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Manual for LUVIT Education Centre 3.7

Welcome to LUVIT Education Centre (LUVIT) - a tool for net-based education. You create your
own training courses and transfer knowledge and information over the Internet.

This product was originally developed at Lund University back in 1997, and is today a complete
environment for net-based education of LUVIT AB. The LUVIT software is created to follow the
four steps of education; Create, Manage, Run and Evaluate. The LUVIT product portfolio consists
of three products;

e  LUVIT Education Centre (LUVIT) — an educational environment
e LUVIT Resource Centre (LRC) — an administrative environment
e LUVIT e-Val — an evaluation tool

The LUVIT concept is designed to improve the individual learning process and make education
available to anyone, regardless of prior technical knowledge, course content and geographical
situation.

This manual describes all functionality available in LUVIT Education Centre and the introduction
explains how the environment is constructed and what kind of functionality is available. Chapter
number |-7 explains in detail all kinds of processes. The manual presumes that LUVIT is used in a
standalone form. If LRC is also used, some administration functionality in LUVIT will be replaced
by this tool, such as administration of participants and creating a new course. Further on,
information about news and events created in LUVIT will be available in LRC. Course grades will
be available in the CV and course history in the LRC portal. For more information, see also the
LRC manual.

User Profiles

There are four different user profiles in LUVIT, Course administrator, Educator, Learner and
Guest. Each profile is unique and therefore has access to differing levels of functionality and
different menu choices in the environment. The course administrator can change these settings at
any time and the default settings are just a recommendation for the four different roles. The
progression for the profiles is as follows: an educator should be able to do all a learner can, and
an administrator should be able to do all an educator can.

Course administrator - The person who creates the course and adds participants. Has overall
administrative responsibility. Can be the same person as the educator.

Educator - The active educator or teacher in the course who leads the course participants
through the course. Can publish material.

Learner - The basic requirements for a learner include being able to navigate, study the
published materials, take self-tests and other tests and communicate with the other participants.
A course participant can even publish material if an educator has set the permissions for a special
module.

Guest - Is relevant when user self-registration has been selected as an option for the course. An
administrator can upgrade them to learners (=verified participants) or delete them from the
course. Default setting is that the guests leave the course when their guest accounts expire.
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Course creation process
When it comes to the process of creating, launching and maintaining a course in LUVIT, the
administrator creates a new course as follows:

Create a course shell and an entrance page
Register educators as participants

Publish material

Add learners as participants in the course

W -

As a course administrator you create your course as a shell. Initially this will be virtually empty,
with just one participant, yourself.

Then you start planning the structure and drawing up a synopsis for the Navigation tree. Next

you create the modules and sub-modules to build that structure. Then you may start to publish
the various documents and other resources that you have planned to put in the modules of your
structure. Even educators can later on publish documents.

When your course materials begin to form the content of the course, it may be time to start to
administrate by adding educators and learners.

When the course takes place, the course administrator/educator promotes and supervises
course activities such as:

e Initiating, promoting and participating in the communication between educators and
learners as well as among the learners

e Creating and publishing tests and quizzes

e  Correcting tests and giving feedback

e Following learner's progress

e  Monitoring user statistics

e Announcing events in the common schedule

e  Publishing news flashes

e  Promoting collaboration in groups

e  Evaluating the course using the e-Val tool

When evaluation and reflection have given you insight into possible improvements, it is time to
start over again and to redesign the course for the next round.
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1 Introduction — Basic concepts
LUVIT Education Centre consists of different parts and functionality, which helps you to create

or participate in a course. The following information will explain the education environment and
its different components.

11 Login

To gain access to LUVIT and all of its services and tools you need to log in. You do this from the
entrance page of the particular course in which you are enrolled. Log in with your e-mail address
and the password you have received from the administrator. The reason why you have to log in
is that you have a unique personal profile in LUVIT to which no one else should have access.
Once you've entered your e-mail address and your password, click Log in.

E-tmail Paszswaord

marie brinckiEiuyit .com i m

You have three possibilities to try to log in. Following error messages might be shown:

The userid you supplied has no access to this course | 1 he userlD exists, but that person is not yet
I registered for that course. Check that you have

chosen the correct course or URL, otherwise
the course administrator hasn’t registered you
on the course.

stefan persson@Iuvit cor

The userID does not exist on this site. Check that you have

The User IDis not correct . ]
written the correct e-mail address.

E-tmil

The password is not correct] The userID exists, but the password for that ID is not correct.
E-tmail Check that you have written the correct password.

Imarie.hrinck@luvit.u:nm

The userID exists, that person used to be registered to this
course, but the access has now expired.

Your userid has expired

Iatudent@luvit.cum

If you try entering an erroneous password more
than three times, LUVIT will assume you have lost

You have tried to log in more than 3 times

check your e-mail below! the password and offer to send another one to
When it iz correct click Ok and a new . .
password will be sent to you. your e-mail address. Accept the offer with OK or
E-mail: |stetang@uvit com decline by ignoring it. The new password will be a
random string of characters, but you can always
Jox| change it later on.
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1.2 Logout

=== WVhen you want to end your LUVIT session you should click the Log out button in the
@ bottom left corner of the screen. This will take you back to the page where you logged in
confirming that you have left the environment. It is important that you log out from
LUVIT whenever you take a break.

1.3 Functionality - a quick guide

After logging in, you come to the education environment and main page of LUVIT. From here
you can reach the essential functions that help you in your work:

Navigation tree (1.3.1) - organize all the documents in LUVIT

Tree control (1.3.2) — simple control of the tree's appearance with the use of four buttons
Menu (1.3.3) - all functionality concerning handling the environment, material and participants
Info bar (1.3.4) - gives you more information about who created the document, what date it was
published and whether you've completed it. There are also buttons for feedback, download and
view help text.

Message icon - indicates when you have a new message or feedback on something you have
written, etc

Document window - displays texts, images, documents, forms, and function dialogs activated in
LUVIT

Status bar - gives you more information about the document you are moving your pointer over
Home — Shows news flashes, who's online and excerpts from the schedule, showing today's
events and upcoming events for the next six days

Menus « @ | Fersonal ‘ Caurse | Communicate | Document | Administrate ‘ Help |

3

LUYIT
Education Centre

Vielcome Matie Brinck!
Demo course
haniial

Message icon

Home .
test @ Za| News | @ Agenda
Navigation tree <} "-‘aus |
----Test 4] 2002-09-11 Marie Brinck Fluic on Towr 2002 14:00-16:30 2002-03-11
[ 08 test
Document « ____ELRC i LT Hewstetter Septe@ber
window B Doumert LT News\eﬂe_r September iz outl Have &
%A J ook &t wnaner Juit.com m People on-line |
v
Tree control 4 ...... @ E E E ‘ Marie Brinck 1103
Status bar - Published by Marie Brinck, Dokument |— |— ‘Q Tl
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1.3.1 Navigation Tree

..... (GHome The navigation tree is visible to the left of the screen. It contains every
é...mr\ﬂgdme document-related item which the course is using. This is the place where the
-] Dokument documents and images that you have published end up. You will also find
""" @ Chel tests and skill practices, the published works of other learners and much

..... @Fgrum . . .

_____ [Stest more. The seven examples of content in the diagram include a sub folder,
_____ O test chat, forum, test, open answer test, file link and www-link.

----- | File Link

----- sy link:

----- @Glassarwd-ﬂf

At the very top of the diagram, you will see the LUVIT AB logo, which will appear

in each course that uses the system. Home shows news flashes, who's
online, and excerpts from the schedule.

| The tree consists of different branches, i.e. modules. The modules can be thought of as
In folders, in which documents or new modules are placed. You can click modules or their
titles to get information about what that particular module represents and contains.

. If the module has a little square with a plus sign (or a small triangle if you're using Mac), it
means that it contains something and is available to expand. The content can be either
documents, communication items or sub modules. Click the small square or triangle next
to its name and the module opens and by clicking again you close the module.

-
w
N

The tree control
[+] [-]

Expand all means all modules and sub modules open up and are shown with all their
contents. This can be useful if you want a view of the total amount of documents hidden
inside the tree, or if you want to find one specific document.

At the bottom, below the navigation tree's stem, four
1 buttons are available. These affect the navigation tree's
appearance and behavior in different ways.

o]

Collapse all is the opposite of Expand all - all modules and sub modules close and the
navigation tree's original appearance is shown. Good to use if you have a lot of modules
open and don't want to close them one by one.

Refresh tree updates the tree, so that if any changes have been made they will come into
effect once this function is used. Useful when a document has been added or changed.
Never use the web browser's own button to update the navigation tree in LUVIT.

[53 I Y Y|

Floating menu means that you can have the navigation tree as an independent window
instead of the default placement to the left of the screen. This can be useful if you want
more space for the documents on the screen.

Although not a part of the tree controls, the important Log out button is also placed
here. Use it every time you take a break or end a LUVIT session.

]
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1.3.3 Menus

| Fersonal | Course | Communicate | Docurment | Administrate | Help |

At the top of the page, you will find a tool bar with different menus. This can be regarded as the
control panel of the course because you use it to control everything from publishing documents
to receiving messages. A learner has access to five menus while the course administrator or
educator also has access to a sixth menu: Administrate. Each menu contains a number of menu
options, which are displayed when you click the menu. Then, as you click each of the options, a
number of underlying labels will fall down (on a PC) or spread over the tool bar from left to right
(on a Mac).

In short the menus have the following functionality:

e Personal gives you an opportunity to keep track of scheduled events, monitor your
personal progress and set your personal system preferences.

e Course takes you to a number of standard documents, i.e. a course plan, the course
links and a course literature list. The course statistics function is also found here.

e If you choose to browse Document you will find step-by-step wizards for
uploading, creating and editing all sorts of files.

e Communicate holds the different tools for communication available within the system,
as well as a complete list of received messages within the course.

e  For administrators and educators there is also an Administrate menu, which allows you to
create groups, edit course documents and manage participants as well as view user statistics.

e Under Help you find an online manual with traditional index and keyword index for faster
help to a specific aspect of LUVIT.

1.3.4 Info bar

At the bottom of the Document window displaying a published document, there is yet another
tool bar, the Info bar. The Info bar is displayed while you are examining any kind of document
except chat or forum. You will find information about who created the document, what date it
was created and whether you've completed it or not. This way it's easy to keep track of the
document's different characteristics.

E74 Created: 2002-11-07 Author: Gunnar Jonson Completed: [ ] Download: [] Z E?l'

@;y If you have the permission to edit a document, the Edit icon will be available,
which gives you direct access to editing facilities.

Completed: [] If you’ve finished a document, check the square where it says Completed.
The document will then be registered as read in the progress bar-.

You can Download documents to your own computer for off-line reading.
You do this by checking the download box when the relevant document is
open.

Cownload: [

/' To make personal notes on a document or read educators’ notes, click the Notes icon.

% To send and view Feedback of the document, click the feedback icon.

If a document has Help text it will be indicated by a square with a question mark on the
Info bar. Click the symbol and information about the document will be showed.
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2 Personal menu

Y LUVIT

All functions concerning personal settings can be found under the Personal menu:

Homepage N e Courses

My Courses

course
Schedule r
Progress Finished
Grades °

My Portfolio

Fersonal e Results on the quizzes

My Results e Personal preferences in LUVIT
Preferences | ©  Personal home page in LUVIT

e Personal schedules showing different events taking place during the
e Progress report showing which documents are marked as Read or

My portfolio containing test results, forum posts and saved documents.

Target group - Both learner and educator can change personal preferences for the
environment. The learner is able to keep track of his or her personal progress and the educator

can follow the evolution of all learners.

2.1 Preferences

Fersonal

My Results

User Infarmation

Homepage | Options
My Courses File Path

Schedule *
Progress
Grades

My ParkFolio

2.1.1 User information

To change personal preferences select
Preferences. Here you can adjust your personal
settings such as your password and language, and
activate your homepage. All changes are saved, so
that the next time you log in the environment will
look the same.

A short entry form will be displayed, giving you the opportunity to change the e-mail address and
choose a new password. Note, since e-mail address is the same as your user ID, the latter also

changes in this case.

m User Information

Passwnrd I***************

Confirm your

Ittttttttttttttt
pazsword

E-mail Imarie.brinck@luv'rt.cnm
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21.2 Options

When you enter the system for the first time, the language is preinstalled. You can choose in
which language you would like to see the menus. If you participate in more than one course on
the same server, you can make individual settings for each course.

m Options

Language IEngliSh "I

Receive all your messages r
as e-mail alzo

Home page active [

Feceive activity reparts via r
e-tmail

=

You can also decide how to access messages via different mail options. The options allow you
to decide whether or not to:

e receive all internal messages in LUVIT as external e-mail also
e activate a personal information page, incorporated as a link on the list of course participants
shown under the Communicate menu
e Receive activity reports via e-mail. This option is one way to keep yourself informed of:
changes in your course, new Forum postings, new published documents, the number
of logged in users during a period, etc.

Once you've made your changes, click Update and the changes take effect.

2.1.3 File path

File Path defines where you have placed or put large, distributed local resources. Type in the file
path, the entire address to the material on a local CD or your hard drive, and click Update.
Your local browser will know how to access and display the original files. For how to integrate a
file link, see also Administrate 5.1.9.

" Personal File Paths

File Path: |Cc AADECS
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2.2 My results

The menu option My result enables you to find your results for the
quizzes published in the course. Only you and the educator/creator of the
My Resulks quiz have access to this information.

Fersonal

Preferences

Homepage ¥
My Courses
Schedule P
Progress

Grades

My Portfolio

Choose which test form you would like to get information about. The results are presented with
test date, used time and the score. To see which question you have passed or failed, click Info.

Choose occurrance

Your resulis in the quiz. Demo Guiz

Date Used time (min} Points Info
2002-04-22 12:11:52 35:00 0 .4
2002-05-13 10:02:09 0050 4 3
2002-05-13 10:05:28 01:48 B .4

== Previous I Cancell

To see the exact result for every question in a specific test, click Info.

Demo Quiz 2002-05-13 10:05:28 Marie Brinck

Ho Guestion

& numeric guestion
African animals

Birds

fill-in-the-hlanks guestion
Fioelfrigs

hiovie

Old Saying

Sweedish Animalz

g
3

ELCEILRE:

Congratulations, you passed this quiz.
Your score was 6 of § and you needed B to pass.
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2.3 Homepage

Fersonal | All course participants have their own Homepage in LUVIT. Once
activated, it allows other learners to get additional information about you

through the Communication menu - information like physical address, CV
Preferences Y 50 interests. You can change and add information about yourself and change

My Resulks

Homepage or remove your picture.
My Courses
Schedule r
Progress

Grades

My Portfolio

231 View

In order to see your own homepage and picture, click View.

1

T Maria Svensson

Address: ain avenu
Malmd
E-mail; maria@@organisation.com
Phone Number: 040-0000000

Personal Description: e-Learning manager for our organisation. If you have
any guestions on e-learning, =end them to me and
weell zort it out.

Curriculum Vitae {CVW):  View &V

2.3.2 Edit
To edit your homepage, click Edit. Here you can describe yourself, your interests and upload a
CV (word or HTML document uploaded to your archive)

E-mail: ericieducator.ze

Phone Humber: -

Personal Description: [Fy cotor in the demo course. ;I

[
My Interests: [<qiing and scuba diving. =]
E
Curriculum Vitae (CV): m
Link Hame: I
URL: b fovwrw dviteom] |

Change personal
picture: m
I Update Cancel

Change personal picture - It is possible to change the default picture used by LUVIT. First you
need to upload an image of your own to your archive, see also 5.2. In short, you upload a suitable
image file in .gif, .jpg, or .png format, by browsing the files on the hard drive of your own
computer and deciding which image file to use. Remember that the picture cannot be larger than
20kb.
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24 My courses

Persanal | If you are participating in two or more courses on the same server, you can
switch between these courses, irrespective of your user profile. You will
My Results find all your courses under My courses.

Preferences  #

Homepage r

My Courses
Schedule k

Progress

Grades
My PartFolio

If you click the Switch to button, you will be able to jump to the course you marked on the list
without logging in again. The only prerequisite is that you are using the same UserlID and
password for the course you want to switch to and the course you are presently in.

m Courses
m Demo course

Demokurs Universitet / Hagskalar
Demokurs Universitet / Hagskalor

LEC 3.5 Testing 2002

When course is switched just click Proceed and
you reach your chosen course.

Course Switched!

Proceed
2.5 Schedule
Parsonel To see events that are occurring or have already
occurred during the current month, click Schedule.
My Results There are five optional views: all events, chat events,
Preferences ¥ other scheduled events, tests and expiring documents.
Homepage »
My Courses
Scheduls All Events
Progress Zhat Events
Grades Test Events
My Portfolio Other Events
Expiring Docurnents
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To see another month, just use the arrows located above the schedule. The default choice shows
the current month and all types of events.

“ all Events
< August 2002 L
Sunday Monday Tuesday [wWednesday | Thursday Fricay Saturday
1 2 3
4 5 [ T 8 9 10
12:00-12:00
Eorum
" 12 13 14 15 16 17
12:00-13:00
Chat
18 19 20 2 22 23 24
12:00-12:00
2003
25 26 27 28 29 30 "
| . " Clicking the link representing the event will bring up a short
15 18 17
%]W description of the event. To publish an event, see also 6.6.
oDy

e —

Course 1 - Learn to master LUVIT v 302
Title  Get together chat

Description Al you new and older users, who have not yet experienced a vital chat session.
Take the chance st this occassion! Any subjects and guestions are welcome.

Eventtype Chat
Date  2000-03-03
Start  1:3:00
End 16:00

Go there |

Created by Maria Andersson

Close |

The events of today, together with those for the next six days, are also duplicated and displayed
in the Agenda every time you log in or return to the first page Home.

ﬁ Agenda

2003 1Z200-1Z:00 2002-03-23

Expiring documents

With this viewing option, you can see when documents will expire. The calendar shows which
documents and events you have completed, with the date they will no longer be available within
the system. Completed documents have a small check to the left of the document title. To set an
expiration date for the documents, see also 5.4.1.

Movember 1993 -
YWednesday Thursday Friday
3 4 5
10 1 12
17 18 19
v expedition | nviranmentss
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2.6 Progress

Pareonal The progress bar shows which documents you have accessed and/or
completed with respect to the different types of content that are presented
My Results in LUVIT. If you have educator or administrator status, you can also see

Preferences  * | how participants are progressing.
Homepage r
My Courses

Scheduls r

Grades
My Portfolio

After having checked off a document as completed, the user can go back to the Personal menu
and view the progress report. When you click Progress you get a progress bar summarizing the
status of the documents visible to you.

m Progress Indicator

Mame Percent Completed Opened Total

Learner, Laura _ | 1 2 3

.Completed DOpened O wever
opened

Clicking the linked name brings up a more detailed list of the modules available in the navigation
tree.

m Progress Indicator

- ELearner. Laura
gbemo zourse
gbocumenﬁ

g,T ests

By opening modules, you can see the status of the documents they contain. Documents and tests
are also shown as two alternative viewing options. The documents have colors to indicate
whether the document has been examined (light green), completed (dark green), or not yet
opened (white). If you are an educator the same progress function lets you browse the progress
data for each learner. For more detailed information about user statistics, see also 3./.

., Learner
: Quick Start LUWIT Education Centre

é‘ [‘Blntroduc‘tion
H ...DWeIcome to Quide Start

. heet Luvita

D LUWIT AB

The LUMIT Interface
@Communicate

H . The Lanely han

Wihy Communicate

D Ways of Communication
E..@Message
i About Messages
How to Send
D How to Read
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2.7 Grades
If the educator assigns grades to modules and tests, you will as a learner
Fersanal .
find your grades under Grades.
My Results

Preferences

Homepage r

My Courses
Schedule r

Progress

My PortFolio

In the Grade Indicator the learner's accomplishments are reported. The educator can define
grade levels any way s/he chooses. A course or module not yet completed is shown as a line. To
set course grades, see also 6.8.3.

GRADE INDICATOR

Course Grade

Testkurs IGEM ~ —eeeeeeen

Module Grade

Flomesess -

“ad ar trivsel far dig? fair enough

hodule 1 failed

hodule 2 excellent
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2.8 My portfolio

Parsanal In My Portfolio learners are able to save and store important documents
that they have produced on a course and want to be shown for the
My Results educator. The educator can decide if test results and forum posts should be

Preferences  * | added to the learners’ portfolios. The portfolio gives the educator a base
Homepage b | for grading the learner, see also 6.10.

My Courses
Schedule L

Progress

Grades
My Portfolio

To view the personal portfolio, select My Portfolio in the Personal menu. A portfolio list is
presented. The list gives you an overview of tests, test results, number of forum posts made by
yourself and documents that you decided to make available for the educator. To add a document
to the portfolio, see 5.4.1. Click the link to view the exact document, test or forum.

| My Portfolio

Title Type Status

Englizh essay Word Documert RIr

Flovwver Multiple: Choice F il

Swedizh Election Open Ansywer Submitted but not carrected
History Forum Farums 3

Animal quiz AuizzPlugin 4

Print Portfolio

Print Portfolio - You can print the portfolio list. Activate the print functionality by
clicking Print Portfolio. The portfolio list is presented in printer friendly view. Click Print
Portfolio if you are satisfied with the presentation.
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3 Course menu

The Course menu contains all items directly related to the course, such as

Course course statistics, literature list and course plan.

Skatistics

Course Plan
Course Links
Literature Lisk

3.1 User statistics

Statistics is a tool for viewing statistics relating to the performance and

Course activities of course participants, and also relating to the way in which the

course content is used in Education Centre.

ourse Plan

Course Links

Likerature Lisk

Target group - All user profiles in LUVIT Education Centre (except for guests) have, to a
different extent, access to the functionality of Statistics. If you are a course administrator or an
educator you get statistical data regarding learners participating in the course. You can thereby
follow the learners' work in detail during the course and use this information to provide feedback
at the right point in time. Even learners have access to some statistics, which means that you can
view statistics on yourself and your group.

Three step process - The guide shows you how to get statistical data and export it for further
processing. The process contains three steps, which lead you to the statistics you want. An
example: You are interested in how many documents a certain number of course participants
have accessed. You make your choice by following a three-step route:

. What variable or main category you are interested in
2. For what subcategory
3. Select individual items in that category (max. no. is 30)

Step |
You will directly access the first step Choose main category in the three-step guide to
producing statistics.

Main category | Choose subcateqory | Choose items

Choose main category

Murnber of hits

Progression

Unopened docurments

Initiated documents

Finished documents

Mumber of published documents
Last accessed

Test results

Grading
Tirne on-line
Mext == | Cancel |
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You can choose from the following main categories:

e Number of Hits - Shows the number of hits for different objects: i.e. how many times
a document, module (including underlying documents), chat, forum or test have been
opened. The number of hits is broken down according to the selected subcategories and
items (per person, group etc).

e Progression - Shows information on progress in the course: what stage every
selected item (person, group etc) has reached in the course, as a percentage.

e Unopened Documents - Shows information on documents not yet opened (for those
with the authority to open them): how many participants have not yet opened a document
or module, number of documents not opened per person and per group, and how many
participants have not opened tests.

e Initiated Documents - Shows information on number of documents that have been
opened: how many participants have opened a document and/or module respectively, and
how many documents each person or group has opened in the course.

¢ Finished Documents - Shows information on documents that are finished: how
many participants have completed a document and module respectively, how many
documents each person and group has finished, and how many participants have completed a
test.

e  Number of Published Documents - Shows number of documents published per
module together with how many documents a person, group and profile has published in the
course.

e Last Accessed - Allows you to view when various items were last accessed or the
date a person last logged in. The information is presented in the form of a table containing
dates for each item.

e Test Results - Allows you to view the test results of various individuals or groups for
various tests.

e Grading - Allows you to view the average grades that various individuals or groups
have received per module.

e Time online - Shows time logged in, per person, group and profile.

Mark one of the categories and click Next>>. You can also use the tab/link Choose
subcategories to continue. If you click Next>> before choosing a main category, you will be
warned by a dialog box with the text You must choose a category. Click OK in order to
shut it down.
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Step 2 - Subcategories
When you have chosen a main category, the next step is how to choose a subcategory.

Main cateqory | Choose subcategory |Choose items

Humber of hits / [choose one]

Document
hodule
Person
Group
Profila

Chat

Farum

Test objects

== Previous Mext == | Cancel |

If, for example, you have chosen Number of hits and would like to know how many times a
specific document has been accessed, you can choose the subcategory Document. Not all
subcategories can be used with all main categories and only the relevant subcategories will be
available. You choose subcategory in the same way as main category by marking the subcategory
you want and clicking Next>>. Subcategories available are:

e Document

e Module

e Personal Group
e Profile

e Chat

e Forum

e Test objects

If you change your mind and want to return and select a different main category, click
>>Previous or the tab/link Main category.

Step 3 - Items

When you have chosen the subcategory, you come to the third and last step in the guide,
Choose items.

hain category | Choose subcategory | Choose items

Humber of hits ! Document
[choose one or several]

Flexibelt larande
Granssnitt | LUWVIT
Home

Mya natuniversitetet
Cluiz exempel
ViaWideo streaming

== Previausz | Finishl Cancell
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Here you can see items available for your chosen subcategory. In the picture above, the items
available are documents. In order to know how many times a document has been opened,
choose the document you are interested in.

You can pick one or more different items. To select several, hold down the Ctrl button on your
keyboard and mark items. As for subcategory, you can change your mind and go back by clicking
<<Previous or the tab/link Chose subcategory or Main category respectively.

After choosing items, confirm your choice by clicking the Finish button. The guide is ready and
your chosen statistical data will be presented.

Main picture - When you have finished the three-step guide, you will see the desired statistical
data.

Number of hits / Document Page 1 of 1 Wi statistics since:
Course start v

1 T
Dowenload:

and Export the values
Export the graph
and- .

ond- .

Home: (72)

Gz exempel (9)
“iatideo streaming: (3)
Mya ndtuniversitetet: (4)
Flexibet [Erande: (3)
Granssnitt | LUVIT: (27

1
Z
b3
4
o
=3

At the top of the page, the chosen categories are shown explaining the graph, for example
Number of hits/document. If you have chosen more than 8 items, the statistical data will be
presented over several pages. By clicking the Next>> button under the graph to the right, you
will move to the next page. After page |, you can go backwards by clicking the <<Backwards
button. To the right of the graph you see a field with different button and a drop down menu.
You use the export buttons when you want to export graphs and values, see next page.

\iewy statistics since: 1 he default time frame for the graph is since course start. However, you
Course star j can narrow this down in the View statistics since menu. The Statistics
- tool can produce information from course start, last month, week or day

(Lour art
Last 30 days
Last 7 days

Last day

If you want to see other statistics, click Start over to get to the first step in the guide. Click the
Cancel button in order to go to Home in the LUVIT course.

Export values and graphs - In order to facilitate further processing of the statistical data, you
can export graphs and data produced in LUVIT.
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Export values - If you would like to use Excel to process the values created, for example, you
can export values and graphs. You will get the values in a comma-separated file and you can easily
import the file to your spreadsheet program.

In order to export the values, click the Export the values button found to the right of the

graph. You will see a dialog box asking you whether you want the file to be opened from its
current location or saved to disk. Decide which you prefer and click OK.

Viewe statistics since:

Dovenload:

Export the values

Export the graph

Export the graphs - All statistics are presented in diagrams and/or tables, and can be exported
to enable you to change regarding colors, design and shape, or to use the report function. The
graph can be exported as a .jpg image. To export the graph, click the Export the graph button.
You will then see a dialog box and you can choose either to save the file or to open it from its
currant location. Pick one and click OK.

3.2 Course plan

Choose Course plan to find out how the course is structured.
The Course plan covers four aspects of your course: syllabus, goals,
examination and time plan. Editing course plan, see Administrate 6.8.5.

[ SEatistics

Course Links

Literature List

e  Syllabus - describes the existing educational guidelines

e  Goals - describes the goals of the course

e  Examination - describes which methods will be used in connection with your examinations
e Time plan - when the course starts and ends.

e Activities/Modules - describes which modules are included and what they contain.

e  Study - gives advice and notes on study techniques.

Ej| Course Plan - 1 - Learn to master LUVIT Education Centre
Syllabus
Course . Learn to master LUVIT version 3.0
Information
Goals
To master LUVIT to perfection, first az Learner, then as Educatar, and finally as
Knowledge o
Course administratar.
Add & course
Addd participants and groups
Skills Add course content and links
and all other functions and possibilties. How to use the tools to realise your
pedagogical ambitions in your own courses
Attitudinal Pasitive and LUVIT brainwashed
Examination
Wiritten
Haowe
vhen 1999-12-25
Time plan
Course Starts 1889-11-26
Course Finishes  2002-05-26
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3.3 Course links

If external links are added to the course, they will be found on the submenu
Course links.

Skatiskics

Course Plan
Course Links

Likerakure List

Each item contains a title, a linked address and a short description. To edit Course links, see
6.8.7.

@ | Course Links - LEC 3.5 Testing 2002

Link Title Description
CEM CEMN homepage
LLYIT AE LS

3.4 Literature list

To publish more elaborate instructions regarding literature, papers and other resources that are
not online, LUVIT has a compulsory standard document called the literature list that can be
viewed by all users. In the Literature list you can — with educator status - publish a list of the
books, papers and other media belonging to the course, see also 6.8.6.

Literature - 1 - Learn to master LUVIT Education Centre
Literature
A lot of books, ke these ones:
Meichenbaumn, D. & Biemiller, &. 1933, hNurturing independent learners .- Brookilme
Books books, Cambridge, USA.
Rosenberg, M.J. 2001 . E-learning - strategies for delivering knowledge in the digital
age .- McGraw & Hifl, N Y, USA.
Some papers, memos and aicles (don't warry, they are just examples?;
Persson, 5. 1931 . Ecological indicator values as an aid in the interpretation of
ardinstion disgrams .- Joursal of Ecology 69:71-54.
Svensson, M. 1936, Sexual zelection in moths: the role of chemical communication -
Bial Rev. 71 113135,
Papers Walse, C., Schopp, W. & Warfinge, P. 1997 Responze of =ix European forest sites to
decided and proposed air pollutant emiz=zion reductions .- Epviranmental Poliotion
AEIHE-2ET.
Larsson, 5. Workers Conceptions of Learning for Wark in & Lifelong Perspective. Paper
preserted st the EARLLconference, Nimegen The Netherlands 26th - 31th of August
1995,
- Blade Runner
- The Star Wars Trilogy
Other - The Star Wars p.requel trilogy
resources Johnny Mnemonic
- Star Trek 1%
- Mars Attacks
Some wweb resources. See, also, the Course links.
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4 Communicate menu
The Communicate menu contains the following functions:
Communicate = ©  Communicate - different tools for sending messages and engaging in

Messages simultaneous online communication
e Messages - all messages sent and received are stored here

41 Communicate

The menu selection Communicate incorporates a number of
m communication tools, such as e-mail, internal messages and chat, all
- available from a single menu and for all types of user profiles. It is possible
to communicate with course participants and educators, both

synchronously and asynchronously, without ever leaving the LUVIT
environment.

tezzages

When you first click Communicate, an overview containing four items appears:

I.  The different ways in which you as a course administrator can list the participants in your
course by choosing group, course and profile

Option to see all participants by images and only online

The name, location, login time and communication status of each participant

4. The different communication tools available

w N

The overview is updated every three minutes.

E Communication

Group: All Groups b
Course: LUNIT 3.6 A
Frodfile: All Profiles b
Showae: il Only onling Imanes

First Maime: Lazt name: w
Mumber of pecple per page: |20 m

This page iz automatically updated every 30 seconds! ”~
@ Persan LD?I_?Ed Chat
[ Alzed, Jesper (<) @12:00

Quick Message Start Chat Join Chat
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Groups, course and profiles - Above the list of users are three selection boxes, which allow
you as administrator to choose how you wish the list of users to be presented. As learner and

educator you can only see one box, Group.

The Group selection box lets you decide which group of users to include in the list. The existing
groups can vary from course to course, depending on whether the course has different group
assignments, etc.

To alter the groups displayed on the list, click the arrow to the right of the box and the available
alternatives are shown. Create Groups, see 6.2.

[

All Groups

team A - Fist assignment
Team B - First assignment

Only online and Images- The first of the two checkboxes lets you decide whether only logged
in users should be shown on the list or all users, including those not presently logged in. To

change from the default option (only people online) just uncheck the box. All participants are
now shown.

Shiowy Il Cnly on-line r Images|

The second checkbox allows you to choose whether or not to view the users' images.
Downloading a number of images takes some time with a slow modem connection, so the default
setting is to have the box unchecked. Check the box if you would like to see all users with their
personal images. If no personal image is uploaded to the personal homepage, a dummy picture is
used. Change your picture, see 2.3.2.

Participants’ status - In the mid-section, data for each participant is shown as name and time
when logged in. If a course participant is participating in a chat, this is indicated by a small dot.

Communication tools
At the bottom of the Communicate page all communication tools are available: messages, quick
messages and chat.

A quick message is useful if you just want to ask someone a quick question or point out

something.

e only to those who are online

e the recipient sees it immediately

e the text is not quoted in the reply, you can choose to save on receipt; otherwise it's
deleted as soon as it has been read

A message can be compared to an internal e-mail and is good to use when you send bigger text
or send an important message that you want the receiver to save.

e to everyone selected

e the receiver can view it at a time of his/her choosing

e the text is quoted when replying

e is automatically saved in the Inbox, see also 4.2.
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41.1 Send messages
In order to start communicating, you need to select one or more recipients by checking the

boxes next to their names and then selecting a communication tool. To select all participants on
the chosen list, check the top box.

Message - If you choose to send a message to one or more participants, you will be presented
with a small entry form. All indicated recipients will be shown at the top of the form, and you will
have the option to send or cancel the message at the bottom of the form.

f#}| Message

Receivers: Laora Learnet;

Subject: |
- Receit

% Send as LUWIT Education Centre message only
" Send as e-mail alzo

Message

B

| Send || Cancel

To successfully send a message, you have to fill in a suitable subject title, choose whether or not
to receive a receipt (confirmation) indicating that the message has been read and choose whether
to send the message as just an internal LUVIT message or as an external e-mail as well. When
received, an internal message will be displayed on the recipient’s Messages page. In addition, a
small icon indicates whenever a user has unread messages.

Quick messages - A similar form of communication is the quick message. As with the ordinary
message function, you will get a simple entry form and a menu displaying your possible actions.

E Quick Message
Receivers: Laurag Learner;
Message
=
[ -
Sena [ cance |
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4.1.2 Start or join a chat

If you want to have a discussion that is online and simultaneous, you can choose to start a chat.
A chat is an online conversation between two or more participants. The messages of the
conversation are sent and received in real time, something that makes immediate communication
possible. The asynchronous counterpart is called Forum, see also 4.3.

There are different ways to start a chat. An educator can invite participants to planned chat
sessions, for example by putting chat events into the schedule, see also 6.6. The educator can also
create a chat and publish it in the navigation tree, see also 5.1.5.

A chat in LUVIT is always moderated. Moderator of the chat is the creator, although educators
and course administrators who join the chat can also be moderators. The moderator decides
which status mode the chat will have. There are two different status modes for the participants
of a chat. The modes are:

e Able to view but not chat
e Able to chat

The participants are by default able to chat. The moderator can restrict the participants’ ability to

chat and the participants can ask for permission to speak. The procedure will be explained
further down.

Everyone can invite participants to a spontaneous chat by checking the empty square to the
left of the person's name in Communication (you can check several people if you want), and
clicking Start Chat. The persons you invite to a chat must be online.

E‘ Communication |

Group: All Groups v
Show: O Only online O Images
First Mame: Last name: w Mumber of

people per page: (20 ﬂ

Thiz page is automatically updated every 30 seconds!

@ Perzan Lo?nged Chat
Educator, Paul (=) @11:06

[] Jonson, Gunnar ()

Larsson, Stefan () @11:09
[ Rénnevist, Helen ()

[ Studert, &nna ()

[ Studert, John (=)

Quick Message Start Chat Join Chat
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A Chat Invitation form will appear and give you the option to restrict the chat. The persons you
have invited will be displayed at the top. You can write a message that will accompany the Chat
Invitation sent to the persons invited. You may allow more participants to join the chat. Set a
value in the box for Participant limit that is higher than the number of persons already invited.
Don’t forget to count yourself. If you set a value you must uncheck the restriction Invite Only.
The last decision to make is whether the participants must ask for permission to speak at the
beginning of a chat or not. Check the boxes to confirm your choice. When you are finished, click
Invite.

m Chat Invitation

The falowing people are invited to your chat:
Helén Ranngvist

Message:

Do you want to join & chat?

To sllow more participants in your chat than the one's you have invited you must set
walue for participant limit (leawe smpty if unlimite) and uncheck the Restricted chackiox.

Participant Limit: |

Restriction Invite Only [ Participant must ask for permission o spesk

owite J cancei

The people you've invited will get a special quick message with an invitation on their screen,
which they can accept or refuse. If the invited person accepts your invitation she or he will go
directly to the chat concerned. If the invitation is refused, the inviter receives a rejection.

]| Chat Invitation

Fram: Laura Learner 2002-08-22 15:03
Message

We have an impartant issue about aur group assignment
that we would like to discuss with you.

If there are persons already in a chat you can join it. An ongoing chat is indicated by a blue dot to
the right of the participant’s name in Communicate. Check the box to the left of a user name and
click Join Chat and you will enter the chat immediately.

It is also possible to start a chat without inviting other participants. They can join later. Click
Start Chat without checking anyone’s name in Communicate. You are given the option to
restrict the chat. You can set a limit for how many participants can join. Insert the number of
users you are allowing to participate. If you leave the box open, the chat may have an unlimited
number of users. You will enter as the only participant and others can join later by checking the
box in front of your name and then clicking the button Join Chat.

E Start Chat |

Set a value for how many users can participate inwour chat
(Leave empty if unlimited).

Participant [
Limit: e

fou] Cancer |
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If you try to join an ongoing chat you might get the following message. It means that the chat has
restrictions and that you are not allowed to participate.

You do not have access to enter this chat. You can
contact one of the chat moderators to ask for access.

Chat Info

Creator: Helén Riannovist

If you accept a chat invitation or are allowed to join an ongoing chat you enter the chat directly.

Chat page

The chat page consists of a large area where messages written by the chat participants are
posted. At the bottom of the page you find a row of buttons with various functions. The chat
participants are listed at the top right, with the moderators’ name at the top and the names of
the other chat participants below. The chat moderator controls the participants’ status mode by
clicking the check boxes to the right of the participant list.

<Marie Brinck> | don’t know, she said she be here by now. Chat Participants P D
<Charlotta Ljungdahl> hello, where is Anna? Moderators
<Charlotta Ljungdahl> = Enterad = Warie Brinck ~
<Marie Brinck=> =~ Entered = Participants

Charlotta Ljiungdahl ¥~
i Say  Whisper ¥ Only showe the 25 last messages [ Align left
| o [ 5 B3

The participant list also contains two icons. The speech bubble indicates if the chat
participants have permission to send messages. The ear indicates if the users have

P Q
chosen to ignore another user’s contributions to the chat.
Permission to speak - If the moderator has given the participants permission to speak at the

beginning of a chat, there will be a checkmark in the box underneath the speech bubble icon. No
checkmark and a shaded Send button indicate that messages can’t be sent.

Chat Participants e
Moderators
Marie Brinck ]
Participants
Charlotta Liungdahl W v

Request voice - If the user doesn’t have permission to speak, the send button will be shaded
and the following additional button will appear. To ask for permission to speak, click Request
for word.

m Request for Word
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View Voice Requests - The moderator will get an indication that the participant has asked for
permission. The participant’s name will turn red and be underlined in the participants’ list. The
moderator gives the participant permission by checking the box underneath the speech bubble
icon.

Chat Participants -]
Moderators
Marie Brinck =
Participants
Charlotta Liungdatl M

The moderator can give or take the voice of a participant at any time during an ongoing chat. The
muted user has to ask for permission to be able to rejoin the chat. The muted user can still read
all the messages that are sent to the chat.

Ignore participants - All users can choose to ignore another participant’s contributions.
Uncheck the box (under the ear) to the right of the participant list. If you have activated Ignore
Participant you will not see the chat messages written by that person. To see the ignored
person’s chat messages, you have to deactivate the function.

Participants
Jahn Student
Anha Student |

Post messages - To post a message in the chat, write your message and click Send. The
message is sent and published in the chat. The page is then updated and all messages written by
the other chat participants will also be displayed in the text area. The chat window is updated
every |5 seconds.

You can decide to whom you want to address your messages. Use the radio buttons to the left.
Say is default and means that your message becomes visible for everyone in the chat. You can
choose to address a message to all or just a specific person; use the drop down menu. (If the list
isn’t updated with joining participant, right-click the mouse and choose Refresh) If you prefer to
respond to a specific person, everyone will see the message although it is only aimed at the
addressed person. It is also possible to send strictly personal messages, by using the Whisper
mode. Only the two of you will see this in the list of chat messages but whispered messages will
be saved in the message list if the chat should be saved afterwards.

To avoid scrolling problems on smaller computer screens, the LUVIT chat builds upwards, i.e.
you find the latest contribution at the top of the chat text area. Furthermore, only the 25 latest
contributions are showed by default. To view less recent ones, uncheck the Only Show the 25
last messages box.

Align left - If the chat participants’ names differ in length it might be difficult to read (follow) the
chat messages. To place the messages in an aligned left mode check the box Align left.

<Charlotta Ljungdahl> */hizpers to vou® Yes, | hawve. | found the story about Tierra del Fuego very interesting.
<Marie Brinck> @ Charlotta Ljungdahl: Have you read today’s newspaper?

<Charlotta Ljungdahl> = Entered =

<Charlotta Ljungdahl> = Left =

<Marie Brinck> | don't know, she said she be here by now.

<Charlotta Ljungdahl> hello, where is Anna?

<Charlotta Ljungdahl> =~ Entered =

<Marie Brinck> =+ Entered =
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Leave and save chat - When you want to leave the chat, click Leave chat. You can also save
a chat when you leave it by clicking Leave and save. This allows you to save the entire chat, as
a new forum or as a plain text file, and later publish it in the Navigation tree. In the former case,
the discussion can continue asynchronously and be viewed by other users. In this case the order
of contributions reverses, with the most recent at the bottom of the page.

@ Leave and Save

Title: |Friday chat

|:| Save as Forum

|:| Save as Text File

oc] Concer

Break out - You can break out an ongoing chat from the LUVIT interface into a separate
floating window, by using the button Break out. This can be useful if you want to view other
material presented in LUVIT at the same time as you have a chat running.

Edit chat - The creator of the chat can edit an ongoing chat, click Edit. The changes that can be
made are as follow:

I.  Change the title.
Allow more participants in your chat than the ones you have invited.

3. Invite more persons. A list of users in the course will be presented. Mark the participants
you want to invite.

4. Whether participants joining the chat begin with or without a voice.

Make the changes and click OK. The changes will not affect the persons already in the chat.

E Edit Chat |

Title:

Participant
Limit:

Restriction: ] inwite onty [ Participant must ask for permizsion to speak

o] cnee

4.2 Viewing messages

Under Messages you find your personal mailbox, which contains all your
incoming and received messages, plus the quick messages that you have

Communicate chosen to save. You will also find all general course information here, such
as test results, upcoming tests and feedback on your own documents and
messages.

The different types of messages are displayed in a list. Three selection boxes allow you to select
between: inbox or outbox, read, unread or all messages, and the type of message. Inbox is
where your received messages are, and the Outbox is where your sent messages are.
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fnbox =] [
Read Title From
testing ouiz Perszon

First time ben, boll

wwhat is cooking? ben, boll

Al =

Approvement Pendi
Feedback

Open Answer
Fersonal Message
Saved Quick Messa

|

Received Message Type
, Stefan 1999-11-26 feedback

1999-11-30 feedback
1999-11-30 persmess

SLUVIT

X

You can choose what kind of message you would like to see; display
All messages, Saved quick messages and Personal messages, i.e.
messages sent using the ordinary message function. Open Answers
are answers received on your open answer tests. Another category is
Feedback, i.e. messages sent regarding documents you have published
in LUVIT. Approvement Pending is information about when you

have to confirm a correction of a document.

Reading received messages - While you're logged in on LUVIT, the
system is automatically checking for new messages. The search for ordinary

..oHume

messages is repeated every thirty seconds. If you receive a message, a small

icon will be displayed just above the navigation tree. Click this icon to read
the message or go to the inbox.

To read a message in the list you just click its title, and it will be displayed. You can choose to
Reply if you wish to respond to the author, or Delete if you wish to erase it. You can also

choose OK, in which case

you go back to the message list.

Recieved:  2000-08-13

W_
From:  Maria Andersson

Meszage:  Are you free for Lunch tomorrowe?

&I Delete | Reply I

When you have read a message it will be marked by a checkmark.

P —

| Inbox
Read Tithe Fram
‘/ Quiz  Maria

Lunch? Maria

= =1 =l

Received Messade Type
Andersson 2000-09-12 oatest
Andersson 2000-09-15 personal message
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4.3 Forum

A fourth type of communication is Forum, an ongoing online discussion, which can be easily
monitored and kept well structured. A forum differs from an ordinary message in that it's an
open channel for all to post and read comments, opinions and thoughts. The Forum is saved so
participants don’t have to be online in order to communicate. Forum is limited to your course
and the learners and educators therein.

Forum discussion groups are created and published like a document. This requires an
administrator or educator user profile. Therefore, there can be a number of forums in
connection to one course. The creator of the forum decides if the participants will be able to
edit their posts. How to create a forum, see 5.1.6.

..@History Forum  Click the forum symbol in the Navigation tree to enter the forum.

There are two separate forum views to choose between, List view and Expandable view. To
switch between the views, use the drop down menu up to the right. We strongly recommend
that only one of the views is used for each forum discussion. If both are optional it might be
difficult for the users to organize and follow the messages in an ongoing discussion.

I. List View
List View is one of the two forum views. The first page presented contains information about the
forum such as number of topics, the creators and the date they were created.

#ii | History Forum | List “iewr » |
Hame Humber of topics Humber of viewers |:| Details
History Farum 3 14

Topics Created by Date

When dic World VWar || bedin? Paul Educator 182002 122659 PM

Gender history Paul Educator A1 46/2002 1 2:27:35 P

arya John Student 11062002 12:29:04 P

Details - In List View you can change to a more detailed view with information about the forum,
check the box in front of Details. This view gives you information such as number of posts in a
topic, number of viewers of a topic and also when the most recent posts were made and by
whom. The red topic folder indicates that the topic is not opened and thereby presumed unread.
Yellow folder indicates that the topic has been opened.

- -
m History Forum [Llst Wiew V|
Hame :‘:;::;er ok Humber of viewers Recent post Details
Histary Forum 3 14 Gender history (Anna Student, 11/6/2002 12:34:33 PM)
= Humber of Humber of
Topics Created by Date Recent post Posts Easm
£3 vuhen did World s 11/6£2002 12:32:29 PM,
wiar | begin? Paul Educator  11/6/2002 12:26:59 PM Anna Student 4 =
23 Gender history Paul Educator 11602002 12:27:35 PM LD BN 3 T
Anna Student
s 11/6£2002 12:25:04 PM,
Ba Maya John Student 1182002 12:29:04 PM John Student 1 1
Hew Topic w m Save as HTML
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New topic - To enter a new topic, use the New Topic button. Insert a title and write your
comments in the content field. Click Send. The new topic will be presented in the list of topics.

Read a post - To read a specific topic and its posts, click the name of the topic. The different
posts will be listed and you can sort the posts by clicking the headers. The headers indicate title,

author and when the post was posted. If the author has an activated homepage you can view it by
clicking the author underlined.

m History Forum - Gender history | List “igw v
Title Author Posted
Gender history Paul Educator Mgz 1z2ras e TR L

Give your commerts on the lecture yesterday.

RE: Gender history Anna Studert 1162002 123332 P TR [
| thought it was very interesting.

RE: Gender history Anna Studert 1E0z 123433 P B

Sorry, but | was sick 50 [will read the iterature befare | give any comments.

[corch | printpost | Savo aoHTML | Back

Reply topic — The best way to reply to a topic is to use the Reply Post button. The name of
the topic you are replying to is shown in the title field. Write your answer and click Send. The
replies are listed by date and the most recent reply will be displayed at the bottom of the list.
How to reply a specific post will be explained below.

EI Reply |

Author: Helen Rénngvist <helen ronngvist@luyit.coms=
Title: |RE: Gender history
Cortent:

 send J cancel |

8" [ B To the right of the listed posts there are three icons displayed. The icons
enable you to reply a specific post, send a message to the author and to
edit a post if the creator of the forum has given the participants that alternative.

w—m  TOreply to a post, we recommend that you use the function Reply including quote. That
B helps the readers of a forum to follow the listed discussion since the posts are listed by
date by default. Click the symbol for Reply including quote. The quote will be displayed in the
content field. Add your comment underneath the quote. Click Send. The post will be displayed

at the bottom of the list of posts and the quote will help the reader to track posts and their
replies.
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Users can send an internal LUVIT message to a chosen poster directly from the forum. To

send a message, click the icon for Send Message. Write your message. Click Send. The
icon for received message will become visible above the navigation tree for the user to whom the
message is addressed.

If the creator of the forum has allowed participants to edit their posts, the icon for edit

posts will be displayed too. It gives you the possibility to make changes and delete the
post. Click the Edit icon and make your changes using the form displayed. When you are done,
click OK.

Additional buttons

[Someh | princost || saro s L _

Search - To facilitate the navigation in a forum you can use the search function. Click Search
and a fill-in form will be shown on the screen. The search alternatives are title, content, author
and time period. You can fill in just one, a few or all four alternatives. Default for the time period
is the current date and one year back in time. Notice that the date is presented in an American
way (month/day/year). Insert your search options; click Search and the search result will be
presented.

EI Search |

Title: |Histary
Content: |Bible
Author: Anna Student v

From: |10/31/2001 To: | 10/31/2002

[search ] Cancol

Print Forum or Topic - All user profiles can print a list of all topics and their posts for an
entire forum. It is also possible to print the posts of a specific topic. Click Print for the forum list
or Print Post for the topic you are interested in. A new window will be presented in a printer
friendly view. Click Print if the displayed list is to your satisfaction.

Hisnbar of
M Humiier of foqics TR Recrat pnst
Hestory Fomum 3 1% Gengder history (Anns Student, 1162002 1234790 Pa)
- Humber of Humber of

ResdUnresd Topics Creslad by Date Pecenl oSt Posis i

Wkwery clicd Workd vng 1 . U0 12 2659 11UEQ00Z 1232 79 PM, Anna .
] bagin? Pavl Echucator i St ]

- PG00 (20735 1460002 123433 M, Ann
R Gander Fistory Pt Echscabor Frl Sttt - a
1] fayn Jobr Slident ::5»’."'.0—"12‘2“:"":‘4 ;Iu%l'.:.:.'l." 122304 P, John 1
Tithe furtheor FPosted
Wheen ded World War Il begin? Paud Echcalor G002 2 5 50 P
Iz i posshie 1o 2ot an exsct dale dor when the war stared?
RE: When did World War Il begin? Jobin Sludend G002 1250101 P
L b=gan in Seplemiber 1539, iIn Seplemier | think
RE: When did World War || begin? Arres Sludend 12 123 1A P
| clont think & was & 'viéorkd War urdl countries outsids Eunope janed
RE: RE:= Witen did World War i bagn? drre Studerd 14 G002 1252 20 P
=k began in Seplember 1539, in Seplembsr | think
The date that usualy is mentionsd is 17h Seplember

Prind [l Cancel :|
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Save as HTML - The user profiles educator and course administrator have the option of saving
a forum as a HTML file. In List View the whole forum can be saved with all the topics including
posts. It is also possible to just save a specific topic and its posts. The same view will appear as
when you print a forum or a topic. See pictures above. Click Save if you are satisfied with the
view presented. The file will be saved in the archive.

2. Expandable view

The second mode for a forum is Expandable view. When you enter a forum in this mode a list of
all ongoing topics will be displayed. If the topic contains more than one post, a "+" (or a little
triangle if you have a Mac computer) will be visible to the left of the forum icon, which marks
every new topic. To expand all topics, use the Expand all button. To regain an overview, use
the Collapse all button, which will leave just the top message in each thread.

E History Forum Expandable “iew

E-¥hen did World VWar || begin?( Pauf Educator 1V&2002 12:26:59 P

: E| RE: When did World YWar | begin?(Jofn Student 11762002 12:30:11 PIH)

- RERE! W hen o World War i begin?iAnng Student 1162002 12:32:29 PIV)
RE: When did World 1Aar I begin?(Anna Student 11602002 12:31:19 PM)
E---Gena’er historg Pan] Educator 1182002 12.27:35 P

FE. Gender histondAnna Stadent 1Ve2002 12.33:32 PM)

RE: Gepder histoniAnng Shadent 1182002 12:34:33 P

LeMayaidohn Student 1182002 12:29:04 FM)

Expand All Collapse All Hew Topic || Search [|  Save as HTML

New Topic - If you want to start a new topic discussion, click New Topic. New topics posted
in the same forum will be placed to the far left, indicating a new topic. Add a title in the title field
and write your comments in the content field. Click Send.

Read Topic or Post - To read a topic or post, you just click its title. The message will then be
shown in a dialog box like the one shown below.

#i| testa forum IExpandabIe \f’iewj|
Title Author Posted
Tierra del fuego Marie Brinck 32002003 11:32:06 am TR

Which flosvers are most common in Pataganis?

Reply Post or Topic - To reply to a topic or a post, click Reply Post. When replying to a
message placed in the forum you simply fill out the entry form presented on the screen.

E‘ Reply |

Author: Helen Rénngvist =helen ronngvisti@ioyvit.coms=
Title: |RE: RE: Gender history
Corterit:

 send | Cancel
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As you click Send, you will see your reply being presented slightly to the right of the initial
message, as a sub-level in the ongoing topic. This makes the discussion easy to follow in a logical
pattern as it evolves online over a period of time. New replies posted in the same forum will
again be placed to the far left, indicating a new reply.

El-¥hen did Vorld War | begin?CPaal Eddegtor 112002 12:26:53 P
{RE-RE: wWhen did World War | hegin? Jobn Stadent 182002 12:30:11 PM)
RE: When oid 1Worid War If begin?idnna Stodent 162002 12:37:13 P

To the right of the dialog box there are three icons displayed. The icons enable you
to reply to a specific post, send a message to the author and to
edit a post if the creator of the forum has given the participants that alternative.

To reply to a post you can also use the function Reply including a quote by clicking the
“"B”  icon intended. The quote will be displayed in the content field. Write your comment.
Click Send.

It is possible to send a LUVIT internal message to a chosen poster directly from a forum.
[.Z] To send a message, click the icon for Send Message. Write your message and click

Send. The icon for received message will become visible above the Navigation tree for
the user to whom the message is addressed.

Search - To facilitate the navigation in a forum you can use the search function. Click Search
and a fill in the form shown on the screen. The search alternatives are title, content, author and
time period. You can fill in one, two, three, or all four of the alternatives. Default for the time
period is the current date and one year back in time. Notice that the date is presented in an
American way (month/day/year). Insert your search options, click Search and the search result
will be presented.

Print Topic - In Expandable View all target groups can print specific topics and their posts. Click
Print Post and a list will be presented in a printer friendly view. Click Print Post once again if
you are satisfied.

Save to HTML - In Expandable View, the user profiles educator and course administrator can
save an entire forum or just a specific topic and its posts as HTML file. Use the Save as HTML
button. The forum discussion will be presented in a new pop-up window. At the top, information
about the forum will appear. The forum topics are listed with their posts underneath. Click Save
if you are satisfied with the information presented. The file is saved in the archive.

Title Author Posted

Gender history Paul Educator 11672002 12:27: 35 PM
Give your comments on the lecture yesterday.

RE: Gender history Anng Student 114672002 12:33:32 PM
| thought i wwas very interesting.

RE: Gender history Anna Student 11672002 12:34:33 PM

Sorry, but | was sick so | will read the literature before | give any comments.

e f e
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5 Document

In order to upload, create and handle documents in LUVIT and facilitate
Document | Lo . I
the process of handing in papers, group assignments, and similar items

Create to Archive P | jse the Document menu. It is also possible to edit existing documents
Upload to Archive  * | and create new ones here. As an educator, these are the tools for filling

e-Yal k| in the course structure with suitable content in the navigation tree.
My Brchive

File Stare k

Dowwnload

Mavigation Tree
Feedback

Target group - Publishing course material is possible for all users and all user profiles. In the
case of learners, the right to publish can be limited to certain modules. Publishing involves a step-
by-step procedure, enabling all participants to contribute to course content.

5.1 Create to archive

On order to create documents online you

Document | choose to Create to Archive. You can create a
. ta Srchive ¢RI document with the help of a template or by a link
Upload to Archive  * Multiple Chaice to existing document with a www link. Chats and
My Avchive Multiple Chaice From File forums are also regarded as documents here. As
an educator or administrator you can also create
Downioad Open Answer multiple choice tests, a quiz and open answer
Mawigation Tree Chat tests.
Feadback Forum
From Template
WA il
File: Link

5.1.1 Create a Quiz

The process of creating a test has two steps; creating questions and then the specific test. All
tests start in the Question Bank in the Administrate menu. Here, you as an educator create new
questions See also Administrate 6. Once you have the questions, there are two routes for making a
new quiz;

e Document menu - Create to Archive - Quiz
e  Administrate menu - Question Bank - Create quiz button, see also 6.1.

Both routes will take you to the form shown on the next page where all basic information is
written. You must fill in fields marked with an asterix (*)
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New quiz Make a new quiz
Title: [pemoquz  » (6
Admin: Marie Brinck Scoring:

Course: LEC 3.5 Testing 2002 * Paints per question

[T Examination [ Scramble  Pairts per alternative

[ Add to group I- Mo groups - 'I Feedback:

Percent to pass: |75 % & Wormal

Time: 135_ mir  Instant

o Delayed

Quiz information:

ielcome to this quiz. You will _:J
havve 35 minutes to finish the
est. Good okl

-

M flanually |

In the Title field, enter the name of the quiz to be shown in the Navigation Tree.
If you mark the Examination option, the learners can only attempt the quiz once.
There are three types of Feedback from the educator:

e Normal - Feedback and results are shown after the learner has finished the quiz

e Instant - The learners will obtain the feedback directly during the quiz

e Delayed - Feedback and results are shown when the selected date has passed. This function
is useful when a test takes part in a classroom and the educator wants to avoid the
possibility of cheating. You can set a delayed time limit.

You can also set a specific Time limit for the quiz. When the period expires, the quiz ends
automatically and the learner's results are shown. If you do not enter a value in the Time field,
the quiz has no time limit. In the Quiz Information field you can enter text that will appear on
the start page of the quiz. The educator sets the Percent to pass limit. You can choose one of
two scoring methods for the quiz:

e By question - the learner must answer all questions correctly to win a point
e By answer - the learner will win one point for each correct answer and lose one point for
an incorrect answer, but negative points for a question are never awarded

There is also an Add to group function, which automatically inserts a person who has
passed the quiz into a preset group. The groups you use for this are shown in the drop down
menu and must be created before you use them in this context, see also 6.2. This function
lets the administrator decide which course content the participants can see in the Navigation
tree, depending on whether or not they have passed the test. You set different permissions
in Advanced settings on a module or a document, see also 5.4.1.

You can randomize the questions in the quiz by marking the Scramble check box. The learners
will then be presented with different questions each time they attempt the quiz. It is from this
random or manual selection of N questions that the scramble function operates. The learners
will then be presented with n different questions, and in scrambled order, each time they attempt
the quiz. When n is smaller than N, both selection and order of n questions (from N possible)
differ each time. When n equals N, only order is scrambled.
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There are two different ways adding questions, manually or automatically.

e The manual alternative means that the person creating a test picks the questions to be
included.
e  The automatic alternative involves a random selection of questions picked according to set

category, level of authority and type of question. Should the educator wish to give the same
kind of test a second time, new questions may be randomly selected.

Select manually - If you clicked the Manually button you get a list of all questions. Use the
category select box to narrow down the list, and sort it according to the linked headlines for
ease of use. The OK button only signals that you want a new list according to your category
selection. Check boxes for desired questions and click Done when your selection is completed.

New quiz Select questions
Shave anly this category: IAnimaI 'I Ok |
Select Title Type Cateqory Difficulty Author View
Clriy e
[ African animals  Hotspot Animal 1 Stefan Persson F
I Birdlz hatch Animal 4 Stefan Persson k
I~ Courting animals Mumeric Animal 3 Stefan Perzzon b
- Fenelfriga Multiple Choice  Animal 3 Stefan Persson P
I~ Swedizh Animals Multiple Choice  Animal 1 Stefan Perszon F
Done | cancel |

Select randomly - The filter helps you to make the random selection from the proper subset
of questions in the Question Bank given the purpose of the present quiz.

Filter quiz Make a new quiz

hake a filter where the guestions should be randomized fram.

Category

Any hd
Questions from permission level
I Only me hd l
Questiontype

Any hd

Donel cancel |

You also need to specify the number of questions to draw (N). Click Done if you are satisfied

with the quiz, or use the Change button if you want the routine to make another random
selection.

Choose number of questions

Fumber of guestions |1 'I

When you are finished, and irrespective of selection method, a document containing the quiz will
be created. A new quiz is added to My Archive, and from there you can publish it in the
Navigation Tree in the usual way, see also 5.4.1. You can also update (=change the title), edit

(=change the properties), add or remove single question, or export the entire quiz document
from My Archive.
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To take a quiz

To begin the quiz, click the Play button - in the right hand corner. If the quiz has a time
limit, the count starts now. When the time limit has expired, the quiz ends automatically and you
will see your score. To navigate to another question, click the arrows at the bottom of the page.
Click any image to view the image at its original size. To play sounds, click the Play Audio
buttons. To view movies, click the Play Movie buttons. If a Feedback button appears at
the bottom of the page, click it to obtain an instant feedback on each question. When you have

answered all the questions, click the Stop button.

a iz informestionc

Qe VIO 10 This GUEz You will P 35 renulies 1 Airesh e s Good
- Mockd 1 luckt

[itest chet som testil
tesdistiestm
Flatmernoas

il mesd OLAM
rotokol 18 ES0 PC |
Try Edhac cpaiz again
[ acmin qur

lannes quzzar

aznx @ &

{SJaumey = &

Ltsrsde -
Hlemmml Ew . - .
m m Iq Fl m Created: 2002-04-22  Author Maris Brinck Completed:

Multiple choice questions - You see the question at the top of the page. Respond by marking
the answer(s) that you think are correct. If the question contains radio buttons, you can only
mark one answer.

Demo Quiz Swedish Animals

[wihat animal sounds like this?

Play Audio |

5 walf

2 bear

= lpre

L AN | o «»
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Hotspot questions - You see the question at the top of the page. Respond by marking the
box(es) against the image that you think gives the correct answer. If you change your mind, click
in the box again to unmark it.

Demo Quiz African animals

what of the following animals is an elephant?

< R «»

Match questions - This type of question asks you to match objects, which may be text, images,
sounds or movies. To answer a question, drag the letter of an object on the left to the empty
circle of the matching object on the right. If you change your mind, drag the letter to another
circle. If you use a Mac you will get drop-down boxes instead of drag and drop.

. Demo Quiz Birds 32:27

Magpie

®7
LS O V=,
M

black grouse

ST NN [ = )

Numeric questions - You see the question at the top of the page. Type your answer in the
center field of the page. You must give the correct answer exactly.

. Demo guiz Employed at LUMT AB 00:00

By the date 2002-04-22, how many were emplayed at LUVIT AB7

Insert pour answer here:

<401 » o«
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Fill-in questions - You are asked to fill a blank text box with the word that you think best
matches the text. You must give the correct answer exactly. For some questions there may be a
randomized list of correct words at the bottom of the page.

K . K Fill in averb 00:00

The gil was & book.

nlle o«

Quiz resultat
When you think you have terminated the test, click at the last arrow. The program will ask you if
you are sure you want to finish the Quiz.

After a finished test, you may see your result, i.e. whether you have or not, scored points and
feedback. This information is stored and you can at a later time check previous test results.

QuizPlugin Demo 20010023 17:32 Stafan Parsson

:

Guestion

histch flowrsrs

Wistch Istin nameg

fwiatch animal latin namess
histch animalz:

[y Garden

Metch mors flovwsrs
WEEnoTa

about LLYIT 4B

Haw many folks

=]

MIUMMMAL AN QQE

Yo tgiled to pazs this quiz
“aur goore wes 4 of 9 and you nesded Sto pess.

5.1.2 Multiple Choice

As an educator, you have the possibility to create a Multiple Choice test. This tool is limited to
just multiple choice questions while Quiz contains several possibilities for creating questions. The
benefit of multiple choice tests is that they are corrected automatically.

Start the multiple choice test wizard by selecting Create to archive - Multiple choice from
the Document menu. The wizard will guide you through a number of steps. First, specify how
many alternative answers you are going to present for each question and click OK.

[=| Multiple Choice

Hovwy many atternatives per question: |3

Jor ] cancel
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Filling out the form for each question - The second step is to create a question by typing

the questions, answers and responses. For each question you need to fill in:

I. the question

2. the alternative answers that the participants are to choose from

3. which answer(s) are considered correct

4. an educator's response to each alternative answer, e.g. to give a hint regarding where to find
the correct answer

5. (optional) an image to select from the archive, or upload to illustrate the question
N
Question 1 of 1
Question 1 of 1
\Which knowledge managemert system makes = |
education available?
Select
=
Correct
Anwer  Answer Response
1 ™ |webTech Educations = Mo, think again =
= |
ERE A AT = ‘ez, that s carrect =
= |
3 T [Lesming for Lite Ltd = Mo, think again =
= |
Delete ew Question Finizhed

Further questions - The next step is to decide if you want to add the question you just created
and if you want to add more questions. The process is then repeated in the same fashion until
the entire test is complete. You specify if you want to supply a New question, Delete the
present question, or if you are Finished supplying questions. You can also move to the
Previous or the Next question.

Previous P et Delete M ew guestion Finizhed

Completion of the test - When you have finished supplying questions, you need to specify
some properties for the new document. Again, you can Select an image to illustrate the entire
quiz. By checking or leaving blank the choice Test is an examination you control whether
your learners can try this test only once, or as many times as they like. By specifying Percent
correct to pass you indicate whether a learner has passed or failed the test.

I,
i Document Info

Title: | History quiz

Image:

Select |

Test is an examination: [~

Percent correct to pass: ISD
ﬂ Cancel |

The test document now resides in your LUVIT archive, not yet published and thus not yet visible
to your learners. The wizard terminates in the archive so you can publish the test, See also 5.4.1.
If you as an educator would like to see all results from the test, see 6.3.3.
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5.1.3 Multiple Choice from file
A simpler method is the option Multiple choice from file. You organize your raw text in a
structured form and present the whole text file to LUVIT for processing.

First you need to create a simple, raw ASCII text file, containing all the questions, alternative
answers and responses in a structured format.

Question 1 (carriage return)

Alternative answer 1 (tab) Response to 1 (carriage return)

*Alternative answer 2 (tab) Response to 2 (carriage return)

Alternative answer 3 (tab) Response to 3 (carriage return)
(empty row) (carriage return)

(andsoon ...... )

Final question (carriage return)

*Alternative answer 1 (tab) Response to 1 (carriage return)
*Alternative answer 2 (tab) Response to 2 (carriage return)
Alternative answer 3 (tab) Response to 3 (carriage return)

An asterisk (*) marks the correct answer(s). When you save the text file on your own computer,
make sure to save it in raw, ASCI| text format (.txt). If your word processor or text editor
allows it, you should turn on the invisible signs, so that you can see the carriage return and tab
signs for easy control of the structure. One single missing or erroneous sign ruins the structure
and prevents LUVIT from creating a correct test.

Question. 1d

Alternaotive.answer . 1e Respanse. to.1d
¥Alternative -answer .2+ Eesponse.to.2d
Alternotive . answer . I+ Response-to.34d
d

Questiaon. 2«

Alternative.answer. 1 Response. to. 1d
Alternative . answer. 2+ Fesponse . to. 24
*¥ilternative . answer -3+ Response.to. 34
d

Final.questiond

*¥hlternative . answer.le  Response.to.ld
*¥ilternative answer .2+ Response-to.24d
Alternotive. answer. s Response . to. 3d

When you have uploaded the file to My archive, you can invoke the Create to archive - Multiple
choice from file function.

Quiz
Upload ko Archive ¥ Mulkiple Chaice

My Archive Multiple Choice From File
Dovwnlaad Cpen Answer
Mavigation Tree Chat
Feedback. Farurn
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Y LUVIT

Here you see a reminder of how the file structure must be. Select the delimiter you used when

creating the text file and click the Upload file button.

Y
‘ Multiple Choice from File

The file containing the multiple chaice must be arranged as followes:
guestion?

ahsweriresponse’

FINSWErZ FespOnses

guestion?
*answerlresponsel
QhEWerZ reSpONses

* = corvect answer

The fields must be separated by the chosen delimiter!

Choose delimiter & Semicolon © Comma © Tah
Upload File
ﬂ Cancell

This takes you to the archive and you mark the relevant text file and click OK. Alternatively, you
have the option to click the Upload file button for the purpose of uploading a file to your

archive.

Now you enter the same procedure as creating multiple choice tests directly, i.e. except that
LUVIT has tried to interpret the text file and put every piece of information in the right window.
You still need to check that this looks good and that the marked answer is the correct one.
When you are satisfied, click OK and you have created a multiple choice test in your archive.
Remember that you now have two documents related to this test; the test itself and the text file

from which it originated.

5.1.4 Open answers

i

Quiz
Upload to Archive  » | Multiple Choice
My &rchive Mulkiple Choice from File
Download Open Answer
Mavigation Tree Chat
Feedback Forum

From Template

WA fink

File: Link.

As opposed to a multiple choice test, an Open answer
test is based on the learner's own ability to formulate an
answer or a solution to a problem. It also involves the
educator more as the educator has to read, correct,
evaluate and grade the responses from all learners to
each question.

The open answer wizard starts by prompting you to formulate the first question.

B[ New Test |

Questions = q:

Question 1 [From which university was LUWIT ;I
ceveloped?|

[ |

Attach File @

m Hew Guestion
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It is also possible to upload a file to accompany each question. To attach a file, click Attach file
and select a suitable image or other document by clicking the radio button next to the document
name. If you have not yet placed a suitable document there, you can upload it from your own
computer by using the Upload file button.

Titl= ALthor Type Crested

{© Hammari Marie Brinck HThIL 2002-08-21

imsalossaryve Marie Brinck BTG 2002-08-21
Dacument

. . Wiord

LEC stud MAMUALSS Marie Brinck 2002-08-21

- Document
o] vptosarite ] cancer

Continue creating the test by adding more questions. Use the Delete button if you want to
erase displayed questions and use the Order button if you wish to rearrange the order in which
the questions appear.

El| New Test
Questions 1: From which university was LUYIT developed?
Ak
Guestion 2 ;I

=

Attach File &

Finished Hew Question Delete Order

Finally, you are asked to give the test a title. Click OK and the test is saved in My archive. To
publish the test, see 5.4.1.

ﬁ Document Info

Tile: |

m Cancel

Receiving answers - When a learner or other participant has located and taken the test, a
special message is sent to the creator or owner of the test. To correct a test, see 6.3./.

’E‘ Open answer test

From: Lawra Learner
Received: 2002-05-23,

Meszage: Check my answers!
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5.1.5 Chat

IE Create Chat

Title: Fricay Chat
Participant |
Lirmit: 211

Restriction: [ inwite Only Participant must ask for permizsion to speak

jor] et |

The first step of creating a planned chat is to fill in the form above. As a creator of a chat you will
automatically become the moderator of the chat. (Moderated chat, see also 4.1.2) At this stage it
is possible to create a chat with restrictions. You can limit the number of participants, allow only

invited persons to join or decide if the participants will start the chat with or without permission
to speak.

Start by giving the chat a title. To limit the number of participants, just set a value for how many
users you wish to allow to join; leave empty if unlimited. To give the participants permission to
speak at the beginning of a chat, leave the box unchecked. To restrict the participants and make
them ask for permission to speak, check the box for Participant must ask for permission to
speak.

If you want to stipulate that only invited persons should be able to participate, check the box for
Invite Only. A new window will appear, check the boxes in front of the user names that you
want to invite. Click OK. The chat will be placed in the archive. To publish a chat, see 5.4.1.

@ Person
[ Alsed, Jesper ()
[] Atles, Uif =

[] Erinck, Marie (-1

Jox | concel |

5.1.6 Forum

Create Forum

Title: |History Forum

Let uzers be able
to edit their own
post at any time:

[ ox |

The first step of creating a forum is to fill in a form. Add a title and decide if the users should be
able to edit their own forum posts Click OK. The forum will be placed in the archive. To publish
a forum, see 5.4.1.
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5.1.7 From template

Zreate to Archive
Upload ko Archive ¥
My Archive

Download
Mavigation Tree
Feedback,

Quiz

rulkiple Choice

Mulkiple Choice From File
Qpen Answer

Chat

Farum

From Template
W fink,

File Link:,

Y LUVIT

The easiest way to publish in LUVIT is using a
step-by-step document template, where you
write your text directly in a document. The
template allows you to decide how to structure
the layout of your document.

The first step is to define what type of template you need by clicking the corresponding icon in

the menu. Currently there are several templates to choose from. The templates shown illustrate
the positioning of the different pieces of information that you can enter on the entry form:
header, text, image and WWW-link.

ﬁ Choose a Template

The next step is to enter the relevant information in the template's entry form as heading, image
upload, text, link title and WWWV/-link address. If you know how to write HTML code, you can
write specific HTML form elements (tags) to add special fonts, bold face, font colors and sizes,
additional links, etc. to the template document. To save the document in My archive just click the
OK button. To publish, see 5.4.1.

ﬁ Fill out the form

Heading:
Tempalte

ite text here:

The simpliest way of publishing & documert in LEC is using a template.

Link Title: URL:
LT it shovves Javit com
Jok ] Cancel |
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5.1.8 WWW link

Creating a www link with the help of a template simply
Create to rchive  » RS means publishing a reference to a place on the Internet in

Upload to Archive  »| Multiple Choice the Navigation tree, just as if it were an ordinary file. The
: Multiple: Choice: Fram Fi . - -~

My Archive HHpIs SROE oM P81 process is therefore similar to publishing a file, the

Download Cpen ARswer

difference being that you enter the address, which will be
reached through the link.

Chat

Farum

From Template
File Link,

The dialog box that is displayed asks you for the WWW-address (the URL, Uniform Resource
Locator) of the page and a suitable title for the document. To publish in the Navigation tree,
follow the publishing route, see also 5.4.1.

Mavigation Tree
Feedback

URL: hﬂp;,r){
Title: I
ﬂ Cancel |

A word of caution: the incorporation of other people's web material into your own course by
linking to them, has both ethical and legal implications with regard to copyright and more.
There are three simple rules of thumb to follow:

I.  Open the "foreign" page in a separate browser window.
2. Give proper credit to the author.
3. Ask permission to use the resource.

5.1.9 Filelink
In order to integrate large files, distributed by other

means than via the Internet, File link creates access
Multiple Chaice directly to the original file on a local file or hard drive.
My Archive Multiple Choice from File
Downlaad Open Answer
Mavigation Tree Chat
Feedback Farurn
From Template
W link

File: Link

The first step is to upload the file, click Upload File.

| File Link

File narme: I Upload File

Title: |

- Open link in ness window
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You now get a chance to browse, find and select the desired file on your local CD drive, or any
other drive. Click OK. The route will take you to My archive and for publishing, see also 5.4.1.

(B File Link

{Choose a file and click Ok to upload a file. To cancel click Cancel)

File name: ID:WIDEOWDMS.MOV Browse... |

After you have published the document, a new icon appears in the Navigation
Tree, indicating that LUVIT will get information from a local course. This time the
file path is irrelevant, as this only shows how the educator happened to have the actual file stored
on his/her system. What is stored is the file name. Every course participant has to indicate the
exact address, see also 2.1.3.

15| File: Link

5.2 Upload to archive, single upload

' Document If you want to publish a document so it is available
for all to read, you start by uploading the document
to the archive. Use the selection Upload to
archive.

Create bo Archive W

Single Upload

My Archive

Download
MNavigation Tree
Feedback

The first step is to upload the existing file from your own data storage on the hard drive, CD or
floppy disk. Start by clicking the Upload file button. This way you can find and identify the file
you want to upload.

E1| Upload File

File name: I Upload File
Title: I
Save as HTML: [T

Save as otiginal. [

Achvanced
Options: r

m Cancel

Then a new window pops up and asks you to select the file. Click Browse to choose the
appropriate file from your hard drive. When you have located the desired file, mark it and click
Open. Then you must confirm that the file you've chosen is correct by clicking OK. As usual you
can change your mind and click Cancel at any time.

@ Upload File

(Choose a file and click Ok to upload a file. To cancel click Cancel)

File name: IC:\Documents and Setting:  Browse... |
=

User manual, LUVIT Education Centre 3.7, English 52(115)

© LUVIT AB



The system will return you to the first dialog box where you specify in which format the
document should be stored and published: HTML document, i.e. as a web page, or original
format. If you choose to publish it as an HTML file, it will be automatically converted. If you
choose to publish it as an original document, it will be published as Word (.doc), Excel (.xls),
PowerPoint (.ppt) etc., depending on its original file format. Advanced options include turning on
Public domain and version handling see next page.

Please Note! HTML documents that will be edited online in the HTML editor in LUVIT(se
further Edit) ought to be created as HTML documents from start following HTML encoding
standard. Documents converted to HTML either outside LUVIT or when uploading, i.e Word
documents, may include not correct HTML code, which limits the possibilities to edit online.

Ei| Upload File

File name: Iimsglossarwdd.pdf Upload File
Title: Iimsglossarwdél
Save as HTML: [

Save &= original v

Achvanced
Options: r

m Cancel

Version handling

If you have chosen advanced option, a new form will be displayed asking you to fill in public
domain and version handling.

Public domain - everyone can access the document from their own My archive.

Version handling — enables the document creator to save document editing in separate
documents so course participant can read the first, the second version etc. Starts at version |.0.
Major = I, minor = 0.

ﬁ Advanced Options

Public domain: [~

Wersion Handling: [~

Major ersion: I
Minar S ersion: I

Jor ] carcel |

When you click OK, the document will be found as usual in My archive but checkmarked for
public domain and the version number will be displayed.

@ Publizhed  Title Luthior Type Crested Public dotmain Yersion
I E LUMIT e-Yal Matie Brinck Wiord Document 2002-08-23 \/ 21

You may wish to work further on the document or publish it in the Navigation tree. Mark the
document in My archive and click Revise.

[ Pubien ] vecio ] upate | rovioe |
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Browse to Upload the new document. After uploading, fill in the new version of the document.
The old version number is written under file name.

B upload File

(Choose a file and click Ok to upload a file. To cancel click Cancel)

File name: l— Browse... |
Old “ersion: 2.1
Mewe “ersion
Major “ersion: l—
Minar “ersion: I

I O | coce! |

A confirmation dialog box follows and you click OK to confirm.

—
IE‘ Confirm revision

Check that you have uploaded the correct
document by clicking Preview and confirm
the revizion by clicking OX.

Presvienn:

I O+ | c-- .

Version 2.2 is now indicated in the archive. To give other persons the right to revise your

documents, go to advanced option Revise, see 5.4.1.

||_ @ LLMVIT e-al Marie Brinck  Woaord Document 2002-08-23 1/ 22 |

When you have a chain of correlated documents, there will be forward and backward buttons to
view the various versions of the document when you access it in the Navigation tree.

|Created: 2002-08-26 Author: Marie Brinck ¥ersion: 2.2 -/ Cormnpleted: [~ Download: |-|

Upload a ZIP file — In order to facilitate uploading several files to My archive, you zip the files
before uploading. This enables you to upload several files in one single upload.

When you have chosen which file you want to upload, a dialog box will be shown asking you to
select one of the following alternatives:

e Save as original, i.e. let the zip file remain zipped in My archive
e Unzip the file with only one visible document in My archive
e Unzip and make all documents visible in My Archive

(2] z1P File

“ou have uploaded a ZIP file. Choose if you would like ta
unzipitor saveitasitis.

Save as original [~
Unzip the file with...
One Yisible Document: %

‘
o] cance
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The first alternative Save as original is useful if you want to distribute a zipped file to the
course participants. If you publish a zip file in the Navigation tree the participants can easily
download it to their own computer or to the local network.

Upload a zip file with one visible document is useful if you have a series of linked HTML
documents and only the first is to be published. This reduces the number of visible documents in
My archive, making it easier to grasp. If you choose this alternative a list presenting all documents
in the zip file will be shown and you choose which one should be visible.

| Select File

Select the file that should be vizible in the document list

C Sprikprocessen Wiord Document
~ testhild JPEG Image
 Tobo Wiord Documerit

I 0 | can--! | R

The last alternative, All documents visible, means that all documents in the zip file will be saved

and available in My archive. You will immediately have access to all documents and may publish all
of them separately.

Finish the upload clicking OK and you will automatically be taken to My archive for publishing the
file(s).

5.3 Evaluations

e-Val is a tool for course evaluations, inquiries and questionnaire.

5.3.1 Create new

Creating an evaluation almost always follows the following structure:
Create the evaluation

Add questions

Open the evaluation

Publish the evaluation

Receive answers (see also 6.4)

Close the evaluation (see also 6.4)

Generate reports (see also 6.4)

N U A WD —

I. Create an evaluation

New evaluation

Basic information <z

Title ITest, evaluat,ionl
Admin name Marie Brinck

Admin email marie. brinck@luvit.com
Dasign 2>

Language Ienglish 'l
Layout Ie-Val Standard 'l = Settings .. = Preview. .

Security, automation, etc. @

Restrict answers hyl-no restrictions 'l « Settings... = Preview...

Send status update |- no status update j

Generate report I—manually j

Create | Cancel |

@ = fields marked must be filled in
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To create a new evaluation enter a title in the Title field. This is the only required field. The
other tabs contain more settings and are described below. All settings can be changed later so
you don’t have to make all decisions at once.

You can select Language and Layout. You can choose from ten different languages and may
specify colors for your evaluation.

The Restrict answers allow you to control who can answer your evaluation. You can stipulate
a password, number or other LUVIT-integrated person. Entering a password or a number means
a user has to enter the required word or number before their answer is submitted. It is a good
idea to protect the evaluation with at least a password. The setting LUVIT-integrated disallows
users to answer more than once or stores the names of the answering users.

Settings | Preview LEC-integrated <2

[V Stare the names of the answering users
™ Disallow users to answer more than once

Ok Cancel

Send status update lets you control if and how often you should receive status updates.
Generate reports can be set to be done manually or at certain intervals.

2. Add questions

Test evaluation | Settings

Design phase: Creating the evaluation
Created: 23/08/02

Last modified: 230802

MNumber of questions: O

= Mew guestion / text...

» Duplicate this evaluation

You now have a blank evaluation containing no questions. The white area inside the gray box
always contains valid actions for the current evaluation. As you see, the only valid action for an
empty evaluation is to create a new question. Click the New question / text... link.

e Step |l: Select a question type - You can choose from three different question types;
grades, alternatives and text, two text types and images. The text types are used to add headers
and explanatory text to your evaluations. In this example we have selected the Alternatives
question.

ew question [ text

&
Type IOuestiDn:AItemat\ves -
Position I[W] Last 'l
Design | Reporting | Preview Question: Alternatives 2>
Question [age B
=

21-30
31-40

41-50 -

il Ll_l a
(one alternative per ling)

" Possible to select mare than one altemative

Extra comment |Single line -

Comment prormpt I

Ok | Cancell

Alternatives <20 j L
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e Step 2: Enter parameters - Different question types use different parameters that we
have to enter. For this question we have to enter the Question and the answer Alternatives.
If you would like to allow the respondent to give an extra comment choose space available.

e Step 3: Preview - The preview tab is very useful if you want to see what the question will
look like on the evaluation form. The preview also shows an example of the diagram that is
generated when reporting the results.

Click OK when you are satisfied with the question. Continue to add questions to your
evaluation. If you make a mistake you can always delete any unwanted questions, or change the
order of the questions by position.

3. Open the evaluation

The work here ends when the questionnaire is ready to be published, so that respondents can
start giving you answers. This is called Open the evaluation. Remember that once you have
started to receive answers, you cannot add, change or delete anything regarding your questions
without loss of data. So, be sure to take one final close look at it before you take this step.

4. Publish the evaluation
An open evaluation will appear in your archive, like any other document, and is published in the
Navigation Tree in the familiar way, see also 5.4.1.

5. Receive answers

After opening the evaluation and publishing it in the Navigation Tree, it becomes available for
your learners. A created evaluation and all received answers are stored under administrate and
only the responsible creator of the evaluation can see the evaluation and the answers received.
For how to see answers, and generate reports, see 6.4.

5.3.2 Copy from course

If you would like to use the same evaluation twice, you can copy one from the course or from
another course. Select one of the evaluations; only the evaluation and questions will be copied,
not the answers.

Title Questions Course
7 Mew evaluation (2404027 1 LEC 3.5 Testing 2002
 test 1 LEC 3.5 Testing 2002

Copyw the selected ewvaluation Cancel I
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5.4 My archive

All created and uploaded files, documents and images are stored in My
archive. My archive is the place where you manage your material,
Create to Archive ® | pyblish it, ensuring it is up to date by either replacing files with new
Upload to Archive  * | uploads or editing the content or properties of published material.

My Archive

Download
Mavigation Tree
Feedback,

My archive contains all documents uploaded and test created. Every document is presented by
title, author, type of document, date of creation and version number. When a document is
published it will be marked with a document type related symbol. By clicking the title of a
document you can see the concrete document content. You can sort all documents by document
type, author and published /unpublished documents.

&M_

Document type Athaor Showy

|AII =l |Stefan Perssan [ IAII =l
@ Fublished Title Author Twhe Created Public domsain % er=ion
I ) {stcourse chat Maria Andersson  Chat 2000-09-17

r educator-quiz - Maria Andersson  Text Document  2000-03-09

I educator-gquiz - Maria Andersson Multiple Choice  2000-03-09
I environment3S  Maria Andersson HTML 2000-08-07
I_ E expedtion Maria Andersson Word Documert 2000-09-07
o Imace] Maria Andersson  GIF Image 2000-09-09

5.4.1 Publish a document
You are presented with a dialog box prompting you to define where in the Navigation tree the
document should be placed by pointing out in a copy of the original Navigation tree where you
want to publish your document.

{Home 5] Publish
% Sprikprocessen
[E|Hammars

Publish |Top Level
in

Placs |Open answwer test
after

Title IDoumerrt t
ShOff‘ IPuinsh routine

Info

Publish fa0072.05-23 g
Start (yyyy-mm-cicd)

Publish € [2003-02-23 (yyyy-mm-cid)

Stops @ when course ends

Help Text
Ok § Cancel Advanced Options
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I. You place the document after one of the existing documents by clicking it. Check that the data
that now appears in the first two fields of the form are correct.

2. Although some suggestions have already been made, the dialog box prompts you to define
some properties: a suitable title, when the document is to be published and when it expires.
Short info is a text that shows up in the status bar of the browser, when the cursor is
pointing at the document.

3. Click the Help Text button, if you want to write a help section for the document. The
Help Text will be found under the Question mark on the Info bar.

4. Click Advanced option to set rules for who will be able to see the document. See also
next page.

5. Click OK and the document will be published. Unlike the original Navigation tree, the copy
will be updated immediately after each change. You can now check if you actually placed the
document in the desired position. To see the document published in the real Navigation tree,
click the Refresh Navigation Tree button.

E‘ Document Published

Click the Refresh Navigation Tree button to see the new publications.

6. Once the original Navigation tree has been Refreshed, the document is now published in the
desired
position. By repeating these actions, you can now fill the structure of modules you have
created with material from your LUVIT archive.

Add to portfolio

When publishing a Forum, Quiz, Multiple Choice or/and Open Answer test, educators and
course administrators can choose whether the participants’ test results and forum posts should
be included in their portfolios. Checkmark the test or forum and two extra managing buttons will
be displayed. Click Add to Portfolio if you want the test results or forum posts to be visible in
the portfolio. Click the Remove from Portfolio if you want to deactivate the function of saving
the information above in the portfolio.

It is also possible to add other types of document to the portfolio for educators, course
administrators and learners. The document must first be uploaded to the archive and then
marked with a checkmark and the buttons below will become visible. Click Add to portfolio
and the document will be available for the owner of the portfolio using the Personal menu and
for the educator/course administrator via the Administrate menu.

Cpubish | oito | updato [ e
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Feedback on document

When publishing a document it is possible to choose if it should be optional to add feedback.
Select a document in the archive and check the box in front of the document and then click
Publish. Make sure the checkbox to the left of feedback is marked. Click OK. The document is
now published in the navigation tree and other users can add feedback to the document.

Publl;l'? Top Level

Place
after: Home
Title: | River

Short River
Intox

Publizh
Ctart 2002-10-31 (¥yyy-mm-dd)

Publish 2003-04-30 g—
stape o} (yyyy-mim-dd)
& when course ends

Feedback

Jox [ cancel | advance optons

Disable Feedback on document
If the checkbox Feedback is left unmarked it will not be possible to give feedback on the
published document. There will be no feedback icon shown in the Info bar.

Prepare collaboration documents

If you publish an HTML file you will see an additional box alternative, Collaborative, in the
Publish form. Checking this box enables you to edit the document in collaboration with others in
the course, directly from the Navigation tree.

Publishin: [Top Level

Place after: !unlc:odda

Title: ILesson3
Short Info: IL,'asson3

Publizh
ter 120021017 (ypyy mimecil)

Publish ¢~ [5003.04-17 _mimedd
Stops: (yyy-mmim-clel)
% \when course ends

Help Text

After checking the box you click OK. The next step will be to decide who will be able to
participate in the collaboration.
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X

—
Permissions

Permiszion is & control tool to allowy, or deny, people to affect the document in question.
You can choose to allow specific individuals as well as groups to edit, delete, revise or
move the documert.

People with no permissions People with permissions

Brinck, Marie Learner, John
Learner, Anna
Educator, Paul

Yisible to Participarts only: [

o] coer

Check the names in the left box and transfer them to the right box. Click the box underneath if
you only want the document to be visible for your co-authors, when published in the Navigation
tree. Click the OK button and you will get a message to refresh the Navigation Tree to see the

published document.

Please Note! HTML documents that will be edited online in LUVITs HTML editor (se further
Edit), as collaboration documents, ought to be created as HTML documents from start following
HTML encoding standard. Documents converted to HTML either outside LUVIT or when
uploading, e.g. Word documents, may include not correct HTML code, which limits the
possibilities to edit online.
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Advanced options

You can publish your document, use the Advanced options, and set rules for:

e  Who will be allowed to View the document

Y LUVIT

e Who, specific individuals as well as groups, will have Permissions to Edit, Revise, Move and
Delete the document
e Who must Approve the document before it is published - This function is designed to halt

publishing of a document until all the authors have approved it.
e Allowing learners to send Feedback to the author of the document.

or | Gancet [ view |_pormissions | Aoprors | Foodback

View - The author can control who should be allowed to see the document in the Navigation

Tree. View is focused on three categories: profiles, groups and persons.

Frofiles with no authoriy

Groups with no authority

People with no authority

Learner, Laura
Larare, Lena

Student, Sture
Educatar, Eric

Frofiles with authority)

Educator
Learner
Guest

Groups with authority)

People with authority

oBul oBol oBof

Jou | concor

You choose Profiles, Groups or Persons and move them to the other category by clicking the
arrows. If you click the double arrows you will move all. Profiles override Groups, which
override Persons. This means that you must first empty the profiles with authority box, for any
group authority to have any effect. Otherwise all educators, learners and guests have already

permission to view the document, and no group permission you care to issue has any net effect.

The permission filter is interpreted from the top downwards in the right hand boxes.

Femimsn] Permissions - is a control tool to allow or deny people the right to affect the
Submocules . . g . ..
oo document in question. You can choose to allow specific individuals as well as groups
===
= bove to edit, delete, revise or move the document. Groups override Persons. The
I Revise permissions include each other downward in the list. So, if you give someone
v et permission to move a document, that person is also automatically granted permission

to Revise and Edit, but not Delete it.

A learner can only get permissions if:

I.  The document is inside a module, i.e. it does not work on the top level in the Navigation

Tree

2. Learners are allowed to publish in that module.
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Approvement pending is a tool designed to help you and your possible co-authors to a
document. It is designed to halt publishing of a document until all the authors have approved it.
Highlight the person you want to approve the document. Now the person will receive a
notification about this, and until he or she has approved it, it will not be published.

Approvement not required by Approvement recuired by

Brinck, Marie Educatar, Eric
Learner, Laura
Larare, Lena
Student, Sture

Select persons in the left column and move them by clicking the arrows. If you click the double
arrows you will move all.

Feedback - lets you enforce feedback from the receivers of the document. You can choose
either groups and/or specific individuals. You choose persons in the left column and move them
to the right column by clicking the arrows. If you click the double arrows you will move all
persons.

Groups Available Groups that will receive feedback

Graup B Group &

L1 (]

People Available People that will receive feedback

Brinck, Marie
Educator, Eric
Learner, Laura
Larare, Lena
Student, Sture

Dy 0 |

5.4.2 Edit documents

Administrators, learners and educators can edit documents except when special permissions are
set on the document. To edit a document, just click in the little check box next to the document
name. Having selected a document to edit, you have several options regarding how to proceed.
Some of the alternatives may only be available for a certain document type, and/or depending on
who has created/uploaded the document. (More information at every button)

Note: If you choose more than one type of document at the same time, you can only publish or
delete them. To copy or to move a document, you use the function Navigation tree, see also 5.6.
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The following buttons and functions are available:

e  Publish the uploaded or created file in the Navigation tree, see also 5.4.1.
e Delete the document

e Update document properties

e Replace document

e Revise

e Upload File to existing document

e Edit content

e Add to portfolio

e Remove from portfolio

Delete a document by check marking the actual document and clicking Delete. A

dialog box will be shown - click OK if you want to terminate the action. Unlike the
delete function in the Navigation tree, this process erases the document from the My archive
completely.

2| Delete LUYIT e-¥al

Do you weant to delete this document? This action cannot be undone

m Cancel

il Update means changing the properties of the module. To update, mark the actual
document and click Update. Fill in title and/or version number.

—_—
IE‘ Document Info

Tithe: I
Public domain: [

Wersion Handling: [

Major et sion: I
Minor ersion: I

Replace means that you substitute a document with a new one and don’t keep the
old one. Be careful to only replace HTML documents with HTML documents, and
Word documents with Word documents. Upload a new file and click OK.

E| upload File

(Choose a file and click Ok to upload a fife. To cancel click Cancel)

File: niame: I Browse... |
o conco |

Revise means that an old version of a version handled document will be replaced
with a new one. Old versions are available even if you publish a newer version.
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Checkmark the version handled document and click Revise. A new window will appear, click
Revise once again. Upload the newest version by clicking Browse. The old version number is
found, fill in the new number for major and minor version.

Upload File

{Choose a file and click OK to upload a file.
To cancel click Cancel)

Fil Name: | (B
Qld Yersion: 1.0
Mewy \ersion
telajar |
“ersion: | i)
Minar |
“ersion: |

o B

Upload File Upload File is used to upload a file to an existing document, for example when
a document contains references to other documents that are not shown in the
Navigation tree. The option is also used to upload images.

5-‘ Found images

Select Uploaded
Image Image Mame [
Found links
Link Mame Sel;ztcﬂﬂgidded
FEZ4ECCD-DFD-4771-91F1 -
£133CRBR00CC Xl [ setect
S5 D045A75-4356-4F51-9CC1 -
9EE27EE3E6BES _filesizditdata mso m

m Cancel

m Edit means edit content by entering the advanced content editor if it is an HTML

document, or re-entering into LUVIT forms if it is a form based document. This option is
disabled for all other document types. For documents that are in HTML format you will have
full editorial capabilities, see also 5 Extended Edit.

Add to Portfolio Remove from Portfolio After a document has been

uploaded to the archive, all users
can save the document in their personal portfolio. Check the box in front of the document. Click
Add to Portfolio and then Save. The document is now marked with a checkmark in the
archive which indicates that the document has been saved in the portfolio. The document is now
available for the user via the Personal menu. Educators/course administrators can view the
document in the learners’ portfolio via Administrate menu and Portfolios, see also 6./0

@ Published Title Authar Type Created Public domain “ersion Partfolio
] Endlish essay John Johnsson Word Document  2002-10-17 v’/
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5.5 File Store

The File Store is an additional function for importing/uploading and publishing documents in the
Navigation Tree. File Store provides two main features:

Document e The possibility to store content with the same structure
Create to Archive  ® as when stored locally in a network or on a personal

computer. Folders will remain intact in the File Storage

Upload to Archive
F and document files will be placed in the folders as when

=t ' stored locally.
M Archive
Storage e Extended possibilities when linking documents. As an
Download Export File example you may use !:Iash movies incILllding Iin.ks to
Mo T _ other documents published in LUVIT, via the File Store.
Import File

Feedback,

Target group — The File Store option will be available if you have a Course Administrator
profile.

Comparisons with My Archive

File Store is similar to My Archive but with some important differences. Files uploaded to File
Store will always keep their original name. Documents uploaded to My Archive will keep their
name in the Archive but get a database name when used in LUVIT. That’s the explanation to the
extended linking possibilities, mentioned at the start of this section.

File Store and My Archive have the same basic functions; a place to store documents after
uploading and to subsequently publish them in the Navigation Tree. They are also connected in
some respects; documents uploaded to the File Store will be accessible, after being published, in
My Archive.

So when to choose what? Below are some guidelines, which will help you to decide if you want
to upload to My Archive or to File Store.

Choose File Store when you want to:

e  maintain the structure of the course material when uploaded and stored in LUVIT. That
means you find the documents placed in folders with the same name in LUVIT as when
created.

e manage the creating and editing/updating procedures with content stored locally (outside
LUVIT).

e link documents inside LUVIT without restrictions. This relates to file types like swf (flash
movies) where documents with linked addresses can’t be changed by LUVIT.

Choose My Archive when you

e want the possibility to edit HTML documents online in LUVIT. (Documents uploaded to the
File Store can’t be edited online.)

e don’t need the folder structure when working with uploaded files in LUVIT

e want to retain all versions of files imported/uploaded. Files that will be uploaded to File Store
replaces already stored files with the same name as already stored.

A mixed solution, to import/upload both to the File Store and My Archive in the same course,
might be a third, and often most natural choice as well. As an example you may upload the major
part of course documents to the File Store. As a complement you upload a minor part of HTML
documents you want to edit online in LEC, to My Archive.

Documents created in LUVIT, as multiple choice tests, template documents etc., will always be
stored in My Archive and only here.
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Characteristics and limitations
File Store has some characteristics, and limitations, which are important to be aware of when
choosing this option. Please note the following:

e A zip file must be used when you import/upload content to the File Store.

e  Only English letters may be used in names of files and folders, a consequence of using the zip
file.

e A second import of the same content replaces already stored files that have the same name
as files included in the import/upload. This makes the update procedure mostly quite easy
and fast. It might be a risk as well if you do not want to erase the content already published
online. Be sure to always have a backup of content you want to save. See also Update.

e You can not erase folders in the File Store. That means an uploaded structure can not be
removed, only extended. (Note: This has nothing to do with the structure in the Navigation
Tree, which can always be changed.)

e HTML documents that are imported to File Store cannot be edited online. That is why
Collaboration documents should not be uploaded and imported to the File Store.

e If you want to upload or replace a document published from File Store, use the import
function in File Store. Attention! You may not use the functions “Upload file” or “Replace” in
Document menu/My Archive or “Replace” in Document menu/Navigation Tree, which may
cause malfunctions in the documents.

The File Store option may be used as described below.

5.5.1 Import/upload to File Store
I. The first step in importing/uploading to the File Store is to prepare a Zip file. Zip the folder
where you have stored the course content.

2. In order to import the zipped file, choose the Document menu/File Store and Import file.
Complete the importing/uploading procedure by clicking Browse... to choose the appropriate
file. When you have located the desired file, activate and click Open. Confirm by clicking OK.

{Choose a file and click OK to upload a file. To cancel click Cancel)

Courze File hame:
for] cancor

The procedure ends in (menu choice) File Store/Storage:

Rioot
@ the course

@ File: Mame: ?;n;:merr

Click the “course” link if you want to see subfolders, and files, in the structure.
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Publish the files

|. Prepare by creating the desired module structure in the Navigation Tree. You might wish to
use the same structure as when you created and stored your course locally.

Qﬂ_Start_Here {Home
|)E_Introduction Lo Start here
I3 C_Contentl - Itrocuction
| )0_Contentz |::> & "Content1”
|)E_Content3 -G "Content2"
_)F_Assignments --g:\:or‘ntemsr_d
;‘jlmageﬁ SEIGNMents

2. Click the document menu and choose File Store/Store. Click
a. the “Course folder” and then
b. the folder where the document file/s is/are stored:

a. b.

the_coursela_start_here
Foot R [Up]

‘the course
% @ File Mame Document
Type

=) 201 wielcome htm HTML
HE]
[] [& Ac2_Guide him HTRIL

@ File: Mame ?Iiggmerﬂ

‘the_course
(L]

‘the coursela start here

the courseth introduction d find the fil der File N
he course's content] ..and you find the tiles under File Name.

‘the courselimages

Document
Type

File Mame

‘the_courzeha_start_here

ey
G File Mame If you have chosen the wrong folder, click Up to come back/up in

o T the folder structure.

3. Click the box/es to the left of the document/s you want to publish, and click the OK Button.

Publish Selected Files

‘the_courze'a_start_here

@ (Ul

Document
Type
A01 Wielcome htm - HTMWL

£02_Guide htm HTL

@ File Mame
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4. Place the document in the Navigation tree by making the proper actions in the publishing form.
See also 5.4.1.

5. Refresh the Navigation Tree. If you want to publish a document a second time, you will have
to start the publishing procedure from My Archive, where you will find the document as well.

Update documents

File Store makes the update process easy in most cases. By making a new import of changed files,
you just replace the old files. Perform the following steps to update documents. Make a choice
between one of the following alternatives.

Alt |- Update an entire course or most of the course content
If you wish to update a whole course or a lot of files in a course, the easiest way is to repeat the

procedure performed when first uploaded:

Zip the course folder and upload it to File Store. All the changed documents will replace the old
ones.

Alt 2 - Update a minor part of course content

)4 _Start_Here One suggestion is to make a parallel course structure on your computer or
CIB_Introduction local network, consisting of the folders (not the content files) included in
I _Contentl

5D_Content2 the course.

ICJE_Content3

ICOF_Assignments

IChImages

)4 _Start_Here Copy the changed files into the folders with the same name in the parallel

structure, as the originals are stored in, and erase empty folders.

il

Zip the parallel course structure and upload.

—m
-1

The_Course The_Course

The changed files will now replace the old ones in the File Store.

5.5.2 Export/download the File Store

You may use the export/download option if you, or another Course Administrator, at any time
want to store the course content at a place other than the original place. You must use it as well
if you move a course between different servers. See also “Move a course that includes a File Store”
underneath.

Exporting the File Store means that you download all the stored folders and files placed in the
File Store. The export will automatically be done in a cab-file (similar to a zip-file).
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You export a File Store by performing the following steps:

I. Click the Document menu and choose File Store/Export file. Wait until the export cab-file is
created and the following information is shown:

Fersonal | Course | Communicate | Docurnent | Administrate | Help

Click Here [3874 bytes]

2. Click the link to download the cab-file (may be extracted by programs like WinZip).

3. Click the Save button in the dialog window:

File Download E‘

Some files can harm your computer. |F the file information below
\_\/ looks suspicious, or you do not fully trust the zource, do nat open or
save this file.

File name: ...4839-9053-01E9E5639349.cab
File type:  WinZip File

From: castor

whould you like to open the file or save it to your compter?

[ Open ] I Save ][ Cancel ] [ Mare Info

Always ask before openitig this tppe of file

4. Before saving the name of the cab-file we recommend that you change the name of the file to a
more appropriate one than suggested.

File narne: FEZ262B9E-4383-4893-9053-01EJESE3934T | v

Save as type: “Wingip File % bl

Move a course that includes a File Store

If you want to move a course to some other server, including a File Store with published
documents, you start by exporting and importing the course the ordinary way, see also 6.9.1.
You fulfill the procedure by exporting/downloading the File Store to your computer or local
network and then importing/uploading the exported File Store zip file to the new course, via the
File Store import.
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5.6 Download

—I = You can Download documents from LUVIT to your computer for reading
Document off-line

Create to Archive  F
Upload to Archive  F
My Archive

Navigation Tree
Feedback,

You can download and save one or several documents - by checking the download box at the
info bar. You have now indicated that this particular document should be included in such a
download. You may also download a module. Start by clicking the module in the Navigation tree
and checking the download box.

Created: z002-08-21 Author: Marie Brinck Completed: I Download: [ El?hl

Next step is the download operation. Select one or several documents that you want to
download and click Download.

2| Download

Select the files you would like to dovenload. The selected files will be packed ina ZIP archive.
[Ta wiewy the files after they have been downloaded, unzip the files and open the file main bim.

[ Hammard

MV Manual

I Download

After the file has been processed, a link for download will be shown. Click Click here and save
the zip file somewhere on your computer.

Right-click (or hold dowyn the mousebutton for & moment it you're using & Macintosh) over the file name and choozse
'Save Link Az or 'Save Target L= depending on wwhether you're using Metzcape Navigator or Internet Explorer.
Then you'll have to choose where on yaur computer you want to save the file.

The ZIP file should now be available on your computer and you don't have to be on-line anymore. To access the
documents you must first extract the files with for example WinZip, Then you must double-click the file
'main.btm' (which iz automstically included in the ZIP file) to be akle to navigate the downloaded documents.

Click Here [37901 byies

When you have saved the zip file on your local hard drive, you need to unzip it. Then you start
your usual browser, find and open the local file called main.htm amongst the unzipped files.

The result will be a local representation of your LUVIT course, although it has only the parts of
the Navigation Tree where the downloaded documents were positioned, and all function menus
are gone. You can switch between off-line reading, when that is feasible, and online interaction
and work.

The Download function can only work on documents stored on the actual LUVIT server. Course
documents that are in fact WWWV links to documents on other servers on the vast Internet
cannot be downloaded this way. The same applies to dynamic content like LEC tests and chats.
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5.7 Navigation tree

 Document

Create ko Archive W

If you have an educator or administrator user profile, you will be able
to create the structure of your course by adding and updating the
modules shown in the Navigation tree.

Upload ta Archive  *
My Archive

Download

Feedback,

You can choose to add a new module, add a sub-module to an existing module or move a
module within the Navigation tree. Via the Navigation tree functions you may change contents,
properties and place in Navigation tree for published documents. To edit existing documents,
select an item in the Navigation tree work area, which will appear to the right of the original one
and a new set of buttons will appear. To edit documents, see also 5.4.2.

Note that a document deleted from the Navigation tree still resides in your LUVIT archive,
should you wish to reuse it later. Should you wish also to delete the document from your

archive, go to the function My archive and delete it from there.

To add a new module, just click the New module button.

IE‘ Navigation Tree
O Home

--Hammarﬁ Select tem to wwork with in the tree on the left.

@ Mlanual

5-----@Glossarwd4

Hew Module

B New Module

Publish in |

Place aﬂerl
Title I—
Shart Info I—
Publish Start [2002-05-26 (yyyy-mim-cded)
0 |2003-02-26  (yyyy-mm-ded)

Publish Stops
' \when courss ends

Ftudernt iz allowed to publish r

0k j Cancel Advanced Options

In the entry form you enter a Title for the module and specify its Position in the Navigation
tree. Never write anything in the first two fields. You select the position by clicking the module
or document that you want to precede the new one.

You should also ensure that the suggested dates for the beginning and end of the module's
availability are correct. You can supply some short information that will appear in the status
bar when the mouse is moved over the published item.
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Finally you can choose whether or not learners should have the ability to publish material in
the module. Advanced options, see also 5.4.1. Click OK to publish and the module will appear in
the copy of the original Navigation tree.

When you want to move an existing module and all its sub-modules and documents from one
position in the Navigation Tree to another, just select the module you wish to move and then
click the Move button. You will then be faced with a new box. Click the new location in the
Navigation Tree work area to indicate the new position for the module. If you wish to reposition
an item, the procedure is the same as for a module.

A Hame

----- Ervaluation
Bk

[ % Moduile 1
- 8 Module

E‘ select a new publishing point

Movel
to

F‘Iacel
after

If you wish to "copy" the document by publishing it again somewhere else, the process is the

same as when you published the document for the first time. If you just want to move the

document to another place, that's no problem. Click Move to use this tool.

5.8 Feedback

Document |

Educators and course administrators can view the Feedback connected to

Create to Archive ¥
Upload ta Archive ¥
My Archive

Download

Mavigation Tree

all documents in a course.

Via the document menu you will reach a list of all documents with feedback. To view details,
check the box in front of Details and information such as number of feedback posts, number of
viewers and also when the most recent posts were made and by whom will appear. The red
folder indicates that the feedback for a document is unread. Yellow folder indicates that the
feedback list for a specific document has been opened.

m Document Feedback

Humber of

Hame 2
topics

Documert

Feedback T

Topics Created by

2 River Helén Rénnepvist
ﬁi‘:eimh Helén Renngvist
2 Flower Helén Rénnevist
Eﬁm Helén Rannevist
B3 Chat Helén Rénnovist

B3 pnimal Quiz  Helén Rénncvist

@3 History Forum  Paul Educator

Humber of viewers

23

Date

11652002 11:29:04 AM

11652002 11:28:05 AM

11672002 11:23:06 AM

110672002 11:29:06 AM

11852002 11:23:06 AM

11672002 11:32:26 AM

1182002 12:16:23 PM

[ scaro J it | ~Sowo s i

Recent post Details

History Forum (Paul Educator, 1162002 12:18:23 PM)

Humber of Humber of

Becentpoet Posts viewers

TB2002 11:33:11 AM, John

Student 17

117562002 11:23:05 AM, Helén
Ronnovist

11/6£2002 11:23:08 AM, Helén
Rnnopvist

1 2

1 2

11/542002 11:29:06 AM, Helén
Rénngist
117562002 11: 23:06 A, Helén
Ronnoprist
11/6£2002 11:32:26 AM, Helén
Rnnopvist

T1B/2002 12:16:23 PM, Paul

Ecucator A H
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Read document feedback - To read the feedback for a specific document, click the name
underlined for that document. The different feedback posts are presented for that document.

E‘ Document Feedback

Title

River

I ol like some more information.

River

Give feedback

Author Posted
1152002 e
Anna Student 193817 A E] I:]
1152002 -
John Studert e 5

| agree, the text is not very informative.

[scarch ] prnt Post_| Savo ao HTML__ vk |

Search - To facilitate the navigation of the feedback given you can use the search function. Click
Search and fill in the form shown on the screen. The search alternatives are title, content,
author and time period. You can fill in one, two, three or all four alternatives. Default for the
time period is the current date and one year back in time. Notice that the date is presented in an
American way (month/day/year).Insert your search options, click Search and the search result

will be presented.

E‘ Search

Title: |

Content: EII-ii.sdnry

From: ;1 1652001

Author: John Si_u_éie_n_t v

| To: 11662002

[ =ages

Print - To Print the feedback list and the feedback posts for each document, click Print. The
feedback list is presented in a new pop-up window with the feedback posts at the bottom. Click
Print if the feedback list is to your satisfaction.

Humber of

Humber of

Humber of

Hame . _ Recent post
topics viewers
Document 7 29 Histary Farum (Paul Educator, 11/6/2002 12:16:23 PM)
Feedback
ReadUnread Topics Created by Date Recent post

R River

Helén Rinnowist

11E2002 11:29:04 118/2002 11:33:11 AM, John 5

A Student
u Swedish Heln Ronmayig 1712002 11:28:05 11052002 11:29.05 AM,Helén
Election d aM Ranngvist
" — Hetin Ronnguist | VE/2002 11:2306 11/602002 11:28108 M, Helén
A Rénrgyist

Posts

Humber of
ViEWETS

17

2

2

Save as HTML - The user profiles educator and course administrator can save the entire
feedback list and its posts as an HTML file. Use the Save as HTML button. The feedback list will
be presented in a new pop-up window. Click Save if you are satisfied with the information
presented. The file is saved in the archive.
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Document extended, Info bar

Edit

@ Created: 2002-11-07 Author: Sunnar Jonson

The Edit icon, available via the status bar, gives you two main possibilities:

e to edit HTML documents in an HTML editor directly online
e to collaborate with others when working with a HTML document

You may also edit multiple-choice tests, open answer tests, quizzes, questionnaires and template
documents directly, without going to the editing functions in My Archive or Navigation tree.

The edit functions facilitate the editing procedure of other kind of documents like Word,
PowerPoint etc. as well. A description explaining what to do is shown when you click the Edit
icon.

If you use Internet Explorer on a PC with Windows, an graphical HTML editor will opens when
you click the Edit icon. If you use Netscape or use a Mac, an editor with HTML code will opens.
In the Edit HTML chapter underneath a description of the graphical editor will follows.

Target group - The Edit icon will only be shown when you have the right to edit a document.
The publisher and those with the Course Administrator profile, have rights to edit. If you
participate in collaboration, making changes in HTML documents, you have the right as well.

The collaborate functions are described in the section Collaborative.

Edit HTML

The WYSIGWYG (What You See Is What You Get) HTML editor is similar to an ordinary word
processor. You add and erase text in the same way, and you may erase and insert images as well.
You use buttons in a toolbar to format the content in nearly the same way. You don’t need any
knowledge of how to code HTML, though it is possible to code directly in HTML.

Please Note! The HTML editor is ment to be used mainly for simple HTML documents. The
documents ought to be created as HTML documents from start following HTML encoding
standard. Documents converted to HTML either outside LUVIT or when uploading, e.g. Word
documents, may include not correct HTML code, which limits the possibilities to edit online.
See also special information about the HTML editor.

The basic steps
This is the basic editing procedure, step by step:

Click the document in the Navigation tree you want to edit.

l.

2. Click the Edit Button.

3. Make your changes.

4. Save your changes.

5. Refresh the document.
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The main points of the procedure are described below.

How to make changes
You make your changes in the editor. The HTML editor pops up when you click the edit icon.
This is what you see:

A Advanced Editor - Microsoft Internet Explorer Q@EI

ADBD s ¢ QQEE - &AL 2w
Paragraph ~ Font Name ~ Font Size o B I U ®© | = = =
= === =

Tool bar

+—— Document window —»

HTML box Edit <head> tag

O HTML Edit <head> tag

o] concer |

The Toolbar - Place the mouse pointer on the different tools to get information about what
they are used for. A short explanation will be shown. The basic procedure when using the tools
is to mark the part of the content you want to change and then click the tool you want to use.

The alternatives available when using the Font Size list refer to the terminology used in HTML
coding Size 3 is the default size when creating HTML documents.

In order to save changes, it is important to click OK.

The HTML box — By checking this box you will get access to the HTML code. If you prefer, you
may do all the editing in the HTML mode.

The Edit <head> tag button — A separate window will open in which you may edit the head tag
code. Note that if you make any changes in the head tag you must click OK in the head tag
window, and in the HTML editor window as well.

How to refresh
Just click the document icon in the Navigation to see the changes in the document directly.

Edit files created in LUVIT
The Edit icon enables you to edit documents created in LUVIT as well (the editing process is
mainly the same as when creating the content):

e Quizzes. How to make changes see also 5.1.1.

e  Multiple-Choice tests. How to make changes see also 5.1.2.

e Open Answer tests. How to make changes see also 5.1.4.

e Documents created with the help of the templates available in the LUVIT Education Centre.
How to make changes see also 5.1.7.

e Questionnaires. How to make changes see also 5.3.1.
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Edit documents created in other programs e.g. Word
The Edit button gives you direct access to functions that facilitate the editing of documents not
created in LUVIT, e.g. Word, PowerPoint etc.

The first step when you want to edit e.g. a Word document is to save the document on your
local computer or network. The saving process will vary a little, depending on the settings you

have on your computer (Folder options in Windows).

Let’s take a look at what will happen when you click a Word document in the Navigation tree
you want to edit. We have three main alternatives:

I.  The document opens in the LUVIT application without the question of whether you want to
save it or open it.

Do as follows: Click the Edit icon and the following form will be presented:

IE‘ Replace xxx.doc

Right click the link and choose Save Target A=, to dowwnload the

17 Dorwwnilozdd )
o file:
the file:
ocdoc
2 Read the First dowenlosd the document above and store it on wour owen
instructions: computer. Open the document with corresponding spplication and

edit the document.
When you are satizfied you save the document and wplosd i by
pressing the replace §revise button below.

3 Upload and

the file:

Just follow the instructions. Note! Give the document another title before saving it. The title
suggestion you get when you save it is the database name. You may change the file title to a more
appropriate name.

2. The document opens in a new (Word) window without the question of whether you want
to save it or open it.

Start by saving the document using the Word window saving functions. The points
mentioned in section 2 with regard to the file name also apply here. Continue editing and
saving the document and finally close it. Go back to the LUVIT window, click the Edit button,
and upload the document by clicking the Replace button in the form (the same information
form as mentioned in point |). Follow the upload procedure. To see the edited document,
click the document in the Navigation tree again to see the result of the editing.

3. You will be asked whether you want to save or open the document.

Answer Save to this question, bearing in mind the points concerning the file name mentioned
in section 2. When you have saved the document you will be asked whether you want to
open or close. Choose “Open”. The document opens from your hard drive in a Word
window. Continue with the editing and saving, and finish by closing the document. Go back
to the LUVIT window, click the Edit button, and upload the document by clicking the
Replace button in the form (the same information form as mentioned in point |). Follow the
upload procedure. To see the edited document, click the document in the Navigation tree
again to see the result of the editing.
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Feedback

Document Feedback is comments on a published document. The creator of the document
decides whether it should be possible to add feedback to the document or not, see also 5.4.1. All
user groups, except guests, can comment on any document if the permission is given by the
creator. The feedback posts will be listed and available for all to read.

To view the Document Feedback of a chosen document, click the feedback icon in the Info
E‘?" bar and a list of posts will be displayed. The feedback list is visible to all users. Each
document has its own list of feedback. You will see title, author and when the feedback comment
was posted. The displayed feedback list can be sorted by each header column. Click one of the
headers and the posts will be sorted by the column. If the authors have activated their homepage
it is possible to view it by clicking the author’s underlined name.

E‘ Document Feedback - River |

Title Author Posted
. 2002-10-15 el
River Anng Studernt 113595 E]|

| wyould like some moare information.

River John Studerit 1210_0325:_10'1'18 "B B

| agree, the text in not very informative.

prin | ook |

Give Feedback - To give feedback on a document, click Give feedback. Write your
comments and click Send. The feedback post will be displayed in the list. When a comment is
made to a document, the author will get a LUVIT internal message sent to him/her. The icon for
a received message will appear above the navigation tree.

IEI Feedback to River

Feedback:

Print Feedback Posts - You can print the feedback list for a document. Click Print and a

window with a printer friendly view will appear. Click the Print Post button if you are satisfied
with the view presented.

Title Author Posted

River Anna Student 1182002 11:38:17 AW
| wwould like some more information.

River John Student 1162002 11:39:11 A
| agree, the text is not very informative.

[print Post_| Cancel
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Save as HTML - The user profiles educator and course administrator can save the feedback
posts by using the Save as HTML button which is displayed at the bottom of the feedback list. A
pop-up window with a printer friendly view will be displayed. Click Save and the feedback posts
will be saved as a HTML file in the archive.

[prio | save os o] park |

2 E X In the feedback list there are four icons displayed to the right if you are the
creator of the post. If you haven’t written the post you will see the first

three icons. The icons indicate that you can reply a feedback post including a quote, send

messages to the creator of the post and that you can edit posts that you have written yourself.

Reply with quote - It is possible to comment on a feedback post including a quote of the

original feedback text. Click the icon for Reply including quote. The feedback post you are
responding to will be visible in the content window. Write your comments and click Send.

E‘ Reply

Authar: &nna Student =anna studert@iuvit se=

Title: |RE: River

Cortert: o) agree, the text in not very informative.

e have the same opinion!

Sona | cacer

Send message - You can also send an ordinary LUVIT internal message to a feedback author.
Click the icon for Sending message to author. Insert the subject and write your message. Click
Send. You can choose to send it as an email and decide if you want to receive a receipt.

Edit Feedback Post - As a creator of a feedback post you are able to edit it. Click the edit icon
to the right of the feedback list. Make your changes and click OK. You can remove a previously
created feedback post. Click on the Edit icon and then use the Delete button. The feedback post
will now be removed from the list.
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Notes

All user profiles can create personal notes that are visible only to themselves. Notes enable users
to make personal comments on the content of a specific document. There are also Educators’
notes that can be shared between educators but may also be visible to learners as well.

To view the notes of a document, click the Notes icon in the Info bar. You will see a list of

both personal notes and educators’ notes that are assigned to the document. The notes
can be sorted by title, author and date of creation. Click the column headers and the notes will
be sorted by the chosen header.

’E‘ MNotes On River

Personal Hotes

Title Author Created
D My personal note Johin Studernt 1162002 11:47:07 @f x
A

This text was not informative enough, sent feedback veasterdsy and waiting for an updste.

Educators Hotes

Title Author Created
Explanation Paul Educator 1162002 11:49:44
.4
A

There iz not much information at the moment. | will update this document soon.

Fersonal Hote Educator’s Hote Print 5elected Hotes Frint All Hotes
FPrint All Hotes On This Course Close this window

Create a note - To create a personal note, click Personal Note. Write a title and add your
comments in the content field. Click Save. Now you can see your note in the list with the
current date and time.

[#] Notes |

Title: |Per=onal note

Contert: || need to remember this...

Educators’ notes - As an educator you may add notes to a document that can be shared
among other educators and course administrators on the course. Click Educator’s note. If you
check the box below the content field, you allow all learners to see the note as well. Click Save
and the note is added to the list of notes.

m MNotes

Tithe: :Explanation

Cortert: There is not much informationat the moment. | il update this document soon.

Allove learners to view this note

 Save | Cancel |
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B ¥ In the list of notes you will see two icons displayed to the right. They indicate that
' you can edit and delete a note you have created.

Edit note - You can edit your notes by using the Edit note icon to the right. Make your changes
and click Save. It is possible to delete the note by clicking the Delete button. Confirm that you
want to delete the note by choosing OK. The note is removed.

m Notes |

Title: |Remember |

Contert: |yl said he might have some mare information. Call him!

T I

You can also delete your note by using the Delete note icon to the right of the notes list. Your
note will be removed from the list.

Print notes - You can print specific notes. Check the box to the left of the notes title and use
the Print Selected Note button.

Educator s Hotes

Title Author Created
Explanation Paul Educator 20021017
15:46:59

M

Perzonal Hote Print Selected Hotes Print All Hotes
Print all notes on this course Close this window

You can also print all the notes connected to the document. Click Print All Notes. To print all

notes on a specific course, click Print All Notes On This Course. The notes are presented in
a printer friendly view. Click Print.
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Collaborate with documents online

@ Created: 2002-11-07 Author: Gunnar Jonson

The Edit icon in the Info bar enables you to collaborate with others when editing HTML
documents. Participating in collaboration means you may make changes in an HTML document
online in LUVIT. In addition, the collaboration tools facilitate by providing the possibility to write
comments and messages.

Please Note! HTML documents that will be edited online in HTML editor in LUVIT (se further
Edit), as collaboration documents, ought to be created as HTML documents from start following
HTML encoding standard. Documents converted to HTML either outside LUVIT or when
uploading, e.g. Word documents, may include not correct HTML code, which limits the
possibilities to edit online.

Target group - The Edit icon will only be shown when you have the right to edit a document.
The publisher and those with the Course Administrator profile always have the right to edit a
document. If you participate in collaboration, making changes in HTML documents, you have the
right as well.

The focus in this section is on the collaboration. How to edit, see also Document extended, Edit.

The collaboration step by step
The collaboration includes some basic steps:

Prepare collaboration.

Access the collaboration facilities.
Inform yourself.

Edit.

Inform and discuss.

v wnN —

I. Prepare the collaboration

Some preparation is required before the collaborate function can be used. The main step is taken
when the HTML document in question is published. In this procedure you have to check the box
named Collaborative. How to publish a document, see also 5.4.1.

2. Access the collaboration facilities

If you want to edit a collaborative document, the process is the same as when editing your own
documents. Click the Edit icon in the Info bar. In the document window a view like this will be
seen:
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Collab

Document Information
Title: Lesson3| m

Current o ikl The Edit Participants

Status: button will only be

it | ot parucipants avaiable o the
publisher of the
Participants

document.
Perzon Logged In

Paul Educator e

Anna Learner

[
John Learner

Send Message To All

As a publisher of a document you will always see the Edit Participants button. If you want to
add or erase any from the Co-Author list, click the Participant button, and a form will be
available.

3. Inform yourself
Before editing, check if other participants have made changes and

. commented on these. Click the View Comments button. A view
like this will appear: After reading the comments, close the window

by clicking Close.

E‘ MNotes On lesson3

Title Hame Created Information

Paragraph added John Student 11/13:2002 about changes
| suggest vwe add the paragraph that explains the procedure.

4. Edit
Once you have found out what might have been changed in the document, you may start
m your editing. How to edit is described in section Edit HTML.

5. Inform and discuss
You save the changes by clicking the OK button in the HTML editor. A sign will pop up:

A7 - Microsoft I... E||§|[g|

Do you want to comment the changes
you've made?

“ves [ o [l Concel
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To inform your Co-Authors about changes you have made, click OK and fill in the form:

E1| collaborative Notes |

Title: IParagraph added

Content: | sugyest we add the paragraph that explains the procedure. ;I

™ send meszage

fsoe | coree

By clicking Save, your information will be added to Document Comments (see above). Check
the box Send message if you want to send the information as an ordinary LUVIT message to all

Co-Authors.

Other ways to inform and discuss - If you want to inform or discuss with your collaboration
colleagues without entering the edit mode, you use functions available in the lower part of the

Collaboration Window:

Collab

Document Information

Title: |Lessond]  Save |

Current !
Status: Dacument &vailable

Participants

Perzan Lagged In
Paul Educator @

Anna Learner

John Learner £

Send Message To All

Click the Send Message To All button if you want to inform all Co-Authors. To send
information to one person, click the Envelope icon. If some of the other Co-Authors are logged
in, a bullet will be seen to the right, next to the name, and an envelope with a lightning bolt as

well. Click this icon to send a Quick message.
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6 Administrate menu

Administrate | The Administrate menu is available to educators and course
Question bank administrators, not to learners.
Groups ..
As an educator you use the Administrate menu to:
Tests | . manage your Question Bank
Evaluations e form groups and manage the members therein
Mewsflashes e manage your published tests
Ewvents k| e create and manage evaluations and other questionnaires
Participants » | ® publish newsflashes
Course + | © manage scheduled events, e.g. chats, tests, meetings, seminars
e view users’ portfolios
Import/Export
Portfolios

Additional functions, that are normally only available to course administrators, are:
e managing participants of all types (guests, learners, educators, administrators)

e managing the entire course and its information pages

e importing and exporting course material between different courses

6.1 Question bank

e Questions to quizzes are created in the Question bank. Unlike the other
' ' test tools, Multiple Choice and Open Answers, the process of creating
questions in Quiz is separate from the creation of tests. Here, the educator
creates new questions and/or picks previously created questions for a new
Evaluations test. Questions created are automatically stored in the question bank.

MewsFlashes
Events
Participanks

Course

ry ¥ v

Imnport/Export
PartFolios

My question bank contains all questions created and the functions available are: create new
questions, a shortcut to create new quiz, import and export quizzes to other environment.

My question hank Marie Brinck

Mt I -- Select type - vl Creste guiz | Import | Export |

Showy only this category: | - All Categaries - x| ok |

Delete Title Type Cateqory Difficulty Edit

X Anstélida pa LUWIT Mumeric Marie 1 3

X Choose hotspots Huotspiot Marie 3 .4

b4 Employed at LUWIT A8 Mumeric Marie 1 .4

* Fillin & werk Fill-in tarie 2 .3

* Fillin correct substantive Fill-in Marie 1 .4

7 Fhglar Match Marie 1 b

2 My Hotspot Hotspat Marie 2 b

# My Hotspot Hatspot Marie 1

x Svenska djur Muttiple Choice  Marie 1 [

b 4 Svenska djur Multiple Choice  Marie 1 .4

X Ve Fill-in Marie 1
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Prior to saving a question, the educator needs to categorize the question by using an existing
category (e. g. personnel administration/ environmental monitoring/ private finances) or by
creating a new category. Sorting all questions into categories facilitates the administration of
existing questions in the question bank, and it makes random selection of questions from one
category possible. This also makes it easier to find your questions. You can filter your questions
by category when you are creating a quiz.

My question bank Stefan Persson

Create guiz | Impor‘tl Expu:urtl

Categories - j Ok |

Hotspot
MWlatch

Murneric
Fill-in
WG from file

There are different kinds of questions containing text, sound, images and video in both the
question and the answer. This improves interactivity and makes the tests livelier and more life-
like. All questions are categorized and for each question, level of difficulty can be set. LUVIT Quiz
offers the following types of questions:

e Multiple Choice: In a Multiple Choice question it is possible to have ten alternative
answers. The person taking the quiz may choose one or more alternatives when answering.
The educator may add a comment for each question, this comment is shown for all answers
the course participant picks.

e Hotspot: Multiple choice question where the answer is represented by an image. The
educator marks certain parts of the picture and decides whether one or more markings
constitute the correct answer. The marking is made using a frame and is created by stating
the coordinates for width and height. For each marking, a comment may be added by the
educator. To answer the question, the participant clicks on the marking/s desired. It is
possible to have ten alternative markings in one picture.

e Match: A "drag and drop" function where the question is answered by matching different
objects. An object may be a text, sound, image or video. It is possible to have five alternative
sets of objects.

e  Fill-in: Text, sound or video with blanks where the participant enters the correct answer
that goes with the shown/played text, sound or movie. In this type of question, the
participant needs to enter an exact correct answer, i.e. the answer the educator has set as
the correct one. At the time of the test, it is also possible to show a random list of the
correct answers.

e Numerical Question: A question to be answered by a numerical answer. The exact
correct answer must be given. It is only possible for the educator to give written comments

when the answer given by the person taking the test is wrong.

e Multiple choice from file: Same function that is available for the Multiple choice tool.
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Authority/Permissions - The educator sets the level of authority for each question, or rather,
decides who will have access to the question created. All questions are stored in the same
question bank, but each educator can only view and use the questions he or she has the authority
to see. Four levels of authority are available:

e  Only me: Only the person who created the question may use it in tests

e Anyone on this course: Everybody in a course with the authority to create tests may use
the question for their tests

e Anyone on this site: Everybody on a particular site may include the question in tests

e Anyone on this server: Everybody on a certain server with the authority to create tests
may use these questions

Export and import of questions and quizzes - Normally, Quizzes can be exported and
imported as parts of the whole course, or as parts of one or many modules. In order to export
and import questions in the Question Bank and quizzes made from them you can also export and
import with a special function of the Quiz tool. The exported data follows the IMS QTI standard
(www.imsproject.org) which makes it possible to import your data in other IMS QTI compliant
systems. You reach the export and import functions as follows:

I. Export of questions from the Question Bank: Administrate menu - Question bank - Export
button.

2. Export of quizzes: Document menu - My Archive - (optional: set filter document type = Plug
-in) - select one quiz - Edit - Edit Quiz tab - Export button. The export button under the
Questions tab has the same function.

3. Import of questions and quizzes into the Question Bank and archive, respectively:
Administrate menu - Question bank - Import button. This function can distinguish between
zip files coming from alternatives | or 2 above.
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6.1.1 To create questions
To create a new question, choose which kind of question you like. Down below the different
types are explained in detail.

Multiple choice question

N ——TT—

[which of the following functions are available <13 exclugivelp</1> to courze
administrators?
Creating and managing entire courses
r
M anaging participants
r
[Wiewing user statistics
-
Question |Answer 1 | Answer 2 Make new multiple choice question

Type: IText l B

Title: Ianimals * Difficulty:l‘] vl Add answeer |
Permizsions | Done”ml

Begin by choosing one of four different media types:

Text - type the text of your question/answer-.

Image - click the image to open your image archive and then select an image. You can also type
a text for the image.

Audio - click the Select Audio button to open your audio archive, then choose an audio file
(-au).

Movie - click the Select Movie button to open your movie archive, then choose a movie file. The
file must have the extension mpg.

For each answer you can also type a response text (feedback). The text will be shown to learners
who have chosen to receive feedback. To offer more than two answers to a question, click Add
Answer. A maximum of ten alternative answers is permitted.

If you decide to have only one correct answer, you will be prompted to choose whether to use
check boxes or radio buttons. If you select radio buttons, the learners can choose one answer
only (Single Choice). If you use check boxes, the learners can choose multiple alternatives
(Multiple Choice).

The Question has only one correct answer,
Da wau skill want the participants to be able to choose mutiple answers?

(0K = Checkboxes Cancel = Radiobuttons)
Ok I Cancel
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Hotspot question
Choose one of four different media types:

Text - type the text of your question/answer.

Image - click the image to open your image archive and then select an image. You can also type
a text for the image.

Audio - click the Select Audio button to open your audio archive, then choose an audio file
(-au).

Movie - click the Select Movie button to open your movie archive, then choose a movie file.
The file must have the extension mpg.

Guestion| Choose hotspot image Make new hotspot question

' &
Click to
select an image
Mumber of hotspats: IE
e [+ Difeuty [1 7]
Permissions | Mext== | Cancel |

On the Choose Hotspot Image tab, select the image on which you intend to draw your hotspots.
The maximum permissible size of the image is 500 x 400 pixels. Before you can start to draw,
you must also choose how many hotspots you want on the image. You can have a maximum of
10 hotspots. Then click the Next button to proceed.

Choose hotspots

Draw the hotspots or enter the coordinates, width and height

O Frome ) [25 a5 PetH): o [100 |56
C Frompe ) [168 f2d Pl HE 48 |50
@ From@ T | | LT |

Change |

Use the radio buttons to select the hotspot that you want to draw. Then click the image and
draw a hotspot. Draw each alternative hotspot directly in the image. Watch the coordinates,
width and height, refine them if you like, by entering new values, and then click Change.

Further down in the dialog window, you continue to enter the response texts that go with each
alternative. Do not forget to indicate the correct hotspot(s). Use the Response text button to

enter the educator's cheerful comments to each alternative answer. Finally, use the Finish
button.

Heotspat no 1 Responze text [ Correct answer

Hotspat no 2: Responze text | V¥ Correct angwver

Heotspat no 3: Responze text [ Correct answer

User manual, LUVIT Education Centre 3.7, English 89(115)

© LUVIT AB



— Y LUVIT

Match question

. QuizPlugin Demo Match animal latin names Time 08:55

Wulpes vulpes Eald Eagle

Ursus arctos

Red Fox

Erown Bear, Grizzly
Bear

Haliaeetus
leucocephalus

Bufo americanus American Toad

© @6 ©
O O OO

Begin by choosing the type of objects that you want to match (text, image, audio or movie). Then
click the object button to enter your text, or choose an image (gif, jpg), audio (au) or movie
(mpg) file from your archive. Click the Preview tab to check that the objects are correctly
matched. The objects in the right hand list will be randomized when the question is presented to
the learners. A question can contain a maximum of five pairs of objects. There are no response
texts from the educator for this question type.

Match |Ereview Make new match guestion
IText vl OhJectA| ITg)d - Ohject! [
|Image vl OhjectB | IAudio - Object2
IMovie 'l Ohjectc | ITQ)ﬂ - Chject
Title: IEl\rds = Difficulty: |1 vl Acdd couple I Delete couple I

Permiszions | Donel Cancell

Create a fill-in question

Fill-in | Preview Make new fill-in Question
Title: Ifill-in-the-blanks guestion = Difficulty: |1 'l I Show words
LUWIT 2B - makes Ieducaﬁon available.

LUMIT Educstion Certre, & =

Before:

El
The fill-in word: Is‘tate
| of the art =]
After:
QuizPlugin Demo about LUVIT AB
LIWIT AB - makes awallable.  LUWIT Education Centre, a
I of the ait spstem for I

This is a type of fill-in-the-blanks question using just text. Enter the text in the Before or After
fields. In the center field, type the word that the learners should fill in. Click the Preview tab to
check the appearance of your question on screen. Learners must give the correct answer exactly
so spelling and upper or lower case letters matters. If you mark the Show Words check box,
the learners will receive a randomized list of the correct words to fill in at the bottom of the
page. Spelling problems are then remedied, but they still have to type each word into its proper
place.
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Numeric question

i QuizPlugin Demo How many folks

By the date 2000-03-08. how many were emploved at LUVIT AB7

X

Ingert your answer here:

Begin by choosing one of four different media types:

Text - type the text of your question/answer-.

Image - click the image to open your image archive and then select an image. You can also type
a text for the image.

Audio - click Select Audio to open your audio archive and choose an audio file (.au).

Movie - click Select Movie to open your movie archive and choose a movie file. The file must
have the extension mpg.

On the Answer tab, type the answer to the question. You can also type a response text to be
shown if the learner's answer is incorrect. Students must give the correct answer exactly.

Question | Answer Make new numeric gquestion
Answer: @
|EREE? .

Response for a wrang ansywer:

=
=
Title: Ia numeric guestion +  Difficulty: I'l Vl
Permiszions | Cane | Cancel I
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6.2 Groups

If you are an educator or administrator you have the possibility of forming

_ groups, for example when you have a large number of participants within
% your course, or you just want to facilitate some type of group learning or
interaction.

Tests +
Evaluations
Mewsflashes
Ewents
Participants
Course

ImportExpork

Portfolios

When you click Groups a dialog box showing the names of existing groups within your course
will appear. You can then choose to update or delete any of the existing groups or add a new

group.
& | Groups
@ Group Mame Diescription Murmber of Participants
[T Groups English 2
[ GrounB Swedish 2
Delete Hew

If you want to define a new user group within the course, you just click New to form a new
group. Fill in the name of the group, along with a short description of it. Choose the group
participants from the left hand list, showing all present participants in the course. The right hand
list shows the current group participants. The single arrows move the marked individual(s) on or
off the list of group participants. The double arrows move the entire current list one way or the
other. Click OK to form the group. You can use the usual shift-click or control-click techniques
to mark several names in a list.

| MNew Group

Group Mame: IGI’OUD L

Description: ISpanlsh

Available participants Group Paricipants
Larare, Lena Brinck, Marie
Student, Sture Educator, Eric

Learner, Laura

)
)

Jox]J cance |

If you want to update an existing user group, the first step is to click the linked group name
from the list. The next step is to alter the name, the description and/or the participants in the
group. By marking participant names in the two windows presented, you can easily decide to add
or remove a user from the group you have chosen to update.

User manual, LUVIT Education Centre 3.7, English 92(115)

© LUVIT AB



6.3 Tests

"~ Administrate Once you have created and published a test with one of the
Cuestion bark three test tools, you can monitor test results. For creating test,
Eroups see also 5.5. I., 5.1.2 and 5.1.4.

iz Results
Ewaluations Open Answer

Mewsflashes Multiple Choice

Events 4

Participants 4
Course 4
Import/Expart  #

Partfolios

6.3.1 Open answer
When a learner has taken an Open Answer test and decided to send it in for correction you, as
an educator, receive a message in your Inbox, see also 4.2.

Read Title Fram Received Meszage Type
renewved OAtest Maria Anderzzon 2000-07-07 oatest

To reply to an open answer test, choose the Administrate menu — Tests — Open Answer. A list
will open with information about all tests available, when the tests were published, the number of
participants that have answered the tests and the number of corrected tests. Click the link to
one of the tests and you will see information about this particular test.

’?‘ Open Answer Tests

Tithe Publish start  Publish stop Answered  Corrected
Open answer test 2002-08-23 7 2 0

A list will open displaying all course participants. Those that have taken the test will have linked
names. Click a name to check his/her answer.

’?‘ Spanish

Learner Answer Date Correction Date Result
tdarie, Brinck 2002-09-02 K ?
Etic, Educator 7 7 ?
Laura, Learner  2002-09-02 K ?

The text of the first question and the participant's answer will be displayed. If there is more than
one question you may change by clicking the link (on the left side) of this question. A learner can
upload a prepared file from his or her own computer, in order to answer the question and if so,
a link will be made available to the educator correcting the test.

Click Correct Answer to correct the test.

Questions CEarmer, Laura

Grigstion

UeStON T do you say Thank you in Spanish?

Anzwer
Danke

Educator"s Corner

Status
Mot checked

Comment

o | corrctanewer—| cancr
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You can easily grade and give feedback to each participant by using the Educator's Corner. You
make comments with respect to each answer and give the answer one of three grades: pass, fail,
or complement. The latter means that the learner has a second chance to elaborate on the
answer after receiving your comments.

Educator"s Corner

Write vour carmments heve..

Sorry, Danke i German. Correct answer is gracias. ‘I

[

" pasz ¥ Fal Complement

I 0 | c---- I

Click OK after finishing the Educator’s Corner and OK again after finishing all corrections. A
form will be displayed in which you can assign an overall grade, make comments directed to the
learner and send off the results. Choose Save or Save and submit result to learner. If you
choose to Save, the result will not be sent to the participant. You can go back and make more
corrections if needed. If you choose the latter alternative, the participant will get the result, the
test will get a correction date, and you can’t change anything in your corrections. Click OK to
confirm your choice.

E‘ Correction Completed |

“ou're finished correcting the test. Reviewy the statistics below and
check the appropriste overall-success of this test, then click Done.
Click Cancel to return to the correction of the test.

Tatal (100% corrected)

Pazsed:  100%
Failect: 0%
Completed: 0%

Cwersll success

O Pass @ Fail O Complete

Comments

" Save

* Save and submit result to learmer

for] coeer

User manual, LUVIT Education Centre 3.7, English 94(115)

© LUVIT AB



T

o LUVIT

Your comments and grades for this particular learner are now saved or saved and submitted to
the learner. Below you see that the list has been updated accordingly if latter was chosen.

l?‘ Spanish

Learner

Marie, Brinck
Etic, Educatar
Laura, Learner

Answer Date
2002-09-02
7
2002-09-02

Correction Date  Result

K K
T T
K Fil

Your general comments on the test appear as a message to the learner. If the test is added to the
portfolio the result will be displayed there as well.

Read Tile From Received
Spanizh  Brinck, Marie 2002-09-02

Message Type

Open Answer

By accessing the same test again from the Navigation tree, the learner will find that his
previous answer is stored and can now be modified. That applies to answers marked
Complement. Those marked Pass or Fail are of course locked and cannot be modified.

6.3.2 Quiz results

After a finished test, the participant may see his result, i.e. whether he has passed or not, scored
points and feedback. This information is stored and the participant can at a later time check
previous test results. The educator sees the test results of all participants and may also see their
test history including such information as previously passed tests and time used to take the tests.
This information is accessed via the Administrate menu - Tests - Quiz results.

Choose quiz and click Next.

Choose Quiz Quiz results

Pleaze choose guiz:

ITest 'I

Mext == | Cancel |

Below you see the results for each participant in the chosen quiz. If you would like to see all

results for a specific participant in the chosen quiz, click Select, the blue triangle, after each
present name.

Choose participant Quiz results

Belowe you see the best results for each paricipant in the guiz Demo Quiz

Hame Date Used time {(min} Points Select
Marie Brinck 2002-05-13 10:05:28 01:45 B 3

== Previous | Cancell
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You will see all results for one learner. The data shown includes: date when test was taken, time
required and points scored. To see the results for every question click Info, the blue triangle,
after each test.

Choose occurrance Quiz results

Results from Marie Brinck in the quiz: Demo Quiz

Date U=sed time {min} Points Info
2002-04-22 12:11:52 35:00 o 3
2002-05-13 10:02:09 00:50 4 b
2002-05-13 10:05:28 01:45 B 3

== Previous | Cancell

You see the learner’s result on every question in the form of passed or failed. To see the exact
answer to every question, click Info.

QuizPlugln Demo 200100-23 17:32 Stefan Persson

Question Result Info
Match flowers \/ b
tatch latin names

atch animal lstin names
Match animals

Q

x
v
My garden \/
Watch mare flowers x
tlelznoms x
abaut LUYIT 4B >
Howv many folks X

W e Mt L) by =
bR A A A S

ou failed to pass this quiz.
Your score wwas 4 of 9 and you needed S 1o pass.

6.3.3 Multiple Choice
Although your multiple choice tests are automatically corrected, you may still be interested in
monitoring who took the test and what was his/her result.

2D
Multiple choice tests
Title Publizted by Publizh start Publizh stop Passed Failed Percent
COmm guiz Marie Andersson 1999-12-05 15 o 100 %
Educator guiz Patrik Eriks=on 19959-12-15 4 3 ST %
First Quiz Caroll O'Canner 2000-01-14 1 2 33%

In the list of all your published quizzes, you can already see some basic numbers. Further details
can be found by clicking on the linked title of a particular test.

R ¢

] ’nr T -
Mame Percent correct Result
Patrik Eriksson T % Paz=
Maria &nders=zon a7 % Paz=

o

Now you can view individual outcomes. But be aware that it is only the latest attempt of one
individual that is shown.

Y LUVIT
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6.4 Evaluation

i ‘ﬁd‘r’ﬁmi‘é&tra‘sa All evaluations created are saved under Administrate menu - Evaluations.
Cuestion bank All subsequent management of your evaluation is done here. How to create
Groups an evaluation step |- 4, see also 5.3.

Tests 4

Evaluations

Mewsflashes
Events
Participants

Course

* v v v

ImportfExport

PaortFalios

You will find information about evaluation phase, any reports created, total number of questions
in the evaluation, total number of participants that have answered and date when the last person
answered.

Title Phase Report Questions Answers  Last answer
test Answer Mo 1 1 2002-09-04
Test 2 Answer Mo 1 1 2002-03-04

Click linked title name to find the specific evaluation.

manual | Settings | Answers

Created: 12/03/02 = Redesign the evaluation. . <§_>
= Close the evaluation

* Preview repart. ..
= Create repor. ..

» Duplicate this evaluation

Question Type
1 4 Age Select one alternative: <20, 21-30, 31-40..
2 /7 How can we improve the. .. Free text: single line
3/ Did you enjoy your lun... Grade: 1-3 + don't know+ comment

5. Receive answers
All answers to a specific evaluation are stored under the Answers tab. All answers are saved in
the order of time arrival. To see each individual answer, click the linked arrival number.

manual | Settings| Answers

Murnber of answers: 3 << LUpdate
Date of last answer: 12/09/02
Mew answers since last report: O
Date of last repaort: 120902

= Export answers... @

= Preview report...
= Create report.

K Date

1 12/09/02

rz 12/09/02

ra 12/09/02
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You see all questions in the evaluation and corresponding answers from chosen arrival number-.

- Answer #1 (12/09/02)

Age 21-30

How can we improve the course? ]k

Did you enjoy your lunch? 1= not at all 3= yes, 1

Comments i
Close

6. Close the report

When you have received all the answers you can close the evaluation. You may create reports
even if the evaluation is still open, but you should be aware that as long as the evaluation is open,
users might submit answers to it.

To close the evaluation, click Close the evaluation. Select whether you want to completely
remove the evaluation form or if you want to replace it with a message instead. Whatever you
choose, no more answers can be submitted to your evaluation.

7. Reports

In order to get a sample of all answers incoming click Preview report. To make a final report
click Create report. You can choose whether you would like to make the report public or not.
If you choose public the learners will automatically find the report from the evaluation tree in the
Navigation tree. You can also reach the report from evaluation stored under administrate menu,
either public or non public.

Do you want this report to be public?

Yesl 0 [u} Cancel

You can make a report even though the evaluation is open for receiving more answers. Learners
can reach the evaluation and report from the same publishing point in the Navigation tree.

manual

A preliminary result of this evaluation has already been published, but answers may
still be submitted. Choose if you want to:

= Fill in this evaluation
= Have a look at the preliminary results
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6.5 Newsflashes

Adniriztate |

Cuestion bank

Groups

Tests r
Evaluations
Mewsflashes
Events r
Participants »
Course r

Import/Export ¥

Portfolios

If you have the user profile educator or administrator, you will be able to
publish Newsflashes. News items are seen on the first page. (News will
be available in LRC as well.) It may serve as a complement to the schedule
and give more details about events. The default time between publishing
and expiration is 7 days.

An example of a newsflash shown on the first page.

MNews

LUVIT Hewsletter September

Mavrie Brinck

at wesaes Uit .com

LUMIT Mewesletter September iz out! Have a look

Give the newsflash a title and write the news in Content field. If you specify a URL, it will be
linked to the title of the news item.

—
IE Edit Mewssflash

Title [# Newsflash

Updated seminar information, resd more ;I
Conterit fin the course schedule.

[ -
URL |ty
Puklizhed [2002-03-06 [y yy-rmm-cid)
Withdrawen |2002-03-13 vy -rmm-che)
Priotity IE
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6.6 Events

Events gives the educator or course administrator the chance to create
scheduled events, and advertise the different events taking place during
the course in a way that can be seen by all participants. (Events will be
available in the LRC as well.)

" Administrate

Question bank,

Groups

Tests »
Evaluations
Mewsflashes

MNew
Participants M Edit

Course 4

ImporkfExport F

Paortfolios

By selecting New we create a new event. By choosing an Event type the educator or
administrator can enter new events in the different calendars. As shown in the diagram to the
left, there are three important types of events: Chat events, Tests and other Events.

l?‘ Event type

Chat %
Test

Event

If the educator or administrator wishes to put a new Chat event in the schedule, a short entry
form will be displayed. The form requests a title and a short description of the event, date and
time when the chat will take place. The creator of the chat can decide to use an already
published chat and the chat's position in the Navigation tree. Select the specific chat’s name in the
list. A direct link will make the chat available. It is also possible to create a chat that only will be
displayed in the schedule. Fill in the information required and select My Personal Chat. The
chat will be visible in the schedule and a direct link available thru the Go there button.

& | Chat Event

Title ICourse chat 3

Description [an organizad discussion about chaper ;I
3 Management.
[~

Date 20020912 fyap-mm-dic)

StEthz00  fex 12:00)

Brdlizon  ex 1200

Select O pay personal Chat
Chat
* Chat

L EBE=
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Once the event is created it is shown in the schedule, but also in an administration list of all
events. The educator can edit or delete events from this list.

Authar Event Start
Stefan Persson Jule chat 16:00
Stefan Persson Jule chat 09:00
Suzanna Malmgren Enkater-deadline 17.00
Stefan Persson Christimas chat 15:00

6.7 Administration of participants

Endl

1700
10:00
1700

Drate
1999-12-21
1999-12-22
1999-12-23
1999-12-24

 Administrate

Cuestion bank
Graups

Tests 4
Evaluations

LRC instead)

Mewsflashes

Ewents 4

Mew
Course ¥| Add Existing
ImportfExpart  *| Read From File
Portfolios Edit

There are different ways to handle registration:
Manually add a new participant

Edit participant data

O wnN -

6.7.1  Manually add new participants

Allow participants to register themselves as guests

Add an existing participant to your particular course
Add new participants by reading from a text file

The administration and registration of participants are tasks
that only a course administrator can accomplish. An educator
may get extended permission to handle participants. (If LUVIT
is connected to LRC this part of the menu won’t be available
in LUVIT and all administration of participants will be done in

You can manually add new participants, one by one. You are required to fill in all entry boxes
marked with an asterisk (*). When manually adding new participants, you also invent and enter a
suitable password. The option Send password by e-mail ensures that LUVIT sends the vital
login data to the learner, i.e. course Internet address (URL), user ID and password.

@ Mews Participant

* = Reguired

Frir I

First Mame * | Last Name * I I

Address I

Postal Gode, Gity | |

Phone Mumber, Cellular I I

E-mail * |

Pazswaord * I
Profile I Learner j

Access to course expires [ango_ps-26

(yyyy-mm-cicl)
Send password by e-mail. r

oo | amore | conce
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6.7.2 Add existing

If you know that a participant already has access to LUVIT, you only need to enter the existing
user ID in order to use all available user data. lllustrated below is the entry form for adding
existing participants, one by one or several at once.

e
L Add existing

Available In Course

Abelin, Chatlotte [charlotte & Alsed, Jesper [jesper.alsed@
Ahl, Torbjorn [torbjorn. ahl@ Fredbery, Caroling [caralined@
Ahlgren, Max [max@cecat: Gyllensvan, Ulrika [ulgyl@hoti
Ahlstrom, Malin [Malin.&hls Hasth, Jorgen [jorgen.hast@h

Alsed, Bengt [bengt.alsed
Andersson, Camilla [camill
Anderssan, Hakan [hakang
Andersson, Kenneth [kenni ==
Andersson, Ingrid [Ingrid. At .
Andersson, Conny [040129
Andersson, Kenneth [kenni
Andersson, Mikael [mikael
Ardenmark, Eva [eva. arden =
Assarsson, Martin [marting
Assarsson, Martin [martin.|
Badersten, Ola [Ola.Bader:
Baranowski, Robert [robent

Bauer, Anders [abauenkw

Baum, Mats [mb@ipro.se]

Beijer, Heléne [hibei@wmd x|

ﬂ Cancel

In the left hand window you find all the users that are registered on the relevant site on your
LUVIT server, but not in your course, Available. The right hand window lists those already in
your course. Select one from the left window and use the single, right arrow to make that user a
participant in your course.

Note: Participants moved end up at the bottom of the list. Look for them there to verify your
actions. You can use the standard "shift+click" and "ctrl+click" selection techniques to mark more
than one participant but still use the single arrow to move them.

The double, right arrow moves the whole list. The left arrows (single and double) are useful if
you want to reverse the process and move users out of your course.

If a user happens to be registered on another site on your server, you will not see the user ID in
the list available. And neither will you be able to register that user as new, as the e-mail address
= user ID is already in use on your server. Go to SATO.

6.7.3 Read from file

If you have a prepared text file with a list of new participants you can upload the existing file by
clicking Browse and finding the file in a folder on your computer. Please note that each row in
the text file contains the data for one participant, and that the individual entries must be
separated by either a semicolon, a comma or a tab in the uploaded document. The data
concerning each participant is arranged in the following order: social ID-number, first name,
last name, address, zip code, city, phone number and e-mail address. If you fail to arrange the
data according to this rigid structure the entries will not be successfully made.

#| Read from File

Inzert file: I Browse... I

Choose delimiter & Semicolon 7 Comma " Tah

The file cortaining the personal info must be arranged a3 follows:
portivst namelast hame addresspostal code oy phone e-mall

The fields must be separated by the chozen delimiter!
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6.7.4 Edit participant data

If you need to update or edit some user information, use the Edit option. You will arrive at a list
of course participants where you can use a selection box to narrow down the list to one
particular user profile. You change user data by clicking the linked name of the participant (not
the checkbox, see next page). Remember that the user can change some personal data him-
/herself (password and e-mail address).

|AII profiles j
@ Hlame E-tmiil Expires Prafile
[T Andersson, Maris mariagiuyit.com Eclucator
[~ Patrik Erikzson patriki@iudt.com Learmer
™ Pauline tartin prauline@iuyit.com Learner

You will see the equivalent of a "new user" form, but now with current data already in place.
After changing click Upload for adding or Cancel if you haven’t made any change.

- Edit Participant
* = requived
Prir I—
F[:Stnz;n;;; IMaria IAndersson
Address * |
Postal (i:oﬂie’: I ILund

Phne®, celular [020-111111 |

E-mail * Imaria@luvit.com

Password * [
Profile | Teacher bi =l

Aecessto [eooo-os-25
COUrEe expires

Updste | Cancel |

If you plan to remove a participant from the course, mark the checkbox next to the name in the
list of course participants and click Remove.

[T Learner, Laurs laurai@learner .ze 2003-02-21 Learner

Remove

There will be a dialog box giving you a warning and the option to cancel the process.

Thiz action will remove the selected persons from thiz courzel
Are pou zure thiz iz what you want?

Awbryt |
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5. Guest registration

You can create a special login place for guests, where future course participants register
themselves by entering all the information needed to be registered. People that are curious can
come into the system and have a look, although they may only get to see part of the course
content, depending on which documents and folders you have made available to guests, using
Advanced options, see also 5.4.1.

E-tmail Pazsweord

prefan@uctcon froes [ yiclest

By registering, the participant will get access to the course as a guest for a period of three weeks.
The system will generate a temporary account with a user |D and password. Otherwise you just
confirm their course access by changing their user profile from guest to learner. Or delete them
from the system.

The management of Guests is similar to updating regular participants. Set the selection box in
the list of course participants so that it shows existing guests and then click the linked name of
the guest you want to "promote" to learner.

o8¢
- ’m - Participants

|Guests j

Mame E-tnail Expires Profile

&
[T [Doe, Jobn john.doe@hotmail.com 2000-05-26 Guests

In the Profiles pop-up menu, change the profile from guest to student.

Profile | Guests j

expires |COUrSE Administratar
Teacher
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6.8 Course administration

You can create a new course, set grades and edit the present

_Administrate course. The new option takes you through a course wizard
Question bank and you can edit specific parts of the created course by
Groups directly entering a specific part of the course wizard.

Tests ¥ Edit
Evaluations Mew
Mewsflashes Grades
Events * Menu

Participants ¥ Logo & Skin

Coalrse Edit Course Plan

ImpartiExport  #|  Edit Course Links
Partfalios Edit Literature List

6.8.1 Edit

In order to change the contents of the Entrance Page you select Edit. If you click this option, the
system will take you to two forms, Course wizard #1 and 3, showing the externally available
information about the course. You can also change some crucial options, which you set when
you created the course. You cannot, however, change the timeline. And you can of course delete
the entire course when it has served its purpose.

6.8.2 New

In order to produce a new course click the New option. This automatically starts the LUVIT
Course wizard. The wizard will help you with the basic design and content of your new course.
All data can be changed later on. The course wizard is composed of 9 steps. (If LUVIT is
connected to LRC, create a new course will be done in LRC instead)

STEP | - Enter the course wizard
You enter the course wizard by filling in your e-mail address and your password. Your authority
to create new courses must be registered and checked in SATO (Site Administration Toolkit).

\
LUVIT v3.0.1 Course wizard

Please select a language and the site in which you want to creste aor edit a course. Write your email
and password inthe fields belowe and press 'Log In'.

Language: |Eng\ish j
site: ILuVil j
Username: Imaria@luvﬂ com Password: I

Lag in |

Copyright & 2000 LUYIT AB

STEP 2 - Course information

The first step to make a new course is entering general course information such as: name,
description, level, default language and type of timeline. Every option can be changed after the
course is created except the type of timeline. Timeline refers to the date when documents will
be available for participants according to course start. An absolute timeline means that a
document that is set to be published at a certain date, will be published simultaneously for all
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after the individual started the course.

|?| Course Wizard #1

This is the first step to make a new course. Every option and field can be changed after
the course iz crested except the type of time line used. Make sure you know what type of
time line you should use and remember to uze the help function to get an in-depth
description of every atternative

* = required

Course Information

Marme * |spdamo

Descrigtion * |shows hioy todo

Course Level I Introduction 'I

Studerts can register themselves

IEngI\sh 'I

Type of Time Line
Abzolute (%

Default Language

Relative

s

STEP 3 - Menus

Y LUVIT

participants. Whereas with a relative timeline, publication takes place at a preset number of days

You then decide which menus shall be available for the different user profiles - learner, educator,

and administrator. Scroll down and click OK.

¥ Personal ¥ Course [¥ Communicate [v Document Administrate ¥ Help
¥ Freferences ¥ Statistics ¥ Communicate |V Creste to Archive ¥ Server Statistics ¥ Help
¥ User Information [ Course Plan [V Messages ¥ Muttiple Choice ¥ @Question bank ¥ Help Desk
¥ Cptions ¥ Course Links W Guiz V¥ Groups
¥ File Path ¥ Literature List ¥ Muttiple Choice from File W Tests
¥ My Results ¥ Cpen Answer ¥ Open Answer
¥ Homepage ¥ Chat ¥ GQuiz Resutts
W iewn ¥ Eorum W Muttiple Choice
v Edit ¥ FErom Template ¥ METqresutts
IV My Courses W iy link ¥ Evaluations
¥ Schedule ¥ File Link W bewsflashes
¥ Al Events ¥ Upload to &rchive ¥ Ewverts
[V Chat Everts IV Single Upload [V blew
¥ TestEverts W e-val v Edit
¥ Cther Events ¥ Create new ¥ Participarts
¥ Expiring Documenits ¥ Copy from course W bew
¥ Progress W ity Archive V¥ A Existing
¥ My METo results ¥ Download ¥ Read from File
¥ Crades ¥ Mavigation Tree ¥ Edit
Course

Edlit

Plew

Grades

Menu

Logo & Skin

Edit Course Plan
Edit Course Links
Edit Literature List
V¥ ImportExport
¥ Export
¥ Import METY course
W Import

This table specifies the menus that are available, by default, to a certain user profile. If nothing
else is indicated, all menu options are implied.

| Guests ||Learners ||Educators ||Course administrators
Personal Personal

Personal

Personal Course Course
Course

Course Communicate Communicate
Communicate

Communicate Document Document
Document

Help Hel dministrate (except Participants, Course, Export/Import) [lAdministrate

e
P Help Help
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STEP 4 - Skins and logo

Thereafter you design your course by deciding what skin to use for the layout, e.g. logo on the

entrance page, color schemes etc. If no skin has been uploaded through SATO, there is only the
default skin to choose.

I?‘ Course Wizard #2

change to their prefershble language. The 'skin' decides which colors, logo ete.
are used. Advanced users can make their own =kin.

Skir: IDefauIt 'I

The language chosen is the default language of the course. Every user could @

STEP 5 - Grades

In this step, you decide whether you shall use grades or not in the course. Fill in what is shown
to the learner, the average and in which order the grades should be listed. (If LUIVT is connected
to LRC, grades will automatically be saved in the CV and course history in the LRC Portal)

@ Course Wizard #2b

Here you may define what grades you could sssign to your students. The "Show"

field iz what is shoven to the student, The "Mumeric" field can be used for making
averages etc. The "Sort order” iz used to determine in which order the grades
should be listed.

Course Grades

Showr az Mumeric Crcler

No grades have been added

Show az Mumetric COrdler

STEP 6 - Content information

In this step, you continue providing information about the course for the course login page
(contact information).

| Course Wizard #3

Here you fill in you department information and acditional course information. This
nformation will be shown after this course is chosen inthe course overviewy page.

* = required
Department Information

Organization * |LLVIT AB

Address *

Maigle Stora Hyrkogata 72

221 00 Lund
[
Wb adtress ik bt [ heitcom |
E-mail |
Fhone Mumber * W
Contact Person |Marie Brinck
Additional Course Information
Short course presentation m
[
Prerequisites —;l
=
Link to aelltional info ”|—
[ok]
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STEP 7 - Course plan
In this step, you provide information about the Course plan;

Syllabus — describes the course.

Goals - describes the goals of the course and what level of knowledge and skills the participants
are expected to acquire after having completed the course.

Examination - describes the procedure for examinations.

Time plan - when the course starts and ends.

Activities/Modules - describes which modules are included and what they contain.

Study - gives advice and notes on study techniques.

Syllabus _I Activiti
-
Course Conternt . ;I
_I Rlumber i title
-
-
Goals :II
-
Krnowy ledge ;I start bate
;I ;I
=
Skile ;I Finish date
;I ;I
el
;I Azzignments
Attitudinal _I
=
;I Study
Examnination
;I ;I
Hirae Lovices S Technigues
Whien Ll ;I
Time plan Ia

Course Starts IQDDZ—UEMZ [yyyy-mm-dd)
Course Finishes |2003-03-‘12 (yyyy-mm-dd)

STEP 8 - Literature list
You continue by providing information about additional course literature sources, books and
papers. Click OK.

& | Course Wizard #5
Here you can put information about related and recommended course literature.

Literature

=
Books

=
Paperz
Cthet resources

=
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STEP 9 - Links
The last step in the course wizard is to provide course links. It is of course always possible to add
more links later or change and edit the present ones. Click OK and the course is created.

m Course Wizard #6

The course links that are seldom changed and of interest to all course participant=
could be added here. Remember to check these links once in a while to make sure
they're up to date.

Title URL Description

[ o LinkJox

6.8.3 Grades

The option Grades launches the Course wizard #2b form, which you have already
encountered when creating your course. Here you can change the design of the course grades,
their numerical value and their order. You can also delete specific grades or add new ones.
Create a new course, see also 6.8.2. (If LUIVT is connected to LRC, grades will automatically be
saved in the CV and course history in the LRC Portal)

6.8.4 Edit Log & Skins

The option Logo & Skins launches the Course wizard #2 form. Here you can select a different
general appearance for the course (skins), including perhaps a new logo image for your entrance
page. Create a new course, see also 6.8.2.

6.8.5 Edit Course plan

The option Course plan launches the Course wizard #4 form. The course plan requires you to
define four aspects of your course - syllabus, goals, examination and time plan - by using a simple

entry form within the course wizard that you encountered previously when creating your course.
The current text is displayed in each form field, and you can easily edit and change the content in

these boxes as you'd like. Use the OK and Cancel buttons as before. Create a new course, see
also 6.8.2.

6.8.6 Edit Literature list

The option Literature list launches the Course wizard #5 form and you have already
encountered this form when creating your course. The current text is displayed in each form
field, and you can easily edit and change the content in these boxes, as you’d like. Use the OK
and Cancel buttons as before. See also 6.8.2 Create a new course.

6.8.7 Edit Course links

The links entered on the course link page as you start a new course can be changed or updated
like any other document in your course. The Course wizard #6 form will appear; you have
already encountered this form when creating your course. The current links are displayed, and
you can easily edit and change the content as you'd like. Use the New link, OK, and Cancel
buttons as before. See also 6.8.2 Create a new course.
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6.9 Import and export

Y LUVIT

 Administrate |

Question bank

Groups

Tests L

Exporting and importing material between LUVIT courses and
LUVIT servers are other tasks exclusively reserved to the
course administrator. You can also export and import whole
courses between or within LUVIT servers. The export and
import functions communicate by means of compressed archive

Evaluations files using the zip format.

Mewsflashes
Events L

Participants L
3
Expork
Imnpork
6.9.1 Export

General course material in the Navigation Tree can be exported. Participant data, personal
information, and group information cannot be exported. This way you normally move or export
the present course (content, structure, setup, etc.), but not the present population of
participants.

Course

Paortfolios

To prepare an export file choose Export. Choose course type and click OK.

,?‘ Select type of course

Please choose type of course

Course type: {1

Cancel

This displays the Navigation Tree work area and an input box. First choose what you want to
export in the Navigation Tree to the left. If you choose a module, everything in the module will
be exported. If you choose Home the entire course will be exported. Personal information and
group information will not be exported nor quizzes and added links, only general course material.
Click Export. To export and import a quiz, see also 6.1.

E Export |

Sefect Rem

| v

First chooze what vwou want to export in the Mavigation Tree to
the left. If you choose a module, everything in the module will be
exparted. If you chooze Home the entire course will be exported.
Personal information and group information may not be exported,
only general course material. After clicking the Export-hutton
wou'll be asked to fill in 2ome meta-information, then everything is
saved in a dovenloadable ZIP file.

----- Férsta bra, eval
..... Férzta bra, eval
..... §E) Advanced optian

..... | Sprfhprocessen
..... Hammari

..... File Link
..... Open answer test

test (Document)
Open answer test (Open Answer)
template (Template)

g
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After clicking the Export button you’ll be asked to fill in some meta-information such as title and

description.

|§| Export

Title IDemo course
hdanual ;I

Description

Public Domsin [

Price I

Site Mame Luvit
Language English

When you have stated your orders, LUVIT starts compiling the required material, and produces
a zip archive of the whole lot. A small icon shows how the process is completed.

Proceszzing file.. ...

The last dialog box includes detailed instructions on how you download the zip file to your own
hard drive. Give it a descriptive name and store it away. This untouched zip file is what you use
when you later plan to import your material into the target course or LUVIT server.

Right-click (or hold down the mousebutton for a moment if you're using & Macintosh) over the file name and choose
'Save Link A=, or 'Save Target &z depending on whether you're using Netzcape Mavigator or Internet Explorer.
Then you'll kave to choose where on your computer you vwant to save the file. The file can then be imported in any

ather LUVIT-course Click here [589747 bytes

6.9.2 Import

General course material in the Navigation Tree can be imported. Participants, participant data,
personal information and group information cannot be imported.

To import a prepared export file and choose Import. You can choose to import a part of a
course or an entire course.

The first step in both cases involves the familiar Upload file dialog. You browse and find the
relevant zip file on your hard drive. Note: it must be a file resulting from the export maneuver.

£ | Upload File

{Choose a file and click Ok to upload a file. To
cancel click Cancel)

LEC Course
File rame: I Browse... |
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If you chose to import an entire course this message will be displayed. In this case the imported
material is stored as a new course on the present LUVIT server and site. So, check that you are
on the desired server and site, before ordering the import of an entire course. Click OK for
start the import process.

@ Processing file...

(Click Ok to confirm that it is the correct file. To cancel click Cancel)

File: Title Home
Description Hame

Contert Course

Wersion 35.1.4

Language English

Course Title Demo course
Description Manusal

m Cancel

After processing you get a message informing you that the document has been successfully
imported and published. Click Entrance if you would like to log in to the new course or Switch to
for changing environment without logging in.

I?‘ Imported

The course has been successfully imported.
To log in to the imported course click Entrance.
To =zwitch to to the imported course click Switch to.

Ertrance Switch to

If you have imported only selected parts from a course, the message looks like this. The
imported material is stored in the "present" course, i.e. the course in which you order the
import. Click OK to import the section.

’?‘ Processing file...

(Click Ok to confirm that it Is the correct fife. To
cancel click Cancel)

File Title O& test
Description Spanish
Content Category

Wersion 3.5.1.4

Language Englizh

Joi | cen-ot N

After processing you get a message informing you that the document has been successfully
imported and published.

—
I?‘ Imported

The documents have been successfully imported and published.
Pleaze click Refreshto refresh the Mavigation Tree.
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6.10 Portfolios
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CQuestion bank
GEroups

Tests L4
Evaluations
Mewsflashes
Events
Participants

Course

* v v

Import Export

Administrate | The user profiles edurjato.r and course administrator have permission to view
all other users portfolios in a course.

The portfolio list presented contains information like user names, e-mail addresses and user
profiles. The list can be sorted by the header columns. Click the header of your choice and the
list will be sorted by column. Furthermore, the list can be limited to show only one user profile.

Use the drop down menu and decide which profile should be presented.

Set End Date for Portfolio Update - It is possible to set an end date (a deadline) for the
upload of documents to the portfolio. The end date is valid for all the learners in a course. Enter
the correct end date and click Save. After that date the student can’t add more documents to
their portfolios but the educator can still view the content of the portfolio.

m Portfolios

Choosze profile

End diate: [2003-05-05 ) save |

Learmer ’

Hame E-mail

Student, John john.student@iuyit .com
Studerit, &nns anna . student@iuyit.com

Profile
Learner

Learner

View portfolio - To view a particular learner’s portfolio, click the underlined name of any
learner and the portfolio content of the personal portfolio will be displayed.

I?‘ Portfolio - John Student

Title Type

Endlish essay ‘Wyiard Document
Floweer Muttiple Choice
Swwedish Election Open Answer
Hiztory Farum Forums

Anitmeal guiz AuizzPugin

Status

hrA,

Fail

Submitted but not corrected
3

4

course Grade: | Passed v | Bl L ey Back to Portfolio Participants
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Set Course Grade - To set Course Grade for a learner, the educator has the option to do this
directly in the learner’s portfolio. The other alternative is to set the course grade via Personal
menu, see also 2.7. To be able to set a course grade, the optional course grades must be defined
in the course wizard, see also 6.8.3. Select among the available Course grades in the portfolio
from the drop down menu. Click Save.

Print Portfolio - To print the portfolio list, activate the print functionality by clicking Print
Portfolio. The portfolio list is presented in a new pop up window and a printer friendly version.

Click Print Portfolio.

E‘ Portfolio

Title

Hiztory essay
Flower

Sweedizh election
History Forum
Aninal quiz

Print Portfolio

Type

Word Document
huttiple Choice
Open Answer
Forums
QuizzPlugin

Status

M

Pazz

Submitted but not corrected
2

4
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7 Help
Help Under the Help menu you will find an online manual and access to the Helpdesk
Help
Help Desk,
7.1 Help
The first feature, labeled Help, is an index of all features and tools
Hel incorporated into LUVIT. For each menu and label in the tool bar, there's a
corresponding section in the index of the online manual. The manual is shown
=E in a new window.

Help Desk.

You can browse through the different sections of the table of contents, viewing the ones that
correspond to the features or tools that you want to use. Alternatively, you can search through
the offered keyword index.

Each feature is described in a short and structured summary, which takes you through the basic
steps of the procedures involved.

Manual - LUMVIT Education
Centre Yersion 3.5

Table of contents

{search the keyword indesx)

1 Introduction and some basic

1.1 Uger interface
111 Logging in and logging ouf
1.1.2 The patts - a quick guide
1.2 Mavwigation Tree
1.3 Tool bar
14 Info Bar and feedback

2 Personal menu

2.1 My Eesults
2.2 Preferences

7.2 Help desk

The menu choice Help desk takes you directly to LUVIT Helpdesk. You can test your browser
on the Browser Test Page to see which installations you need in order to get started with the
LUVIT system. If you have a technical question regarding LUVIT products, which the manuals
can't answer, you are welcome to search the LUVIT Knowledge Base. It contains supplemental
documentation and solutions to previously resolved support issues. If you have a support
agreement you can send questions directly to support by logging in to the Help desk.
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