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1 Administrator Introduction

1.1  Administration — main structure

To understand LUVIT Resource Centre (LRC) from an administration point of view, you
need to be familiar with the terminologies of the system. You also need to be familiar with
certain basic structures and workflows.

The following text and images will help you to understand how it works, and will be useful
when working with any administrative feature in LRC.

1.1.1  The Repository

The Repository is the heart of LRC. The Repository could be considered equivalent to the
organization as a whole, e.g. "University X". You may as well consider the Repository as the
highest level of LRC. It is from this point the Repository Administrator starts creating sub
units of the Repository and then adding the first users and course objects to the system. No
matter in what unit you place a course object or user, they will always be visible in the
Repository to a Repository Administrator.

It is possible to work with more than one Repository. Then the created Repositories will be
totally separate from each other in terms of the information handling.

1.1.2 Units

To start working in LUVIT Resource Centre you need to create at least one unit. The
number of units that need to be created depends on the criteria on which the division is
based and needs to be decided through the implementation phase. One of the ideas of units
is to divide the responsibility between different parts of the organization. Each unit will have
its own Unit Administrator. All units are placed on one and the same lower level below the
Repository, as shown in the model below:

REPOSITORY

I I I I
LInit A, LInit B Unit C Unit D

The units defined may be a replication of the organizational structure, e.g. faculties or
departments, but this is not necessary. It might be more appropriate to arrange LRC into a
unit structure that corresponds to other needs, e.g. the existing educational organization,
professions or occupations, the number of administrators working in the system and so on.

There are no restrictions regarding the amount of units that can be created. But it is
advisable to keep it simple to begin with. The system is flexible and you may add, delete or
rearrange the unit system later. A rearrangement of the unit structure will not necessarily
affect the user interface. Building and changing the unit structure is solely an administration
feature at Repository Administrator level.
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The unit structure is not truly hierarchical. All units are part of the information in the
Repository. On the other hand it is possible to give the structure a practical hierarchy
through the authority system and the user handling.

In the model below, an administrator in Unit A can give the rights to a new administrator in
Unit A1 to administrate a limited number of persons and courses, which in fact is a subset of
Unit A - and so on. When the administrator of Unit A1 logs in he/she will only have access to
the persons and courses linked to this unit from the Repository.

REPOSITORY

[ |
Lnit A Unit B

Unit A1

Unit A 2

Unit A 3

Once the organizational structure of LRC has been set (at least for the moment), it is time to
fill the system with users and courses.

1.1.3 Users

The next concept to be defined is User. Each individual registered in LRC is a user of the
system. This means that whether you are a guest, student, teacher, administrator etc. you
are called a user of LRC.

1.14 Roles
Each User has a specific role. LRC is delivered with five standard roles:

- Unit Administrator
- Educator

- Content Provider
- Learner

- Guest

The association with a role decides what functionalities in the system the user will have
access to. As a Repository Administrator you are free to define new LRC Roles, appropriate
to the needs of your organization, and link them with appropriate permissions. The type of
permission granted will determine whether the user gets access to more or fewer of the
main and sub menus in LRC. Normally, only the Unit administrators will get access to the
LRC administration part. Students and Teachers don’t need the URL-address to this part of
LRC. They only need the access to the portal, to reach their courses.
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Note: A user may be part of many units and have a specific role in each unit. You may for
example be an administrator in one unit, but a student or teacher in another.

1.1.5 User Groups

A User Group is used by the administrators of LRC to make administration easier. The
individual learner or teacher will not see or use this facility at all - it is solely a tool to help in
the everyday work of the administrator. Instead of linking e.g. user by user to a new unit, an
entire group of users may be connected at the same time. It is up to the administrators to
decide how a user group is defined. It might e.g. be a group for new employees, a certain
profession or some other relevant grouping that is often used. The user group feature will
also make the registration of larger groups of users to course sessions easier.

1.1.6  Course Objects

A course registered in LRC may be a LUVIT Education Centre Course, a course produced
by another content provider, a classroom based course, a seminar, a conference etc. The
online courses have to be imported to LRC, while non online courses are "created" from
inside LRC. The courses that the administrator sees and organizes in LRC are course
objects. This means that they should be regarded as "Potential active courses". These
course objects so far have no course participants, no educators, no responsible course
administrator and no start and end dates. They are only shells of information.

1.1.7 Course Sessions

When the decision is made to make one or more Course Session(s) of a course object, the
LRC Administrator activates a course object in a unit, within which he/she is administrator,
then connects users to this course session.

These users — course administrators, students and educators, in this course session, will
now see the course session from the portal in the menu Personal / My Courses. To start
studying/teaching, the student/educator just clicks on the underlined title of the course and
will then be passed to the LUVIT Education Centre environment where the course will take
place. If the course session is an non online course he/she gets further information by
clicking on an information icon, and if there is a www-link added to the course session, the
course name will be a link, taking the user to a web page, opened in a new window.
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1.1.8 Course Catalogues

From an Administrator perspective, a Course Catalogue is used to show available courses
to users in the portal. When the administrator links a course to a course catalogue, all users
in the system, who belong to the unit to which the course catalogue is linked, will see these
courses in the menu, Course Catalogue / Courses. The user can get information here about
the course object and/or register her/himself to a course session, if there are any currently
available and if the administrator creating the course session has opened up the Self-
Registration option for the course session.

1.2 Administrator menu

The main and sub menus in the Administrator window contain the following alternatives
when everything is visible, i.e. for the Repository Administrator.

Repository Admin
Thursday, February 28, 2002

Fersanal [ Users [ Courses [ Units [ MNews [ Fepors [ Help l

In Preferences you may change Password and System
Ferzonal Language.
Preferences In Headings, the administrator can select which columns
Headings should be displayed in some administrative modules, such as
Lo Edit Users and Edit Courses.
gouk
Log Out when you are finished with your work.
In Authority, Roles are created, edited and linked to
Users submenus.
Authority In Enroll users, you enter the section where Users are
Enroll users  * registered to Course sessions.
Edit Users ¥ In Edit Users you create, edit and link Users to user groups.
You also recommend course objects to users.
In Course Settings, Course Types and Course Categories
are created and edited.
Courses . )
: In Course Sessions you edit already created Course
Course Settings sessions, change role of and remove assigned users.
Course Sessions  #
Edit Courses 3 In _Edit Courses, you create, edit and link Courses to other
Azsembly Tool objects.
In Assembly Tool you create LUVIT Education Centre
Course Objects.
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Units In Edit Units, the Repository administrator creates, edits, and
Edit Units  # links Units to other objects.
MNews In Edit News, Standard News and News Alerts are created
Edit Mews and edited.

Show Mews In Show News, all News are previewed.

f

Reports In Show Reports you choose between various database

Showe Reports | reports.

Help

Help |in Help, you get to the LUVIT online manual.
About

I

1.3 Administrator Main Window in Edit Users, Edit Courses and Edit Units

The Administration window found in Edit Users, Edit Courses and Edit Units is the most
complex part of LUVIT Resource Centre.

The main structure of the display consists of three frames and is shown and described
below:

LamTE
Friilay , March 1, J803 Resource Centre

W]WBWIWUMHB|M|NM|NWM[H#|

ser Rugister | Course Registar ™,
b tud sl b b bk |
ﬁn—- |\—\m_l B, Fiorthung Selacted Ll
Warling it Spacisl Guaits
| =Emarch forr= [shewsi 5] Swanch o SEFECIE“ Object(SJ
| Fashiama = EAELENGR el Lk
& v Halicuay SWECEH =1
& Mada [rrdlay e Liaasi0
M@ Hiceal Emith (817 Daladad Tnformution
M@ =sparkany Adrin
shock ww dh v soont W e Galedion aras sbous or in the Cobpaett, et b |=]
jpat detailed infammation or to adit Bhe abjem.
Object list
Detailed information
[aTwTe Fags 1 of 1
Bulen | unaatact | livgan | Eeincrd |
Link | Unknk | Dsluta | Has | Cancal o

The Object list shows all objects in the selected unit that can be displayed according to the
search criteria you have entered (e.g. all participants, all courses etc.) The Object list shows
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30 objects at a time, with the help of the scroll down list. If the number of objects exceeds
30, use the arrows placed in the light blue banner, below the list, to see more objects:

EIEREIE]

When you check a box (or boxes) beside an object in the object list and click on "Select"
below the list, it will be displayed in the Selected objects list in the upper right frame.

Instead of checking a box you can click the -icon beside an object. Then you instantly get
more information about that object in the Detailed Information frame.

1.3.1

Linking between two objects is done in the same manner, whatever objects you might want
to link. In the following example we are going to link a user to a user group. Please see the
steps in the picture:

Linking principles

Bazpositieg Adain
he 1, F0E3

Fibdlny, hias

Q E:;n-u rce Centre

Fersonal | Usars | Coursas | Units | News | Raparts | Help |

ser Hugisder 'I\¢uurli Ragistar

Sanber Burd o e ts b besls

Y LUVIT

ey \[ Urar Araupr

Warking Wit Spacisl Gusts

{x<Emurch forn

[shawad =] Beaxh

e I

. Edebama katbac
F & u Hellouay
T & Hana Casdlay
(I T smith

T @ raporkory Adrin

SWEDEH
LD

uss

L e

Fothing Salacted

5] |

3. The chosen user will novy be
displayed in this frame

D Raded Tobarmmation:

laat detaibed Informmation or to adit the abjed

ok o thi info mant e the Salection ares Bbea or in th Ol ket be

N 1. Check the box in front of user name

2. Click the select button

Bl | Ui whal |

Irgasrt |

Link | Unknk |

aluba |

aroel

Now change from the Users tab to User Groups tab. Choose a User Group from the list by
checking the box in front of it. Click on the "Link" button and it's finished. The ( Ge )symbol
shows that there is a direct link between an object in the object list and the previously

selected object.
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||1||nul..f:..:1n 1, 2aaz 1. Change tak to User GrOUpS g’ maum Centre

Parsanal l Users | D:umnj’/t.l‘rﬂl | berars | Fl.npl:rh!Huh |

s RO n-quu.- b

Sulactud shjucts to bni { Ussrs)
_EE?!.‘. & 0 e sallowas SWELEN j

Warking UntSpecisl Gusrte
4. Liza Hollweay i nov linked to the User
N i e 1 H Grou Manufac’ilra’s
Ity Lazristicn sl | f
r o Manulitanar [ -3 S
¥ 3g ]
O § aa
Dsknled Tnfarmation:
2. Check the box in front of the
appropriste User Group ;:IZZ’..‘.’L‘..-'.’:I‘L.‘.TR‘:';’! :q'z:t:.-.:?:-: abave or In tha Objset it 0
3. Click on Link
TRnr Fi Pags 1 af 1
Bl ‘_l Unsalact | Irsupiert | Engrisrt |
Link | Urlink | [ | rmn | Gancal o

Note: It doesn't matter if you e.g. link a user to a user group or reverse.

1.3.2 Show linked objects only

To get a clear overview of linked objects, you simply check the box beside the chain icon
(@) and a list of only those who are linked to the item in the "Selected objects to link" will
show up in the list. In the example below, you can see which persons are linked to the user
group "New Employees". All other users that belong to Repository 7are hidden.

User Reglsler\k Course Reglstar \

Selected objects to link
l.lsers\{_ User Groups \\_ @ O pew Ernployees

Working Unit:Rapository 7

|z=2earnch for== Ishuw al =] Search |

i

> )

Firgt Mame Lagt Hama Sountry T Tinkad
[ & aAdministrator 3 GER MANY [« - IS
[ ® clent 04 GERMANY Oo
T ® Employee 15 SWEDEN [« -]
[ & Employes 10 SWEDEN [« -

1.3.3 Search in object list

When the number of objects in the object list grows you may need to search for a specific
object. The search function has the same structure no matter what you are looking for. It
may be a course object, the last name of a person, a course catalogue, a specific user
group, when an object was registered and so on.
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In the example below you will see an object list of registered users in a unit.

Fersonal | Users [ Courses [ Linits ['News [ hepor‘ts [ Help |

User Regisher\J\ Course Register

Users \L User Groups

Working Unit:Faculty of Social Science

| |<<5earch fars= | |show all  =||  Search | Go I
Last Nam Cast Hame First Marms Linked
I_ a Brooksfie|First Mame Steve ;I
r e Evans Caley
r e Mayer Christine
r e Olsen Martin
O i ] Sirmmen Suzanne
r e Thampson Paul
-
| | 3 | | Page 1 of 1
Seleck I Unselect | Impart Export |
Link | Unlink | Delete Mew |

The default setting for searching is "Show all".

To search for a specific object, start by choosing one of the searchable items in the drop-
down menu. In this case you can choose to search by "Last Name" and "First Name". Note:
The items to search for are restricted to the visible headings chosen, which in this case are
"Last Name" and "First Name". (How to rearrange the headings in the object lists — see

chapter 13.2 — Headings .

Then type the word/name you are looking for in the left hand box, which is <<Search for>>

by default. The result of a search for last name Bond is shown below:

User Register\L Course Register

Users \L User Groups

Working Unit:Faculty of Science

IE-u:und ILaEt Marme = | LFCHI

Beivot name & Last Marne % City
[T & |camilla Steiger Munich
[T| Choose "Last name"in the drop down menu plkfurt
| andtypethe persons last name in the boxto |0,

the left. Finish by clicking on Search.

r d
T & Jenny Baond Mew vark
[ & ulia Peraz Madrid

LRC 1.4 Manual
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2 Basic Structure

2.1 Define Units

Normally, only the Repository Administrator has access to define, change or delete units. To
define a new unit, go to Units / Edit Units and select Repository.

I nits

Edit Units ¥ |

Then click on Lk

button below the object list.

Fill in the fields in the Detailed Information frame:

1. Name (required)
2. A description of the unit you are creating (optional)

Detailed Information:

Marme IDepar‘tment 5

Crescription I

Click the "OK" button below Detailed Information to finish.

You can now see the new unit in the object list on the left side of the screen.

2.2 Standard LRC Roles and Permissions

2.2.1 The Standard Roles

LUVIT Resource Centre is delivered with seven Standard Roles. These roles are:

‘|Name ‘ Description
‘lLeamer ‘lLearner (Student)
|Educator ‘lEducator (Teacher)

|Content Developer |Creator of Courses

|Unit Administrator ||[Administrator in an LRC unit

|Guest |Guest (registered or self-registered)

|IRepository

Administrator Main administrator of entire Repository

Main administrator with access to System
dministration Tool, as well as repository
administrator in master repository

System
Administrator
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The roles in LRC are administrative roles, and usually have no connection to the role a user
have when he/she is inside an LEC Course session. The role that a user shall be given in
a specific LEC course session is set when the Unit administrator registers/enrolls the user to
the course session. Then this person can be given any of the LEC roles:

- Course Administrator
- Educator

- Learner

- Guest

New roles may be created in addition to the standard roles supplied with LRC (see 2.3.1.).

2.2.2 Roles and Permissions

Learners, Educators, Course Administrators and Guests normally only log in to the LRC
Portal. This means that they normally do not have access to the LRC administration part (in
some organizations though, for instance educators are allowed to enroll students — then this
can be made possible — see chapter 2.3 Edit Roles). In the portal though, they will have
access to the following menus:

Personal / My courses

Personal / Course History
Personal / CV

Personal / Preferences

Course Catalogue / Courses
Course Catalogue / Free Courses
News / LRC News

Log out

For more information about the portal, please consult the LRC User Manual.

Unit Administrators and Content Developers must have authority to see and use some of
the menus in LRC administration. The Repository Administrator has access to everything
in the menus except enrolling users and editing course sessions. Below is a scheme of the
menus and sub menus these three roles can normally access when they are registered.

Personal / Preferences
Personal / Log out
Courses / Assembly Tool
Help / Help

Content Developer

Personal / Preferences
Personal / Headings
Personal / Log out
Users / Enroll Users
Users / Edit Users
Courses / Course Settings
Courses / Course Sessions
Courses / Edit Courses
News / Edit News

News / Show News
Reports / Show Reports
Help / Help

Unit Administrator
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Personal / Preferences
Personal / Headings
Personal / Log out
Users / Authority

Users / Edit Users
Courses / Course Settings
Courses / Edit Courses
Courses / Assembly Tool
Units / Edit Units

News / Edit News

News / Show News
Reports / Show Reports
Help / Help

Repository

Administrator

2.3 Edit LRC Roles and Permissions

Normally, only the Repository Administrator has authority to define, change and delete
roles. If you are responsible for those actions go to the sub menu Authority in the Users
menu.

Llsers
Bukhoriky
Enroll users ¥
Edit Users r

Below is the list of six standard roles (called System Roles) which are set as default when
the system is delivered. You cannot edit or delete the system roles, but it is easy to create
new ones with links to suitable permissions.

[T Tite Description =
[T Administrator Adrninistrator [Systern Role)
[T content Developer Content Developer [Systern Role)
[ Educatar Educatar [Systern Rale)
[T Guest Guest [Systern Role)
[T Learner Learner [Systerm Role)
I_ Svstern Adrministrator fecess to systern functions
-
Delete I Mew
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2.3.1 Create a new LRC Role

Y LUVIT

Start by clicking on the New button below the list of existing roles (see above). Now a new

window opens up.

Role Information

Title: |M3.r new role

Description: |

Role Authority

™ persanal " Users " Caurses [T Units| |7 Mews |7 Reports| | Help
[~ Preferences r authority [ course Settings [~ Edit [~ Edit [~ Show r Help
r Headings [~ Enrall r Assembly Tool Units hlliws Reparts [ about
r Logout W=l " course Show
- I- Edit Sessions Mews
Users " Edit Caurses —
-
1| [»
Ok Cancel I

Type the name of your new role in the Title field. Fill in a Description if desired.

Choose which of the submenus are going to be visible to the users associated with this role.
When you check a submenu box, the main menu will automatically be checked as well.

Finish by clicking the OK button on the lower left side of the screen. You will then return to
the list of LRC Roles, which is updated with the new role.

2.3.2 Edit Roles

If you want to edit something in a role (name, permissions), click on the title of the role in the
list of roles. Then continue with editing as described in the section above.

LRC 1.4 Manual
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3 User Administration

3.1 Register Users manually

You register new users from the menu Users / Edit Users. Choose from within which unit
you want to work, or the repository if you would like to assign the users to a unit at a later
stage. The tabs User Register and Users have to be marked white. See below.

User Register\l\ Course Register
( Users \L] Uzser Groups
Working Unit: Special Guests
l{{Search forsx> |shaw all =] | Search | o
First Marne Last Marme Country Linked

[ & Liss Halloway SWEDEMN |« |
[ & nraria Cudley EMGLAMD
[ & Michzael Srnith USA
[T @ FRepozitary Admin

Click on the "New" button below the object list. The form below should now be visible at the
right hand side of the screen, in the Detailed Information window:

Detailed information of

Prr

First narme *

Last Mame *

Address

Pastal code

Telephane

Al Phone

Fax

E-rnail *

|
|
|
|
|
City |
|
|
|
|
|

Passward *

Gender Male © Fernale ™
Country I

Coarmpany I

Language m

Initial Role Educatar ;I
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You must fill in First Name, Last Name, E-mail and Password (fields marked with *).

Chosen Language will be the default system language when the new user logs in to the
system. He/she is of course able to change this.

Do not forget to choose the correct Initial Role from the drop-down menu. In this example
the new user will be registered as an Educator and he/she will get this role in the unit in
which you are currently working as administrator, in this case; Special Guests (see
"Working Unit:" in the upper picture). The user will also be registered with a Guest role in
Repository by default.

To edit the role of a user in a unit - see 3.5.

To link a person to another unit, see chapter 3.4.

Note! The fields you fill in can be used to search for a person or groups of persons that are
registered according to specific criteria. It is of course possible to use for example the
Country field for something else, such as the name of the department.

3.1.1  Automatic mail to the registered user of the system

Messages regarding registration to LRC will not be sent. Messages will only be sent when a
learner are registered to a course session.

3.2 Importing Users from text file

With the user import facility it is possible to register more than one person to the LRC
system at a time. To do this you need to have a text file containing certain information.

3.2.1 The Text file
The minimum of information in the text file is:

First Name
Last Name
E-mail address

The first row in the text file should contain the names of the columns and be comma
separated:

firstname,lastname,email

A correct text file looks like this:

iFi Newusers.txt - Motepad

File Edit Format Help

FirstMame LastMarme Ermail

Roger, 3mith roger. smithi@faculty. edu

Feter Mirren peter. mirren@faculty. edu

Beatrice Parker beatrice. parken@faculty edu
Patticia,Gonzales patticia.gonzales@faculty. edu|
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The maximum information in the text file is:

Pnr

First Name
Last Name
Address
Postal Code

City
Phone
Fax
E-mail
Gender

Company
Alt. Phone

Country

Language ID

Use the

categories in bold text above as a minimum, and then add others as required.

The first row in the text file should contain the names of the columns and be comma
separated:

pnr.firsthame,lasthame,address,postalcode,city,phone,fax,email,gender,company,altphone,

country,
Note!

.

.

English

Swedish
Lithuanian
Norwegian

Spanish
German
Danish
French
Finnish

Chinese

languageid

Make sure that there are no empty lines after the last row.
If Gender is left out it will be set to female.

The gender codes are: Female = 0, Male =1

If Language ID is left out it will be set to English

If Language ID is used, please use the following numbers according to chosen
language:

ONO O WN -~

= ©
o

Portuguese 11

Italian
Greek
Turkish

12
13
14

LRC 1.4
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e The Language ID defines the language of LRC when the user enters the system for
the first time. Then he/she is of course able to change it him/herself.

e For detailed information regarding the status of languages in LUVIT please contact
LUVIT AB.

3.2.2 Importing the Text file
Go to the menu Users /Edit Users and choose unit.

Click the button Import below the Object list and the window below will show up:

/3 Import - Microsoft Internet Explorer =10 %]

Import users ;I

Uplaad import file: I Browsze. .. I

Initial Role: IEducatu:ur ;I
Default password: I
OHl Cancel |

[

Browse your computer or a server to find the text file.

Define which initial role the imported users are going to be assigned in the LRC
administration. If some of the imported users are going to have another role, it is easy to
change afterwards. An alternative is to divide the lists in two or more.

Define a password. (All the imported users will get the same password).

Click the OK button.

If the text file was correctly configured, a list of the users shows up:
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3 Import - Microsoft Internet Explorer =0 x|
[T Roger Smith [roger. smith@faculty, edu) il

[T Peter Mirren [peter, mirren@faculty, edu)
[T Beatrice Parker  (beatrice.parker@faculty, edu)

[T Patricia Gonzales (patricia.gonzales@faculty, edu)

[
Select All I Ceselect I EI Cancell

If the list of users is correct, click the Select All button and then OK.
Alternatively, you may check the boxes individually and the click OK.

If one or more users should not be imported, uncheck the box(es) beside the user(s) and
click on the OK button.

The Deselect button unchecks all boxes that are checked.

If a user that you try to import already exists in the system, you will get a warning:

#Z3 Import - Microsoft Internet Explorer - 0] x|

[T Roger Smith [roger. smith@faculty, edu) il
[T Peter Mirren [peter.mirren@faculty, edu]

@ Beatrice Parker  [(beatrice, parker@faculty, edu)

[ Patricia Gonzales (patricia,gonzales@faculty, edu)

Please continue as described above. This warning is for information only.
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3.3 User Groups

3.3.1  The purpose of User Groups

Using User Groups help you as an administrator to link groups of users to other objects,
such as Course objects, Course Catalogues, Units and so on. This will simplify a lot of
operations as the number of users and courses grows. This facility is solely an administrator
tool in the everyday work. It will also be a great help when you need to register a large
number of users to one or many course sessions at the same time. So it's a good idea to
plan which User Groups are needed and it is of course possible to change the User Group
organization whenever you want.

3.3.2 Define User Groups

You find User Group handling in the Users menu. Start by choosing which Unit you want to
work in, from the sub menu Edit Users. Click on the tabs User Register and User Groups as
shown below:

R

Usar Rﬂﬂishw Course Ragistar \\

-

Working Unit: Special Guasts

|<=Search for=> [show all =] Seardh (¢ =) "
Tidg Pescription Linkad
[ i Manufacturars -
Mew Spedal
r o Auests

To create and define a new User Group, click on the "New" button, below the object list.

Fill in the form displayed in the Detailed Information window, in the right lower frame.

Detailed Information:

Title * |

Cescription I

You must enter a title for the new User Group. A description of the new User Group is
optional but recommended. Click the "OK" button below the Detailed Information window.
The new User Group will now be placed in the Unit from which you are working and you can
see it in the User Group Object list.
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3.4 Link Users to User Groups

Go to the submenu Edit Users in the Users menu and choose the Unit you want to work in.
Then go through the following steps:

1. Click on the tabs User Register and then User Groups. Now check the box in front of the
User Group you want to fill with Users, and click the “Select” button below the Object list
frame.

2. The selected User Group, "New students 2003", is now visible in the Selected Objects to
link-list in the upper right frame. Now, change sub tabs from User Groups to Users, and a
list of users will appear in the object list on the left side of the screen. Check the box(es) in
front of the user(s) you want to link to the User Group. Finish by clicking the “Link” button
below the object list.

N

#"'I-.IEEr Register Course Register
Selected objects to
Mew students
Users ser Graups 1alﬂ'zl:u:la

[

Working Unit: Faculty of Science

I{{Search forx== ISth All ;I Search | (¢ = o
it

First narne Last Marne City Limkead
|_ 8 camilla Steiger Munich el Detailed Informatic
[V & cChristine Offenburg Framkfurt g =]
IF Elona Co Zlick on the info icor
1.Check the box(es) the Object list to get
re object.
IF (1] Jenny Baond Mew ork Co
[ & _1ulis Pereg Padrid T
& 2 Click on Link
[ i L E——— el O -
| | | | Page 1 of 1
Selact I Unseledc I Irmpaort I
Link v I Unlink I Delate I

In this example, Jenny Bond and two more persons are now linked to the User Group New
students 2003. This is confirmed by the chain symbols below the header Linked in the
object list beside these persons.

3.5 Link Users and User Groups to Units

Go to the menu Units / Edit units and choose Repository. Click on the tab User Register
and then click the sub tab Users or User Groups.

Check the box beside the User or User Group that you want to link to a Unit. Click on the
Select button. Now you will find the selected Users/User Groups in the upper right window
Selected objects to link.
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Now change the active sub tab Users to Units by clicking on it. Choose the Unit to which the
selected Users / User groups is to be linked by checking the boxes beside them.

Finish by clicking on the Link button.

3.6 Edit the Role of a User in Units

Any time you need to get an overview of, or edit the role specifications of a User, just click
on the ®-icon in front of that person. Then click the third tab "Units user belongs to" in the
detailed personal information window. Each unit the person is attached to has its own drop-
down menu for role specification.

Change the unit role by choosing the preferred role in the drop-down menu beside each
unit.

Detailed informiation of Lisa Holloway

Personal Data\L Course Histary \I Units user belongs to

Title Raole
Repositary 7 !Adminigtratnr ;!
Specal Guests IGuegt _v_j

To associate a new registered person with an initial unit, see chapter 3.1

To link a person to an additional unit, see chapter 3.5

3.7 Course History update in LRC Administration

When an Educator or Course Administrator has graded a student on a course session
(entire course), the title of the course, the course period and the grading will be visible even
to Administrators in LRC.

Whenever you click on the ##-icon beside a user you access all kinds of information about
this user. The second tab Course History shows the result for all courses the user has been
through in this LRC as long as he/she is graded by the Educator:

Detailed information of Christine Offenburg

Personal Data \I Course History \L Unitz user belongs to
Course Title Course Period Grade ’;‘

Meural Cormputation 20030305 - 20040305 Very Good
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4 Course Administration

4.1 Getting started — Create a Course “shell”

The first step before you can start any administration and content structuring of courses is to
create a course “shell”. To do this you must have the authorization to use the Assembly
tool. Assembly tool is placed in the bottom of the menu Courses inside LRC administration.

Courses
Course Setkings
Course Sessions  #
Edit Courses L
[ Assembly Tool |

When you open up Assembly Tool you will (probably) see a list of courses that you or
someone else has created.

i ; Create C
If you are going to create a new course shell, click on the button
above the list of courses.

You are now asked to identify yourself with your e-mail address and password:

LUVIT v3.¥ Course Wizard

Pleaze select a language and the site in which you want to creste or edit & course . Write your e-mail
and pazswaord in the fields below and click Log In.

Language: IEninSh "’I
Site: IL,.-'-K vI
E-mail: I Password: ||

[Loai |

When you click the Log in button you will find yourself in the LUVIT Course Wizard.

Just follow the wizard steps until you are finished. After the last step the course will appear
in front of you and the new course shell will be included in the list of courses next time you
enter the Assembly Tool.

When you want to continue working with your course, just click on the title and it will open
up after you have identified yourself. This means that you can only access courses that you
have created yourself and no one else can access yours.

If you are going to develop a course together with someone else, you simply register this
person from the menu Administrate / Participants / New in the Assembly Tool.
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As you might have already concluded, Assembly Tool looks very similar to the LUVIT
Education Centre. This means that if you are going to use Assembly Tool in a more
advanced way, you should go to the LUVIT Education Centre manual 3.7 for information on
how to upload files, manage the navigation tree, develop tests and so on.

When you have finished creating the course in Assembly Tool, you have to export it from
there to be able to import it to LRC administration. When the course object is imported to
LRC you can continue to create course sessions for this course object.

4.1.1 Practical considerations and tips regarding creation of courses in LUVIT

Let us say that you as an Administrator of LRC know a group of teachers or other content
developers who need a course shell to upload their content to.

The easiest way of getting this practically organized is this:

1. Create an empty course shell in AT yourself

2. Export it to your PC or a server

3. Go to LRC administration and import the zip-file you previously exported (see 4.4).
4. Give it a proper name and activate a course session (see chapter 5).
5

Register the person who is to be responsible for this course as a Course Session
Manager.

6. Now this person will find her/his new course in the Portal / My Courses (and no one
else will see it) and continue to upload files etc.

This means that when a teacher is going to create a new course he/she does not need to go
inside Assembly Tool at all. And you as an administrator simply import the same “empty”
zip-file each time anyone needs an empty course to work with.

4.2 Course Definitions

421 Course Types

All courses may be registered according to what type of course they are. This will help you
to make a clear distinction between different online courses and between online courses
and classroom based courses and so on. There is no restriction as to how to classify a type.
The only standard types delivered with the system are LUVIT Education Centre (LEC)
courses and n/a.

To get a short description of a specific type, click on the ®-icon. You are free to add new
course types whenever you want. The course types will be used in the whole LRC, in
whatever unit you are working.
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Course Types \L Course Categories

Title

Classroom baszed course

nlm

o020 @

Conference

LILWIT Education Centre Course
n'a

3

Seminar

To create a new course type, first go to Courses / Course Settings in the menu:

Courses | Units |
Course Settings
Course Sessions  #
Edit Courses L4
Bssembly Tool

Click on the "New" button below the object list. Fill in Title and a short description in the form
on the right of the screen. Short Description is optional.

Detailed Information:

Titla * |
Short Description I

If you want to make changes later on, either check the box in front of the course type and
click on the "Edit" button below the object list, or just click on the -icon next to the course
type and you will be passed to the same Detailed Information form as when creating a new
course type.

Check the box in front of the type you want to delete and click the "Delete" button below the
object list.

4.2.2 Course Categories

All courses may be registered according to the category they belong to. Below is an
example of what it can look like when the category is set by subjects. You are free to
delete them or replace them with categories appropriate to your organization.

LRC 1.4 Manual LUVIT AB 2003 26(54)



— SLUVIT

X

Coaudrse Types \I Course Categories

Title

Business
Ce=zign
Electronics
IT
Language
M2
Product =
Product

CILNCI L NI WL R
eeoeOCOQOESE®

Programmming

To create a new category, click on the "New" button below the object list. Then fill in the
form on the right hand side of the screen.

Detailed Information:

Title * I

Shart Title I

Crescription iI

[

You must fill in Title. Short Title and Description are optional.

If you need to edit a course category, just click on the ®-icon and edit the information inside
the form. Alternatively, check the box in front of the Category you want to edit and click on
the "Edit" button. You will be passed to the same Detailed Information form as when
creating a new course type.

Check the box in front of the category you want to delete and click on the "Delete" button
below the Object list.

4.2.3 Course Levels

Determining the level of a course is a qualitative action from the author’s point of view. This
grading will help potential students choose the right course according to her/his present
knowledge. The system allows you to choose from six alternatives:
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e Beginner
e Intermediate
e Advanced

o Expert
e Introduction
e N/A

Course levels are fixed alternatives to choose from when creating a course in Assembly
Tool. Therefore you are not able to change these alternatives.

You set the level of a course when creating it - or amending it afterwards. Go to the Menu
Courses / Edit Courses. Choose the unit you want to work in and then click on the tabs
Course Register / Available Courses. Click on the ®-icon and go to the first tab Edit Course
data. Choose from the drop-down menu at "Course Level".

Eours Ragiater | Futancions
St ol A o ok [ Avalable {osrwas) I
Awailahin :nm--“\[_ Coirns Cataloguss ™, _‘;.J
Wirrkeing it Unit &
| =
[e<ausreh fouz> | Show &l __.-_1 Samrch e |
Ity ERures TURS Limkad
" .
I (1] Bucinece Engligh Llazdroom badad I—
coutE | ':J
PAD D LUVIT Educstizn .
r AL D Carfrs Courrs
m LUVIT Educakian i
can " T baibed
B GAD D I Cardre Counce | } e T - T - .
LLVIT Education | £t Couree dats |k Cource data (oontinuady L Geurcs sestione
I E-Lasening CHrATE COUNER - .- -—
r o Flesning LT Educabicn | Titla * CAD Dasign L1 =
1 o
o Tirg Ciraide | Db riphce m
I ®  Frodud Policy ELIUTT. B dliaipn
Carira Courze | “ouna Type LLAET Educabon Cantre Courss _1J
LUVIT Educetion | 4 ) T — |
r o Product Fallcy P ik | Consrgd Catdgay '-"k'i"" |
8 Teswies Gamen :lal::l:mm bared “ Couss Lasal Aduanced & |
h Cafault Languege Englih __:J
Frice rﬂ. o ) ]
Max Frumbar of course particpenta |8
Link
Craation duts 00202248
. Coursa Bulhor Chanats Trigg
i [a[RIw] Fage L of 1
Eslece J Unrsles J Impert | Fupeark J
Link | urdink | Daluta | Haw | Cancal | ok

4.3 Course Catalogues

4.3.1 The Use of Course Catalogues

From an administrator perspective, the Course Catalogue is used to show available courses
to the users in the portal. When the administrator links a course object to a Course
Catalogue, all users of the system who belong to the unit to which the Course Catalogue is
linked, will get access to this course from the menu Course Catalogue / Courses in the LRC
Portal. From here, the user can get information about the course object and/or register
her/himself to a course session (if there are any currently available).

Note: As an administrator you may work with as many Course Catalogues you think are
suitable for the administrative work. No matter how many Course Catalogues you create,
the user will only see one Course Catalogue in her/his menu. That Catalogue is a list of
courses corresponding to the sum of all course objects you have linked to different Course
Catalogues and then linked to the same unit.
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4.3.2 Create a new Course Catalogue

You create and define a new Course Catalogue by opening up the submenu Edit Courses in
the Courses menu and choosing which unit to work in. Click on the tab Course Register and
then Course Catalogues, as shown in the picture below. You now see a list of all course
catalogues in the selected unit.

Fersonal [ Users || Courses | Unitg l Mewys I Feports | Help |

Tgist&r M

Available Cao Course Catalogues

Working Unit: Unit A

I{{Search fors= |showall =] Search I e

Title Description Linked

l_ a Cormpany -
presentation

r e Cur Producks -
Advanced
Cur Producks -

l_ o Baszic

Click on the "New" button below the object list. Fill in the required information in the form on
the right hand side of the screen, in the Detailed Information frame.

Detailed Information:

Title * |

Description I

You must fill in Title, but Description is optional. The new catalogue will be connected to the
unit in which you are currently working.

For how to self-register to a course in the Course catalogue as a user, please see the LRC
User Manual.

4.4 Import of LUVIT course objects

Importing a LUVIT Course means that you import a zipped LEC course object from your
personal computer or from a server. Start by opening the submenu Edit Courses in the
Courses menu. Choose the unit to which you want to import the course. Click on the tabs
Course Register and then Available Courses.
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' Personal ] Users |[ Courses | Units [ [ews [ Fepors I Help |
TN

-"’Euurse Regi5ter\ Extensions

Course Catalogues

Awvailable Courses

Working Unit:Repository 1

I{{Search forsx> ISI'H:H.-.I All = Se=arch | e |

Title Cateqory Course Type  Lewel Langquage Linked
Guick Start B

[T & LUVIT Education LEC B A English

Centre - English

[T & twroyvpagpiae LEZC M A English
.
4 b Page 1 of 1
Selact I Unselect || Irmport || Export I
Lirk I Unlirk I Celete I Mew I

Click on the "Import" button below the object list. A new window will appear, asking you to
browse your personal computer or server for the zipped course object you want to import.

Import Course

| Erowse... I

| (a] 4 I Cancel |

Click on the "Browse..." button and search for the zipped LEC course, and then click the
"Open" button as shown in the picture below.
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Chovseite 2| x|
Lock in: | 3 Zipped Coues = BB
ik Start LEC, 7ip

Fil nearres | = Goen I
Files of bypa [ &1 Files [ 7] | Cancel

After that, the previous window will show up again. Click on the "OK" button.

In a couple of seconds you will get a message telling you that the “Import was successful”.
Click "OK" again and you can now see the imported course object in the Available Course
Object list.

Working Unit:Repository 1

I{{Search for=:» IShu:uw All ;I SFearch | (¢ =) m
Title Category Course Type Level Language Linkead
[T & product Palicy LEC M7 A Englishl =

LIAICk oTaft

[T & LuvIT Education LEC MEA, English
Centre - Englizh
[T & cwtovpapiie LEC M A Enalizh

4.5 Exporting LUVIT Courses

LUVIT courses can be exported to zip-files from three different places.
1. From inside a LEC course through the Administrate menu
2. From Assembly Tool
3. From LRC administration

Note that only files that are published in the Navigation Tree will be exported.

451 Export of LUVIT Course objects from LRC
Exporting a LUVIT Course object from Resource Centre is very easy.

Open up a list of Available courses in the Object list. Check the box in front of the course
you want to export. First, click on the Select button and then Export. A small window will
show up and you are asked to click on the name of the course.
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Course Register\L Extensions

Selected objects to link [ Avail:
Quick Start LUWIT
Education Centre  nfa

- English

Available Courses \L Course Catalogues o0

Working Unit:Faculty of 5=

/4§ Untitled - Microsoft Internet Explorer -10] =l
I{{Search far=> E
Titl

e
Applied Click on the courses you want to export ;I
Chermistry
Computional
Science
Environmental
Science

Life Sciences e info icon(ﬁjin the ¢
Meural ﬂl formation or to edit th
Cormputation
Quick Start LUWT
Education Centre
- Englizh

uick Stark LLWIT Education Centre - Englizh

Information:

[ i A R
® 2 2 @

=

Select I Unselack I Import I Export I

Link I Unlink I Celete I New I

Follow the instructions below. Choose where on your computer or on which server the
course should be saved.

LUVIT Resource Centre will automatically give the course a long arbitrary name. Change
this to something more understandable before saving. When you are finished you will find
the exported course as a zip-file on the spot where you saved it.

Note! When you export a course object from LRC administration, you export the original
object, i.e. the same object you once imported. If you have created a course session for this
object and made changes in the Navigation tree, you should consider whether it is this
version of the course you want to export.

4.6 Import of other Online Courses

To import courses that are created in a system other than LUVIT, there has to be an
appropriate parser installed on the server. If this is the case you simply use the same import
facility as explained in the previous chapter. Just make sure that you choose the correct
course type in the first import window that appears.

At the moment, there are no parsers available for LRC, only LEC, so what you have to do is
to create an empty LEC course in LUVIT Assembly Tool, import the course in another
format, AICC, IMS or NetG for instance, and then export the course in LEC format. The LEC
course package can now be imported to LRC according to section 4.3 above.
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4.7 Course Object Data

4.7.1 Introduction
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When a course object is imported, general information filled in by the course author will be
imported as well. This information will be displayed if you click on the ®-icon before the
course title in the Course Object list. The information will be displayed in the Detailed
Information window on the lower right hand side of the screen. Some of the information

already filled can be edited.

Some of the information will also be displayed to users of LRC Portal when they ask for

information about a course.

4.7.2 Edit Course Data

The first tab, Edit Course Data, contains the following information (already filled in or empty,
depending on what was filled in by the Course Wizard when the course was first created)

Detailed Information:

Edit Course Data \L Edit Course data [continued]

Title *
Ce=scription
Course Type
Course Category
Course Level
Default Language
Price

Max number of course participants
Lirk

Created

Course Authar

ILife Sciences

LUWIT Education Centre Cnurse;l

Science vI
Beginner ;I
Enalizh vI

jo

j1

20032-02-27

IF.;u:uIt',I of Science

Activate Session

I Cancel (o] .4

Title: Must always be filled in.
Description: Is optional

the list.

Course Type: If the course is an LEC course, this setting cannot be changed.
Course Category: Click on the dropdown menu and choose an available category from

Course Level: Click on the dropdown menu and choose an available level from the list.

o Default Language: Click on the drop-down list and choose an appropriate system
language, which will be the default language when the students open a course session

in LUVIT Education Centre.

e Price: Setting a price on a course object is optional. Only numbers are allowed.
e Max number of course participants: This is also optional as well and should be seen

as a recommendation.

e Link: Optional information field for any www-link.
¢ Creation Date: This is the date showing when this course object was created and

cannot be changed.

e Course Author: The author of the course. Can be edited.

LRC 1.4 Manual

LUVIT AB 2003 33(54)



— Y LUVIT

4.7.3 Edit Course Data (continued)

The form continues with more optional fields if you click on the Edit Course data (continued)
tab:

Detailed Information:

Edit Course Data \| Edit Course data (continued]
Departrnent I -

Address I

URL

E-rnail

|
|
|
|
| =l

Telephane

Course Location

Motes

- -

Picture Upload file I Wiew Picture I

Preview Course Info I

Activate Session I Cancel I Ok I

This form is especially used for non online courses, but may also be filled in for any course
object. If you click on the Preview button you will see which of the information in the tabs
Edit Course data and Edit Course data (continued) shows up for users when they, LRC
Portal, click on the information symbol, @, for a course:

Course Info

This short courze iz an introduction Course Level: Mia
of aur product palicy concerning all
our producs, Constructed both for
new emplovees and az an refresher Prerequisites: No
course for all of us Price: 0

Contact Person: CEQ

Department: Multiple Knowledge Ltd
Address: London

Telephone: +0 00 00 00 00

Course Location:

MNotes:

Language: English

The information on the left hand side in the picture above is automatically brought here from
"Short course presentation” in the course wizard #3 in Assembly Tool. Access it from
Assembly Tool, menu Administrate / Course / Edit. This text was written when the course
was created. If you want to edit this text, this must be done from Assembly Tool. Either turn
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to AT and open the course from there, or export the course from LRC to AT, change the text
and export it again.

The Prerequisites field can also be created in Assembly Tool, Course Wizard #3 and
cannot be edited from inside LRC.

4.8 Link Course Objects to Units

Go to the menu Units / Edit units and choose Repository. Click on the tab Course register
and then the sub tab Available Courses.

Check the box in front of the course object(s) and click on the Select button. Now you will
find the Course object(s) in the upper right window “Selected objects to link”.

Change the sub tab from Available Courses to Units.

Check the box in front of the Unit(s) you want to link the Course(s) to. Finally click on the
Link button. Now you will see a link symbol to the right of the units to which the selected
courses are linked.

For extended linking information, go to chapter 1.3.1
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5 Create an LEC Course Session

5.1

This is the step when you turn a Course Object into a Course Session. You can create as
many course sessions as you need using one course object. Every single course session

Introduction

Y LUVIT

will be unique with respect to registered users, time limit and so on.

e You cannot create a course session from the Repository. You need to work inside a

unit.

¢ Note that you cannot see any course sessions from inside the Repository. You need
to be inside the unit where the course session was initially created.

o Furthermore, it is not possible to link a course session to another unit. It must be

created inside a unit, and a course session can only be connected to one unit.

5.2

Activate a Course Session

When a LUVIT Education Centre Course is imported to LRC you will find it in the list of
Available Courses. Go to the Courses menu and click on the sub menu Edit Courses.
Choose a unit to work in.

Then click on the ®-symbol to the left of the course object for which you want to create a

Course Session. The detailed information for that course object will now be displayed in the
Detailed Information window on the lower right hand side of the screen.

To activate a course session, click on the “Activate Session” button at the bottom of the
Detailed Information frame (see below).

Course Register “|_Extansions
Selected objects to link ]
Selected objects will be displayed here d
Available Courses \l\ Course €atalogues
Worong Umit Faculy of Soence
|<<Search for=» |ghowan =] Esarch | ae —
Tikla Categary Couris laval Lirkad
= Diatadled Info e
|_. MDI'EF Charnistry Advanced ! AXT
Chemiskry =
- tioral ) Edit Course Data “|_Edit Course data (continuad)
L ;::::_li'; fana Education/1T Introduction
ErRnEREr| Titla * appliad Charmistoyg |-
o i Biology Irterrmediate Oescription l—
r u Life Sciences Hurmanities Beginner Courie Typs LUWTT Education Cemtra E\'.IJIII-LI
H |
i C:\:‘:‘;m“mn Friznce #dvanced Courde Catagary Charniatoy -
Courds Laval Advancad -
- Dafault Language |English - |—
[4]H] Fage 1 of 1 | Prica o
Salact | Unsalact | Irnpart | _umberafolaces i |
Link I Unlink | Drelate ] Activake Saision | Cancal (=] |

A new window will open up with the first tab, Session Information active:
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4} Activate Course Session - Microsoft Internet Explorer =100 x|

Life édenc&c {LUVIT Education Centre Course)

Session Information Il Course Session Manager
Title |Life Sciences Course Session Manager: Ui i d

Dascription Price: |0
Language [English =] Number of Participants: [50
Course skart [2003-02-28

Course end |2004-02-28 ® standard Course Session

' Self Registration Enabled

LEC Sarvar | Luvit{ CASTOR default) = C Fras Course

oK Cancel I

Read, and edit if necessary, the information in the fields above.
Title means the name of the course session.
Description may be used to elucidate the content of the course.

Language: Choose what system language should be the default when a user logs in for the
first time.

Course start: The date from which students will be able to log in.
Course end: The date from which students no longer have access to the course.

LEC Server: If your LRC is connected to more than one LEC server, you are able to choose
on which server you want this Course session to be activated.

Price: Optional

Number of Participants: Define the maximum number of students to be registered to this
course session. This field must be filled in.

Type of Course:

a) Standard Course session — The student will see the course session as Active on My
Courses page immediately after log in.

b) Self Registration Enabled — If the course object is placed in a course catalogue, the
students will be able to register to this specific course session if the alternative Self
Registration Enabled is used.

c) Free Course means that the course session will be accessed from the login page
through the Free Courses link as well as from inside the portal in the menu Courses
/ Free Courses.

Now switch to the second tab, Course Session Manager:
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A hctivate Course Session - Microsolt Inkernet Explorer =15 x|
Applied chemistry (LUVIT Education Centre Course)
Couwras Infesrnati
Whorking Unit-Facully of Soarce | #F &haw all ' vam Smardh EdR Smanh Mew Beard =
Hams Sompany EOyrin Bols cripind
 Cpernilly St G A (BT 2003-02-27 14115136 1=
" Cheigting offgnbyeg G Ay Lt arrer 200:3-02-2F 15132119
Qg Qatapty S Lo e ¥ 2003-02-2F 13142126
" gGunnge Jongon Educator 200:3-02-27 14114143
i Jgnny Bond (T3] L el ¥ 200:3-02-2%F 15134156
© Juby Pyreg Spwn Lt arrer 200:3-02-2F 16100123
i Mynig Brings Pari Educator 2003-02-27 141102105
" Myrk Sith Graat Beitain Adeninigtrakor 200:3-02-27 14143 27
i Bl SugnEEon Portagal Lol v 200:3-02-2%F 1T1FNE?
© Pary Etincg Seatland Learrer 200:3-02-2F 15134102 le=
Fal ' i . A LT i M 'l
=14 Cancel J

A course session has one manager. The manager has the same rights in the system as a
course administrator. This is the place to choose that person. You can choose between any
of the registered persons in the unit. Just click the radio button beside the name of that
person and click OK.

You will now be taken automatically back to the Session Information window.

Press the OK button and wait until the course session is activated. This may take up to a
minute depending on the size of the course content. When the activation is finished, the
window will close down itself.

5.3 Edit a Course Session

To Edit a Course Session, please go to the menu Courses / Course sessions and choose
unit. A window with a list of all course sessions in this unit will appear.

Click the link of a course session to get more details.

To Edit a course session with regard to participants and session information, check the box
in front of the course title and then click the Edit button. More detailed information of what to
edit is explained in chapter 5.2

Working Unit:Pedagaogik % chow all
- Title Course Objedt Course Period
¥ Pedagogik 11-z0p Pedagogik 11-20p 2003-03-27 -
[T Torsken i Sstersién Taorsken i Hstersjén 2002-032-27 -

Delete Rermove All Users Edit I|
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6 Enrolling Users on Course Sessions

6.1 Introduction
Go to the menu Users / Enroll Users, then select a unit to work in.

After a unit has been selected, a new window will appear:

Enroflment

Select Usars to Enroll

Now you are able to choose which user(s) are going to be enrolled on the course
session(s). You have four basic alternatives:

a) Select one or several persons from the list, by checking the box(es) beside the name of

the user(s)

b) Use the Search function to find a specific user.

c) Change from the tab Users to User Groups, to enroll a defined Group of Users

d) Use the Search function to find a specific User Group.

Tip 1: Organize the list of users to choose from, by sorting them by either Name, Company,
Country, Role or Created (i.e. date of registration in LRC)

Tip 2: Click on the user’s name to get more information about the user
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LI5£\L User Groups

working Unit: Faculty of Science [ % ghaw all = Use Search Edit Search | INew Search ;I
[T Hame Company Country Role Created
[T cCarnilla Steiger Gerrnany Learner 2003-02-27 14:15:36 ;I
[T Mark Srith Great Britain Adrninistratar 2003-02-27 14:13:27
[T GunnarJonson Sweden Educator Z003-02-27 14:11:43
[T Marie Brinck Paru Educator Z00%-02-27 14:11:05 Note!
[T stefan Larsson Sweden Educator 2003-02-27 14:08:12 These
|_ Julia Perez Spain Learnear 2003-02-25 16:01:23 are
I_ Don Quixote Spain Learnear 2003-02-25 15:42:26 I’0|eS |n
[T Hilz Svensson Porugal Learnar 2003-02-25 15:35:57 LRC'
|- Jenny Bond L. 5. A Learnear 2003-02-25 15:34:56 )
[T Perry Stinner Scotland Learner 2003-02-25 15:34:02
[T cChristine Offenburg Gerrmany Learner Z003-02-25 15:32:19

w
Select Show Selected Only MNext




6.2
Check the box in front of the user you want to enroll on a course session.

Enroll a single user on a course session

First click on the Select button below the list and then Next.

Y LUVIT

5;-\:::?““ Unit:Faculty of | @ opow T Uze Search wl [Hew Search =1
[T Hams Company Zountry Rola Eraatad
Chrigtine Offenburg Garrnany Learmer 2003-03-05 09:41:21 [ =)
1{]' Parry Stinnar Scotland Laamar 2003-02-05 09140118
Jenny Band (HE1 Learmer 2003-03-0F 09139122
I- Milz Svensson Paorugal Learnear 2003-03-03 09135113
|_ Don Quixote Spain Laarmar 2002-02-05 09,2708
™ Julis Peres Spain Educator 2003-03-05 09:35:59 |—
[T stefan Larsson Swadan Educatar 2003-03-0% 09:34:39
T Marie Brinck Paru Educator 2003-032=05 09,3024 =
Select I Show Selected Only I Cancel Mesxt |
2 3

(Use the Show Selected Only button to get a list containing only those who are selected).

After clicking Next, a new window pops up, with all the available course sessions in this
particular unit (see below).

Choose which course session(s) you want to enroll the chosen User(s) on. Do this by
checking the box beside the course session you want to enroll the user on.

Click on the Select button.

Then click on the Next button.

Warking Unit: Feculty of Sosnce F chow all ' Uze Sesrch Edit Ssarch Haw Saarch =
™ Tal= Courrs Obimct Courss Benad Humbar of Bsticpan r ign Marsger
[ applisd chemistry Applied Charmistry 2003-01-20 - 2003-06-13 /60 Julia Parez
16« g2 Computisnal Scancs 2003-03-0F - 2004-03-08 1750 Sulia Parar
M Envirarmental Scisnzs Enmronmantal Scisncs 2003-03-05 - 2004-03-05 173 Mark Srmith
T Meursl Computsbon Heursl Computstion 2009-0%5-08 - 2002-03-08 17100 Murs Brinck
[T Heursl Computstion Heursl Computation 2003-03-08 « 2004-03-08 /900 Mark Smh
Suluct | Show Galectad Only Back | Cancal

If you cannot see the course session you are looking for, you can search for this session by
clicking the radio button Use Search. Then either choose one of the saved Search settings
from the dropdown menu or make a new search category by clicking on the Edit Search
button and fill in the criteria for this new search category.

More info on searching in LRC — see chapter 6.5
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After having clicked on Next, the last window opens up. This is a Confirmation window
where you are shown an overview of the actions you have ordered (see below).

If you are satisfied, please turn to the dropdown menu “Enroll users as”, where you choose
which profile the user is to have in the particular course session (Guest, Student, Educator
or Course Administrator).

Finish at the mail section at the bottom of the screen and choose whether the Student will
receive:

a) a standard mail
b) a mail edited in your local mail system

¢) no mail about this registration

More info on mail alternatives — see chapter 6.6

Users to enroll ;I
|7 Jdenny Bond LS Learner 2003-032-05 09:39:122

In course sessions
[¥ cComputional Science Computional Science 2003-03-05 - 2004-03-05 1760 Julia Perez

Enrall usars as ICourse Adrinistrator vl

" send default e-rmail
© Use external e-mail dient

% pon't send e-mail

Back Tk I Cancel

As soon as the OK button has been clicked, the user is enrolled on the course session and
he/she will see this course as Active on the My Courses page in the Portal after login.

6.3 Enroll a User Group to a Course Session

The procedure for enrolling a group of users instead of single persons is more or less the
same. When you have entered the Enroliment window, click on the right hand tab that says

User Groups, then follow the same instructions as for enrolling individual users (see chapter
6.2).

Note! Before you are able to use this function you have to create at least one User Group in
LRC and link users to this group. Chapter 3.2 describes how you perform this operation.

LRC 1.4 Manual LUVIT AB 2003 41(54)



6.4 How is a Course Session displayed to the user?

In the portal menu Personal / My Courses, the course will now be displayed as an Active
course, below the header Status / Role. The title will be underlined, which means that the
student may start the course session immediately by clicking on the title link.

My Courses

Status / rola Titha Pariod
OO0 Adive Product Policy 3/4/2002 - 3/5/2003

6.5 Search for Users or User Groups before enrolling on course sessions

The default setting for the user list is “Show all”. This gives you a list of all persons
registered in a specific unit. You may sometimes wish to search for a specific person, or
persons who live in a certain country and so on. The Search function will help you to find the
person or persons you have specified.

Start by marking the radio button Use Search

" Show all * Use search Edit Search I INEW Search ;I

In the drop down menu you specify if you want to make a New Search setting, search
according to the Last Search setting or use a search setting that you have previously
Saved.

To make a New Search setting, choose New Search in the drop-down menu and then click
on the Edit Search button.

/} User Search - Microsoft Internet Explorer ) o 4 |
New Search
The phrase |Svensson |Must existin j |Name j J
Save I Delets Add Field I K I Cancel I |

In the example above, we are searching for all users registered with the name Svensson.

LRC 1.4 Manual LUVIT AB 2003 42(54)



Start by clicking on Add Field.

Fill in the phrase that you want to use to search on. If you want to search for all users with
the name Svensson, type Svensson in the empty field beside The phrase.

In the second field you can choose between “Must exist in” and “Must not exist in”. If you
choose Must exist in the user list will show all persons with the surname Svensson. If you
choose “Must not exist in” the result will show all registered persons except those with the
name Svensson.

In the third field you specify the registration field in which the search is to take place.

The order of the above fields will differ, depending on what you choose to look for. This will
be true when you search by Gender, Country, Language, Role and User Group

The search can take place in all fields that are used for registering persons in the system.
Those are:

Name Username
Pnr Comment
Address Gender
Postal code Company
City Country
Telephone Language
Alt phone Role

Fax User Group
E-mail
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6.6 E-mail alternatives when enrolling users or user groups on course sessions

When you register a learner to a course session, a message may be sent to his/her
registered e-mail address. You have three different choices:

Entall users as ILearner vI

o Send default e-rnail
& Uze external e-rnail client

" Dan't zend e-mail

6.6.1 Send default e-mail

If you choose the first alternative, Send default e-mail, the message will look like this:

The Subject title of the mail is: Course Registration

The content of the mail is:

Welcome xxx xxx!

You have been registered for the LUVIT course “zzz”. The course will start at 2003-xx-xx
and you will find the course at http://xxxxxxxx.

In order to log in, use the username and password you have received earlier. If you have
lost the information, please contact your LUVIT administrator.

Note! When users are registered in the LRC administration, they are given a password. This
is the password mentioned in the message above (See chapter 3.1.1). This password is not
sent to the users until they are registered to a specific course session, as in the example
above.

6.6.2 Use external e-mail client
This alternative is useful when you want to edit the message yourself.

Activate the radio button beside the alternative Use external e-mail client and click on the
OK button. Now you will be shown a message like this:
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ou have made 7 registration(z] in 1 course zeszion(s].

Right-click and zelect 'save as...' to download a textfile with the registered users e-mail addreszzes,

Follow the instructions of right clicking and “save target as”. Save the textfile somewhere on
your computer. The file looks like this:

Systemnddmi...

Inside this text document there will be a list of all the registered persons’ e-mail addresses
configured for copying and pasting to the “Send” field in your mail browser.

Now you can type whatever message you like to these persons.

6.6.3 Don'’t send e-mail

Use this alternative when you want to deliver the registration information to your students by
hand.

7 Recommending courses to users

7.1  Introduction

Recommending a course to a user means that the user will see the course object in My
Courses list when logged in to the portal. The status of the course object will be
"Recommended". The user may now click on the - icon where he or she can read
information concerning the course object and, if available, self-register on one of the course
sessions offered in the Course Session list.

7.2 Link a User to a course object
To recommend a course to a user you need to link the user to the course object.

Go to the Users menu / Edit Users and choose Unit. Click on Course Register on the main
tab row. You will now get a list of the users in this unit. Check the box in front of the person
you are going to link to a course object. Click on the Select button at the bottom of the
screen.
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User Register Course Register
Smbesited s to linds [ Dsmrs
Brockafisld 5t
I um%sar Gmups\"«L avalable Coursas \\ ke = ki
Waorking Wnit:Faculty of Socsl Scienca
|<<&march for>> | $how all =] Search o= I
Fist Hame Sountry Linkad
&  EBrookefisld Stave Gra st Britain =] Oretadied Information:
Click on the infa ican{ D in the Selaic
gat detailad information or to edit tha
P Page 1 of 1
| Swmlact I > Unselad I [mport l Expaort I
Link | unlink. | Dalate | M |

When the name of the person is visible in the window "Selected objects to link" - change
from tab "Users" to "Available courses" at the lower tab row (see below).

Now, check the box in front of the course object you want to recommend to the selected

person. Click on "Link" at the bottom of the screen.

Fersonal | Ugerg f Courses | Unatz | MNews | Repors | Help |
User Regirter
Salacted objects to link [ Users)
@ @ Broaksfield Shava
Usmrs \“‘L Ligmr Groups fwailable Coursss '
Warking Unit: Faculty of Social Scisnce
|==5earch for=x | Show All =] Search ! oo
Titls Level Lirked
Sodology (10 -
B e =N WA Ll [ Detailed Tnformation:
Chidk on the info lmn(‘]ln the Saladi
[:E get detsiled infarmation ar to edit the
-
Wlale]M] Pags 1 of &
Select Unsaled i Irmport i Export I
¢ Lirk usdink. | Delebs | Mew |
L
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7.3 How is a recommended course displayed to the user?

The selected person will now be able to see the course object as "Recommended" under
My Courses in the LRC Portal.

To get information regarding the course, the user clicks on the -icon to the left of the
course title. If there are any course sessions available, this will be described on the lower
part of the page:

Ragizter to course Course Title Course Pariod MNumbear of Placas Course Session Manager FEducators

:) Applied Chemistry 2003-01-20 - 2003-0&-15 &0 Julia Perez Mo educators assigned

To finalize the registration, the user clicks on the arrow ( &2 )below the header Register to
Course. The registration will be activated automatically and the user will be moved to My
Courses page and the recommended course will now be shown as Active.

8 Create a new Non-online Course or Activity

8.1 Introduction

As mentioned before, in addition to online courses, LUVIT Resource Centre may also
handle other activities that are not based on LUVIT Education Centre (or any other
online based e-Learning platform). In those cases, LRC is used as an information and
registration channel only. In this way even pure classroom based courses, seminars,
conferences etc. can be viewed by the student from her/his My Courses page or in the
course catalogue.

8.2 Create a new non-online "activity” object
To create such an activity in LRC, go to the Courses menu and Edit Courses. Choose the
unit in which you want to work. Click on the tabs Course Register and Available Courses.

Now click on the "New" button below the object list and you will get a form to fill in, placed in
the Detailed Information window on the right hand side of the screen.
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Detailed Information:

Title * | ||
Cescription I

Course Type Conference "I
Course Category Biolagy "I

Course Level Py A ;I
Default Language Chineze "’I
Price I

Murmmber of places I
Link |
Created 2002-03-321
Course Suthor I

Cancel I (o] 4

A Title must be entered. All other criteria are optional, but as you see, some of the
information fields are set as default, which means that this is what will be shown if you do
not change the information in the drop-down lists. Therefore, we recommend that you make
an active choice regarding the following criteria:

Description (Optional, will be empty if not filled in)

Course Type (Choose from the drop-down list. If you need a new type, create a new one
from the menu Courses / Course Settings)

Course Category (Choose from the drop-down list. If you need a new category, create a
new one from the menu Courses / Course Settings).

Course Level (Choose from the drop-down list — new levels cannot be created).

Default Language (The chosen language will be used by students for searching courses in
specific languages)

Price (Will be 0O, if not filled in)

Max number of course participants (Will be 1, if not filled in)

Link (This link to an internet page will be active from the portal, My Courses)
Creation Date (Date of creation in AT)

Course Author (Will be empty, if not filled in)

When you are finished, click the "OK" button below the form. You will now see the title of the
"course" and some of the filled in information in the Available Courses list.

8.3 Additional Information

When the new course is registered, as explained above, you are given an additional
possibility to fill in more detailed information about the activity. Click on the ®-icon next to
the name of the new course and you will see a two-part form in the Detailed Information
window. The left form, Edit Course Data, is the one you have just filled in. Click on the
middle tab Edit Course data (continued).
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Detailed Information:
Edit Course Data \I Edit Course data [continued]

I -

Cepartrnent

Addreszs

URL

E-rnail

Telephone

|
|
|
|
Course Location I
Motes |

Picture Upload file I View Picture I

Activate Session I C.;ncel I (o] 4 I

The information in this form, except Picture, will be displayed when a student or teacher
clicks on the information icon () for this course, in the menus Personal / My Page and/or
Course Catalogue / Courses. See below:

Course Info

Cowrse Level: Intermediske
Language: Swedish

Prerequisites:

Price: SO00

Contact Persont Stefan Larzson
Department: BEIKO Education
Address: Kunskaspsgstan 3
Telaphone: +46 46 101233
Course Location: Seminar room 33

Motes: First seminar will be hold Thursday. 2 of May, Address as above,
Follow the signs te building G, velcome!
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9 Pre-tests

9.1 About pre-tests

Pre-tests can be used as a prerequisite for self-registration on a course session in the user’s
course catalogue presented in the LRC Portal. When the user opens up the course
catalogue, a list of course objects are presented. If you want the potential student to do a

pre-test first, this symbol ( © ) will be shown to the left of the - @:on. When the pre-test is
finished and the student has passed the test, he/she is free to self-register on the course
session.

Pre-tests are created with the help of the Quiz tool which is part of LRC administration —
only for this purpose. If you are familiar with the quiz tool from LUVIT Education Centre, you
can create a pre-test at once. If not, please turn to the LEC 3.7 manual for instructions.

9.2 Create pre-tests
Pre-tests are created from the menu Courses / Edit Courses in LRC administration.

Choose the unit to work in, then click on the tab Extensions.

From here it is possible to create a new pre-test by clicking on the button New below the
Object list.

-
Caoudrse Register w
————
< Quizzes \L_}u.'ailable Courses
o e
Working Unit:Faculty of Science
I{{Search for== IShu:-w All ;I Search | o r
Quiz Mame Linked
I_ O Pretest for course no 1 ;I
o
| | | | Page 1 of 1
Select I Unzelect I Irnport I Export I
Lirk I Unlink I Celete I (" Mew \)I
-~ —

The tool for creating the pre-test now appears. Please turn to the LEC 3.7 manual for
instruction about creating quizzes.
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9.3 Pre-tests and units

Pre-tests are not unit-specific. This means that all pre-tests created in LRC will be visible to
all unit administrators.

9.4 How are pre-tests displayed in the course catalogue?

The pre-test is displayed with an orange circle with a dot inside, © This is positioned to
the left of the information icon.

When the test is finished and the student has passed the test, the symbol will change to this
e
one ‘&

10 Administrator News

10.1 About LRC news

The LRC administrator may present various news items to the users of the system. All users
will get access to the news from the log-in page. They can also access news from the menu
News from inside the portal.

News items that are presented in LRC are visible to all users irrespective of which unit they
belong to. This means that the news created here should be of common interest. Course-
specific news should be created from inside each course session.

10.2 Standard News

A standard news item is written with a subject title which will be the link to a more extended
text. The content page is limited to 238 characters.

Go to the menu News / Edit News. Choose the tab Standard.
Click on the New button.

Enter a title.

Enter a content

Choose whether or not the news should appear on the login page by checking / unchecking
the box.

Click the OK button.

10.3 News Alert
News alert is a one row message for shorter information.

Choose the Alert tab and click on the New button.
Fill in the empty field with information and click the OK button.
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11 Reports

11.1 About Reports

The report functionality is useful for getting a better overview of what courses are connected
to which users and so on. There are four different reports to choose from, and they can
viewed only, printed out or exported to Excel. The reports you receive summarize what is
going on in all units. It is not possible to get a unit-specific report.

Select Report

r Course Report

r Server Report

':H Personal Courses

':H Course recormmmendations

‘Jiewl

View Printable Yersion

Save As Excel file

11.2 Course Report
To choose the course report, click on the radio button beside Course Report.
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Then click on the desired button below. A course report gives you the following information:

Title of Course Session No of Participants Contact Person Participant’s Name
11.3 Server Report

Server No of No of Site ID Title of Course | Participant’s
name Participants Courses Session Name

11.4 Course Recommendations Report

Title of Course Session

Recommended person

Course session ID
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11.5 Personal Courses Report

Unit name Course session title | Course Administrator | Participant Name

11.6 View and Print Reports

You can choose whether to receive the information in a pure HTML list or in a printable
version.

Choose which report alternative you want and then click on either View or View printable
version.

11.7 Save a report as an Excel file

If you want to edit the report data, the alternative is to save the reports in an Excel file.
Each column in the Report will get an equivalent column in Excel. Then you are free to use
Excel’s features for different purposes.

12 Settings

12.1 Preferences

In the menu Personal / Preferences you are able to change your Personal language and
your Password.

Fersaonal | Users | Courses | IUnits | Mews | Fepors | Help |

ﬂ‘;r'eferen ces

Preferences for Administrator Admin

Language IEninsh ;I

Old Password I

Mew Passward I

Caonfirmn Password I

In the Language drop-down menu you find the language alternatives that are installed on
the server.

When changing password, first type your old password and then the new one two times.

In both cases, finish by clicking the OK button.
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12.2 Headings

12.2.1 Introduction

For greater flexibility regarding the information that is displayed to the administrator in the
different object lists, every single administrator is able to individualize what information
should be revealed. In the example below, the administrator gets information on courses in
a unit by Title, Category, Level and Language:

Title Category Lewal Language Linked
[T EBasicBiology Bialagy Beginner Enaglizh
[T ® iInternational Law Law Advanced Englizh

These headers can be changed on an individual level. Four columns of information is the
maximum number possible. Each administrator decides the information that should be
displayed in the object list.

The list of headings to choose from varies according to what the object list is going to
display:

e Courses - Title, Course Level, Course Category, Course Type, Recommended Price,
Recommended No. of Course Participants, Department, Contact Person and Creation
Date.

e Course Catalogues - Title, Description

e Users - First Name, Last Name, Company, City, Country, Email, Phone, Fax and
Creation Date.

e User Groups - Title, Description

Note that a course object has even more data than can be displayed in the object list. To get
this additional information, click on the -symbol in front of the course title, as shown in the
picture above.

12.2.2 The List Headings menu

To organize the display to your own satisfaction, go to the Personal menu and choose List
Headings in the submenu. You will now see drop-down menus for each column and object.
Just choose what information you want to be displayed in which column. Then click the "OK"
button. You are free to adjust this setting whenever you need to.

Headings

Headings for Administrator Admin

Lotumn T Calurma & Cofms 3 Lanme f
dvailable Courses [ Title =] [category =] [course type =] [course laval 3 |
Coursa Catalogues [Tits =] |opesoiption =l [mactive =] [mactive |

Usars |Firstnamea = [rastnarme =] oy =] [1nactive =]
User Groups |Title =] [ovescrigtion =] [tnactive =] [tnsctive 3 |
ok |
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