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NMIT Online Student Help

In this guide you will be introduced to the basics of accessing course resources and activities available in NMIT
Online. Most NMIT courses are classroom-based but we do provide a page where you can see some sample online
courses. If you're looking for hints on how to manage your online study, see the separate pages: Online study - so
what's involved?

Assistance

Please contact the ITS Helpdesk if you have any problems logging in on this site - 0800 422 733 ext 792 --
helpdesk@nmit.ac.nz (8.00 am to 5.00 pm — Monday to Friday)

Please contact your tutor if you cannot access a course area once you have logged in on NMIT Online or if you
cannot find materials they have told you will be available.

Please contact the Flexible Learning Team if you have any other problems using this web site - 0800 422 733 ext
778 -- nmitonline@nmit.ac.nz (8.00 am to 5.00 pm — Monday to Friday).

These pages have been adapted from material kindly provided by the Wintec Moodle team and Humboldt State
University

2 Student Guide to NMIT Online



Getting started with NMIT Online

This section covers the basics of logging in, updating your personal information and registering on the relevant
course sites.

Computer requirements

Students planning to study our online courses or access NMIT Online from home will
require access to:
e A computer capable of running the following software, accessing the internet and
playing audio and video files (i.e. has a sound card with speakers or headphones).
e An Internet connection — while the courses can be accessed via a 56 kbps modem
we strongly recommend a broadband connection to take full advantage of video
and audio resources provided.
e An email programme (e.g. Outlook or Thunderbird) or online email account (e.g.
Gmail or Hotmail)
¢ AnInternet Browser equivalent to Microsoft Internet Explorer 7.0 or above (e.g. Firefox 3+ or Safari).
e Media player software for playing common audio and video files either as a standalone software (e.g.
Windows media player, iTunes, QuickTime, VLC media player) or plug-ins to your internet browser (e,g,
Flash).
e Adobe Acrobat Reader (version 7 or above) for displaying PDF files.
e A word processing programme - either Microsoft Word 2000 (or above), Open Office (free), Google Docs
(free) or some other equivalent.

Students should also be comfortable with using the computer including, basic file management, email and word
processing skills. Access to and familiarity with using a digital camera and uploading pictures would also be an
advantage.

The following resources may be useful to guide you through general computing and online study issues.
NMIT Computer support materials
iNeedHelp (http://www.nmit.ac.nz/support/iNeedHelp/)
e provides information on other NMIT computing services as well as resources on a range of general software
and internet skills
Library, research and study support
NMIT Learning Support service (http://www.nmit.ac.nz/support/learning/)
e Study tip sheets
NMIT Library (http://library.nmit.ac.nz/)
e Online research resources
e SearchPath - a tutorial on Library services and research skills
e Services for distance students
Online study — so what’s involved? (http://www.nmit.ac.nz/support/online/)
e Hints for studying online




Logging in to NMIT Online

NMIT Online password for campus students & staff

For Campus-based students and staff, your NMIT Online password is the same as your NMIT
computer network password. You can change this password on any campus computer or by
visiting the Password Service Manager page (https://webmail.nmit.ac.nz/iisadmpwd/).

Note: these passwords MUST be changed every 90 days - we recommed you choose to
chamnge them yourselves via the Password Service Manager page every second month to
prevent accidental password expiry locking you out of the system. Any problems with logging in
should be referred to the ITS HelpDesk.

NMIT Online password for distance students & special users

Online Distance students & special users, your passwords are unique to NMIT Online and can be changed from your
profile page once you have logged in to NMIT Online.

The term "Distance students" includes any students on the following online courses Aviation, Career Guidance, First
Line Management, Horticulture, NZ DipBus, Tourism Management or Viticulture and Wine Science. See this page
for more details.

Special users are people who aren't students or staff members but have been provided login access to NMIT Online
for community or project work. See this page for more details.

If you have any problems contact the ITS Helpdesk
0800 422 733 ext 792 -- helpdesk@nmit.ac.nz
8.00 am to 5.00 pm — Monday to Friday

Format of your initial / default NMIT login account

Initial NMIT student account format

Student login example

Name: Jo Bloggs

Student ID: 20049999

Username : jo-bloggs

Password : 20049999Jb (that is: ID number followed by upper case first initial, lower case last initial)

Remember the hyphen between names is important and the password is case sensitive!

NOTE — long names:

Usernames are restricted to a maximum of 20 characters, and any punctuation in names has been removed. (e.g.
Simon Foxton-Hummingbird will have a username of Simon-FoxtonHummingb).

Password format

When you change your password it must be in the following format

1. Be at least eight (8) characters in length

2. Have at least one (1) capital letter — ABC ...

3. Have at least (one) 1 number 123 ...

4. Have at least one (1) lower case letter — abc ...

5. Cannot contain 3 consecutive letters from your user name” e.g. jimmy cannot use jim, mmy, etc.
6. Not be the same password that you have used in the last 24 passwords

Back to Password Service Manager
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Having trouble Logging in?

Students on campus-based courses

Your password is the same as your computer network password. If you are visiting this website before you have
logged into an NMIT computer, go to the Password Service Manager page to activate your account. Contact the ITS
HelpDesk if you have any problems.

Make sure

¢ You include the hyphen in your username.

e Check your “Caps Lock” key is not active on your keyboard and that you have entered your initials in the
correct case.

e If you supplied a preferred name in your enrolment forms this has been used for your username (e.g.
Elizabeth Smith prefers to be known as Liz Smith. Her username is Liz-Smith).

e Usernames are restricted to a maximum of 20 characters, and any punctuation in names has been removed.
(e.g. Simon Foxton-Hummingbird will have a username of Simon-FoxtonHummingb).

e Occasionally other people at NMIT may share you firstname and lastname. In this situation numbers have
been added to the usernames to ensure they are unique. You could try adding 2 or 3 on the end of your
username (e.g. Jo-Bloggs2)

e Contact the ITS HelpDesk for further assistance.

Distance students

First time visit

Not sure if you are a distance student? Check out this page.

Your login details should be provided to your in your online orientation pack. They will normally follow the format
described on this page.

Been here before but can’t remember your login?
If you have logged into NMIT Online previously and are sure your email address in your NMIT Online profile is
correct, you can have the system generate you a
new password.

Retwrning to this web site?
Click on the “Yes, help me log in” button Login here using your usemarme and password
underneath the login boxes. Fill in your username {Cookies musibe enabled in your browser) igh
OR your email address (this must match the Usarname
address in your NMIT Online profile) and the Password | Login
system will send you an email asking you to
confirm you have requested a new password. Go Some courses may allow gues access
to your email account, and click on the link within Login a5 a guest]
the email message. The system will then send you
a hew password, Forgotten your usemame or password?
For you own security, you should always change a | Yes, help me bog in |

system generated password as soon as you have
successfully logged in again.

Still having problems?
Make sure
e You include the hyphen in your username.
e Check your “Caps Lock” key is not active on your keyboard and that you have entered your initials in the
correct case.
e Make sure you are using your NMIT Online password. As a distance student, if you have changed your
password on the computer network or the NMIT email service, it has NOT changed on NMIT Online.
e If you supplied a preferred name in your enrolment forms this has been used for your username (e.g.
Elizabeth Smith prefers to be known as Liz Smith. Her username is Liz-Smith).




Usernames are restricted to a maximum of 20 characters, and any punctuation in names has been removed.
(e.g. Simon Foxton-Hummingbird will have a username of Simon-FoxtonHummingb).

Occasionally other people at NMIT may share you firstname and lastname. In this situation numbers have
been added to the usernames to ensure they are unique. You could try adding 2 or 3 on the end of your
username (e.g. Jo-Bloggs2)

Contact the ITS HelpDesk for further assistance, telling them which course you are on so they know you are
a distance student.

Am | an online distance student?

A NMIT Online distance student is an NMIT student enrolled in one of the following courses.

1.

7.

Aviation: All courses in Aviation are considered online distance. If you are enrolled in any course in the in
Diploma in Aeronautical Maintenance Engineering then you are an online distance student.
Career guidance: All courses in the Diploma in Career Guidance are considered online distance. If you are
enrolled in a course that has CRS in the course code (eg CRS601) then you are an online distance student. If
you require help with your NMIT Online password please contact SUTI directly -- raymond@technical-
support-advisor.com
National Certificate in Business (First Line Management): All courses in First Line Management are
considered online distance. If you are enrolled in a course that has FLM in the course code (eg FLM401) then
you are an online distance student.
Horticulture: All courses in Horticulture are considered online distance. If you are enrolled in a course that
has HRT in the course code (eg HRT201) then you are an online distance student. If you require help with
your NMIT Online password please contact SUTI directly -- raymond@technical-support-advisor.com
New Zealand Diploma of Business (NZ DipBus): All courses in New Zealand Diploma of Business (NZ DipBus)
are considered online distance. If you are enrolled in a course that has NZDB in the course code (eg
NZDB550) then you are an online distance student.
Tourism Management (Distance): If you are a student who is enrolled in one of the following courses, then
you are a distance student.
a. HRMS501 Human Resource Management for the Tourism Industry (Distance Learning)

HRMS501 Human Resource Management for the Tourism Industry (Distance)
ITC502 Information Technology Two
POT501 Principles of Tourism (Distance)
TBS502 Tourism Business Skills Two (Distance)
TIM501 Tourism Industry Management (Distance)
TMK501 Tourism Marketing (Distance)
TMK501 Tourism Marketing (Distance)
Viticulture and wine science: If you are a student who is enrolled in one of the following courses, then you
are a distance student.

PSC401 Plant Science (Dip VWP - Distance)

VWP402 Viticultural Engineering (Distance)

VWP403 Vineyard Experience (Distance)

VWP501 Viticultural Practices (Distance)

VWP505 Wine Science (Distance)

COM540 Professional Communications (DipVWP, Distance)

MGT533 Human Resource Management (Dip VWP -Distance)

MKT571 Principles of Marketing (Dip VWP -Distance)

VWP502 Soil Science (Distance)

VWP503 Vineyard Bioprotection (Distance)

VWP504 Wine Production (Distance)

HMT601 Horticultural systems (Dip VWP - Distance)
. VWP601 Viticultural Science (Distance)

VWP603 Winery Experience (Distance)

VWP604 Wine Technology and Evaluation (Distance)

Sm o o0 T
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Applications and software you may require

The icons below are common file formats used on the internet and in NMIT Online. They will require you to have the
software application installed on your computer or viewers to display the NMIT Online files. All NMIT computers will
have this software but you may need to install some software on your home computer (see separate page for
minimum computer requirements).
See details below on where you can download the appropriate application viewers and software.
_Links to application resources

B} PowerPoint Presentation i Excel Spreadsheet - i Word Document
= B =]

= Graphic, picture or image i £)) Flash file L[, Adobe Acrobat file
. ] g [

What do | do if | can't open or download a file?
If you are using a NMIT computer, ask for advice from a member of ITS HelpDesk. If you are away from the NMIT,
maybe at home, it's possible that your computer does not have the software to read that file.
Is your computer telling you what type of file it is? Most people should be able to open Microsoft Word documents,
but you may not have the software to open an Adobe Acrobat (pdf) file.
If, however, you don't have MS Office, you may consider purchasing MS Office under academic licence LapShop.
Popup blockers: Check that your computer is not blocking pop-up windows from the NMIT Online site.
Depending on which browser you are using you can add http://ecampus.nmit.ac.nz your trusted sites.
There are links on the front page of NMIT Online to some additional help files; these are under the main menu.
Important
NMIT does not endorse any of the following sites and we can't be held responsible for damage caused to your
computer by installing software.
Software installation is at your own risk
Convertors
Microsoft Word 2007 saves documents in a different format - .docx - in order to open this with an older version of
Word, click here to use a Microsoft Word 2007 Converter
Application Viewers
Some resources in NMIT Online require you to have software installed on your computer. Following is a list of
software that you will most commonly need.

e Adobe Flash

e Adobe Reader

e Adobe Shockwave

e Microsoft Windows Media Player

e Quick time player

Microsoft Viewers
While you will not be able to edit the files, these free viewers will allow you to view files created in all versions of
Office.

e  Microsoft PowerPoint Viewer

e Microsoft Excel Viewer

e  Microsoft Word Viewer

Full versions
e MS Office -- purchase from LapShop
e OpenOffice

e Google Docs




As soon as you login you will be presented with a list of courses you have access to. This is your "My Courses" page
and has a number of useful components identified below.
You can return to this page from anywhere within the site by clicking on the “My Courses” link at the top right of the

screen. Explore this page for yourself once you have logged in and then Click on the name of a course to see the
course home page.

The Messages block wall show
a list of people who have sent
you messages within NMIT
Online, Click on the Ervelope
icon to read theur message.
See the separate help page
for maore details on Messages.

These links will show on every page within MKMIT Student Portal | Staff Portal Library

Online. Click on your name or picture to view your

profile page and associated links.

Click on kty Courses to return to this page. ‘ '
‘.
|
page

Click on Update profile to change your email i !\
address or upload a replacement picture. .’

-

The grey navigation menu bar includes links to the NMIT Online home RS TUIREERS &
page, 3 place to browse all the courses available on MMIT Qnline and
drop-down lists of resources available for students and tutors st NMIT

an, 1.2
WKWT Onling' News

Mews abm.rt"t'his web site r

Older topics ...

Alist of upcorming events taken

k i AN The middle column will list courses you have access to

from all your courses AND as well as details of recent or upcoming activities such
from the site-wide calendar as forumn discussions and assignments. Click on the
Arts & Media Home Page (HP) COUFSE Name to see the complete course page.

Sanctuary Con:
& Facilities

E cucation Canlry Opaning

: : MNMT Wgws
ADTO1 Visual Culture : Studio Research S
NMIT web site
A quick list of courses you have access to.
VAD703 Soid  THiS list will show on the left side of most R
o VRDFO1 Misual Culture COUrSES 50 yOu can quickly jump to a new Twitter £ 5aniti_nmit
Studio Research . Forurm: Course N course without having to return to this page. IR S T

meetirg on Nelsn campustodsy in
o VADT03 Studio Project 2 3 posts since last login K04 ot lunchtime

T Mational Cartificate in First T T e

Line ManagermentHome Page shout VSM and bowit il b us?
T Flesble Learming Support A SRS LIEE BOR 5 07T -« Matke
Services National Certificate in First Line Management Home Page ST T LAC B )
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The first time you login, you should make sure the details in your profile are complete and correct, especially your
email address. Your tutor will often send messages via NMIT Online and email copies will be sent to the email
address you specify in your NMIT Online profile.

There are several ways to view and edit your personal information on NMIT Online. The most persistent way is to
click on the “Update profile” link at top right of the screen (after login).
Important:
¢ You must have something in the description text box to be able to save changes
e If you alter your email address, the system will send a confirmation message to the new email address. You
must click on the link in that email AND click the "Continue" button on the resulting screen.
e See the separate page on Managing forum emails for hints on controlling when and how you receive email

messages from NMIT Online

T Crirw e Testing S turrock b= Bd7t profie . Click on the Edit profile tab link to chnage your personal details
Testing Stuifock *
Profile | Edit profile Forum posts Blog
Ganeral

“| Show Advancad

First mame Tasbng
Surname Sturrock
Email address® |dsumock@nmitacnz |

= - of Email display "Higw eve r';nna t0 588 myemail address _\'|

m:u@%ﬁﬁg%ﬁ?ﬁ 4-'K Email activated |This email address is enabled v!

you change your ermad ¥ City/town® |Melson

address to one you will be - g

regularly checking Feel free Select a country” | New Zealand |

to make i a home address if Timezone Pacficfauckland

that i your preference Preferred language | English (an) |

bescription® i@

You MUST have st;nt i T - :
text in this “Description” | vardana pel{1(0e) Lol wlusw] B S R B[ W0
box Thistetisseenby | ¥ EZAM M w | SEFE Ha —l=ew QO ¢ o/@
aryone else who looks at ;
your profile page. A short Tast account
sentence describing your

rale at MMIT is sufficient

[Pt




“fiou can upload 2 picture that will appear beside

Picture of wyour name in many places within MMIT Cinline:
Yiouw rruest use a picture that is already saved on
Current picture m your cormputer. Click on the browse button to open
2 a dealiog b that lets you find where the picture file
belete [ | has been saved
Maw pictura (Max fi26: 64M2) G [ 1 Ergwse I
Picture desoiplion - -
Interests

List of intarests igh

Optional

-
Click on the Update profile button (o l

1 r chang
NMIT Custom wsebdel el =

Usar creabon date

There are required fields in this form marked®,

Update changes to return to the version of the profile page that everyone else sees.
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Click on a course name in the my Courses list or block to enter the course. Your course may look different to the
sample below but the general format will be the same.

| The coufge mend inglees
a summeary of topics & links
to pages for things ke a kst

.
Biocks shmwang on this course

‘Course matenials. are divided into Wpics or weekhy

of oiher panticipantsin the boes, with each beo: contaning some instructions m"mﬂ laeep you up o dine

Course B Overiew pages and a list of bnks o documents ar acteaties. Slocks COUrSE NEWS, Necent

for the dfferent types of an the feft andright of the central topic area provide gm:: ﬁ:ﬁuﬂrﬁm
| acinabes wittn the course addtional feature and infommation and upcomng eents

NMT Online el \WWESTE2

ol Formation Leammg
ActwanT

I EI oil Froperiies Learming

This will be ane of wur frst coutaes of the Dipiama T is imponsnt fal you a1 com e bie working
im NMIT ordeme a8 2000 a1 poseible

Actwide

Soil Classbeston | Click an & brik to wiew the web page ar

% document. POF or Word documents
| ususlly open in e Browser window

Lasring oc £
1 =00 Bology and Mukrinn

g A

Course updates:

Updated Fanam

General resouwrces for this paper Coume News &

Apnounfemenis
ne Learning {5} Dicirmone! Ui, of s wey Click an the tet ik ta enter 3 activity
- Iz one of these laums. The farsn detail d ; v
P Course-wide activities ~| page wil proads details on what you're iminiico ot
i eqected o do Entry

Crop Factor {CF)
Used only s comver pan

O waporason dirsctytn waser
use for o speoilc crop &
ehould only be used in the
contéd Epressed as 4
percanage or decimal Baction
Vi and v v o = CF x
Epan fmmj

B Legsnnn

= Ouires

|
Thes Second topic boo contains a fresh set of
respurces [documents, mstructions, knks i web
sites etc) and actaties {in this case a forum)

B Soil foemanon learning & chries

Mt clm A idmd i) Bhary mim not

Assessment for this toplc

ahiwidy hier
Mo dERTERE

Yourfist assessment is a discussion faum. Sim plychok on ®ie forum below and follow the instrudtions:

d‘ sgeenement farum 1 - goil farmabsn
Upcoming Events ¥

Library Links X Leaming resources Thi o nc ot  eviits
ﬂLL-Z L R TE
m L satsicans Y ol Seady Guide 1 Soil Formation :. ": :“:Mﬁ
[ - [ - o Evar

T'I'Er:lﬂm'mmnmm}‘ ';:ﬂh“:‘ﬂ # 13 mom background on (b gaology of Mailbeiough and Nelsen, Byou want more backgeound on geolegy gote Te s, The Encptlepedin af

: I ‘:"I‘;-" profie pﬁ' " Iaaland. Parels Gam's = chpage on westhenng provides gosd visusl examples of wanthering processes.

grades that have been recorded
| within NMIT Cinline o

Each NMIT Online course is divided into parts or topic boxes - the topic names or weeks are usually listed in the
course menu at the top left of the course page. Each topic or weekly box will contain instructions, links to documents
or web sites and perhaps links to activities such as discussion forums, assignment drop-boxes, quizzes etc. All your
courses will look fairly similar, but with different resources, activities, number of topic areas available and perhaps
different blocks showing on the left and right sides.

Scroll down the page to view all the available topic boxes and their content. Your tutor may have all the topic boxes
visible from the start of your course OR they may only make certain topic boxes visible as they become relevant.

NMIT Online gives you some clues to the type of resources and activities in each topic(g:.) indicates a discussion
forum, and the Word document symbol (@) indicates a Word document for you to download. You'll come across

other ones too for PDF documents (#), web links (Q) and quizzes (ﬁ) etc. Click on the linked text beside the icons
to view the documents or follow the links. Some links may open in a new window.

It is possible to focus on one topic box only, and to access the other parts by selecting from a drop down list. To
achieve this, click on the squares at the right edge of the topic box you want displayed, as shown below.

Part 1 o~ @

This will "collapse" the parts leaving just one in view. The process can be reversed by clicking one of the two squares
now displayed at the right of the topic box.



Part 1 @

Looking higher up on this screen, there is a string of links just below the grey navigation menu bar, showing your
present location in the course (like the one below)?

MKIT Online W US16614 W Resources e Getting started

This is the breadcrumb menu, which is one of the easiest ways of navigating NMIT Online. It shows where you've
been so you can go back by simply clicking any of its links.

If you use the Internet, you'll be familiar with a "back" button in your web browser. You can
use this in NMIT Online too, however we recommend using the navigation options within the 0 Back = .
website and course pages as the safest options, as different browsers behave inconsistently. -
By all means try it and see if it works for you.

File Edit Yew F
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Private messaging

NMIT Online supports private messaging between users. Messages are sent via
a popup Message window and if both users are online at the same time can
operate as a private chat room. If you send a message to someone who isn't

Testing Student 2

\ \ £ Add contact @ E

online, an email copy is sent to their preferred address.
Darvid Sturrock [ 120301 0, 18:03]: Hawve you finished your
Sending a message ety
You can send someone a message in three ways:

e From their profile page, click on the "Send message" button. You can
view someones profile page by clicking on their name where it is
linked from a forum post or in the course participants list (click on the
Participants link in the course menu or people block).

e Click the "Messages" link in the Messages block on the "My Courses"
page. Then click on the Search tab to search for the person, if
appropriate checking the box "Only in my courses", then click on their
name.

e Alternatively, if the person is listed in an Online Users block on your course, simply click on the "Add/send
message" envelope opposite their name.

Send message

In all cases, once the message box appears simply type your message and click "Send message". If you expect a quick
reply, leave the message box showing and their reply will appear below your original message.

Reading and replying to messages
When you are sent a message, the Messages window will pop-up. Also, the
Messages block will display the name of the person sending the message
Your contact listis currently emply with a link to read the message. If you have set the email option (see
To *‘::e ET'E:T:IF'::;U“QE‘“" “33:“”““ Message Settings below), then you will get a copy of the message in your
' email after the time you have specified if you are not logged in.
Incoming Gontacis (1 After reading a message, you may type a reply then click on the "Send
;gj David Sturrock (1) 2 @ E message" button.

Contacts Search Seftings

(These messages are from people who are not in your

contact list To add them to your contadts, dick the "Add Managing contacts
COIFAC: ol ner 0. e People may be added to your list of contacts (or blocked from contacting
you) by clicking the "Add contact” (or "Block contact") icon opposite their
TiFe pogerof2eh ¢ Suomancally el 0 ooconde name in the Messages window. By default the contact list is empty. In order
to send a message or to create a shortcut to the person you are sending, go
to the Search tab.
Settings
Message history
A record of messages sent to/from a person may obtained by clicking the

lly show Massage windaw when | get new
needs o be set so that it

"History" icon opposite their name in the Messages window. fosaespop St e e

[] Block all new messages from people who are not on

my contact list
Searching messages [ Beep when anew message comes in (may require
. . . . 0 ugin that can play sounds, such as

In addition to searching for people, the Search tab in the Messages window
provides the option to search for keywords, only messages to or from you, and to () ERaT C EERE,
include in the search people you have previously blocked from contacting you. ] erico wihoutrames and.javaseic

[¥] Email messages when | am offline
Message settings crmorefen 5 Jmine

Email address (testing@nmit acnz

Message settings may be changed via the Settings tab in the Messages window.
Here you can decide on having a popup Message window whenever you get a
new message, blocking messages from people who are not on your Contacts list,
having an audio signal for a new message, using a HTML editor, or getting email

messages when you are offline.

Note: It's possible to set a different email address for receiving copies of messages to the email address in your
profile.

Format | HTMLformat v



Using the NMIT Online text editor

The text editor in NMIT Online shows up whenever you are asked to submit substantive text within NMIT Online.
Examples include the Description box in your personal profile, when you are adding a forum message or a glossary
entry, using a wiki etc. The editor allows you to format your text using standard word processor tools. The editor
enables you to do things like add pictures, link to web site, add color and formatting to your messages, spell check
your messages, undo and redo, change your fonts, etc.

The editor runs on Windows on Internet Explorer 7+, Firefox 2+. For Macintosh it runs on Firefox but NOT the Safari

browser.

Below is a screen shot of the editor showing some of the common commands. Simply type your text, select the
section you want to format and click the appropriate icon on the editor tool bar.
Inserting images is a little more complex than if you are using Microsoft Word, see the separate Adding images to

NMIT Online page for more detail.
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If you know HTML you can click on the edit source button (<>) and paste code right into the editor. Be careful
however as you cannot include the head tag or style sheets. All CSS must be inline.

If you do not see the editor, it may be that your browser does not support it or that your Profile settings have the
editor option disabled.

Using emoticons

Emoticons can be used to convey the non-verbal tone, expression or intent of a comment. The text editor has a i
image on the toolbar that allows you to insert an emoticon into your forum posts or other places where the text
editor appears. In chat sessions you can use the keyboard characters to convey the same emoticons - see table
below.

Note: when using keyboard characters there should not be any spaces between characters.

@ smile 1) @ sad o
big grin :-D @ shy 8-.
2 wink ;) 23 blush -l
@ mixed -/ =21 kiss :-X
{#  thoughtful V- ) clown :0)
@ tongueout :-P @ blackeye P-|
@ cool B-) @ angry 8-[
lfff} approve A-) &4 dead XX -P
wide eyes 8-) E“,ﬂ sleepy | -
S surprise 8-0 2 evil 1]

For more general tips for studying online see the separate pages: Online study - so what's involved?
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Adding images to NMIT Online

Some of courses may ask you to share images of your own work or other pictures to share with your peers. NMIT
Online supports sharing pictures (and other files) in a number of ways:
1. Uploading or attaching a picture file from your computer - you can attach files to messages posted in forums,
glossaries and wiki's or add pictures to a gallery within your course
2. Inserting a picture from the internet - you can embed a picture located elsewhere on the internet within
your own message or wiki page. In fact this method works anywhere you have access to the "Insert Image"

tool in the standard text editor ( E).
Note: Whichever way you choose to post images within NMIT Online, for copyright purposes you should include
appropriate references for the website you are taking the picture from.

Uploading or attaching a picture file from your computer

In a forum or glossary, you will see an
Attachment option below the box
where you type your message. In a
photo gallery there will be an option
to add your own entry by clicking on
the "Add entry" tab.

Hew entry
image

Pictura | Browsa

altemnative text

title:

In both cases, click on the Browse G bion:
button. Find where the file is located
on your computer and select it.

S and weinw | Serair aind add anohier

b, ] g WL PR P P L FE PO R T P PO S T L 77U PO R

Once you have filled in all the boxes _
click on the "Post to forum" or ' — T — ""'""':'_h — L
equivalent save button t0 SAVe YOUr v pose 5000 1 5 7smare youm poten : —— i
entry. Your information will be _,,.—E]., Staies 3
saved on NMIT Online, including a LF; S

. oy ® [P B __HH-
copy of your picture. Check it is all ¥ Deinp (2R
correct and you can use the edit | e =T -
option to change it if required. ——

" . = :

If you uploaded a picture within a =T B :
picture gallery, NMIT Online will B -
automatically create a small version . . e
of it (thumbnail) to display in the list
view.

Editing picture files

Picture files can be large in terms of their dimensions (800 x 600) and their file size (1.5 MB) depending on the
camera settings and how you have saved them on your computer. We recommend images are kept to the following
standards to ensure they display correctly on Moodle:

e  Maximum dimensions of 640 x 480 pixels

e File formats: jpg, gif or png

e File size: less than 150 kb if possible.
You may have your own software you can use to resize images (e.g. Picasa, Paint.Net, IrfanView) or others. NMIT
provides the Microsoft Picture Manager software on all our computers.




Using Picture Manager to resize an image

Use Windows Explorer to find your picture file I Microsoft Office Picture Manager =1
Right Click on it and select "Open with... (e EM Yew Bxtue Jook  Hel - z
Microsoft Office Picture Manager" from your dihovoss.., @4 QB T 5k Shded P | il o Comedt o
context menu. il =l [Ede Pictures
Picture manager will open and show the selected
picture e w3
Click on the Edit Pictures option on the Toolbar - an editting option pane _' Y
will show on the right of screen ]
Click on the "Resize" option e

Resize settings

Select the picture size you want from the "predefined width x height" =
Make picture fit inside:

option or make a custom selection (web large or web small are good \C}Ongmal s

starting points). () Predefined width x height:

Click OK - the picture will change size E-mail - Large (314 x 235 px)|w

Choose File --> Save As... to save the new version of the picture, giving it () {Document - Large (1024 x 768 px)
. - L. .. Decument - Small (300 x 600 px)

new file name to distinguish it from your original Web - Large (540 x 480 px)

Web - Small (448 x 336 px

You are now ready to upload the smaller picture into NMIT Online.

Of

FFETgIT: |

Inserting an image from the internet - copy/paste URL (web address)

These images must already reside on the internet (e.g. be elsewhere within NMIT Online or be on a different website
e.g. Flickr, Wikipedia etc).

You must have two tabs (or windows) open in Internet Explorer

(or your alternative browser). One showing the NMIT Online = Insert Image - Windows Internet Explorer s3]
page you are editing, the other showing the web site that 2 eI jecarmguss. e ac_namoocde il edikor himisea popups nsert_mage_shd.phei ¥
contains the picture you want to embed. Insert Tmage

1. Right click on the image you want to embed R TE | Bodertbrary/Ebadort % XProfical Gradute. 2543

2. Left click on the Properties option (usually at the e Ly L r——

bottom) Layout Spaorg
3. Highlight the Address (URL) text - usually looks Mgrment: [Rght @ Horizontsl: | 19
Bowrer thickness: o verbeal: | 14

something like
http://www.websitename.xxx/image/sample.jpg

Copy the text (right click -> copy or keyboard shortcut [ ] canl ]
Ctrl + C)
Dane & Inbesret i E oo -

Go to your NMIT Online page and click the cursor where
you want your picture to be inserted

Click on the "Insert image" icon in the editor toolbar (a dialog box will pop up)

Paste the image address into the Image URL box (right click paste or keyboard shortcut Ctrl + V)
Type short descriptive text in the "Alternative text" box

Select alignment, border and spacing options to suit and then click "OK"

. You image should appear in the text editor within a few seconds.
. You can do some resizing using the handles in the corners of the picture, then click the Save changes or Post

to Forum button.

Your picture should now show within your saved page.
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NMIT Online activities

Course sites include content and activities defined by the course tutor. In addition to web links and documents,
courses may contain activities based on the following features available in NMIT online.

| An assignment is a task with a due date and a maximum grade. Assignments can be either Offline or Uploaded.
B Chat tool used for instant online discussions with one or more participants logged in at the same time.
¥9 A choice is like a poll and allows the instructor to gather statistics.

i‘? Forums are ways for students to hold discussions online and act like a virtual message board. A forum is a good
place to post questions and comments.

& Aglossary is a list of words defined by you or your instructor. Participants are able to view and comment on all
entries. Your instructor may allow you to also add entries.

=3 A Lesson delivers your course content in one or more pages normally ending with a question. To advance to the
next lesson you are required to answer the question.

¥ A Quizis an online test and can have either multiple choice, true-false or short answer questions.

=1 Your instructor will use resources to provide course information or reference material.




Assignments

Assignments allow teachers to grade electronically submitted material or 'offline’
submissions such as paper-based assignments or class presentations,

[ &4n Online Text Assignment Click on the assignment name to

see the assignment details and
submission area. Your course may
have several assignments, so he sure
to submit waork in the right one.

[7 &4n Upload File assignment
[ &n Offline assignment

An assignment submission area will look like this, although your tutor may have chosen not to enable all the
submission features shown here.

MMIT Crfing = Moodle Festures B Assignments = Submit muttiple files assignment

This assignment area can be used to submit multiple files {e.g. several Word documents) that will be treated
as components of one assignment.

Submission draft

Lﬂo files submitted yet

Upload a file (Max size: 2MB)

(Upload this file |
Hotes

LNO entry

So what does it all mean? Follow the numbers...

WMIT Onfine = Moodie Festures B Ascignments B Submit multiphe files assignment

| 1. Assignment instructions will show here i Wednesday, 3

This assignment area can be used to submit multiple files {2.9. several Word documents) that will be treated
as components of one assignment.

2 Click on the browse button to find where
your file/docurnent is saved on your local
computer. A dialogue box will appear, find your
assignment file and double-click it to retum to
this page. Q\

Submission draft

Upload a file (Max size: 2M8)

4_Your uploaded files are listed here. e s e e e T
If your tutor has allowed files to be My Bocurrsnisiyeass gpman. i

deleted, you can click on the red -‘\‘ 3. Click this D;-IHOH to
crosses to delete each file. y Submit your file. Large
files may take few minul

to upioad.
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Optional feature 1

Final submission for assignment marking

If you see this button you must click it to formally submit your > [Send for marking
assignment files, aftenwhich no changes can be made.

Optional feature 2
Hotes

If Notes have been enabled by your tutar, chek the "Edit® button to add explanatory notes
about your files or to respond to comments from wour tutor,

Edit. |
Note: You can click on your file to view it. When you upload or replace a file your instructor is notified of the date.
Grading: When your tutor has marked your assignment, they may send you an email notifying you that your marks

and feedback are available online. Follow the link in the email, or just return to the place you submitted your
assignment and your grade and tutor comments will be visible.
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Turnitin.com provides a service for checking academic work for possible sources of plagiarism. Your tutor will
provide details on what they consider plagiarism to be and how to maintain your academic integrity. NMIT has a

policy of allowing students to check your Turnitin reports prior to formally submitting your assignments - and it
happens within NMIT Online.

Turnitin can only generate reports for Microsoft Word, PDF, HTML, RTF or plain text files. There are online

instructions available for converting Open Office and Microsoft Works files so they can be submitted in an Turnitin
enabled assighment.

1. Select the assignment drop box on the course’s homepage. In this case, select
Assignment 1.

AHIT Onlire e BNGOZ_S2_0%

Course Monu =

. |Tn|:h: outline |
E Outline

El'I:INursing Researd... V-’E'lfﬂmﬂ' to BH bCII

B Wursing Researc.. &8 Nows forum

= Hurzing Res=ardh...
-

E'I:INllr':ing Researd... T

#ssignment 2
I'ﬂ'l:INursinq Feseard... ﬂ a

EI:I Huraing Theow. ..

O
T sradebook Mursing Research: Week One
% Famidpancs

[N eos
Fesources &) Locturo Notes, Ong
n AL IIQhments

ELJ Lecture Notes, Twao
@j Fasmirm e . .
@ Week 1, Tutorial Activity

I. L

3. Press Upload this file. Turnitin will create reports on Microsoft Word, PDF,

HTML, plain text, and RTF files. Turnitin will not create a similarity report for
MS Works or PowerPoint files.

BT Criits = BROS02_E2_0% I Asdignmaats = Assignrsant 1

Separato groups: All particpants

ALSHriment 1

Winon you submit a file here, you acknowdedge it i pour own wark and corsplies with the guidelines for
refersncing and scademic honssty a3 provided in your programme handbock andfor course outing,

all flgs uploadod m this assignment sibemission space will be submitkad to the plaguansm dotoction

sarace Turnitm.com, IF your lutor has enablad studenis to see the msulls of the Turnetm analyss, 3
similanty score showld be awadabile withe 30 minutes of you Sulirnitling your work.

Submizzion draft

Ko files subemtiled yeat
e

Upload a file (Max siza: 5HB)
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4. Within 30 minutes, your assignment should have been processed by Turnitin.
Refresh or return to the assignment submission page to see your report.

HAIT i BF BNGOZ 332 05 P Appgnmwnls I ﬂf-ﬁql‘llﬁlﬂt 1

Asspdrimenl 1

whan you submit 3 fla hers, you sckrowledga it is your own work and complies with the guidalines for
referencng and acadenic honesty as provided i yowr programie handoook andfor course autine.

All files uplosded in this sssignment submission space will be submitted to the plagiarism detection
sarvica Turnitin.com. [f your tutor has enabled students to ses the msults of the Tumitin analysis, a
simdanty score should ba availabla within 20 minutes of you submitting your vwork.

ot &
Submission draft
i i tumnitin_course_create_assignment_with_iumiting.pdf % [ Similasty:
s
&H & file {Max size: EWB)
‘ I Brosen.

Liphoad this file
Final submissien for assignment marking

Fand fior mading

Notice that this assignment has a Similarity index of 99%
to see more about your Similarity index, move to point

5. At this stage, if your tutor has allowed deletion, you can delete your
assignment by pressing the and then resubmitting the assignment by
following the steps above.

6. If you are happy with the assignment that you have submitted, press the Send
for marking button.

Final submission for assignment marking

7. Read and understand the student declaration. And then press Yes to confirm
the submission

Finad putsminsian fol ailagremss masiing

Fhudert dedirpfion | oortily thed tha msigntent 5 iy owh ok, Faf ey Sigriig or
gty asng of fhe wonds o IBear oF oTarE in 3y way o fm o gy
acioacrsisciyed throgh ful 3ol scoureks relsrsecng, and shat ne part of (ks ssgrmeet
ban abwesly worirkuted 13 G1e merks et grade m th or sy otker courss, 1 enfim
ThEA | B rot Cressbsd i oay Wy e Creghon snd sanesnn af e e
Ofcd Wi a5 greEsl o S T maning. viu mill Ao DG b abia B SalEne o JItIEh
Alm{a]. Eim yons aA Ea oevi st

.

AR i B SR DO_S2_00 B Awmgreants B Samgreari 1 b Fival abisksion fer s



8. Submission is now complete. You can print the digital receipt for your
record. Also you will have emailed a copy of your receipt.

WA e B SELAE_IZ 06 B Asiaeerents I ALO QTR 1

A gt Tk i i Fadopt

¥ioar hare oain amabd 3 cop OF thi QoD Plasis miten 3 (g @5 Da00f o plur ssigraant P s

L
a5

LEL

Coeerye; BHBOE Profeysions Cans (4] - (Samesier F - POOA)
ASSR NN RBME; &5 et |

s .

Dol Baiwwdt fmaly Tusadday, LB Javaiiny SO00, &5 G0 B
B

ey mattord Frlea:
¥ e B

Wmaaigrt
SurDs_£reabs_NeSgrmant_with termdink pof IV DEIEL = T LS THEAD =MD EIE T Lol vk De Qi

Please note that once the
Send for marking button or the assignment due date comes around the

assignment cannot be changed or updated or deleted**.
** Note: there is a bug. While there is a red x which allows you to delete the
assignment, you will not be able to upload another assignment. Hopefully, the
bug will be fixed shortly.

Submizsion

ﬂ-‘ turratin_cowrsa_create_assigrame nl_wath_tusmatinl pdf X Samal
b

Zssignment was alieady submitted for marking and can not be updated|

Submizzion

&0 ! I’F COUrsSe_Cno: B -!I.-.'i. -t t .""lir l-l.lrr“ I. alw r 5 i a l:l'-g":l
'H.,.l urmitin_ _Croat e_assigremant_with_ If 5 %
x

Arvigniment was already submitted for marking and can net be updated
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10. Turnitin originality report will be displayed (if instructor opts for allowing
students to view their originality reports)

= [t Yee Hgtory Bookmads ook Heb

= @ XK o §  (PIEEEE s e comnemepont_anesst ssprocusinvesa=o bl + 8- 2% '
1 Reboform Toobar (3] Closs

= Turmite [ =]
_r:fﬂ [encwe  Halp
far Procesred on: 03-04-0F §:33 BM BT - : . ' ]
hicpemmdrrs 2-Online_study_- Sandarity by Sowce

turnitin Wotd Count: 1000 Simiianty Ince

N n n s intermat & " A%
S e Sll'l'lill"l'l‘r Index (0 ]% t"'{]. (-I W " ::bl::mm:i”" »
o shows percentage [ 14 oo Seodant ©araen in

of total content o Wrhat's thar?
outside sources )

sbude qucted (ndheds Bbleorachy  aedude ponall mathes

anlmwmmlqnh \‘| “‘ e "

k, and you can sew how you are dang. You will get to & o ,

collsagues through onlng dscussions, and oftan 1 ?a.:. m;'rc {Intarnet from 0-4/2408)
ok by F o I et el

ther ideas than if you were

immediale feedb
know your paers
gat o know more aba

Investigate d
suspect sources [ Refresh any

either all report at a later
together or one _ daI:t to include
at a time i the most recent
content in your
results

sl @ scdp e to learmn aut faode-to-faoe

Shasnng, vnlpums iy s v e ny -
yaw will need the rest of your ife. Adap! V;ewmn'lts without i
including quoted material or

the student’s bibliography

to face I < 1% match (Intemet from D819
» B R e
hitp:/ /s
< 1% match (pubicatons) -
A s Albrecht, Encyclipadia of Deabibty
rcorporate affgd  Click on any matching passage to
sut the topic o84 open the Direct Source Comparison
characteristics. ) window to the right, where the
and same in pa match is shown in context within 3 All matching sources are
chat roome, Mg the suspect source clic listed in order of percentage -
. L match and referenced to Fricd "0 <l S 180 S
matching passages the paper

body

Easily scroll through all matching
passages with a source

Live Internet pages easily
viewed in their original context.

el -d lacipdine cescied Do b wiEhaoul
firs ta-lars

s n wikh
T B 1y ol iy

[ P—
VED B 5t 25 Bigh X2

el of srersem

il Mgl sl Kamng Can T
e rarl Py ERe el Epes Sy e
eatong for Rake Jidnlfd et ra

o e lace wiTmoul
1 Bz morvpaling

wiEee the ©nvenisre & st Messch i = ALyenitisd fn
Ty LAl TIVE MANKACE MENT [ medieals vy D
wall complete what [ iart 57l O imareie
cha wd rowa.
' = = Matching text is blocked cut and
om miling o decone the sameh - hishlishted for easy identification,
oy mresttnosineimarr 1Y short, non-matching sections are
easily identifiable within larger
FLRLRERmFS bR e b e e e passages




Forums (gj) are ways for students to hold discussions online and act like a virtual message board.

Each course contains at least one forum for course news and announcements (the exact name can vary). This forum
is used by the tutor to broadcast course news to all students and every student will receive email copies of messages
posted within it.

Other forums may also be available within a course at the discretion of the tutor and are good places to post
guestions and comments, share ideas etc.

Click on the forum’s name to view a description of the forums purpose and a list of the Discussion topics. The topics
are listed from latest to oldest. Click the discussion topic's title to view and participate in the discussion. If you click
on the persons name you will see their profile page, not their forum message.

HMIT Onling = Features = Forums == AStandard forem for general use | You can search farum posts H IEaﬂ;h forums

This forurn allows everyona fo choose whether to subscribe or nod

| ‘fiou can contral your email subscription options here @ Everyona can now choose to be subscribed

Thiz s a standard forum allowing students 1o $1art new discussion topbes and reply at will. Email subsenption is optional

Click the discussion ttle Click this button o start
to view all the messages your own discussion thread
in this: topic thread -

Dismussion Gtarted by Replins Last post

‘ Diavid Swurock
Diavid SHurn ek 2
Amazng ideas o share H g Ao Fri, 12 Mar 2010, 1030 A

The discussion and all replies are listed from oldest to newest. Click the Reply link on the appropriate discussion to
post your ideas or comments (the link is at the bottom right corner of the message.

E Amazing ldeas to share Click rephy
by David Stumock - Friday, 12 March 2010,09:59 A

Post some very important infarmation, opinion and etherwise mind-blowing ideas in this discussion §

Type your message in the text entry box. Click 'Post to forum ' to finish. Your message will be indented underneath
the one you replied to and will be visible to everyone else with access to the forum (class mates). You have 15
minutes to edit your entry, after which edit rights disappear and email copies are sent to anyone subscribed to the
forum.
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E L L Edit the subject line if
by David Sturrock - |'_.:|-|a:l_.l'|_. viarch 20100959 AW i Wou Wal'lttl:l hlghllght
a specific paoint or part

Post some veryimporantinformation, opinion and otherwise mind-blowing ideas in this discussion th
of the wergfl topic

Your reply ;.r
Subject” [Ha:hnszingideasto share ] r
Message” @
Wer dana w 1 (@ph w Lang (W BJI UE = x B o

EEIE AW SEFERE GTA —Jese QO0OOGR ¢ © @

A

r -
Wirite your rmessage here, using the
toolbar options to format your text,
insert web links, insernt pictures etc.

Fath: | Select wour email subscription option
(7 S | to receive or not to receive ermail copies
of messages posted in this forum
__'____l'-_'
Format g HThilformat -
Subseription @ | Send me email copies of posts to this forum &1 I
Atachment (Max size: S00KE) [ | Browse._ | v Click the browse button to
Click here to save your . “® select your docurnent or

messange in the forum - picture file to attach

|
=

Subscription means that you are automatically emailed when someone posts a message. [Click to see more details
on managing your email subscription options]

You may also attach a document or picture file to your forum message if you wish by clicking 'Browse' to upload a
file before posting your message to the forum. File size limits may apply for attachements (e.g. maximum file size of
1 MB for an attachment).

If you want to change your attachment after you have posted your message, follow these steps (within 15 minutes of
making your original posting):
e Click on Edit at the bottom of the page
e Scroll down to the attachment box. You will notice that this box is blank. This does not mean there is no
attachment on your message!
e Click browse. Choose your new attachment file.
e Click Post to Forum - this will replace your old attachment.

Note: Remember, only post information on what the forum is about. You only have 15 minutes to edit your entry.
Starting your own discussion topic

Click 'Add a new discussion topic...' to begin a new discussion - you may not be able to do this depending on how the
tutor has set up the forum. Make sure your subject line explains the topic well. Follow the instructions.



Layout options for forums

| Display replies in nestad form s
Display replies Nat, with oldest first
4 ; Display replies flaf, with neweast firsi
Amazing ideas to share piay rep ]
.y J o Eri AT 2010, 0955 AM Display replies in threaded form
£ oy ILkad SIUrmocK = Frday, 1.2 Manch Q00 0, W40 A

Display replies in nested form
Post same very important information, opinion and otherwise mind-blowing ideas in this discussion thread

. Re: Amazing ideas to share
by Student Test - Friday, 12 March 2010, 10:23 Al

Whoa this is amazing! CanYwait for the world shatiering sharing 1o starf

You have several options for displaying topics or discussion threads on the forums. There is a drop-down menu at
the top of each topic. Experiment with these options to find the format that you find easiest to use.

Precautions

It wouldn't be fair if we didn't admit that things occasionally go wrong while using the discussion forums. When
working on a message over a long period there is the risk of it "disappearing" should, for example, the NMIT Online
session time out or a dial-up connection drop out.Also, there is no "auto-save" feature, so if you move away from
the reply page (e.g. click on a link) you will lose all your typing.

Noting the following tips for writing and saving discussion forum messages will spare you from these mishaps.

1. Just before you post your message, select all the text of your message and copy it. If your message fails to
save properly you will be able to create a new message and paste you copied text back into it.

2. If you need to follow a link while you are part way through typing a message, use the "New Tab" feature of
your browser to follow the link in a separate tab. Tabs allow you to work on other web pages without
affecting your original one.

3. Good, "safe" practice when creating long forum messages is to put your cutting and pasting skills to work.
Werite and save the message in a word processor, copy it, then log in to NMIT Online and paste the text into
a discussion topic message. Keep formating to a minimum when using a word processor, applying the
required formatting after pasting into the NMIT Online text editor.

This method also saves quite a bit of online time if a you happen to be working via a dial-up connection.

Discussion Forum Communication Protocols

1. Avoid using all capitals — Internet conventions mean this is the equivalent of shouting or “flaming” someone.

2. When posting a reply to another student’s discussion posting or chat comment, make sure the ‘golden rule’
applies i.e. don’t post anything you would be unhappy to receive if it were posted to you.

3. Any issues or problems with the course or with another course member should be notified privately to the
tutor by email or phone, not raised in a chat room or posted publicly on a discussion forum —please use
email or phone the tutor for emergencies or important course issues only.

4. Login to the course regularly (but preferably each working day) just to keep up with what is happening.

5. Keep to one topic per discussion posting as much as possible, it is better to post several postings on one
topic each, rather than one long posting with several topics embedded in it.
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Managing Forum emails

An option when using forums is to receive postings via your email address. This provides a number of advantages
such as important message posted by the instructor. You have the option of receiving forum postings to your email.
There are three actions you can take to control these e-mails:

1. You can choose to unsubscribe from a forum

2. You can go to your NMIT Online profile and change your e-mail settings there

3. Create a rule in your email account to automatically shift course messages into a special folder to view later

1. Unsubscribing from a forum

You can change this before you post your message to the forum, so check the Subscription option before clicking
'Post to forum'.

e If you choose Send me email copies... you are subscribing to this forum.

e If you choose I don't want email copies... you are unsubscribing to this forum.

To view which forums you are subscribed to click

'Forum’' on the breadcrumbs at the top of the Forum Desc Discussions Subscribed
page when viewing a forum. 5 A Standard forum for This is 3 @RES feed 1 Yes
e You can then click either the word Yes or general use V
the word No to change if you are Each person posts one In tman then raply to any 0 o
Subscribed or Unsubscribed to that discussion y

particular forum.
Note: If your instructor has forced everyone to be subscribed to a forum it will be for a valid reason, such as passing
on important information.

1. You can not Unsubscribe from a forum when the instructor has done this.
2. The only way to stop receiving emails from these types of forums is to change your User Profile.

2. You can go to your NMIT Online profile and change your e-mail settings there

There are a number five options within your User Profile which relate to the email system.

1. Email display allows you to choose Email display: 4 |AIIDW only other course members to see my email address j
different options to set who can o
view your email address through Email activated: 2 | This email address is enabled 7]
your profile. Email format: 3
R . . Pretty HTHL format |+
2. Email activated allows you to | =l
enable or disable your email Email digest type: 4 [No digest (single email per forum post) =]
address.
o If you enable your email Forum auto-subscribe: § [*ves: when | post subscribe meto thatforum =]

address you will receive
emails when subscribed to a forum.
o If you disable your email address you will not receive emails even if subscribed to a forum.
3. Email format provides the option of your email address being plain text or HTML - you can leave this as
'Pretty HTML format' which is the default.
4. Email digest type provides receiving options
o If No digest (single email per forum post) is set you will receive an email for every single posting to
subscribed forums within 30 minutes of the posting.
o If Complete (daily email with full posts) is set you will receive ONE email with the forum posting
details each day.
o If Subjects (daily email with subjects only) is set you will receive ONE email with the forum subject
details each day.



5. Forum auto-subscribe sets the following default option shown when posting a forum

Subscription: ESend me email copies of posts to this forum = | 3

Attachment: | yon 't yant email copies of posts to this forum LSE--- |

{optional)

Postto forum I

3. Create arule in your email client

Create a rule in your email client to automatically shift course messages into a special folder that you can then
choose to look at when convenient. Here are instructions on how to do this in Microsoft Outlook - perhaps using the
option to move messages to a folder based on having the term "Course Name" in the subject line.
e Right-click the message you want to base a rule on.
e Click Create Rule.
e Inthe Create Rule dialog box, select the conditions and actions you want to apply.
e Toadd more conditions, actions, or exceptions to the rule, click Advanced Options, and then follow the rest
of the instructions in the Rules Wizard.
e Torun the rule as soon as you have created it, select the Run this rule now on the messages already in
"folder" check box on the last page of the Rules Wizard.
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How to use the Calendar

The course calendar highlights dates related to activities within the course.

These dates may be the opening, closing or due dates of an activity.

Calendar -
When you move your mouse over the highlighted date the activity it is related s Bay 2005 )
to will appear.
e Click on the activity to view the full description. $un Mon Tue Wed Thu Fri Sat

e Click again on the activity title to navigate to it. L R L B
’

5 91 12 13 14
17 1

To view the full calendar with titles shown click on the month name. 15 16 § 19 0
727 23 24 35 [ge] 727 28
Detailed tonth View: |AII courses ¥ INew Event |
230 03
<< April 2005 May 2005 June 2005 »=
Sunday  Monday Tuesday Wednesday Thursday Friday  Saturday
. Global events Course events
1 H 3 4 5 6 7
User events
] 9 10 " 12 13 14
15 16 17 18 19 20 ]
72 23 M 5 |26 7 28
Example
Listening
Quiz (Quiz
closes)
9 30 n
.Globalevents: shown [click to hide) Course events: shown [click to hide)
Group events: shown [click to hide) User events: shown [click to hide)

To Add your own user event click the 'New Event' button.
1. Name your event and provide a description.
2. Change the Date if required as the default is the current date, the Time is optional

You are able to specify a Duration and/or Repeats for your event



Using a Glossary

A glossary (%) is a list of words defined by you or your
instructor. Participants are able to view and comment on all
entries. Your instructor may allow you to also add entries.

Viewing the glossary

1. Click on the glossary name to browse entries.
2. You have various browsing options. The default is
browse by alphabet letter.
Note: You may be able to comment on the glossary entry if the
comment icon is showing. Click this icon to add a comment
about the entry.

Add a new entry to the glossary

Add a new entry to the glossary - video
1. Click "Add New Entry" to add a new definition

Glossary Number One

Glassary instructians will appear hire.

Soarch T Search full Lot

Browse by abhabet | Browse by category Browse by date | Browse by Author

Add a new entry

Brawse thi glossary using this indmc

ol |ATBICIDIEIFIGIHINIJIKILIMINLD
FIQIRESITIUIY | WXIY]2]ALL
]
Gloszary: & list of ofeen ditfiull or specialized words with their dofinitians,

e

2. First determine the word and the alternate words that mean the same thing.
3. Write the details of your posting in the "Definitions" field. You can add links within your text and embed
pictures from other websites (refer to separate page "Adding images to NMIT Online") as well as attaching a

file directly to your entry (pictures or documents).

4. Concept and definition are mandatory fields and your tutor may require you to Select a category and/or add

keywords.
5. Click "Save changes" to submit your entry.

Dreras brd alphabot Dreraniir Bry Gty

Add b néw Eh by

Achi 3 s DLy L0 Ui Sussent glosany.
Concept and difinition ane mandatory Helds.

Concap; Eeywoediihi
@

Mot cafegonised =

Calegorkes:

Dafinition: [Trobocet =] [eemoer =] [

Drereia Bny ot

Drirei bny Author

A Brus

T Thit ety should be wacmutically Baked @
[T This entry iz cace sensitive m
T Makeh whels words anby @

% B bR

EFEIE Y EERERE BN —dese| HOG S8 <@

wine caresty ()
Aot thes BITHL exdftor [I:I

| Path:
Formatting: HTAL foemat ()

Attachment: |
[optiomal] o3 be size: ZOME

Sevo changes | | Feved |

Brorwiia |

Note: You may or may not be able to add a new entry to the glossary, depending on how the instructor has set up
the course. If you can you should remember that everyone can view your entry.
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How to participate in a Chat session

A chat (Ea.) is a way for students to hold live discussions online. Click on the green numbers in the image below to
see the steps demonstrated.

1.

Click on the chat name to view a
description
Click the link 'Click here to enter
the chat now'. Participants already
in the chat room are listed v
The chat room opens in a new
window with the screen divided
into three parts:
0 Messages are displayed in the main part of the screen
0 Participants are displayed on the right hand part of the screen
0 You type your message in the
text entry box at the bottom of ! Hallo everyone!

Firstname Lastname
the screen besp

When you have typed your message
and press the 'Enter' key on the
keyboard to submit it to the group - see
standard protocols below

When you enter the chatroom you will
only see messages posted from that
point on. If transcripts have been
enabled for the chat session you can
view earlier comments at the end of
the session (instructions below)

To leave the chatroom, just close the chatroom window (cross at extreme top right of window)

For the more confident user: Because the chatroom has its own window, you can move back to the chat
description page and go to different pages or web sites while you monitor the open chatroom.

Be careful not to close the chatroom window

>>| @

A transcript of any chat can be recorded (option setting for the teacher). Steps to follow when viewing transcripts.

1.

NoubkwnN

Go to the chat description page, but don't click on the link to enter the chat

Click on the "View past chat sessions" at top right on screen

This page will list past sessions, along with the participants

Scroll down to the session you wish to review

Click on the "See this session" link

Read the transcript

When you have finished click on the "Continue" button to return to the session list page

Chat room protocols
Here are a few chat-specific protocols to make chats go more smoothly.

... (ellipses) - at the end of a line indicated that the speaker is still talking and so should not be interrupted
GA (go ahead) - means speaker is finished. Can be followed by a name, eg GA Karen, to indicate who should
take the floor

[bla bla bla] - square brackets means an interruption for notification (ie we only have 5 more minutes) but
not content

Facilitator will use CAPITALISATION to change the topic

? at beginning of sentence to indicate you have a question for speaker

use the @ symbol to respond to someone, eg "@Chris, | think you make a valid point there". This can be
useful when several discussion threads are happening at the same time.

Emoticons like the smile & :- ) and wink @; -) can also be used.




Using a Wiki

Many course's use wikis to support collaborative project work some use private wikis to allow students to keep
journals. Wikis allow you to create new web pages and easily add text and images.

Most of the content formatting can be done through the in-line Web editor - including copying and pasting text from
other documents. However, there are some tasks that require specific wiki formatting.

Creating a new page

New pages are created by linking to them from another wiki page. Trebuchet ljigey xj
1. Inthe [Edit] tab screen of an existing wiki page type the name of the new wiki EEIE T OS¢
page inside square brackets (e.g., [My Life Story]). | [My Life Story]|
2. After saving the page, a question mark will appear after the name of the new
page.

3. Click the question mark link. This will take you to the edit screen of the new page. My Life Story?

4. Enter content for the new page and click [Save].

Linking to an existing wiki page
1. Inthe [Edit] tab screen of an existing wiki page enter the name of the wiki page you want to link to within

square brackets (e.g., [My Life Story]).
2. Click [Save] when finished.

Uploading and inserting images
Students are able to upload picture files to a wiki.Only .jpg, .gif, and .png files are supported.

1. Inthe [Edit] tab screen for the page there is an option to upload files.

2. Click the [Browse] button to locate the image file on your computer. :
3. Double click on the selected picture file and click the [Upload] button. B -
A new browser window will open and show an internal reference for axfuif) [Exeve] |Coacel

your uploaded picture using the following syntax: | |
[internal://advertisement.jpg]

4. Copy this internal reference and close the browser window.

5. Place yoglr cursoLwhere yolu V\]/Cant the picture to appear in your wiki T I R 3] s
page an paSte the internal reference. The WPA, created under the Rocsevelt administrz

6. Click the [Save] button. of federally sponsored advertisement campaigns.,
artists through the WPA as a means to curb unemy

Tets buachui = |1lGm = = |y =

[internal: / /advertisement. jpg]
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