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Introduction

Wherever you are in LearnLoop, you aways see three tabs at the top of the page,
Start, Personal and Courses.
Y ou can choose anyone of them by clicking on its tab.

Start | Parsanall Courses

Start: Thisisthe sart area where you find information about LearnLoop and VIL
(Viktoria Interactive Learning). At the Start area you aso create your login or ask for your
login if you have forgotten it.

Personal: Thisisyour private area, where you may save documents and links, check and edit
your caendar, edit the information about yoursdlf as a user of the system etc.

Courses: Thisisthe course area, where you apply for courses, read course information,
create cases and groups, create and take part in forums, read and add documents and linksto
the lists of resources, check the course caendar, answer to and create Quizzes etc. What you
may create depends on what user rights the administrator has set.

When you vigt LearnLoop for the first time you have to create alogin and you will get your
password by email.

There is no gpecid place where you login but the system will ask you to login as soon as you
click on any of the tabs, Personal or Courses.

One of thefirg things you do asanew user of LearnLoop isto fill in information about
yourself as auser of the system. Y ou may do this under preferencesin the personal area.

Then you gpply for a course in the course area, by clicking on its name.

We hope that this manud will help you to take advantage of dl the possibilities of
LearnLoop.

Good luck!



The Start area

How to create a new login

1. Click on the Start tab. Start Personal | Courses

2. Click on* Create new login”.
W About L earnloop

W VIL Vikioria

2= Create newlodin

£ Forgot youfehin?

This box will appesr.

Create new login

Fill in the fields below and you will
receive your password by mail almost immediately.

First name: IF'eter

Surname: |.J|:|hnsc|n

User Mame: |F'epe

eldail: |peter.j@cnmpany.cnm

Create login L\E!

3. Fill in firgt name, surname, user name and your email-address.

4. Click “Create login”.
You will get amessage that asks you to check your emall for your password.

5. Read your email and remember your password. The password has to be written
exactly asin the mall with capital and lower-case letters.



What to do if you have forgotten your login

1. Click on the Start tab.

2. Click on “Forgot your login”.

Start Personal | Courses

W About Learnloop
W L Miktaria

22 Create new lodin
S Forgot your login?

3. Type the email address you used when you registered.

Y ou will receive an email with your login informetion dmost immediately.

4. Check your email.



The Personal area

How to login

As soon as you click on the Personal tab or on the Courses tab you will see this box.

Uszername and Password RBequired |

Enter uzername for Learmloop at quiz.infarmatilk. gu. se;

User Marne: IF'epe

Fazswiord: I“““““"i

k. [: I Cancel

1. Fll inyour user name.
2. Fll inyour password.

3. Click “OK”.



How to change your password or
change/add other personal information

1. Click on the Personal tab.

2. Click on “Preferences”.

This box will appear.

Preferences

Iser Mame: IF'epe

I

Paszsword:

I

Confirm password:

Firstnarne: |F'eter

Surname: I.Johnson

Email: |peterj@cnmapny.cum

Homepage: I
Fieture: | ‘Browse... |
[~
Address:
H
=
Other info:
=

Update |

3. Hllin a new password and typeit again in the “Confirm password” field.
If you like you may dsofill in address, home- page address, other information, and with the
browser button you may send afile with a picture of yoursef to the web server.
The photos should be in the JPEG(.jpg) or GIF(.gif) format.

Youmay change this information whenever you like.

4. Click "Update”.

The information about yourself and the picture will be ble to other course members,
when they click on “Course members’ in the course menu.



How to use the calendar

Both in the persond area and in the courses areayou will find the calendar.

Y ou can dways choose if you want to see only your personal caendar or your course
cdendar/cdendars or if you want to see al entries displayed at the same time, i.e. both course

entries and your own entries in the same calendar.

1. Choose which caendar you want to see and click “show”.
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2. Choose month and year by clicking on the appropriate month/year. The current
month is default.

3. Click on the arrows to see the previous or the following month.

4. Click on aweek’s number to see the caendar of that week.

5. Click on aday’ s date to add an entry.

6. Click on an entry to edit or ddete it. Only the adminisirator may add or change a

course related entry, i.e. the entrieswith theicon & .



How to add an entry to the calendar

1. Click on aday’s date in the calendar.

This box will appear

i Add appointment - Netscape Wednesday

Close I —
2dd appointment to 19991103 ‘@

Personal calendar

startTime: [ 12 =lJoo =,
Length:  [1hr > e

Title: [Lunch 17
Text with Maria at Leo'sl ﬂ
24
=
Save | Clear |
1 0

®

2. Click on the arrows and set start time and length by clicking on the gppropriate
timelength.

3. Type the entry in thefidd following “Title’” and perhaps atext to explain the entry
in the fidd following “Text”. (Thetitle can just hold eight Ietters))

4. Click Save.

i : : Wednesd
In the calendar you will see the text that was typed in the title box. ednescay

|l:l
L]

. . . 12:00 Lunch
5. Click on the entry to see abox with the text explaining the title. il

it Metscape

| pelete |ﬂ|

Wed 03 Nov 12:00 - 13:00
Lunch
weith Mlaria at Leo’s

Saved T0-{4 13:30 by Peter Johnason




How to edit or delete an entry

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

i
LEN]

12:00 Lunch

This box will appear.

- Netscape

(] verte | Eat]

Lunch
with Maria at Leo’'s

Savied 14 {3230 by Peter dohnson

Edit

2. Click on the Edit button.
A didogue box will appesar.
2. Make the changes. (See How to add an entry to the calendar)

3. Click “Update”.

Delete

2. Click on the Delete button.



The Course area

How to enter a new course

1. Click on the Courses tab.

Now you see two folders, “My courses’ and “Other Courses’. If you aready have entered a
course you will see its name under “My Courses’. Y ou may choose a new course under
“Other Courses’

2. Click on the name of the course for which you want to goply.

Start | Personal | Courses |

= Courses
—rg My Courses

—g Other Courses
— = Accounting
— .= Asia

— &= Cultural 5
— &= Dioel

— &= Econom
— .= En&nnm.

—&8 EU

Y ou will receive a message that tells you whether it is possible to gpply for this course or not.
Sometimes you are automatically granted access to courses when you click on the apply
button. Other times the course adminigtrator will notify you viaemall if you have been
granted access or not.

3. Click “ Apply” if you want to gpply for the course.

When you are granted access you will see the name of your new course under “My Courses’
Start | Personal | Courses
= Courses

— iy Courses

e Ecunngﬁé

—o Other Courses
|— = Accounting

4. Click on the name of the course and you enter the course.

11



What to do in the course area (an overview)

The image below is an example of a course menu.
The course menu isin the grey areato the left and it is always present while you are visting
the course. Read below the image what the icons in the menu symbolize.

More detalled information will follow on the pages 13-61. There is dso information about the
two modules not included to this overview, Peer and Web mail.

To create different parts of the course you use the edit/add-tool & (seethe next page for an
overview).

Start | Personal | Courses |
5 e_st—-® & Q
#& Course memhb
= ' E T ) The broac
- ﬁ enable th
the tools
&

eG=Forumi1 S

A= Forum 2 fo!.@
e |Resources S

i SUvE 2

show aﬂ‘@

1. Thisisapart of the introductory page, which may contain information from the
adminigrator.

2. The name of the course. By clicking here you will return to the introductory page.

3. Course members. By dlicking here you will get information about the course members.
4. Cdendar. By clicking here you may check the calendar.

5. Cases. The creator of a case may deactivate one or more cases to make the menu shorter
or to hide cases tha you do not work with at the moment. In thisexample Case 1 is
inactive and Case 2 is active.

6. A folder. Y ou cannot open or close afolder. Using foldersis away to organize the
groups and the modules. *

7. A group. The creator of agroup may invite group members. Only group members may
add modules* to their group and other course members cannot see and take part in these
modules.

8. Members. By dlicking here you will get information about the group members.

9. “Forum 1” isa(sequentia) forum and “Forum 2" is athreaded forum. (See page 26
about the difference) By dlicking on any of the forums you may take partinit.

10. A ligt of resources. By dlicking here you may accessthe linksin the list of resources.
11. A quiz. By dlicking here you may answver a Quiz.

12. The exclamation mark sgnalsthat there is anew or an edited message in this forum.
13. “Show dl” By dlicking here you see the contents of the inactive cases, and you can
a0 e if there are any groups that you are not a member of.

* Modules= forum, threaded forum, list of resources, quiz, peer, web-mall

12



What to do with the edit/add-tool (an overview)

Start | Personal | Courses |
= Test S
—§f Course members
— 2 Calendar
—ill Case d

R

Thisis the edit/add-tool rﬁ? with which you may add, edit or delete course parts. What you
are able to do depends on what user rights the administrator has set and it al'so depends on if
you click on an edit/add-tool following a caseffolder/group or module. Y ou will see what
dternatives you have when you click on an edit/add-toal.

Please note that only the administrator or the creator of a specific course part may edit/delete
this course part.

If the adminigtrator has given you dl the rights you may:

Create cases, folders, groups or modules*

By dlicking on an edit/add-tool following the name of the course, a case, afolder or agroup
(1) you may cresate cases, folders, groups or modules.

Y ou cannot create cases, folders, groups or modules by clicking on an edit/add-tool following
amodule (2 or 3).

Rename or Delete cases, folders, groups or modules*
If you created a case/folder/group/module you may aso rename or delete it by clicking on the
following edit/add-toal. (1,2 or 3)

Change information to a module*

If you created a module you may aso change the information about it by clicking on the
following edit/add-tool (2 or 3).

Edit a quiz

If you created a quiz you may activate/deactivate the quiz or edit/add questionsto it by
clicking on the edit/add-tool following the quiz (3).

* Modules= forum, threaded forum, list of resources, quiz, peer, web-mal

13



How to create a case, a folder or a module*

1. Click on the edit/add tool following the course part where you want to add acase, a
folder or amodule.

Please note that you cannot add to amodule.

Start | Parsanal| Courses
& Test &

—§F Course members
— | Calendar
—gl Case ?
[ Group 1

& hcmbers
[G=Forum 1
= Farum 2
ggE|Eesources
Sure

T e

What you may cregate depends on the user rights set by the administrator. Y ou will see your
dternatives when you click on the edit/add-tool and the edit/add box appears.

2. Type the name of the new

case/folder/module in the “ Create new” Ed Ithd d

fidd.

Create new: dPeter's
3. Choose the appropriate radio button by
dicking onit. © Group
8 Case
O Folder
= Forum
% Threaded Forum
Resources

Q= Quiz

O T

4. Click “Create”.

B S T

The case/folder/module will appear where you Create r%
have chosen to put it.

*Modules= forum, treaded forum, list if resources and quiz



How to rename, activate, deactivate or delete a case

Pease note that only the administrator or the creator of a case may edit/delete it and the
creator of a case cannot delete his’her case if someone e se has added modules and groups to
it.

gis Case S0
1. Click on the edit/add-tool following the g Case 2
case. o Folder
This box will appear.
Edit/Add
Rename case: W Update |
Case status: Case is Active Deactivate |
Delete case: Delete |
Create new: d
¢ ¥ Group
& 01 Folder
" B= Forum

" = Threaded Forum
o Resources

Create |

Rename

2. Type a new name in the “Rename casg’ field.
3. Click “Update”.

Activate/deactivate

2. Click on the activate/deactivate button to change case status.

Delete

2. Click “Delete”.

15



How to rename or delete a folder

Please note that only the administrator or the creator of afolder may rename/delete it and the
creator of a case cannot delete hisher case if someone else has added modules and groups to
it.

1. Click on the edit/add-tool following the folder. o Peter's ﬁ

This box will appear.

Edit/Add

Rename folder: IPeter's Update |
Delete folder: Delete |

Create newe: Peter'sd
¢ @ Group
% 0O Folder
" [F= Forum
¢ = Threaded Forum
" | Resources

Create |

Rename

2. Type a new name in the rename folder-fidd.

3. Click “Update”.

Delete

4. Click “Delete”.

16



How to create a group

The creator of agroup may invite (edit) group members and only group members may add
modules (i.e. aforum, athreaded forum, alist if resources or aquiz) to their group. You
cannot see or take part in these modulesif you are not a group member.

If the group is creeted in the course areanot only the creator but the administrator can edit

group members, create and take part in modules.

1. Click on the edit/add-tool following the part of the course where you want to add

your group.

Please note that you cannot add groups to a module or to another group.

* Test
— i Course members
— 4 Calendar

gl Case 2

hMembers
[f=Forum 1
= Forum 2

The edit/add box will appesr.

2. Givethe group aname and type the name
in the “ Create new” fidd.

3. Click on the radio button preceding
“group”. (If you dready have created a group
somewhere else you may choose the
dternative “ Add exigting group”)

4. Click “Create”.

gse|Fes0Ulces

Start | Persgonal | Courses |

Edit/Add

Create new: /|Group 2

O Folder
& @ Group
¥ Add existing group

[#= Forum

= Threaded Forum
Resources

Qi Quiz

Create E!

TN

A box cdled “Edit group members’ will appear. See the next page How to edit group

members. Nr 3.

17



How to edit group members

Please note thet it is only the adminigtrator or the creator of a group that may edit group
members.

e
1. Click on "members” below the name of your group. Mk

A ligt of memberswill appear.

2. Click on “Edit group members” below the list of members.

This box will appear.

Edit group members

Group created by:Peter Johnson

Members
Johnson_Feter_[13)

<< | éllijij artin_{17) -
Kl erg_Britt_(B)
Cnnertry_Daniel_1)
¥ |

Other users

Update |

In the fidd to the left you see the actud group members and in the field to the right you can
See other course members.

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 members to the group, and click
on the arrows pointing to the right to exclude members from the group.

5. Click “Update”.



How to rename, remove or delete a group

Please note that only the administrator or the creator of a group may rename/remove/delete it
and the creator of a group cannot remove/delete the group if sSomeone el se has added modules
toit.

1. Click on the edit/add-tool following the P's group ﬁ
Members

group’s name.

This box will appear.

Edit/Add
Fename group: ||:~-5 group Update |
Remove group: Rermove |

Delete group: Delete

Rename a group

2. Change the name in the “Rename group” field.

3. Click “Update”.

Remove a group

2. Click “ Remove”.

If you remove agroup it will disgppear from this place but not from other places where it may
exig. If you remove the group instead of deleting it you may aso add this group to another
place by choosng the dternative “add existing group” next time you want to add a group.
(Seepage 17 nr 3)

Delete a group

2. Click “Delete” and the group will disappear from dl the places whereit exigts.

19



How to make a contribution to a forum

1. Click on the forum you want to take part in. The forumicon look like this E)

The forum will appear and may look like this.

A QE

A's theory
Lets discuss the article of A K. Do you think his theary i
Name Contribution

Alma Andersson  [You are right in one way Martin, but don't you think that we have
1999-11-05 10:37

Martin Green | think that A's theary is relevant because in every company that
1993-11-05 10:36

showe all

The example above shows aforum caled “A’ s theory” with two contributions made.

B
2. Click on the new contribution icon n to make a.new contribution.

This box will gppesar.

# New contribution to A's theory - Netscape

To find the answer to your cquestion Alma, I ;I
suggest you to read page 195 again.

Senf | Clear |

3. Type your contribution.

4. Click “Send”.

20



A's theory

Lets discuss the article of A K. Do you think his 1

Hame

Contribution

B Peter Johnson
1999-11-05 10:57

To find the answer to your question Alma,l suggest you t
> Your new contribution #

Alma Andersson
1999-11-05 10:37

fou are right in one way hartin,d but don’t you think that »

The new contribution will appear a the top of the forum within five seconds.

21



How to edit or delete a contribution

1. Click on the icon preceding your name.

Edit/Delete your contribution
|

_.’ Lets discuss the
#Iame Contribution

B Peter Johnson [To find the answer to youl
1999-11-05 10:57

Alma Andersson  [You are right in one way |
1999-11-05 10:537

Y ou will see this box.

Edit contribution

The entire contibution will he deleted ifyou subm

To find the answer to your quest|

Update[i Reszet | Cancel |

Edit
2. Change your contribution by typing in the textbox.

3. Click “Update”.

Delete
2. Erase your contribution and leave the textbox empty.

3. Click “Update”.

22



How to search for a word/phrase in a forum

1. Click on the search icon {1 at the top of the forum.

This box will appear

Search in A's theory |Anj.f word j-—@

Iresults |Phrase |

® @™

2. Click on the arrow and choose Any word or Phrase by dicking on either of them.

3. Type the word/phrase for which you would like to search. (Y ou may aso search
for aname)

4. Click on the search icon.

In the example below two hits were found and they are displayed like this.

Found 2 hits

Peter Johnson [ think that the results tell us
1955-11-05 12:03.54

Martin Green [ would like to see some results.
1955-11-05 11:54. 32

Bacl to discussion,

23



How to know when there is a new message in a forum

There are two ways to see when there is a new message in aforum.

A.

Whenyou se alittle red exclamation mark following the name of the forum, you will know
that something has been changed in the forum. It might aso indicate that someone has edited

amessage.
Bedstheoy & |

In the example above thereisanew or an edited message in the forum A ’s theory.

If you enter the forum the exclamation mark will disgppeer if you click “show dl” /" show

active’ a the end of the menu or it will have disappeared the next time you enter the course
area

B.

Y ou may receive an emall for every new or edited messagein aforum.

1. Click on the preferences icon above the forum.

This box will appear

Preferences for Peter Johnson in A's theory

If you check this box and click Update, you will receive an email for every new I
or edited message in this forum. Uncheck to unsubscribe.

Lpdate &

2. Click in the checkbox if you want to receive an emall for every new or edited
message in the forum.

3. Click “Update”.

24



How to rename, change information to or delete a forum

Please note that only the adminigtrator or the creator of aforum may edit/delete it.
Contributions made by other participants to the forum will be deleted aswell.

1. Click on the edit/add-tool following the forum. Ld=h's theory ﬁ

This box will gppesar.

Edit forum

Created by: Peter Johnson
Marme: |#'s theory

Info: Lets discuss the article of A k. =]
Do ywou think his theary is relevant
to our problem?

Lipdate |
Delete:  Dalste |

Rename

2. Change name in the“Name’ fidd.

3. Click “Update”.

Change information

2. Change information in the “Information” field.

3. Click “Update”.

Delete

2. Click “Delete”.

25



What is a threaded forum and how do you take part in it

The difference between a (sequentia) forum and a threaded forum is that in aforum the
contributions are displayed in chronological order with the latest contribution at the top, while
in athreaded forum the person making the contribution can decide where his’her contribution
will appear s0 that the contributions can be displayed in topologica order.

Thisis an example of athreaded forum with two threads Advantages and New functions.
Martin initiated the first thread (4dvantages). Almaand Peter have replied to Martin, and
Martin has replied to Peter’ sreply.

Almainitiated the second thread (New functions). Britt replied to Alma.

X T4

Martin Green (1999-11-08 13:34 updated 1998-11-08 13:41) | Q}[|

Advantages
I think the best thing with LearnLoop is the forum and that it is pdated evary five

seconds.
> [Alma Andersson| (1335-11-08 13:35) [ MKGD

Re:Advantages
‘fes, | like the forums too, and | like that you as a user may create
evarything.

|4
° |Peter Juhnsun|(1999-11-0813:3? updated 1999-11-08 13:41) |ﬂ|reply|

Re:Advantages
Do you like the threaded forum as well? | think it is difficult to follow a
discussion in a threded forurm when there are a lot of contributions made.

. |I'l.||artin Ezar | (1999-11-08 13:40 updated 1955-11-08 13:41) |reg|y|

Re:Re:Advantages

Yes, | like the threaded forum, but to make it easier to follow you
may change the way it is displayed. Just click on the preferences
icon to see the alternatives.

Alma Andersson | {1890-11-08 13:45 updated 1999-11-08 13:50) | regly|

New functions
| miss the possibility of writing and editing a document together.

=]

Britt Klintenberg | (1999-11-08 13:47 updated 1999-11-08 13:50) | regly_‘|

Re:New functions
I've read that this function is going to be added soon.

1. Click hereto initiate a new thread.

2. Click here to search for aword/phrase in the forum. (See page 24)

3. Click here to change preferences (i.e. change the way the forum is displayed or
choose to get an emall every timethere isanew or edited message in the forum).
4. Click hereto reply to Martin or Alma.

5. Click hereto edit your own message.
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How to make a contribution to a threaded forum

1. Click on the threaded forum you want to take part in. The threaded forum icon

look likethis, =
2. Click nE&W toinitiate anew thread or click following the contribution to
which you want to make areply.

This box will gppesar.

New contribution/reply:

Advantages

Suhbject:

|Re:Advantages

Contribution:

! =
Type your new contribution here

Send !

3. If you want to initiate a new thread, type the subject and then the contribution.
If you are making areply just type the contribution.

4. Click “Send”.
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How to change preferences in a threaded forum or how
to make it easier to follow a discussion

Y ou may choose how you want the contributions to be displayed to make it essier to follow
the discussion. You may aso chooseto get an emal every timethereis anew or edited
message in the forum.

1. Click on the preferences icon above the threaded forum.

This box will appear.

Personal preferences for
Forum 2

Show contribution:

This option requires javascript u
Show thread: | M
Sort descending: r
Show the last contribution first.
Subscribe: r
Receive a mail for ewvery new contribution
Show the last I? days.

LUPDATE |

2. Click on the boxes you want to check/uncheck.
3. Click “Update”.

In the example below only the threads and the threads made the last 7 days have been chosen,
i.e. you do not see the actud contributions. Y ou only see the names of the
contributors/contributions and the dates the contributions were made. To read each
contribution you have to click on its name.

Martin Green ‘ (1595-11-08 1334 updated 1999-11-08 13:41) ‘ regly|
Advantages

[=]

Alma Andersson | (1595-11-08 13:348) ‘ reply ‘
Re:Advantages

[=]

Peter Johnson | (1595-11-08 13:37 updated 1959-11-08 13:41) |m‘ regly|
Re:Advantages

u ‘ Martin Green | (1999-11-08 13:40 updated 1999-11-0813:41) | I’EQl}{‘
Re:ReAdvantages

Alma Andersson | (1898-11-08 12:45 updated 1999-11-08 13:50) ‘ repl}g‘
Iew functions

(=]

Britt Klintenberg ‘ (1999-11-08 13:47 updated 199-11-08 13:50) ‘ reply|
Ee:Mew furnctions
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If you only check “ Show contributions’ you will see thetitles of the threads and the names of
those who initiated the threads and their contributions. To read the replies you have to click
on “Show replies’ See the example below.

Martin Green | {1999-11-08 13:34 updated 1999-11-08 15:33) | reply
Advantages

[ think the best thing with LearnLoop is the forum and that it is updated
every five secands.

Show replies (Replies:?)
* | Alma Andersson | (1999-11-08 13:45 updated 1999-11-08 15:32) | reply

New functions

| miss the possibility of writing and editing a document together.
Show replies (Replies:2)

If you uncheck dl the boxes you will only see thetitles of the threads and the names of those
who initiated the threads. See the example below.

If you want to read the contributions you can click on the titles or on “ Show replies’

Martin Green | (1993-11-08 13:34 updated 1999-11-08 13:41) | reply
Advantages

Show replies (Replies:2)

Alma Andersson | (1999-11-08 13:45 updated 1999-11-08 13500 | reply

Blew functions
Show replies (Feplies: 1)
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What is a list of resources and how do you use it

A ligt of resources may contain links to web pages (URL-pages) or linksto files.

1. Click on the resources icon in the course i Case? o
menu. sl ks S

The list of resources will appesar.

afElinks

—Cg Mews

& Eco newsletter
& WHO

—Cg Papers

Wartin's

—Cg Vighettes

E picture
2 e

The example above contains three folders (News, Papers and Vignettes) with three documents
(Martin’s, picture and text) and two to web pages (Eco newsletter and WHO).

Treeeeee B

2. Click on alink to accessit.

Add

2. Click on the upper edit/add-tool & or any of the edit/add-tools following folders
to add folders or links. (See How to add URL-pages or files)

Rename or Delete a folder/link

2. If you added afolder or alink you may aso rename or deleteit by clicking on the
edit/add tool following its name.
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How to add URL-pages or files

1. Click on the edit/add-tool following the
part of the list of resources where you want to
add your file or URL-link.

An edit/add page will appear.

URL

gxi|links

—g Mews
&% Eco newsletter
& WHO

— Fapers

PREER ¥

Martin's

Mame: |

URL:  [http:ir

[l e LIRL |

File

Mame: |F's paper

File: |C:1WINDDWEIF’mﬂIestetEHMy Cocurmen| Browse...

Lipload file |

2. Type a name in the appropriate “Name’ field.

Add an URL-page

3. Type the address to the URL-page.
4. Click “New URL”

Add a file

3. Usethe “Browse” button to find thefile

4. Double-click on the name of thefile. Y ou will seethe addressin the“Fle’ fidd.

5. Click “Upload file”
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How to rename, change information to or delete a list of
resources

Please note that only the adminigirator or the crestor of alist of resources may rename, change

information to or delete it.
If you delete alist of resources you aso delete links that somebody el se has added.

1. Click on the edit/add-tool following the name of the list of resourcesin the course
menu.

M Caze? S
|in|-:s fﬁf%
This box will appear.

Edit resources

Mame: fiinks
Info:  [Here we may upload| ;l
=

Delete: | Delete |

Rename

2. Change name in the“Name’ fied.

Change information

2. Change information in the “Information” field.

Delete

2. Click “Delete”.
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What is a quiz/survey?

A quiz or survey isacollection of one or more questions in which each question has
dternative answers. In aquiz the user is supposed to choose the correct answer/s.
In asurvey there are no incorrect answers snce you use the survey to investigeate the
participant’sviews in acertain area.

It has been discussed how much and what you actudly learn from multiple choice questions.
We find that agood way of learning isto create the questions yoursdf. It is more difficult to
congtruct the relevant questions with plausible dternatives than to choose an answer that
aready has been created by someone else.

At LearnLoop the participants as well as the course administrator can create quizzes/'surveys.
Using a survey might be agood start for adiscusson or an interesting concluson of a
discusson. The survey might also be atool for evaluating the course.

Introduction for the creator of a quiz/survey

When you create a quiz/survey you first have to fill in aform at the preferences page to
customize your quiz/survey. When you have saved your preferences at the preferences page
the new question form will gppear and you haveto fill in anew form for every question you
want to add.

The quiz/survey will be visble and ready to use as soon as you have completed your first
question. Y ou have to deactivate the quiz/survey if you do not want it to be visble
immediately. (See How to activate and deactivate a quiz/survey)

Y ou can dways return to the preferences page and make changes, you can reectivate the
quiz/survey, you may edit, remove or delete your questions, you may add more questions or
search for questions that you have removed to add them again, and off course you can delete
the entire quiz/survey if you wart.

When the users have answered a quiz you can watch the results for each user or you can have
datistics of the results for each question.

Tomeke the changes o to see the resuits you go to the |-Select action—___ll
adminigtrative pages. Y ou choose the appropriate page with the ---Select action---
select action box at the top of each page. Edit preferences
Add new guestions
A short description of each page follows at the next page and you Set activefinactive
will find more detailed information on every function on the View added guestions
pages below Search guestion
' Delete quiz

. . Fesults by user

Pease note that it is only the adminigtrator and the creator of the Results hi question

quiz/survey that may edit and ddlete it or seethe results of dl the
USErs.
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What to do on the administrative pages
(an overview)

|---Se|ect action--- j

..................... ey
Edit preferences
Add new gquestions
set activedinactive
Wiew added questions
search question
Delete quiz

Results by user
Fesults by question

Sele

To make changes to your quiz/survey or to see the questions and the results you use the
adminigrative pages. Y ou click on the name of your quiz/survey and choose the appropriate
page with the select action box at the top of each page.

Edit preferences Y ou can choose different dternatives to customize your quiz/survey, for
exampleif it should be possible to answer the quiz severd times, if it should be possible to
see the correct answers, what date is the final date to answer the quiz/survey, what
background colour your questions should have.

Add new questions You may add new questions. It is the same form that you fill in when you
fird creste aquiz and add its questions.

Set active/inactive You may activate or deectivate your quiz/survey. The users cannot answer
or not even see a quiz/survey tha isinactive.

View added questions Y ou can see dl the questions in your quiz/survey and you may edit,
remove or delete your questions.

Search question Y ou may search for questions that you have crested in other quizzes/surveys
or for questions that you have removed. The administrator can use al the participants
questions. When you have found a question you can add it to your quiz.

Y ou can never search for deleted questions.

Delete quiz You may delete your quiz/survey.

Results by user You can find the results of every user. In aquiz that means the score, the
time and the number of runs. In asurvey you can just see who has answered it and when.

Results by question You can see dl the questions with their aternative answers and for each
question you will see a histogram that shows how many of the users have chosen a specific
dternative.



How to create a quiz/survey

1. Click on the edit/add tool & following the part of the course where you want to
add your quiz/survey.
This box will gppesar.

Edit/Add
\

N

Create new: |[Survey

2. Fill in a name in the“Create new” fidd.
O Folder

3. Click on the radio button preceding “Quiz”. © B Forum
& Threaded Forum
4. Click “Create”. o Resources
¥ Q= Quiz /
Create |

Now you will see the preferences page where you customize your quiz/survey.
5. Fill in your preferences. (See How to customize a quiz)
6. Click “Save preferences”.
The “New Questions’ page will appear.
7. Fill in the form. (See How to add questions)
8. Click “Save question”
A new form will appear every time you click on the * Save Question” button, so that you can
continue making questions.
Hll inaform for every question you want to add.
The quiz will be visble and ready to use as soon as you have completed your questions. You

have to deectivate the quiz/survey if you do not want it to be visble immediatdy. (See How
to activate and deactivate a quiz/survey)
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How to customize a quiz/survey

Please note that only the creator of the quiz and the administrator may edit/delete aquiz.

1. Click on the edit/add-tool following the name of
your quiz/survey. —(Qi Burvey

The preferences page will appear with the “ Select action” box at the top.
(If you want to go to the preferences page from another page you click on the arrow following
the “ Select action” box and choose “Edit preferences’)

|-—-Se|eu:t action-— j

Preferences for LLSurvey
Use this page to customize your quiz/survey.

Hame: ILLSLINEy

Quiz or Survey?

Quiz
A quiz is a collection of ane or maore questions that each has a right or wrang answer - Survey

a suney is just to investigate the participants views in a certain area.

Last day to participate in the Cuiz/Surey Type here —m8 —» S YT

Select Background colour for your questions.

&

[Leave blank. for no last date Format: dda"mn)fyy_',l}l]

Dther colour;
JavaScript validation.
When the users submit their answers to each guestion you have the option to display C||Ck here
a question to thern. E g "Are vou satisfied with your answer?"
An exarmple
If you leave it blank the user will not receive an alert for every gquestion. JOkz

2. Intheleft fidld you read the explanations and in the field to theright you type text
or click on the appropriate radio buttons.

3. Click “Save preferences” at the bottom of the page.

If you do not make any choices but just click save preferences, you choose the default
options. Then you will have a quiz with the questions on awhite background and without any
date limit. The users will always see checkboxes before the answers, they can answer your
quiz once, they will get the correct answers directly after an incorrect answer as well as after
the entire quiz is finished, the questions will gppear in the order you creete them, and there
will be no art page presented to the users.

If you would like to know more about each dternative at the preferences page, read the next
three pages.
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Thisisthe preferences page together with comments on the different dternatives.

Name: ILL iz

Quiz or Survey?
Quiz *

A quiz is a collection of one or more guestions that each has a right or wrong Surey

ahswer - a sutvey is just to investigate the participants views in a certain
area.

A quiz/survey isacollection of one or more questions and each question has dternative
answers. In aquiz the user is supposed to choose the correct answer/answers.

In asurvey there are no incorrect answers since you use the survey to investigete the
participant’ sviewsin acertain area.

Choose quiz or survey by clicking on the appropriate radio button.

{Leave blank far no last date Farmat.dd/mimbnnad
|20i0202000

Last day to participate in the Quiz/Survey

Type the date in 8 figures with a dash before the month and one before the year. Y ou can
leave the fidld blank if you do not want any date limit.

_ White g

Select Background colour for your questions.
Antique White
Mint Cream O

LearnLoop Blue

Coral (o

Tan (o

| RoyalBle
Gainghoro

Other colour:;
[red

Y ou may click on the radio button following your preferred colour or you may type a colour
in the “Other colour” field. If you use hexadecima values you have to include the # mark.

JavaScript validation.

When the users submit their answers to each guestion you have the aption to
display a question to them. E g "Are you satisfied with your answer?"

An example

If you leave it blank the user will not receive an alert for every guestion, IOK?

If you want the user to reflect on the answer one or two seconds extra before ghe continues to
the next question it might be a good idea to give her/him a question about the answer. This
question will be displayed to the user after ghe has submitted an answer. Y ou may type such
aquestionin thefiedd or you may leave it blank.
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Always display checkboxes? Always checkhoxes O

Depends on guestionftadiobuttons o

If you choose “ Always checkboxes® the user can submit one or severa answersto every
question.

If you choose “ Depends on question/radio buttons’, radio buttons are displayed if only one
answer is correct and checkboxes are displayed if there are severa correct answers. It means
that a user of aquiz will know whether there is one correct answer or if there are severd
correct answers to a question. Of course this dternative will make it much easier for the user.
If you choose Depends on question/radio buttons the user of a survey will dways seeradio
buttons and can just submit one answer to every question.

Randomize questions?
Mo

If you choose no your guestions will be displayed in the arder you create Yag %
them - yeswill result in a randam display order.

If you choose “No” your questions will be displayed in the order you create them. If you
choose“Yes’ the system will disolay your questionsin different order every time a user
answers the quiz. It might be useful if you are making atest and you do not want the
participants to remember the questions by their numbers.

Thefollowing four parameters are only needed if you are setting up a quiz. However you are
advised to supply information for the start page at the bottom of the preferences page.

View solution?
Yes (recommended) ™

Allow the participants to view the answer and solution(if supplied) after each Mo
fuestion?

Allowe the participants to view the correct answers to the guestions they Yes irecommended)
missed when the quiz is finished? Ma

Click “Yes’ after thefirst question above if you want the user to see the correct answer
directly after s’he has submitted an incorrect answer. Click “No” if you do not want this.
Click “Yes’ after the second question above if you want the user to see the correct answers
after the entire quiz isfinished. Click “No” if you do not want this.

If you combine the answers to these two questionsin different ways you can get four different
combinations.

If you supply asolution to a question at the “Add new question” page this explanation will be
shown together with the correct answer.

Several times? Several times

: . . . . Once ¢
Should it be possible to answer the guiz several times or just once?

Y ou can chooseif it should be possible to answer your quiz just once or severd times. If you
click “Severd times’ thereisno limit for how many times the user can answer the quiz,
except if you submit anumber of questions for each occasion at the next question. Seethe
example B. below.
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Nr of questions for each occasion?

If you select/create a large number of question for your quiz, perhaps you

wouldn't like to give the participants ALL the guestions right away. By |
choaosing this option you can give the paticipants a random subset of

guestions from your set of gquestions. Leave it blank or set to zero{0) for no

limit.

If you sdlect/create alarge number of questions for your quiz, perhaps you do not want the
usersto answer al the questions right away. By choosing this option together with a“Yes’ to
the question “Randomize questions?” you can give the participants arandom subset of
guestions from your set of questions. Leave the field blank or set to zero (0) for no limit.

Example A. You create 50 questions and you submit 10 questions for each occasion. You
have aso chosen that the user can answer the quiz once. The user can just answer ten
questions and then ghe cannot answer the quiz any more. The different users will never get
exactly the same ten questionsif you have chosen to randomize the questions.

Example B. Y ou create 50 questions and you submit 10 questions for each occasion. You
have adso chosen that the users can answer the quiz several times but in this case it means
that the user cannot answer it more than 5 times, i.e. as many times as it takes to answer al
the 50 questions.

The user will see the questions randomized or in order depending on what dternative you
have chosen but /he will never see the same question more than once.

Startpage

WWelcome to test your knowledge of LearnLoop. ¥ou will get a number of questions and =
saome alternative answers to each question. If there are more than one alternative that is
carrect you will see checkboxes after the alternatives. If theres is anly one answer that is
carrect you will see radio buttons and it is not poosible to give more than one answer.
You can answer the quiz several times and in case of wrong answer you will directly see
the carrect answer. Y ou will get 2 paints for every carrect answer. If your answer is wrong
you will sometimes get a lead and then you can try to answer the question again.

If vour answer is correct after this help, you will get half the score e, 1 paint.

Good Luck]

| /|

Save Preferences | Heset |

When the users click on the link to your quiz/survey they will be presented with a page that
explainsthe quiz. It might contain information about when you expect them to finish it, a
statement about the possibility of severd correct answers to every question, how to count
scores (for example if they submit the correct answer after alead they will receive hdf the
score), and so on.
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How to add new questions to a quiz/survey

1. Click on the edit/add-tool following the name of
your quiz/survey. —Qi: Survey ﬁ

2. Click on the arrow following the select action box.
3. Click “Add new questions”

Thisisthefirg part of the “Add new questions’ page

|---Se|e-:t acdion-— ﬂ

New guestions for LearnL.
It's possile to include standard HTMWL formatting such as bold [<hi=<rb=], dabs [2i==i=) and {ablas
The gasiest way to ged your guestions the way you wand them i pehaps toowte in s word processor (ke YWard)
ard sane it =2 HIMIL or to use an HIWL eddar (ke et=caps composern.

Uh=t pags do you chooss 1f you wankt to =dib guestioos? ;J

Type your gquestion here o

Omastion;

Cabtegory I you would like to save infornation about the calegory for this guestion, 1ype inthe keywords in thiz
field.

This iz uery suitable in case jou siould like to use this question in a laler guiz because i iz the
irformation in this fisld that is searchabla from the seach pags.

Jodt questions Type keywords here

Altarnatives; Y52 a5 many alamalives a5 you wish - ampty aHarnaiees wont ba Inciaded ':-I'I;ul:: if
Hyou need mane ab=maines ihan the anes below- contac the admini=iraior.
t— -— - . —
; . Type answers here ! -

S

mdd mors queEstions= r _d
z r
o
.-'f =l

e sdded gueacions |

g

|

Click here if the answer 15 trug f’.—if—-—'—'—

4. Type aquestion in the “Question” fidd.

5. Type akeyword/keywords in the “ Category” field.

These keywords will help you if you want to add this question to another quiz, or if
you have removed the question and want to add it again. Then you can search for the
guestion using the keyword/keywords. (See How to search for a question)

6. Type some alternative answers, one dternative in each box and maximum six
dtogether.

7. Click in the checkbox/checkboxes following the correct answer/sif you are making
aquiz. In asurvey there are no incorrect or correct answers.
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Thisisthe second part of the “Add new questions’ page.

If you want to include a hint that iz diplayed in case of wrong answer.
If the uzer get it right after pour hint iz diplayed. it will lead to 1/2 the score.

=
Lead
|f pow want o include an explanation bo how to zolve the problem.
Thiz zolution will anly be dizplayed ta thoze that didn't submit the right answer and anly after the entire quiz iz completed.
Solution
=
A camment to yourself or any other administrator with access to this module.
=
Comment
=
Score The zcore for cormect answer. | 2
Save guestion % Reset form | Ty’pe the score here/

Y ou may chooseif you want to

- Give alead in case of awrong answer. The user may then try another answer, but will just
have hdf the score if the answer is correct the second time.

- Give an explanaion how to solve the problem. This explanation is displayed together with
the correct answer directly after awrong answer is submitted and/or after the entire quiz is
completed. At the preferences page you decide when and if the user will have the opportunity
to see the correct answer and this explanation.

- Give acomment to yoursdlf or to any other adminigtrator with access to this module.

Please note that if you are making a survey there are no incorrect answers and you do not fill
in any lead, solution or score.

8. Type in the text fields if you want to give alead, a solution or acomment.
9. Type what score you want the user to get for the correct answer.
10. Click “Save question”.

The “New Question” page will appear every time you click on the “ Save Question” button, so
that you can continue making questions.

41



How to activate or deactivate a quiz/survey

Y ou can make your quiz/survey visble or invishble to other users whenever you like by
activating or desctivating aquiz.

1. Click on the edit/add-tool following the name of iz Survey ﬁ

your quiz/survey.

The creator of the quiz/survey or the administrator can see an inactive quiz/survey by dlicking
on “show dl” at the end of the course menu.

2. Click on the arrow following the select action box.
3. Click “Set active/inactive”

The set activelinactive page will appear.

bake LL Quiz active and visible to users? v
(Fresent state iz visible)

oet activelinactive RJ

4. Check the box if you want to activate the quiz/survey. Uncheck the box if you want
to deactivate the quiz/survey.

5. Click the “Set active/inactive” button.
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How to view and edit added questions in a quiz/survey

1. Click on the edit/add-tool following the name of = SUve
your quiz/survey. Bl ﬁ

2. Click on the arrow following the select action box.
3. Click “View added questions”.

A page with your questions will appear.
Each question is presented like this.

Nr Question
1 On what page do you choose background colour to your questions?
f Remove question I Yiew guestion I Delete Question |

Check how the question will look to the user

4. Click on the “View question” button.

Y ou will seethe question and the dternative answersjust asit will be presented to the user.

Edit the question

4. Click on the number preceding the question that you want to edit.
A form will appear where you can see the details for the question. It is the same form that you
filled in when you created the question. Y ou can edit the question, the category, the
dterndtive answers, what dternative is correct, the lead, the solution, the comment and the
score. (See How to add new questions)

5. Make the changes.

6. Click “Save question”.



How to remove or delete added questions in a
quiz/survey

If you delete a question you cannot see it or use it any more.

If you just remove a question you may add it again to other quizzes/surveys. Y ou search for it
at the” Search question” page and when you have found it you may add it to the quiz that you
are making. (See How to add already existing questions to a quiz/survey)

1. Click on the edit/add-tool following the name of = Survey
your quiz/survey. e éﬁ[%
2. Click on the arrow following the select action box.

3. Click “View added questions”.

Each question is presented like this.

Nr Question
1 On what page do you choose background caolour to your questions?
Remove question I Yiew question I Delete Question I
Click to remove ! Click to delete T

Remove question

2. Click “Remove question”.

Delete question

2. Click “Delete question”.



How to add already existing questions to a quiz/survey

When you create or edit a question you have the opportunity to save information on the
category of the question by typing a keyword/keywords in the “ Category” field. (See How to

add new questions)

This helps you when you want to add this question to another quiz, or when you have
removed the question and want to use it again. Then you may search for the question using
the keyword/keywords.

1. Click on the edit/add-tool following the name of
your quiz. ~Qu Survey ﬁ

2. Click on the arrow following the select action box.
3. Click on “Search”.

A page with this box will appesar.

Search in LL Quiz I.-‘E'-.I"Ij,l' word j

In:u:uln:lurl

R

4. Type the keyword in the “search” field.

If you do not have a keyword you can type the character %. Then you will seedl the
guestions that you have saved.

5. Click on the search icon.

Y ouwill see the question/questions like this.

1 W Onwhat page do you choose background colour to your gquestions?

Use selected guestions |
£

Mew search

6. Check the box “Use” preceding the question/questions that you want to add.

7. Click “Use selected questions”
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How to delete a quiz/survey

If you delete a quiz/survey you can never get it back.
An dterndtive to delete a quiz is to deactivate it. Then you can dways reectivate it if you

change your mind.

1. Click on the edit/add-tool following the name of = Surve
your quiz/survey. R
2. Click onthe arrow following the select action box.

3. Click “Delete quiz’.

The system will ask you twice if you redly want to delete the quiz and dl the data associated
withit.

4. Click “OK” twice.

Your quiz is deleted.
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How to view the results by user

1. Click on the edit/add-tool following the name of = SUve
your quiz/survey. Bl f[%

2. Click on the arrow following the select action box.
3. Click on “Results by user”.

When checking the results of aquiz you will see alist with the names of the participants that
have answered the quiz, the date of the occasions, the results by score and percent for each
user and the average score.

When checking the results of asurvey you will just see alist of who has answered the survey
and the date of the occasion.

The results for the users of aquiz will be displayed like this.

Results for all participating users in LL Quiz

Pilas: 8,00

LInige Participants: 4 Mr of runs: 13 Average: 3,89
Top score: 7.00

User +© Occasion Score Percent
Alma Andersson Wed December 01 [ 10:50) 5.00 B2 5%

Wed December 01 [ 10:59) 4.00 50 0%
Martin Green Wed December 07 [ 11:28) 7.00 a7 5%
Peter Johnson Wed December 01 [ 11:20) 6.00 75 0%

In the example above you can see that 4 participants have answered the quiz 13 timesdl
together, the maximum score is 8.00, the average scoreis 3.85, and the top score is 7.00.
Almahas answered the quiz twice, at 10,50 and at 10,59 the first of December. At thefirst run
she had 5 points, which is 62,5 % of the maximum score.

Martin's results are shown with a grey background colour, which indicates that he has the top
score.
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How to view the results by question

1. Click on the edit/add-tool following the name of

your iz —(Qe Survey

2. Click on the arrow following the select action box.
3. Click on “Results by question”

A page with the results of each question will appesr.

Results for LL Quiz

Total number of runs: 13

Unique participants: 4
Cluestion nr: 1
You have created a group and you have added a forum to this group. Who can read the
discussion in this forum?

1 The group members only
2 The administrator and the group members

3 All the course members, but they cannot make contributions to the farum

6 5

-

= ——.}“ The number of submitted answers to each alternative
XN The alternatives

At the top you can see the total number of runs and the number of participants that have

answered the quiz.

Y ou aso see each question with the dternative answers and you see a histogram with

gatigtics for how the users have answered the question.

In the example above there are Sx submitted answers to the dternative number two, which is
the correct aternative. The figure six is bold to show that these answers are correct.

&
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How to answer a quiz/survey

1. Click on the quiz icon Q. in the course menu.
You will see adart page, which may contain information about the quiz/survey.
2. Read the start page.
3. Click “Start”.
Y ou will seethefirst question with &t least two aternative answers,
4. Click on the radio button following what you think is the correct answer. If there
are checkboxes instead of radio buttons you have the opportunity to check more than

one dternative.

The creetor of the quiz decides whether you will see checkboxes dl the time or only when
there are several correct answers.

5. Click “Submit”
Y ou have to submit an answer to continue to the next question.
If you are answering aquiz you will betold if the answer is correct or not.
If your answer iswrong you will sometimes get alead and if you submit a correct answer

after the lead you will get haf the score.

Whether the correct answer is shown directly after awrong answer or not depends on what
the creator of the quiz has chosen. The creator of aquiz may choose if and when the correct

answer will be shown to you. (See How to check your own results and the correct answers of

a quiz)

You can just answer a survey once. The number of times you can answer a quiz depends on
what the crestor has chosen.

49



How to check your own results and the correct answers

of a quiz
1. Click on the name of the quiz that you want to check.

When you are checking the results of a quiz you see your own results only. It may look like
this.

Total score for Peter Johnson
Occasion Srors Percent
{Max= 8.0)

Wed December 071 (11:20) View::{mrs | al 6.00 75 0%
Wed December 01 (19:34) )&(ﬁ;ermrs | al 7.00 87 5%

Check errgrs%nre for LL Quiz
Average Top Score Unique participants | Nr of runs
41 70 4 14

In the example above you can see that the max scoreis 8, you have answered the quiz twice,

at 11.20 and 15.34 the first of December, you got 6 points the first time and that is 75 % of the
maximum score. Y our results of the second run are shown with a grey background colour,
which indicates that you have made a top score.

At the bottom of the result box you can also see the average score, the top score, how many
participants there have been and the number of runs.

2. Click on“errors” to see the question/questions that you have missed together with
the correct answer/answers.

3. Click on “all” to see dl the questions with their correct answers.

Please note that you can only see the errors and the correct answersiif the creator of the quiz
has chosen this dterndtive.
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How to check the results of a survey

1. Click on the name of the survey that you want to check.

When checking the results of a survey you see the results by question.
Y ou do not see any names and you cannot discern your own answers. Y ou see the questions,
their dternative answers and a histogram with gatistics for how the users have answered each

question. It may look like this.

Cluestion nr: 1
Do you use the email-push in any forum?

1 yes

2 no
43
1 2

(See dso How to watch the results by question)
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What is Peer reviewing

Peer reviewing is when a group of course participants write reports or essays and then
comment each other’ swork.

The Peer review module in LearnLoop makesiit easy to administrate the publishing of reports,
the matching of reports with the reviewers and the publishing of the comments.

The participants write and post their reports so that al the other participants can read them.
The creator of the Peer review module has set afind date for posting and until that date the
participants may edit their reports.

The creator of the Peer review module decide how many reviewers each report will have and
ghe lets the system match together the reports with the reviewer/s at random.

Each participant reviews the reports that have been assigned to her/him and post the
comments. If she wishes he may comment on other reports as well.

The crestor of the Peer review module dso sets afind date for the posting of the comments.
After that date the participants cannot edit their comments any more but they can till reed dl
the reports with the comments from the peer reviewing.
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How to create a Peer module and how to set
preferences for it

1. Click on an edit/add-tool in the course menu.
The edit/add box will gppear.
2. Type a name of the Peer module in the “ Create New” field.
3. Click on the radio button preceding “Peer review”.
4. Click “Create”.
A form will appear.

5. Al in the instructions that you want to be displayed when the students post their
reports and the ingtructions to be displayed when they review each other’ s reports.

6. Fll in the number of reports to be reviewed by each participant.
7. Hll in the final date for posting of reports and the last date for posting of reviews.
8. Click “Save preferences”.

Y ou can dways change your preferences by clicking on the edit/add-tool following the name
of the Peer.

The participants make their reports and post them.

They can edit their posted reports until the final date for the posting of reports.

Y ou can view the posted reportsif you click on the name of the Peer.

(See How to view all the reports and the comments in a Peer review module)
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How to match the reports with the reviewers

After thefind date for postings of reports you let the system match together the reports with
the reviewers.

1. Click on the edit/add-tool following the name of the Peer review.
2. Click on “Randomize Participants”.
If aparticipant now clicks on the name of the Peer in the course menu she will see apage

with one or more numbers preceded by the character #. Each number represents a report
assigned to her/him. Shhe clicks on the number to read and comment the report. (See How to

post a comment in a Peer module)

How to post a report in a Peer module

1. Click on the name of the Peer review module in the course menu.

Y ou will see a page with ingtructions and two boxes, one box for the title and one for the
report.

2. Type a title inthe “title’ fidd.

3. Type or paste your text in the “report” box.

4. Click “Submit”
Y ou will see apage with your name and the title of your report. If any others have posted
their reports you can see their names and the titles of their reports as well.

You jus click on atitle to read the report (See How to view all the reports and the comments
in a Peer module) and you click on a person’s name to send her/him an email.



How to edit a report

If you are outside the Peer module you

1. Click on the name of the Peer module in the course menu.

If you are in the Peer review module you

1.a Click on “postings this far”
Y ou will see apage with the names of the authors of reports and the titles of their reports.
1.b. Click on the title of your report.
Y our report will appear in atextbox with a submit button at the end of the page.
2. Make the changes in the text.
3. Click “Submit” .

Y ou can edit your text as many times as you like, but please note that there isafind date for
the posting of reports and you cannot edit your report after that date.

How to make and post a comment in a Peer module

1. Click on the name of the Peer module in the course menu.

This menu will gppear at the top of anew page.

1 ¥ Allreports Change comments Instructions

Th(_a two numbers preceded by the character # are links to the two reports that you should
Ir-(|avo:NaArlr.1any reports there are to review depends on what the creator of the Peer module has
chosen.

2. Click on any of the numbers.
Y ou will seethe report followed by abox where you may type or paste your comment.

3. Type or paste your comment in the box.

4. Click “Submit comment”
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How to edit a comment
1. Click on the name of the Peer review module in the course menu
This menu will appear & the top of anew page.

1 # All reports Change comments Instructions

2. Click on “Change comments”

You will ssealigt with the titles of the reports on which you have made comments. Y ou dso
see your comments followed by an edit link.

3. Click “Edit”
A page will appear with your dready submitted comments together with abox where you can
see and edit the text. It means that you can compare the origind version with the edited
version before you submit the changes.

4. Make your changes in the edit box.

5. Click “Submit comment”

Y ou can edit your comments as many times as you like, but please note that there isafina
date for the posting of reviews and you cannot edit your comments after that date.
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How to view all the reports and the comments in a Peer
module

1. Click on the name of the Peer module in the course menu.

If the posting period is not over you may click on “Pogtings thisfar” to see the reports posted.

When the posting period is over and when the reports are matched together with the reviewers
this menu will appear directly:

1 #2 Allreports Change comments Instructions

2. Click “ All reports”

A page like thiswill appesar.

Peter Johnson 559 wards

Martin_ Green Learn Loog 460 words 1 Yes
Alma Andersson Collzborstive leskning A15 words 2

Britt Klintenherg Doeh Sounce 541 words 2 Yes

Y ou can seethe authors names, the titles of their reports, how many words each report

contains, how many comments there are on each report and which reports you have made

commentson. The*Yes’ after areport means that you have made a comment on that report.
3. Click on the name of the author to send her/him an emall.

4. Click on thetitle of areport to read the report and/or to make a comment on it.

5. Click on the number of the comments to read the comments and/or to edit your
comments on the actua report.
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How to create a Web mail module and how to add a new
account

Y ou cannot creste anew email account in LearnLoop but you can use your dready existing
email account and check your email, reply and send new messages via LearnL.oop.

If someone else dready has created a Web mail module asin nr 1-4 below, you just have to
click on its name in the course menu and then you creste your new account asin nr 5-8.

1. Click on an edit/add-tool in the course menu or in your persona menul.
The edit/add box will appesar.

2. Type a name in the“Creste New” fidd.

3. Click on the radio button preceding “Web mail”.

4. Click “Create”.

This box will appear.

Add new account!

Time: Subject: |From:
™ Select 4l

Delete | delete zelected mezseges.
Send mail |

5. Click “ Add new account”

This box will appear.

Account name: |F'eter

Email-address: |peterjjj@cnmpany.c:nm

hailserer name (POP3): Icnmpany. Com

hailserer login: Ipepe
hailserer password: I*********
Remember password: 3

r

Delete messages: .
Remuoves the messages from the server after retrieval.

Say 3



6. Fill in the information about your regular email account in the text fields,

Y ou can choose which account name you want in the firgt field, but in the four following
fidds you have to fill in information about your regular email account, i.e. your email
address, the name of the server where your email account is located, the login and the
password that you normaly use when you check your email.

7. Check the box following “Remember password”, if you do not want to type your

password every time you check your mail. Please note that your password is not saved
for any other user if they try to check your mail.

If you check the box preceding “Delete messages’ your incoming messages will not be saved
in your regular email account after you have read them via LearnLoop.

8. Click “Save”.
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How to check your mail, reply, send and delete
messages

When you have crested a new account in the web mail module alink with “Check” and your
account name will appear.

Check your mail

Check Peter

edit remnveln};

Add new account!

1. Click on the “Check” link.

This box will appear.

Login: ||:|E|:|e

Password: [
Remember: v
Check email L\!@

2. Fill in your password if you did not check “remember password” when you
created your account.

3. Click “Check email”
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If you have got amail it may look like this

Check Peter

Add new account! ;
T 2Ok [EMOYVE

Time: Subject: From:
[ 1999-12-14 15:51| _thank you! britt{@ inform.gu. se

™ Select all

Delete | delete selected meszeges.

Send mail

4. Click on the link under subject to read your mail. In the example above you click
on thank you!

Reply to a mail

When you read amail you can see areply button a the bottom of the mail page.

5. Click “Reply” to get a page where you can type areply.
6. Type your reply.
7. Click “Send mail”

Please note that your replies will not be saved.

Send a mail

5. Click “Send mail” to get a page where you can type a new message.
6. Type your message.
7. Click “Send mail”.

Please note that your new messages will not be saved.

Delete a mail

Y our incoming messages are saved in LearnLoop. They are saved in your regular emall
account aswell, if you did not choose “ Delete messages” when you created your web mail.

5. Check the box preceding the mail that you want to delete or check the box “select

al” if you want to delete dl your incoming messages.
6. Click “Delete”.
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