An administrator’ s manual to LearnLoop
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Introduction

How to create the different modulesin acourse is adready explained in the user manud since
the users can create dl the modules if you have given them these rights. (See Nr6, How to
create/edit a course)

There are two types of adminigtrators, the head administrator and the course administrator.

The head administrator can create new courses and he may set any of the course membersas a
course administrator.

The course administrator cannot create new courses but s/he can edit her/his own course, for
example change the information about the course, change the user rights or set other users as
course administrators.

How to create/edit a course

Create a new course

1. Click on the edit/add-tool following “Courses” to creste a new course.
Y ou can only seethis edit/add icon if you are a head adminigtrator.

Start | Personal | Courses |

= Courses j‘&
|

Edit a course

1. Click on the edit/add-tool following the name of the course to edit a course.
Y ou can only see this edit/add icon if you are an adminisirator.

= Courses
—g My Courzes

Economy
Statistics

test ﬁ

LT (T 47




The same page will appear both when you create and edit a course. The four following images
belong to this “ create/edit course” page.

Create/Edit course

Created by:  Britt Klintenberg

Course name:  [iesf]

Active: |

Info: IThis is & course where vou can explore the possibilities =

of Learnloop.

otart by registering an account wia Create new login in the
menu to the left.

2. Type/edit the name of the course in the“Course name’ fied.

3. Check/uncheck the box following “Active” to change course status. Y ou cannot

delete a course but you can inactivateit. To reactivate it you just check this
dternative.

4. Type/edit the information on the course inthe“info” box. Thisinformation will

be displayed on the course' sintroductory page. All users, not only the accepted course
members, can read this.

Applications  The course is closed except for those that are already members. €

I 'want to accept every user and | will receive a mail for .
every application inwhich | can respond instantantaniously.

Everyone is accepted automatically i

5. Click on any of the radio buttons to choose if and how new users should be
accepted to the course.

If you choose to accept every user you will receive an emall for every application.

(See How to accept/not accept a new user). If thereis a course administrator s'he will
recelve these emalls, otherwise the applications will be sent to the head administrator.



) User- righta:(EverfDne]
6. Set the user rights (what every user may create) by checking

the appropriate checkboxes. Y ou may check as many boxes as ¥ © Folder
ou like.
’ [T @8 Cases
™ @@ Groups

F (= Forum

™ %< Peer review

I~ Q= Quiz

W Resources

¥ = Threaded Forum

V¥ = Webmail

Thisisthe last section of the “ create/edit course” page.

Courseadministrators

Administrators Other users

<1
Anderzon T homas

Sy | itnderszon Alma
Andreazson_Sture
Andreazson_Sture
Fl fika_Kalle
Azketun_Erik
Barjeszon_Henrik
Green_artin
Gren_Jonny
Hering_Jurgen .
J am%‘n gﬂerker In thefidld to the left you can seethe
Johansson_Johan name/s of the actual course administrator/s
Johngon_Peter ;I . . .
and in thefidd to theright you can seethe

names of other users.

Create I Feset I

7. Click on aname of auser if you want her/him to become a course adminigtrator.
8. Click on the arrows pointing to the left. Her/his name will moveto the left fidd.
Do the opposite way to remove a course administrator.

9. Click “Create”.



How to accept/not accept a user

To have the possibility to accept/not accept users, you must have chosen this dternative when
you created/edited the course. (See Nr 5, How to create/edit a COUrse)

Y ou will then receive an email from every user that appliesfor your course. This email may
look like this.

subject: Request to join test
Date: Tue, 258 Diec 1999 093633 +0100
From: LearnlLoopi@learnloop. ore
To: biritt

A user has spplied Lo joiln your course [(Lest)

Username: Peter Johnson
eMail: mwailto:peterjijj.fhotmwail.com

Just click on the appropriate link below to respond to this redquest.

To Grant Permission:
http://quiz.informatik.gu.se/ceat/courses/wailresponse. php?courses=z21&users=13

To Refuse Permission:
http://quiz.informatik.gu.se/ceat/courses/wailresponse. php?courses=z21&users=13

1. Click on one of the links, 7o Grant Permission or To Refuse Permission. A reply will
automatically be sent telling if the permisson is granted or not.

If you would like to write a persond message to the person that gpplied for your course

you click onthelink “mailto...”



How to add entries to the course calendar

Each user has a persond calendar but also a caendar for each course of which sheisa
member. Only the administrators can edit a course caendar.

Wednesday
1. Click on the day’s date where you want to add an entry. A
This box will appear. &)—

Close

Add appointment to 19990929

Add to Ferzonal Calendarj‘—@
StarTime|Personal Calendar

- |Intras informadik
Length T estakurs

Title: shaoak
Tenut: ISAT plan.

2. Click on the arrow to see the calendars you may add entriesto. (= Y our persona
caendar and the calendars of the courses of which you are an administrator)

3. Choose the appropriate calendar by clicking oniit.

Add to ITestakurs j
StartTimE:
Length: | 2hr

Title: Workshop

Text Welcome to test how this ;I

program works. See you in D44Z

4. Click on the arrows and set start time and length by clicking on the appropriate
timellength.

5. Type a title and eventudly atext to explain thetitle.

Wednesday

6. Click “Save”.

&

14:00 Waorkshop
In the calendar you, as well as the course participants, will see the sart

time and the text that you typed in the title box. If you click on the entry you will see the text
that you typed in the textbox and the length chosen.



How to edit/delete an entry in the course calendar

1. Click on the entry you would like to edit/delete.

2

£ 1400 Waorkshop

L]

This box will appear.

= Metscape

iCiose’| Delete Iﬂl

Workshop

YWWelcome to test how this program
works. See you in D442,

Saved 10-74 09:26 by
Biritt Klintanberg

Edit

2. Click on the Edit button.
A didogue box will appear.

3. Make the changes.

4. Click “Update”.

Delete

2. Click on the Delete button.



How to edit course members

1. Click on “ Administration” a the end of the course menu. This administration link
isjust vishle to the adminigtrators. (Y ou can dso click on “Course members” in the

Course menu.)

2. Click “Edit course members”

A page like this will gppesr.

Edit course members

Course created by:Britt Klintenberg

Members

Andersson_Alma_()
Green_hartin_()
Johnson_Feter_{]
Elintenberg_Britt_{)
Asherg_Per_()

<L

>

Other users

Anderson_Thomas_(to)
Anka_Kalle_(halld)
Asketun_Erlk_{erk)

Liunghlad_Charlotte_{s97 )
bdagnusson_Jan_ijamdg)
Falamarz_Martin_(martin)

I B

L

lpdate |

In thefidd to the left you see the actua course members and in the field to the right you can

see other users.

3. Click on the name/s of the course member/s that you want to include/exclude.

4. Click on the arrows pointing to the left to include usersto the course, and click on
the arrows pointing to the right to exclude members from the course.

5. Click “Update”.



How to view course activity

1. Click on “ Administration” at the end of the course menu. This administration link
isjust visble to the administrators.

2. Click on “View course activity”.

This box will appear.

Activity In test

Select a module

Shnw[k

show all

show all
discussion

Fesources

3. Click on the arrow following “show al” to see the modules cregted in the course.

4. Click on the module you want to view or click “show all” to view the activity in dl
the modules.

5. Click “Show".

The activity of the modules chosen will be displayed like this.

Ps Active users(login): 3
Total nr of logins: & Week loginsi2)| postings(4)
Nr of Posting users: 3 51 2 4

Total nr of postings: 10

Week loginsi?) postingsi3)

51 2 3

Week loginsi?) postingsi3)

51 2 3

To the left you can see the name of the module. In the middle the number of users, logins and
postings are presented. To the right you can see the names of the users, when they have
logged in and how many logins and postings each user has made.



