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Overview

The guide shows you quickly how to find your way around the VITAL
homepage and a standard module, including:

e What’s on the VITAL home page - find and access your modules and
My Blackboard.
¢ How to use the main sections and navigation facilities in a module
e How to find tools for creating and editing content
This linked guide shows you how to customise your homepage, including
your list of modules.

VITAL homepage navigation

UNIVERSITY OF

% LIVERPOOL | wira II" S
‘ B ’:—:___ Home Courses
| _— . *ersonalis

My Announcements My Courses Tools

"ﬁ.eminder: VITAL upgrade Courses where you are: Instructor Announcements
ind maintenance: Monday

b -..h July - Friday 2nd eLearning Unit Workshop Resources Calendar

qust 2013

My Personal Test Module - danrob Tasks

eLearning Unit Workshop Test Module My Grades
VITARSel-Senice - Known
Issueplin VITAL Learning and Teaching Support Module (unavailable) User Directory
An Introduction to Technology Enhanced Learning using . _ Campus Pack
VITAL X

Personal Information

Developing e-learning at the University of Liverpool

(unavailable)

Instructor: vital admin; Mick Bunyan; Paul Duvall, Giles
Hooper, Deborah Prescott; Dan Roberts; Philip

Ne= = —afion Walker: Jacqueline Wheatcroft: Micola Wood;
Announcements have been
posted today. 201112-EDEV301 - LEARNING AND TEACHING IN HIGHER
EDUCATION

more announcements...
MODE23A: Workshop test module NEW

Instructor: Sian Alexander-White; Nelson Becerra-
Gonzalez: Mick Bunyan; Catherine Carr; Peter

Page 1 of 6


http://pcwww.liv.ac.uk/csd/blackboard/Support_for_staff/Pdf/Managing_your_homepage.pdf

VITAL ‘How to’ guides &/ LIVERPOOL i

E&4 UNIVERSITY OF

eLearning

1.
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Once you have logged-in to VITAL the first page you see is your home
page. There are three key navigational elements on your home page.

A. My Courses list. This is the main point from which you access your
modules and is a list of links to all of the modules on which you are
enrolled, grouping them by your status on the module (“Courses
where you are: Instructor/Course Builder/Student”).

B. Home and Courses links. These appear in this position across all
pages in VITAL. My Homepage returns you to your VITAL home page.
Courses is a page only listing your modules.

C. My Blackboard global navigation area. Clicking this area where your
name appears opens a menu containing useful cross-modular
information, summarised below. See the ‘How to’ guide My
Blackboard - Global Navigation for full details.

¢ Module alerts/notifications (set and check what module events
generate alert - announcements, assighment submitted, etc).

e Read the latest posts from Discussion Boards, Journals, etc. across
modules.

e Retention Centre view - check which students have missed
deadlines, not accessed VITAL, across your modules etc.

e Access VITAL Self-Service (includes FAQs, Known Issues, Enrolment
problems, etc).

The number in red seen next to your name indicates the number of
alerts in the Retention Centre.

There is a Logout button next to My Blackboard. This is useful if you
are working remotely and have logged-in directly to VITAL (rather
than via the Digital University staff site): it ends your VITAL session,
logs you out of the VITAL system and returns you to the login page.

2 lnsn%

The homepage is customisable - you can drag and drop the information
panels around, add to or remove panels, and change colour schemes. See
the How to guide Managing your homepage for details.

There is also a Quick Links feature (D) which is useful particularly for
sighted, keyboard-only users, and tells you which keyboard shortcuts are
available on the current page, and lists all the main page sections as
links.
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4. The Tools panel includes a mix of tools for staff and students, including
one of the places where students can access their grades My Grades. For
staff there is the Qwickly set of tools which allow an announcement to
be sent to more than one module.

Accessing a VITAL module

1. From the homepage, click on the required module title link from the My
Courses panel.

My Courses

Courses where you are: Instructar

eLearning Unit Workshop Resources

My Personal Test Module - danrob

eLearning UnitWorkshop Test Module

Learning and Teaching Support Module (unavailable)

An Introduction to Technology Enhanced Learning using VITAL
Develo_ping e-learning at the University of Liverpool

fmanraila il
(unavailable)

Instructor: vital admin; Mick Bunyan; Paul Duvall, Giles
Hooper; Deborah Prescott. Dan Roberts: Philip

Walker; Jacqueline Wheatcroft, Nicola Wood:;

If a module title is labelled ‘Unavailable’ this means that it is not currently
accessible to students (i.e. it has been deliberately hidden, usually by a
module instructor).

Navigating around a VITAL module

All VITAL modules have a similar, basic structure before content and
learning and teaching tools have been added by you. There are three
principal areas of the page from which you navigate around individual
modules and their management functions (see screenshot below).

A. Module menu. This menu is what the students see and shows the
structure of your module. The module code and title is at the top of this.
The menu is fully editable from here, i.e. add/remove sections, rename
sections and reorganise the order. Each link in this menu is a section in
your module to which you add your module content which appears on the
main body of the page. Click through the links to access the sections of
the module. See the ‘How to’ guide Customise your module structure
for more detail.

B. Control Panel menu. The Control Panel contains the tools you use for
managing many aspects of a module, such as the Grade Centre, as well
as some of the content creation tools. It is an expanding/collapsing menu
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system - each section of the Control Panel contains a submenu which is
expanded by clicking the submenu title.
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Control Panel -

Files . B School support staff l

Please open this folder to find the contact details for the student support team in the
scheol where you should direct all queries regarding assignment submission, etc.

Course Tools
Evaluation

Grade Centre
Users and Groups B Module Teaching Assistants

Customisation » Click in this folder to find details of all of the module seminar leaders and weekly
assignment markers
Packages and Utilities

Help

C. Breadcrumb trail. This trail menu grows and shrinks as you navigate up
and down the levels of the module, showing the path you took to get to
your current page. Each element of the trail is clickable to navigate back
to that page or section.

Entry Point icon. Clicking this H icon takes you to the first
page of your module you see when you click to access the module from
your home page.

-
Course-to-course navigation. A drop-down list of recently-

visited other modules. You can quickly go to one of these modules from
here.
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. , Module menu pop-out. Clicking this icon

opens your module menu in a new window. You can expand it to see all
of the folders and items in the module, and use a Control + F search to
look for a keyword.

D. In this area of the module you will find:

My Blackboard: an always-available menu containing useful cross-
modular information and tools like VITAL Self-Service, notifications and
their settings, and the Retention Centre (see above).

Home link: returns you to your main VITAL home page.

Courses link: links to a page with a list of all your modules.

Logout button.

Student Preview button. Acts as a full test mode from student’s point of
view. Creates a dummy test student account for you so you can try out
tests, assignments and so on.

Design theme icon. Choose from a selection of simple design schemes
for your module.

Edit mode switch (see below)

Adding and editing content - overview

1.

2.

To create, re-order and edit content in a module you need to have the
Edit Mode button (upper-right of page) set ON. With the Edit Mode set
OFF you see the module content from the student view.

Menu Links. Each link on your module menu is to a section of the module
that can contain content. The module menu has a default, simple
structure which you can change. Some menu links are to a tool like the
Announcements which do a specific job. Others are to empty content
areas where you can upload and create content and interactive tools.

. Dropdown menus. In the screenshot below, (A) is a set of dropdown

menus in a Content Area from which you can upload and build different
kinds of content, from uploading a PowerPoint, to setting up a Discussion
Board, to creating an assignment for students to submit their work to.

Contextual editing menus. To edit any content item on a page hover the
mouse pointer over the item and a small downward arrow icon appears
(B) near the item’s title (right hand side). Click this to open a pop-up
menu of options, including Edit. This icon will appear next to anything
that can be edited when you hover the mouse pointer over it, and will
bring up a contextual menu of options specific to that item when
clicked.

Page 5 of 6



E&4 UNIVERSITY OF

VITAL ‘How to’ guides &/ LIVERPOOL

eLearning
Unit

Test Probs

My Personal Test Module - iy
d b
iy Build Content ~ Assessments Tools « Publisher Content « T
- d
Multiple Answer - no neg mark
4 o
Testing the different ways of setting up Multiple Answer questions in SP8. Megative marking not selected ig/ihe Test Question

E settings.

—
Workshop demo | B
I . —
User Toals upgrad |
Self and Peer Assessment Aftached Files: [j summer2013upgradenetworknotes.pr 601.167 KB)
= '
\

Peerark & \

Turnit ’ Multiple Answer - NBG mark on

Face o D J// - Testing the change in ehi=ar it oo

Sumijgr . . B
J foen Sign-Up list

S o Availability:  Item is no%
Assignments do you lose the group access.

rking. This one

was last availableNeg, 42 jiawondo. g

5. Update uploaded files. If you have attached a file using the Attachments
facility when you created the item, you will see that each of these has a
menu of options available through a clickable downward arrow icon (C)
the most useful of which is the ‘file overwrite’ function.

6. Drag and drop items. When you hover over an item you will also see a
striped bar appear on the left hand side (D). This means you can click
the item to drag and drop it to a different position on the list. There is
also a keyboard accessible re-ordering facility (E) if drag and drop does
not suit you.

7. This small arrow (F) hides from your view the part of that item that you
entered via the text editor.
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