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Student’s Guide to Using the Online Tutor 
The Online Tutor allows you to direct questions to your tutor or lecturer via the 
Internet. Tutors generally attempt to answer your questions within 24 hours 
(weekdays only ¾  although tutors will sometimes respond on weekends as well). 
 
Your questions and the tutors’  answers can be accessed by all students in the subject, 
allowing everyone to benefit from the question and answer. Importantly, your identity 
will not be revealed to other students. Even if you don’ t ask a question, you can still 
access the system and view existing questions and answers. 
 
One of the many benefits of the Online Tutor is that it allows you to ask questions 
while you’ re at home, so you can ask a question while you’ re studying, when the 
question is fresh in your mind. 

Logging In 
To access the Online Tutor: 
 

1. Log into the LMS and access the relevant LMS subject page. 
 

2. Click on the “TLU Tools”  link located in the subject’s navigation menu. 
 

3. Click on the “Online Tutor”  button. 
 
To log in: 
 

1. Enter your Unimelb email account details into the username and password 
fields. 

 
2. Select “Student”  from the Domain drop-down list 

 
3. Click “Login” . 
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Viewing Questions and Answers 
As soon as you have logged in you will see the Category List. From this screen you 
can browse through question categories, search for questions and answers, and 
retrieve answers to your questions.  
 
Note that question categories are grouped into two main sections: general and subject 
specific. 
 

The Category List screen displays a list of categories. Click on the name of the category to 
browse the questions contained in that category. 

Accessing General Categories 
These categories appear in every subject that uses the Online Tutor (although the 
actual questions and answers are specific to each subject). The general categories are: 
·  Frequently Asked Questions ¾  Contains common questions and answers. 

Tutors will sometimes post questions to the FAQ category, as well as the relevant 
subject category, if the question is asked frequently. 

·  Flagged Questions ¾  Contains questions that you have flagged. You can flag a 
question when viewing a question and answer so that it also appears in the 
“Flagged questions”  category. This enables you to locate the question and answer 
quickly in future. 

·  Answers to your questions ¾  Contains answers to any questions you’ve posted. 
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Accessing Subject Categories 
These categories relate specifically to the subject. For example, a category may be 
called “Assignment 1”  or, within an Economics subject for example, a category could 
be called “Taxation” . The tutor assigns a subject category for every question. 
 
The list of categories in this section will grow as tutors create new categories in 
response to new questions. All information in the OLT can be accessed via the subject 
categories. 

Searching 
You can perform a search at any time by typing one or more keywords into the 
“Search for text”  box and clicking “Search” . You can also select what you want to 
search for by clicking on one of the following options: 
·  All Text ¾  Searches the subject line and the question and answer text. 
·  Subject L ine ¾  Searches the subject line only. 
·  Post # ¾  Searches for a specific question using a unique identifying number. 
 

To perform a search, enter your search criteria, select one of the search options (All Text, 
Subject Line, or Post #) and click “ Search” . 
 
NOTE: For most subjects, the Online Tutor  will be configured so that you must 
per form a search before posting a question. This is to ensure that you have 
searched for an answer to your question before posting it to the system. The benefit of 
performing a search first is that you may receive an answer immediately, when the 
question is fresh in your mind, rather than waiting for a tutor to respond. If you post a 
question that a tutor has answered previously, then you will most likely be referred to 
the original answer by the tutor. 

Viewing Questions 
To view a question and answer, simply click on any text in the row of the question 
that you want to view. The question text and answer will be displayed. From this 
screen you have the option of printing and/or flagging the question and answer. 
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To view a question and answer, click on any text in the row of the question and the full question 
and answer will be displayed. 

Posting Questions 
Click on the "Post question" button on the Category List screen to post a question. For 
most subjects you will be required to perform a search before posting your question. 
To post a question you must provide a subject line, type in your question, and then 
click “Submit” .  

You will be notified via email when your question has been answered. The email will 
be sent to your University email address. Once you have received the notification 
email you must log back into the Online Tutor to view your answer ¾  the answer will 
not be emailed to you. 

To post a question, enter a subject line and your question and click the “ Submit”  button. 
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Online Tutor Usage Guidelines 
·  You can post as many questions as you like, however, we ask that you look for the 

answer in the prescribed references before asking a question. If the answer can be 
easily located in one of the references, the tutor will refer you to the reference 
rather than provide you with the answer directly.  
 

·  Always search for an answer to your question before posting it to the system. If 
the answer to your question already exists, the tutor will most likely reply to you 
directly and ask you to search the Online Tutor question bank. Note that it’s worth 
spending some time searching through the question and answer bank as you’ ll 
receive an answer immediately, when the question is fresh in your mind. 
 

·  When writing your questions: 
o Provide an accurate description of your question in the subject line. This 

will help other students who may have a similar question.  
o If your question is about a reference, please include the title and author of 

the reference and page number(s).  
 
·  Tutors will not answer questions that relate directly to assessable work. In other 

words, the tutor will not do your assignments for you. 
 
·  Tutors generally attempt to answer your questions within 24 hours on weekdays, 

although they will sometimes respond on weekends as well. However, you should 
not expect the tutor to respond over the weekend.  

 
·  Always be polite when asking questions. Impolite language will not be tolerated. 

The tutor reserves the right to ban students who use inappropriate/impolite 
language from posting further questions. 

 
·  The Online Tutor usually closes a day or two before the exam date, although it is 

up to your lecturer to decide when the Online Tutor will be closed for the subject. 
When the Online Tutor is closed, you will still be able to view questions and 
answers, however you will not be able to ask new questions.  

 


