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User Manual
LearningCare Learning Management System

Logging in to GroupWeb and LearningCare

Figure 1

v

Open Internet Explorer
(Version 5.5 or higher)
(1.0)

v

Enter the following URL E”teFSUfer =
http:// &)
www.learncare.uum.edu.my ;

(2.0)
Enter Password
¢ (3.2)

Log In
(3.0)

A 4

Click OK
(4.0)

-

1. Double click on Internet Explorer. Make sure yoe asing version 5.5 or above To check
your version of Internet Explorer, click ¢telp, About Internet Explorer

In the address bar, typétp://www.learncare.uum.edu.my

Type in yourUserlD andPasswordPicture 1)

Click Go
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MitechPlus LearningCare KT Systam iz a web-basad fully integrated e-l2arning
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implerment and share effectively the use of tachnology to improve their intra
and inter-organizations learing process, Its major component consists of
Portfolio [Courses) Management System, e-learning Resources and MitachPlus
LesrningCare Portal Systam for outside users,
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Creating Your Profile
Figure 2

Required Information |
(2.1)
(Click OK in dialog box) '
(1.0) :
Optional Information |
\ (2.2)
Enter Personal Information ‘
(2.0)
Additional Information |
(23)
Click Submit P
(3.0) A

1. The first step is to create your profile. Profitddrmation will allow your users to see

information about you (course owner). You only h&welo this once, i.e. the first time you log
in into LearningCare

2. To do this, ClickOK in the dialog box.(Picture 3)

Picture 2
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Miciosoft Internet E splorer B

& Pleaze update pour Perzonal Infarmation before using this spstem

Click Here
* Fullnare

* E-mall

* Gender  Male  Female
* Address I
* postcode
* City
— H
[&] Opening page hitp: A e-web uum edu my educare/portfolio/ profile/ ?page=edit 0T[4 intemet

3. Now, enter the information that you wish your stotdeto see. There are some required fields.
All these fields must be filled. Otherwise you cahproceed. All the other fields are optional.
4. Once you have entered the information, clzkomit.
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Creating a Portfolio

Figure 3

I (2.1)

(1.0) ¢

(2.2)

(2.0) ¢

(2.3)
g (3.0) v
—
(2.4)

1. Nextis to create a portfolio. To do this, click thhe My Portfolioicon. (Picture 4)

Picture 3

2. A My Portfolio Managewindow will open. Click orNew Portfolio.(Picture 5)
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Picture 4

3. A new window will open. Follow each step and typé#st information that describe your
portfolio

4. Under Step 4 (refer Picture 6), you can set fodioop; portfolio status, moderate subscriber,
portfolio type andPortfolio Sub GroupUnderPortfolio StatuschoosingAvailablewill make
the portfolio available for other users. Unééoderate Subscribehy choosingres,you can
control who access your portfolio. Undeortfolio Type there are three options:

a. Open meaning that your portfolio/course will be listenderResourceand can be
accessed both by UUM users and outside users titbegelearn
(http://www.elearn.uum.edu.myortal

b. Close- meaning that your portfolio/course will be listedderResourcesnd can be
accessed only by UUM users

c. System+ meaning that the portfolio would not be listedierResourcesnd you
nominate/invite users to view your course/portfolio

Enter your staff number in the Staff No./PortfdBab Group box.
5. Once you have entered the necessary informatimk, @h theSubmitbutton on the bottom
right-hand corner of the browser.
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Picture 5

>

Enter your staff no. here

Managing Your Portfolio

1. You will now be transported to another window (refécture 7 below)

2. You can continue to create another portfolio hgréolilowing steps 1 to 5 above.

3. You can also check the information that you havered about your portfolio in this screen. If
you need to change any information, click onNedify button. Modify any information you
want, then click th&ubmitbutton

4. The next step is to manage your portfolio. Managiogr portfolio will allow you to add
information (announcements, documents, notes, imade.) into your portfolio. To manage
your portfolio click on theManagebutton.

0 2007 University Teaching and Learning Centre (UTLC), Unitidisara Malaysia



LearningCare User Manual, 2007

Picture 6

Adding Information into your Portfolio

1. Another window with a different set of menu (on ta& side of your window) will now open
(Picture 8). The windowearningCare Portfolio Managedisplays a summary of the portfolio
that you have created

Picture 7

2. Using the menus available, you can now add
information into your portfolio. You can add
information in any order by using any of the
available components (refer Picture 9)

Picture 8
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Using LearningCare Components

User Manager

The Users Manageallows you to manage your course users. Irltbers Manageryou can add new
users, enable or disable users, list your curreetts) search for a user, create groups and gitedrcer
privileges to a particular user. There are thregswa which users are added to the portfolio.

1. Administrator adds users automatically
- Since LearningCare is integrated with ASIS @#lS, students are automatically added to
the portfolio by the administrator. This will tagéace only if there is already a portfolio
for the course.
2. Owner invites users
- A portfolio owner has the option of adding wss&r the his/her portfolio
3. User subscribes to a portfolio
- A user can subscribe to a portfolio which intesésm/her

Owner Invites Users

Figure 4

(1.0)
(2.1)
r v
(2.0)
(2.2)
4’ (3.0
(2.3)

D

1. Toinvite users to view your portfolio, click avsers Manager
2. Then, click orAdd User(Picture 10).
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Picture 9

3. Type in the User ID of the user that you would likeadd (Picture 11).

4. Then, enable the user so that he/she can accespgmiolio.

5. Once you have verified that the information that y@ve entered is correct, click the
Submitbutton.

Picture 10
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User subscribes to a portfolio

Figure 5

(1.0)

@1)

(2.2)

1. When a user subscribes to your portfolio, he/shiebeilisted as akinmoderated User
2. To add the user, click ddsers Manager.
3. Then, click on th&Jnmoderated Usersb (Picture 12).

Picture 11

4. You will see a window which lists all the unmodeusers.
5. Click theAddbutton to the right of each user to add the usgoto portfolio (Picture 13).

Picture 12
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Creating Groups

Figure 6

(1.0) >
2.1)
p v
(2.0)
(2.2)
> (3.0)
(2.3)

D

Within a portfolio, sub-groups can be created. §udaps are usually created if the portfolio owner
wants to provide different information (announcetsgenotes, documents, etc.) for different groups of
students. To create a sub-group, follow the stepsA

1. Click on theGroupstab, then click thédd Groupbutton (Picture 14)
Picture 13

5 6

A new window will open (Picture 15).

Enter theGroup Namehat you wish to create and write a brief desaipif necessary.
Click the Submitbutton

You will now see the new group that you have justited.

Repeat the steps above if you would like to cre@ee groups.

ok wh
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Picture 14

Assigning Members to Group
Figure 7

47
v

(3.1)

i (3.2)

A

(33)

Now that you already have your groups, you neexssign members to the groups. To do this,
follow the steps below.

1. Click theManagebutton (Picture 16).
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Picture 15

2. Next, click theAdd Userbutton (Picture 17).
3. You will now see a window with a list of all theusients that has subscribed to your
portfolio. Click on theAddbutton beside each name to add the particular stude¢he

group.
4. You can now assign different information in anytleé modules to each of these groups.

Picture 16

Setting User Access Rights

Figure 8
(1.0)
i > 3.1)

(2.0) v

(3.0 ¢ |
(3.3) """ | i -

v I

34 | P { 3 }
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1. In theUser Manageryou can set the access rights for your users. Baovidual user can be
given certain access rights. For example, let’sysaywant to give Student X, the rightAald
and Modify News ItenTo do this, you need to:

a. Click on theList Userstab (Picture 18).
b. Find the user that you want to set access rights
c. Click onManage
Picture 17
d. Another window will now open (refer Picture 19)oRr the drop down menu, select
the module that you would like set access righmshis case, we will be choosing the
News Module.
e. Now, click on theSubmitbutton.
Picture 18

f. Another window (Picture 20) will now open. In thidndow, set the access rights that

you would like to give to Student X by checking areall three boxes.
g. Once you have done that, click on tedify button.
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Picture 19
h. Student X now has access in this case tiNéwes Modul@and he/she coulddd and
Modify Own ItemsAs shown in Picture 19, the access given is inditaty the
LearningCare icon.
Picture 20
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Announcements
Figure 9

A
(1.0)
4 (3.1)
(2.0) v
A
3.2)
(3.0) i
(3.3)
4.0)

1. This is where you can post announcements to keeests informed of upcoming class events
and new developments. Announcements are displayie: iSystem Tools menu under the
“Announcemeritheading.

2. To post an announcement, click on M&w Announcemebutton (Picture 22).

Picture 21
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3. An Announcement Managerndow will open.
4. In Step 1, enter the subject and message of yowguarcement
5. In Step 2, you have some options to control whae seer announcement and when your
announcement is displayed (refer to 1 on the dragra)
a. To ensure that your users can view the announceieak Yesfor Enable this
AnnouncemerdandPublic for Type of Announcement
b. Next, set the availability date and the duratiorvibich you want your announcement
to be available. If you do not want to restrictiéafality based on date/time, you do not
have to complete this section
6. Once you have entered the necessary informatimk, @h theSubmitbutton on the bottom
right-hand corner of the browser.
7. You can view the announcement that you have jestted by clicking on thiely Portfolio
button (refer to 2 on Picture 23)

Picture 22

Notes Manager

1. This is where you add course notes for your stugdenaccess. Course notes can be added
either by:
a. typing in the information that you want into thettéox that is provided or
b. pasting information that you already have in yoardvprocessor, spreadsheet or
database application
2. Before adding notes, pay particular attention dsotw you would like to order your sets of
notes. LearningCare uses a “numbered outline” farEdeample of the order in which
LearningCare display notes is as follows:
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Category: Introduction
Title: Introduction to Making Multimedia
1.0 The Stages of a Project
2.0What You Need
2.0.1Hardware
2.0.2Software
2.0.3Creativity
Category: Introduction
Title: Multimedia Skills
1.0The Team
1.0.1 Project Manager
1.0.2 Multimedia Designer
1.0.3 Interface Designer
1.0.4 Video Specialist

Creating Categories and Titles

@

Figure 10

(1.0) —
i (3.1)
v
(2.0
(3.2)
(3.0) ¢
(3.3)
4’ (4.0 ¢

(34)
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1. CategoriesandTitlescan be created simultaneously. To create theok ciNew Notes
(Picture 24)

Picture 23

2. A window will open (Picture 25) and you need tddal a few steps:

a. Step 1 (Category); either select a category froenditopdown box if you have any. For
first time users, type in the category for yourasotMake sure the checkbox on the left
side is selected

b. Step 2 (Title); type/paste in the notes title/sabj€ollowing that type/paste in a
description for this notes (NB: You do not typeteagour actual notes here; only a
description about your notes)

c. Step 3 (Options); select tiNotes Availabilitycheckbox to make your notes available to
users. If you want to track who among your usekehdéewed the notes, select thdd
Notes to Trackingheckbox.

d. Click on theSubmitbutton on the bottom right-hand corner of the brews

Picture 24
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Creating Headings and Subheadings

Figure 11

(1.0)

(2.1) D

(2.0) 22)

(2.3)

1. Once, you have clicked on tlseibmitbutton, you will see a new window that displays the
CategoryandTitle of your notes. You can modify them by clicking tve Modify button or
delete them by clicking on tliRemovéutton

2. Now, you need to create your Headers. To do thak on theHeadingbutton (Picture 26).
You will now be transported to a new windaMptes TOC Editor.

Picture 25

3. Click onNew Headindo create your first header
4. Now, click onModify or the grey arrow to name your header (Picture 27)

0 2007 University Teaching and Learning Centre (UTLC), Unitidisara Malaysia



LearningCare User Manual, 2007 20

Picture 26

5. Another window will open (Picture 28). Fill in threecessary information in the fields given
and click theSubmitbutton

Picture 27

6. Notice that the wordslew Main Headings now replaced with the information that you typed

in Step 6 above.
7. If you wish to add other notes under the same eading, LearningCare allows you to create

subheadings. To create a subheading, click ogrénedownward pointing arrow . A
window will open (refer to Picture 29 below). Falldhe steps above to proceed.

Picture 28

8. Now, you are ready to type/paste your actual notes.

0 2007 University Teaching and Learning Centre (UTLC), Unitidisara Malaysia



LearningCare User Manual, 2007 21

Adding Notes
Figure 12

(1.1)

(1.0)

1.2)
> :

(1.3)

1. Click on theEdit button (Picture 29).
Picture 29

2. You will now be transported to thdotes Content Manage&vindow (Picture 30).
Picture 30

3. Inthe large textbox (Step 1), type/paste your sicBnce you are ready, click on tBebmit
button
4. Click on thePreviewbutton to display your notes.
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@

(1.0) —

i (3.1)
v

(2.0)

i (3-2)

(3.0)

Documents Manager
Figure 13

(3.3)

D 09

1. This is where you add documents for your student®tvnload. The documents that you
add can be of any format (Word, PowerPoint, EXdekctor, Flash, etc.)

To add a document, click documents Manager.

Next, click onNew DocumentéPicture 32).

wnN

Picture 31

4. A window Documents Managewill open (refer to Picture 33 below) and you néed
follow a four-step process to add the document
a. Step 1; select or create a new document categdmgnWreating new category,
make sure the checkbox on the left side is selected
b. Step 2; add your document by clicking on Brewsebutton. Once you have
clicked on theBrowsebutton a window will open. Find the document that you
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want, then cliclopen If you wish, type in the a brief description betdocument in
the Document Descriptiobox

c. Step 3; this is where you set your document optibosensure that your users can
download the document, clickesfor Enable this DocumertndPublic for
Document Accessibility

d. Step 4; once you have verified that the informatlwat you have entered is correct,
click the Submitbutton.

Picture 32

Forum Manager
Figure 14

@

(1.0)

(2.0)
i (3.1)
(3.0) $
N (3.2)
(4.0)

]
C D

1. Forum manger allows you to create online forumsaassion board) with your students.
2. To start a forum, click oRorum ManagerthenNew Forum Topi¢Picture 34)
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Picture 33

5. A window Forum Managewill open (refer to Picture 35 below) and you néadbllow a
two-step process to add the document
a. Step 1; type in the topic of the forum.
b. Step 2; type in the details about the forum topithieDescriptionbox

Once you have verified that the information that yrave entered is correct, click the
Submitbutton.

Picture 34

Assessment Manager

1. Assessment Managalows you to create online course assessmentc#oicreate a
variety of different question items (MCQ, T/F, ShAnswer, Essay, etc.). However, only
objective items (selected response) will be makdahe by the system.

2. In assessment, you also have a choice of constguatquiz or a survey. To construct a
quiz for your course, you have to begin by buildipgestion bank(s). A quiz is made up of
question bank(s). A question bank contains questiOmce a question bank is built, you
can assign it to the quiz. A quiz can have mora thee (1) question bank.
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Creating a New Question Bank
Figure 15

—>
(3.1)
C_ ) ’
L (3:2)
(1.0) v
i (3:3)
(2.0) ;
L (3.4)
(3.0)
v
(3.5)
v
(3.6)
v
(3.7)

1. To create new question bank, clidkew Question Ban{Picture 36).
Picture 35

Create a Question Bankindow with 2 steps is displayed as shown belowt(Pe 37).
Select assessment and question bank type fronrdpeddwn menus.

Note: Open Bank type is for questions which aradtdone type. Referential Bank type is
for questions which share the same reference.>@mple, you have 3 multiple choice
guestions which are based on a map or a passage.

4. Next, click onContinuebutton.

wnN
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Picture 36

5. Window with steps 3, 4 and 5 is displayed (Pic&8®

6. Fill in the required information in the relevarglfis. The fields displayed depend on the
assessment and bank type which have been chosen.

7. After the fields are filled, cliciContinue.

Picture 37

8. After you have clicked th€ontinuebutton, the following window confirming the
acceptance of question bank is displayed (Pict@)e 3

9. Click Continueagain if you want to create another question batilerwise clickAdd
Questto add questions to your bank.
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Picture 38

Adding Questions to a Question Bank

Figure 16
(11)
v
(1.0
(1.2)
- ;
(1.3)
v
Click
(1.4)

choose

1. If you click Add QuestwindowAdd Questions to Question Baislkdisplayed as shown
below (Picture 40).

Select the category if you have created categbeésre.

For first time user, check ti@reate new categoyox and fill in the category in the field
next to it

Next, select the format of question from the dromd menu.

Click Continuebutton to proceed.

wnN

S
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Picture 39

6. A new window with fields for new question will bésglayed as shown below (Picture 41).
It indicates the steps for you to follow.

Fill in the fields with relevant information based the question type you have selected.
Click Continuebutton at the bottom to proceed.

If you have wrongly chosen the question formatkGancelbutton at the bottom. You

are returned to the previous window. Reselectahaat and clickContinue

© N

Picture 40

10. Next, you will be displayed the following windowi¢®ure 42) with preview of your
question and confirmation on grading and feedbations.

11.Fill in the fields and check relevant boxes.

12.Click Continueto post your question to the bank.
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Picture 41

13. Previous window (Picture 4@dd Question to Question Bamkl be displayed again for
the next question.

14.Repeat above steps to add more questions.

Importing Questions from EXxisting Question Bank to a New Question Bank.
Figure 17

> @.1)
v
(1.0) 2.2) <
i v
(2.0) 23)
v
Click
(2.4)
v
Click
(2.5)

1. When you build a new question bank, you can impel¢cted questions from already
existing banks.

2. Click Question Bank Manager. When the window (Riet3) is displayed, clicklanage
button for the question bank to which you wantbport questions.
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Picture 42

3. The following window (Picture 44) is displayed. Ttitée of the question banks and the
number of questions is this bank is indicated. d¢tal questions in this bank are
displayed at the bottom. Click on thmport Questionsutton to import questions from
other question banks.

Picture 43

4. A window displaying listing of question banks i#m as in Picture 45.
5. Click Preview button to view questions for a partér bank.
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Picture 44

6. The following window is displayed. (Picture 46) Rutheck in th€lick to Addbutton if
you want to add this question. After you have cleeécthe relevant boxes, clitkport
Selectedutton to add the questions into your new quediamk.

7. Click the Question Bank Manager on the left menaodwofirm that the question you have

imported is in the new bank.
NOTE: A question bank that has been assigned to a quizat be reassigned to another quiz

if the former quiz has been taken. However, youiogort the question(s) in the bank to a
new or different bank.

Picture 45

Click here to rearrange the questions
l Click here to import questions checked

~a

Click here to add this question
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Creating a Quiz/Survey

Figure 18
o

@ (2.1)

v

(1.0

i 2.2)

(2.0) | v
(2.3)

v
(2.4)

1. After you have created question banks, you areyremdreate a quiz or survey.
2. First, click onQuiz Managewor Survey Manageon the left menu.
3. The following window (Picture 47) will be displayed

Picture 46

4. In this window, you have two alternatives: list&kig quizzes or generate a new quiz.
5. To list existing quizzes, select quiz category alick Submitbutton.

NOTE: The categories you have created will not be dygalan the list of your quizzes. Itis
only used only for easy listing of quizzes.

6. Selected quizzes will be displayed below it.
7. To create a new quiz, clidkew Quizbutton. A window (Picture 48) is displayed.
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8. Select the category if you have created categbeésre. This means that you would like
this new quiz to be grouped under this category.

9. For first time user, check ti@reate new categoryox and fill in the category in the field
next to it

10. Next, fill in the fields with relevant informatioor check boxes and follow the steps.
11.Click Submitbutton at the bottom to proceed.

Picture 47

Inserting Question Bank(s)

Figure 19
(1.0)
> @) <
(2.0) v
(2.2)
1. The following window (Picture 49) will be displayed

2. In this window, you have the 6 setting to chantebreak quiz into sessions, to preview
quiz, to set options of a quiz, to manage a qoimaodify a quiz description or to remove a
quiz.

a. Sessions to break quiz into different sessions.
b. Previewis to view your quiz; howevd?reviewbutton is not displayed if a quiz has not
been assigned a question bank.
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c. Set optionss to set the availability dates, results, feedbatiempt, duration as well as
security for the quiz.
d. Manageis to assign question bank to the quiz you aretioiga

e. Modifyis to change title, description and instructiontfog quiz.
f. Removas to delete the quiz.
Picture 48
3. In order toSet optionsyou must first assign question bank to the quiz.
4. To do this, clickManage button.
5. The following window (Picture 50) will be displayed
6. Click Insert question bank.
Picture 49

7. The following window (Picture 51) is displayed.
8. Click onAddbutton for the question bank(s) you choose to adetr quiz.
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Picture 50

Ordering Questions (Optional)

Figure 20
: —»
v 3.1)
(10) v
(3.2)
2.0
( i ) 3
3.0) (3.3)
v
(3.4)
1.

Questions in a question bank can be selected anged as randomize or order.

2. Click onQuiz Manageiand clickManagebutton for the quiz you want to manage. The
following window (Picture 52) is displayed.

3. Click Set Option button to set the arrangementugfstjons.
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Picture 51

4. The following window (Picture 53) is displayed.

5. Click in the radio button for either random or arddext fill in the number of question
from the number available and cli€ubmit

6. Next click Cancelto return to the quiz you have just managed. Gllckz Managerto
return to the listing of quizzes.

Picture 52
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Creating Session(s)
Figure 21

(1.0)
v (CAD
(2.0) L
v
(3.2)
(3.0 i
(3.3)

1. In order to make your quiz available to users, lgave to create session(s) for your quiz.
To do this clickSessionThe following window will be displayed. (Pictusd)

Picture 53

2. A quiz has to have at least one (1) session. Glek Sessioto create a session. Fill in the
relevant information and clicRubmit

0 2007 University Teaching and Learning Centre (UTLC), Unitidisara Malaysia



LearningCare User Manual, 2007 38

Setting Options for a Quiz Session
Figure 22

(1.1

(1.2)
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1. After a session has been created, cBek Optiorto set availability, announcement and
security options for your quiz.(See Pictures 55 56

Picture 54

~¢————— Set availability of quiz session

~¢——— Set date of quiz session
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Picture 55

~@¢—— Set announcement date

/ Set security password

2. Then clickSubmit

Setting Administrative Options for Your Quiz
Figure 23

e
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(1.0)
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(2.4)

1. Click Set Optiongo set options for administration of the quiz.

2. Set the options for the quiz as you wish by follogvsteps 1, 2 and 3. (See Picture 57)
3. Click Submitafter you have set the options.
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Picture 56

Previewing and Testing Your Quiz

Figure 24
g @)
v
(1.0) 22)
; !
(2.0) | 2.3)
1. Your quiz is now ready and you can preview thizqui
2. To preview, clickQuiz Manager
3. Now, click Previewto preview your quiz.
4. The following window (Picture 58) is displayed. Yoan take the quiz by clicking drake

This Test Nowbutton.Take This Test Latdyutton will take you back to the setting.
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Picture 57

Using Grade Manager

1. To view quiz/test scores of your students, clériade Manager
2. The following window is displayed (Picture 58)

Picture 58

Click here to view in spreadsheet

Click here to view summary

No. of attempt

3. Here you can list the quizzes based on the catemoygu can view the scores in
spreadsheet view. The number of attempt is alSoated.

4. Click Viewto view summary of the scores.

5. The following window is displayed (Picture 59)
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Picture 59

Click here to view details \

6. To view further details, clickiewin this window.
7. The following window is displayed (Picture 60)

Picture 60

Details of this student's attempt

Click here to edit/update grade

Click here to delete this attempt \

.

8. This window displays the details of this studeatsempts.

9. Theeraserbutton is for deleting students’ attempts.

10. The penbutton is for editing and upgrading students’ gsatbr fill-in-the-blank and short
answer or essay types questions only.

11.Click onpenbutton to read answer and award marks for filtha-blank and short answer
or essay types questions. Clicktnitand clickSet this Attempt as Markéxditton.

12.Click Cancel to return to the score details.
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