see it. Y ou can request a Student

View account viathislink:
http://www.l ms.unimelb.edu.au/hel p/studentview.html.
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Section 3: Common tasks

Section 2 of this document described tasks necessary to get your subject page up and
running, some of which you'll need to perform many times during the semester. This
section describes some common tasks that are useful to know about upfront, but aren’t
vital to getting your subject page up and running.

3.1 Granting staff access to your subject page

Y ou may be required to grant staff accessto your subject page so that they can help
with the administration of your subject page. Y ou can give any staff member
(academic or professional) access. To do this:

1. Click onthe Staff Management link in the Subject Tools section of the Control
Panel.

2. Select Add/M odify Staff Assignment.

3. Enter the username of the staff member you want to assign to this subject. (You
must enter the staff member’s Themislogin.)

4. From the drop-down list, select the role of the staff member. To give the staff
member the same access you have, select Subject Coor dinator, otherwise select
another role. The functions of the various roles are described below.

5. Click Submit.

3.1.1 Access levels

Subject Coordinator — Subject Coordinators have access to all areas. Staff who
have thislevel of access are typically responsible for the development and/or
teaching of the subject.

Tutor — Tutors can access everything a subject coordinator can, except the
following: Subject Copy, Export Subject, Archive Subject and Recycle Subject.
Designer — Designers can access everything a subject coordinator can, except the
following: Recycle Subject, Gradebook, and Subject Statistics.

Marker — Thisisthe most limited access level. Markers can only access the
following sections: Announcements, Subject Calendar, Test Manager, Survey
Manager, Pool Manager, Gradebook, and Subject Statistics.

Currently, only the above account types are available. Subject coordinators usually
add additional staff members as subject coordinators because the other account types
do not fit the specific needs of the user to be added.

3.2 Giving students access to your subject page

Unfortunately, it’s not possible for staff to give students access to the LMS. However,
the LMS student database is updated directly from the central student administration
system, therefore, students are given access to the LM S automatically upon enrolling.
Students who claim they are enrolled in your subject but do not have accessto the
LM S should be directed to the department’ s front office to check their enrol ment
details. If they are enrolled correctly, then they should contact the LM S Helpdesk
(x40888).
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3.3 Setting up a discussion board

The discussion board allows students to post and reply to messages which are
available to everyone, thus creating a discussion. A series of messages and replies
stemming from a single message is called a“thread”. Threads can be grouped by topic
into forums. The LM S allows more than one forum to be created, however, only
administrative staff can create forums. The discussion board allows students to form
their own virtual community based around your subject.

The discussion board will be enabled by default when you get access to your subject
page. However, if the discussion board is not enabled, you can do so by following
these steps:
1. Click onthe M anage Subject Menu link in the Subject Options section of the
Control Panel.
2. Click Tool Link on the menu.
3. Select Discussion Board from the Type drop-down
menul.
4. At thispoint, you can change the name of the menu item in the Name field, or
leaveit asitis. It's recommended that you leave the name unchanged.
5. Leavethe Available for Student/Participant users checkbox checked. If you
uncheck thisfield, the Discussion Board will not be available to students.
6. Click Submit.

3.3.1 Adding a forum

At least one forum must exist for students to be able to use the discussion board. To
add aforum:
1. From your subject page, click on the Discussion Board content areain the
navigation menu.
2. Click on the Forum button.
3. Complete the following form fields:

a Name — thisisthe name of the forum, eg. “ Assignment 1”.

b. Description — the description (if provided) will appear below the title.
Y ou may like to provide some guidelines for the types of discussions
that should be taking place or lay down some usage rules.

c. Available (Yesby default) % selecting No will disable the forum to
students.

d. Allow Anonymous Posts — thisfield is set to Yes by default, which
means that students will not be identified via their posts. Some
academic staff have commented that by de-selecting thisfield and
displaying students' name, students consider their messages more
carefully, and accordingly, the occurrence of students flaming (posting
insulting or hostile messages) is reduced.

e. Allow Author to Remove Own Posts — if enabled, the poster has the
ability to remove their messages after posting them. This option is not
usually changed from the default of No. If this option is set to Yes,
then you have the option of allowing the author to remove all posts or
only posts that have no replies. It’s recommended that if you are going
to allow students to remove their own posts, they should only be
allowed to remove posts that have no replies.
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f. Allow Author to Modify Own Published Posts— if enabled, the
poster has the ability to make changes to their messages after posting
them. This option is not usually changed from the default of No.

g. Allow File Attachments — allows students to attach files to their
posts.

h. Allow Membersto Create New Threads— thisoptionisset to Yes
by default, which means that any user can create athread. Thisis
usually the desired setting. If this option is set to No, then no new
threads can be added to the forum by anyone (including subject
coordinators).

i. Allow Membersto Subscribeto Threads— thisoption is set to No
by default. Setting this option to Y es allows students to configure the
forum to automatically send them an email message whenever apost is
updated or another student posts areply.

j.  Allow Membersto Rate Posts — allows students to rate posts on a
scale of 1-5. An average overall rating (shown as stars) is displayed in
the header of each post.

k. Force Moderation of Posts — starting with version 7.2 of
Blackboard, it is now possible to moderate discussions. With this
feature enabled, each post must be reviewed by amoderator before it's
released to the student cohort.

l.  Click Submit.

3.3.2 Removing a forum
The LMS also allows you to remove aforum.

Note: Removing aforum also deletes all posts contained in the forum. Deleted forums
and messages cannot be restored.

To remove aforum:

1. Click onthe Discussion Board link in the navigation menu of your subject
page.

2. Click on the Remove button located in the row of the forum that you want to
remove.

3. Thefollowing confirmation prompt will appear: “Removing this forum will
erase all of itsthreads. Continue?’ Respond by selecting OK. The screen will
be refreshed and the removed forum will no longer appear.

3.4 Bulk emailing students

Subject coordinators can send email to anyone who is participating in the subject.
Emails can be sent to individuals, or groups of users, such as all students participating
within the subject, or to select groups within the student cohort.

To emall students:
1. Click onthe Send Email link in the Subject Tools section of the Control
Panel.
2. Choose the recipient(s):
To email every student enrolled in your subject, click All Users.
To email asingle recipient or several selected recipients, click Single/
Select User s and select recipients individually to email.
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To email one or more groups, click Single/ Select Groups and select
groups individually to email. For information on creating groups, see
“3.5 Adding students to groups’.

3. Enter the subject and message for the email.

4. Click the Return Receipt checkbox if you want to receive a copy of your
email.

5. Click onthe Attach afilelink to add an attachment and then click Browse to
select afile from your hard drive to attach to the email. Once you' ve selected a
file, you can click on the “ Attach another file” link to add additional
attachments.

6. Click Submit to send the email.

Note: It's recommended you include the code of your subject in the subject line or
body of the email, otherwise students may not be able to identify which subject
your email relates to.

3.5 Assigning students to groups

Y ou can organise students into groups with shared accessto the LMS's
communications tools within each group. Groups are a useful way for subject
coordinators to communicate with students by tutorial or stream, and to facilitate
collaboration on group assignments. Creating each group is a two-step process: first
you must create the group, and then you add students to that group.

3.5.1 Creating groups
To create a group within a subject:

1.

2.
3.

5.

Click onthe Manage Groups link in the User Management section of the Control
Panel. Thiswill open the Manage Groups page.

Click on Add Group.

Type a name and description for the group. Note that the same name can be used
for more than one group, however this may cause confusion among students.

Set the following group option settings, which will allow you to choose the
collaboration tool s the group can access.

a  Group Discussion Board Available — selecting this option will enable
the group discussion board.

b. Group Virtual Classroom Available — selecting this option allows
students within the group to participate in real-time synchronous
discussions, with on screen whiteboard and drawing tools available.

c. Group File Exchange Available % selecting this option allows students
within the group to share files with each other. Files uploaded by a group
member can be accessed by all members of the group. Students should be
made aware that uploading afile with the same name as an existing file
will cause the existing file to be overwritten. Students should be advised to
make their filenames unique by including their student number or namein
the filename.

d. Group Email Available — selecting this option alows students to send
emails to selected members of their group.

e. Group Available — set to Yes by default. Selecting No will prevent
students allocated to that group from accessing it.

Click Submit.
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3.5.2 Adding students to a group

If you have just created a group, click on the OK button in the Add Group receipt to
return to the Manage Groups page. Y our newly created group will appear on the page,
along with any previously created groups.

To add users to a group:
1. Click onthe Modify button, which will display the Manage Group page for the
group selected.
2. Click onthe Add Usersto Group link.
3. Usethetabs on the Add Users to Group
screen to search for users. You can
perform atext search (by surname, student
username, or email), display users based on the first letter (or two, or three, etc.)
of their surname, or list all users. Note that the last option may take some time for
subjects with large student enrolments.
4. Select which usersto add to the group by clicking in the checkbox located next to
each student’s name.
5. Click Submit.

This procedure for adding studentsis only practical for subjects with relatively small
enrolments. For larger class sizes, it's much easier to use the Batch Group
Management and Batch Group Enrolment processes to create groups and enrol
students into those groups, respectively, en masse. These functions allow you to
upload groups and add students to those groups by uploading comma-separated files,
thus greatly reducing the time required to perform these tasks than if you were to do
them manually.

The LMS team have prepared a guide which details how to use the batch management
tools: http://www.Ims.unimelb.edu.au/staff/guides/create group.htmil.

3.6 Linking to external websites

To add alink to an external website from your LM S subject:
1. From within your subject page, move to the content area where you want to
add the external link (eg. Subject Information).
2. Click onthe Edit View link located near the top right-hand corner of the
content area. This switches you to edit mode, allowing you to update the
content on the current page.

3. Click on the External Link button.
4. Complete the following form fields:
a. Name (required field) % the name will appear in bold and serve as
the link to the website.
b. URL (required field) % full address of the website. For example:
http://tlu.ecom.unimelb.edu.au. Be sure to prefix the URL with
“http://" otherwise you will not be able to submit the form.
c. Description % you can type adescription of the link in thisfield. You
can also format the description using the toolbar options located at the
top of the field.
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K.

Attach Local File % allows you to attach afile from your hard drive.
A link to the file will be displayed below the web link.

Link to Content Collection Item %4 allowsyou to include alink to a
file in the Content Collection. To do this, click the Browse button
located next to the Link from Content Collection field. Another
window will open which you can use to browse your subject’s Content
Coallection. Information on browsing the Content Collection can be
found in Section 2.7.

Name of Link to File % allowsyou to provide a name that will be
used asthe link to the file. If anameis not provided, the file's name
will be displayed instead.

Special Action % the default option “Create alink to thisfile” is
usually left unchanged. The other options of “Display mediafile within
the page” and “Unpackage file” only work with specific media types.
Makethe Content Available (Yes by default) 3% selecting No will
prevent the link from being displayed to students, regardless of
settings.

Open in New Window (No by default) % if thisoptionis set to Yes,
the website will open in a new window when students select this link.
It's recommended that links to external websites be displayed in
external windows.

Track Number of Views (No by default) % if this option is turned
on, it records the number of times each student accesses thislink. You
can then access a report on the number of times this file was viewed.
Display After % the date and time the content will be released to
students.

Display Until % the date and time access to the content will be
removed.

5. Click on Submit.

3.7 Changing the menu colour

The LMS allows you to change the background and text colour of the navigation
menu. It's recommended you change the background colour of your menu to match
your department’s website. Section 2.3 of the faculty’s LM S Style Guide provides
the desired navigation colour for each department.

To change the background colour:
1. Inthe Control Panel, click on the Subject Design link in the Subject Options

area.

2. Select Subject Menu Design.
3. Complete thefollowing fields:
a Select Menu Style % it’s recommended you leave this option set to

“Text”. The buttons use up alot of space, forcing the menu text to
wrap more than they otherwise would.

Select Style Properties % click the Pick button located next to the
text “ Select background colour for menu”.

Select your department’ s colour from the popup colour box. The
department colours can be found in section 3.6 of the LM S Style
Guide.
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4. Click Submit.

3.8 Making your subject page available to the general public

By default, the general public cannot access your LM S subject page. However, the
LMS contains functions which allow you to make some or all of your subject page
available to the general public. Inthe LMS, the general public are referred to as
guests.

Four steps are required to do this.

Step 1: Allow gueststo access your subject’s content areas

1. From within your subject site, select the Control Panel button.

2. Click on the Manage Tools link in the Subject Options section.

3. Click onthe Tool Availability link, then:
click on the Announcements checkbox in the Allow Guest column if you
want your announcements to be made public.
click on the Content Area checkbox in the Allow Guest column if you want
any of your standard content areas to be made public. Examples of standard
Content Areas include: Subject Information, Documents, and Assignments.
click on the Staff Information checkbox in the Allow Guest column if you
want your profile to be made public.

4. Click Submit.

Step 2: Allow gueststo access particular content areas

Next, you need to set up guest access to each content area individually.

To do this:

1. From within your subject site, select the Control Panel button.

2. Click on the M anage Subject Menu link in the Subject Options section.

3. Click onthe M odify button located next to the menu item that you want to make
available.

4. Placeatick inthe“Allow Guest access’ box.

5. Click Submit.

6. Repeat this step for any remaining content areas that you want to make available.

Step 3: Assign public permission to filesin the Content Collection

Next you must assign public permission to any filesin the Content Collection that can
be accessed via publicly available pages. If you don’t do this, people who are not
enrolled in your subject will be able to access your subject page as well as any text
which appears on the public pages % though they won'’t be able to download any of
the associated files from the content collection.

To give guests read access to afile:

1. Click onthe Content Collection link in the Subject Tools area of the Control
Panel.

2. If thefile you want to select is contained in afolder, navigate through the folders
by single clicking them until you reach the folder that contains the desired file.

3. Click onthe M odify link (located on the right-hand side of the window and on the
same row as the file link).

4. Click Permissions.
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5. Select Public from the drop-down list (located on the right-hand side of the
toolbar) and click Go.

6. Tick the Read box (it should be ticked by default).

7. Click Submit.

8. Repeat this step for each file that is linked to a publicly available Content Item.

Note: You can assign permissions to a particular folder, in which case, al files within

that folder will be assigned the same permissions.

Step 4: Set guest accessto your subject page

1. From within your subject site, select the Control Panel button.

2. Click on the Settings link in the Subject Options section.

3. Click on Guest Access.

4. Select Yesinthe Allow Guests option.

5. Click Submit.

Note: It can take up to 24 hours for your subject to be made available viathe LMS's
Subject Catalogue. The subject catalogueisalist of subjects currently using the LMS,
and is published on the LM S website: http://www.Ims.unimelb.edu.au/catalogue/.

People wanting to access the publicly available sections of your subject page can do
so viathe subject catalogue, or you can copy the link to your subject from the subject
catalogue and publish it, for example, on your existing subject page on the department
website.

Also note that public sections of your subject page will not be available until you've

activated your subject. How to do thisis described in section 2.11 “ Activating your
subject page”.
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