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User Manual 
 LearningCare Learning Management System 

Logging in to GroupWeb and LearningCare 

Figure 1 

 
 

1. Double click on Internet Explorer. Make sure you are using version 5.5 or above To check 
your version of Internet Explorer, click on Help, About Internet Explorer 

2. In the address bar, type http://www.learncare.uum.edu.my 
3. Type in your UserID and Password (Picture 1) 
4. Click Go 
 

Picture 1 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

http://www.learncare.uum.edu.my  



LearningCare User Manual, 2007  2 

Ó 2007 University Teaching and Learning Centre (UTLC), Universiti Utara Malaysia 

 
Creating Your Profile 
Figure 2 

 
 

1. The first step is to create your profile. Profile Information will allow your users to see 
information about you (course owner). You only have to do this once, i.e. the first time you log 
in into LearningCare 

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

Picture 2 

 
 

3. Now, enter the information that you wish your students to see. There are some required fields. 
All these fields must be filled. Otherwise you cannot proceed. All the other fields are optional.  

4. Once you have entered the information, click Submit. 

Click Here 
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Creating a Portfolio 

Figure 3 

 
1. Next is to create a portfolio. To do this, click on the My Portfolio icon. (Picture 4) 
 

Picture 3 

 
 

2. A My Portfolio Manager window will open. Click on New Portfolio. (Picture 5) 
 

 

 

Click Here 
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Picture 4 

 
 

3. A new window will open. Follow each step and type/select information that describe your 
portfolio 

4. Under Step 4 (refer Picture 6), you can set four options; portfolio status, moderate subscriber, 
portfolio type and Portfolio Sub Group. Under Portfolio Status, choosing Available will make 
the portfolio available for other users. Under Moderate Subscriber, by choosing Yes, you can 
control who access your portfolio. Under Portfolio Type, there are three options:  

a. Open -meaning that your portfolio/course will be listed under Resources and can be 
accessed both by UUM users and outside users through the elearn 
(http://www.elearn.uum.edu.my) portal  

b. Close - meaning that your portfolio/course will be listed under Resources and can be 
accessed only by UUM users 

c. System – meaning that the portfolio would not be listed under Resources and you 
nominate/invite users to view your course/portfolio 

Enter your staff number in the Staff No./Portfolio Sub Group box.  
5. Once you have entered the necessary information, click on the Submit button on the bottom 

right-hand corner of the browser. 
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Picture 5 

 

Managing Your Portfolio 

1. You will now be transported to another window (refer Picture 7 below) 
2. You can continue to create another portfolio here by following steps 1 to 5 above. 
3. You can also check the information that you have entered about your portfolio in this screen. If 

you need to change any information, click on the Modify button. Modify any information you 
want, then click the Submit button 

4. The next step is to manage your portfolio. Managing your portfolio will allow you to add 
information (announcements, documents, notes, images, etc.) into your portfolio. To manage 
your portfolio click on the Manage button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter your staff no. here 
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Picture 6 

 

Adding Information into your Portfolio 

1. Another window with a different set of menu (on the left side of your window) will now open 
(Picture 8). The window LearningCare Portfolio Manager displays 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 Manager allows you to manage your course users. In the Users Manager, you can add new 
users, enable or disable users, list your current users, search for a user, create groups and give certain 
privileges to a particular user. There are three ways in which users are added to the portfolio. 
 

1. Administrator adds users automatically 
 -  Since LearningCare is integrated with ASIS and GAIS, students are automatically added to 

the portfolio by the administrator. This will take place only if there is already a portfolio 
for the course.  

2. Owner invites users 
 -  A portfolio owner has the option of adding users to the his/her portfolio 
3. User subscribes to a portfolio 

- A user can subscribe to a portfolio which interests him/her 
 

Owner Invites Users 

Figure 4 

 

 
 

1. To invite users to view your portfolio, click on Users Manager. 
2. Then, click on Add User (Picture 10). 
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Picture 9 

 
 

3. Type in the User ID of the user that you would like to add (Picture 11). 
4. Then, enable the user so that he/she can access your portfolio.  
5. Once you have verified that the information that you have entered is correct, click the 

Submit button. 

Picture 10 
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User subscribes to a portfolio 

Figure 5 

 
 
1. When a user subscribes to your portfolio, he/she will be listed as an Unmoderated User. 
2. To add the user, click on Users Manager.  
3. Then, click on the Unmoderated Users tab (Picture 12). 

Picture 11 

 

 
 
4. You will see a window which lists all the unmoderated users. 
5. Click the Add button to the right of each user to add the user to your portfolio (Picture 13). 

 

Picture 12 
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Creating Groups 

Figure 6 

 
 
Within a portfolio, sub-groups can be created. Sub-groups are usually created if the portfolio owner 
wants to provide different information (announcements, notes, documents, etc.) for different groups of 
students. To create a sub-group, follow the steps below. 
 

1. Click on the Groups tab, then click the Add Group button (Picture 14) 

Picture 13 

 
 

2. A new window will open (Picture 15). 
3. Enter the Group Name that you wish to create and write a brief description if necessary. 
4. Click the Submit button 
5. You will now see the new group that you have just created. 
6. Repeat the steps above if you would like to create more groups. 

 

 
 
 
 
 

1  2 
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Picture 14 

 
 

Assigning Members to Group 

Figure 7 

 
 
Now that you already have your groups, you need to assign members to the groups. To do this, 
follow the steps below. 
 
1. Click the Manage button (Picture 16). 
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Picture 15 

 
 

2. Next, click the Add User button (Picture 17). 
3. You will now see a window with a list of all the students that has subscribed to your 

portfolio. Click on the Add button beside each name to add the particular student to the 
group. 

4. You can now assign different information in any of the modules to each of these groups. 

Picture 16 

 
Setting User Access Rights 

Figure 8 
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1. In the User Manager, you can set the access rights for your users. Each individual user can be 
given certain access rights. For example, let’s say you want to give Student X, the right to Add 
and Modify News Item. To do this, you need to: 

a. Click on the List Users tab (Picture 18). 
b. Find the user that you want to set access rights 
c. Click on Manage 

Picture 17 

 
 

d. Another window will now open (refer Picture 19). From the drop down menu, select 
the module that you would like set access rights. In this case, we will be choosing the 
News Module.  

e. Now, click on the Submit button. 
 

Picture 18 

 
 

f. Another window (Picture 20) will now open. In this window, set the access rights that 
you would like to give to Student X by checking one or all three boxes. 

g. Once you have done that, click on the Modify button. 
 

1 

 2 
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Picture 19 

 
 

h. Student X now has access in this case to the News Module and he/she could Add and 
Modify Own Items. As shown in Picture 19, the access given is indicated by the 
LearningCare icon. 

 

Picture 20 

 

1 2 
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Announcements 

Figure 9 

 
 

1. This is where you can post announcements to keep students informed of upcoming class events 
and new developments. Announcements are displayed in the System Tools menu under the 
“Announcement” heading. 

2. To post an announcement, click on the New Announcement button (Picture 22). 
 

Picture 21 
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3. An Announcement Manager window will open.  
4. In Step 1, enter the subject and message of your announcement 
5. In Step 2, you have some options to control who sees your announcement and when your 

announcement is displayed (refer to 1 on the diagramme) 
a. To ensure that your users can view the announcement, click Yes for Enable this 

Announcement and Public for Type of Announcement 
b. Next, set the availability date and the duration for which you want your announcement 

to be available. If you do not want to restrict availability based on date/time, you do not 
have to complete this section 

6. Once you have entered the necessary information, click on the Submit button on the bottom 
right-hand corner of the browser. 

7. You can view the announcement that you have just created by clicking on the My Portfolio 
button (refer to 2 on Picture 23) 

 

Picture 22 

 
 

Notes Manager 

 
1. This is where you add course notes for your students to access. Course notes can be added 

either by: 
a. typing in the information that you want into the text box that is provided or 
b. pasting information that you already have in your word processor, spreadsheet or 

database application 
2. Before adding notes, pay particular attention as to how you would like to order your sets of 

notes. LearningCare uses a “numbered outline” format. Example 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 
2.0 What You Need 

2.0.1 Hardware 
2.0.2 Software 
2.0.3 Creativity 

Category: Introduction 
 Title: Multimedia Skills 

1.0 The 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 
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1. Categories and Titles can be created simultaneously. To create them, click on New Notes 
(Picture 24) 

Picture 23 

 
 

2. A window will open (Picture 25) and you need to follow a few steps: 
a. Step 1 (Category); either select a category from the dropdown box if you have any. For 

first time users, type in the category for your notes. Make sure the checkbox on the left 
side is selected 

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

c. Step 3 (Options); select the Notes Availability checkbox to make your notes available to 
users. If you want to track who among your users have viewed the notes, select the Add 
Notes to Tracking checkbox. 

d. Click on the Submit button on the bottom right-hand corner of the browser. 
 

Picture 24 
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Creating Headings and Subheadings 

Figure 11 

 
 

1. Once, you have clicked on the Submit button, you will see a new window that displays the 
Category and Title of your notes. You can modify them by clicking on the Modify button or 
delete them by clicking on the Remove button 

2. Now, you need to create your Headers. To do this, click on the Heading button (Picture 26). 
You will now be transported to a new window, Notes TOC Editor.  

Picture 25 

 
 

3. Click on New Heading to create your first header 

4. Now, click on Modify or the grey arrow  to name your header (Picture 27) 
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Picture 26 

 
 

5. Another window will open (Picture 28). Fill in the necessary information in the fields given 
and click the Submit button 

Picture 27 

 
 

6. Notice that the words New Main Heading is now replaced with the information that you typed 
in Step 6 above.  

7. If you wish to add other notes under the same main heading, LearningCare allows you to create 
subheadings. To create a subheading, click on the grey downward pointing arrow . A 
window will open (refer to Picture 29 below). Follow the steps above to proceed. 

Picture 28 

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

Figure 12 

 
 

1. Click on the Edit button (Picture 29). 

Picture 29 

 
 

2. You will now be transported to the Notes Content Manager window (Picture 30). 

Picture 30 

 
 
3. In the large textbox (Step 1), type/paste your notes. Once you are ready, click on the Submit 

button 
4. Click on the Preview button to display your notes.  
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Documents Manager 

Figure 13 

 
 

1. This is where you add documents for your students to download. The documents that you 
add can be of any format (Word, PowerPoint, Excel, Director, Flash, etc.)  

2. To add a document, click on Documents Manager.  
3. Next, click on New Documents (Picture 32). 

 

Picture 31 

 
 

4. A window Documents Manager will open (refer to Picture 33 below) and you need to 
follow a four-step process to add the document 

a. Step 1; select or create a new document category. When creating new category, 
make sure the checkbox on the left side is selected 

b. Step 2; add your document by clicking on the Browse button. Once you have 
clicked on the Browse button, a window will open. Find the document that you 
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want, then click open. If you wish, type in the a brief description of the document in 
the Document Description box 

c. Step 3; this is where you set your document options. To ensure that your users can 
download the document, click Yes for Enable this Document and Public for 
Document Accessibility 

d. Step 4; once you have verified that the information that you have entered is correct, 
click the Submit button. 

Picture 32 

 
 

Forum Manager 

Figure 14 

 
 

1. Forum manger allows you to create online forums (discussion board) with your students.  
2. To start a forum, click on Forum Manager, then New Forum Topic (Picture 34) 
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Picture 33 

 
 

5. A window Forum Manager will open (refer to Picture 35 below) and you need to follow 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 topic in the Description box 

 Once you have verified that the information that you have entered is correct, click the 
Submit button. 

Picture 34 

 
 

Assessment Manager 

1. Assessment Manager allows you to create online course assessment. You can create a 
variety of different question items (MCQ, T/F, Short-Answer, Essay, etc.). However, only 
objective items (selected response) will be marked online by the system. 

2. In assessment, you also have a choice of constructing a quiz or a survey. To construct a 
quiz for your course, you have to begin by building question bank(s). A quiz is made up of 
question bank(s). A question bank contains questions. Once a question bank is built, you 
can assign it to the quiz. A quiz can have more than one (1) question bank. 
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Creating a New Question Bank 

Figure 15 

 
 
1. To create new question bank, click New Question Bank (Picture 36). 

Picture 35 

 
 

2. Create a Question Bank window with 2 steps is displayed as shown below (Picture 37). 
3. Select assessment and question bank type from the drop-down menus. 

Note: Open Bank type is for questions which are stand alone type. Referential Bank type is 
for questions which share the same reference. For example, you have 3 multiple choice 
questions which are based on a map or a passage. 

4. Next, click on Continue button. 
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Picture 36 

 
 

5. Window with steps 3, 4 and 5 is displayed (Picture 38). 
6. Fill in the required information in the relevant fields. The fields displayed depend on the 

assessment and bank type which have been chosen. 
7. After the fields are filled, click Continue.  

Picture 37 

 
 

8. After you have clicked the Continue button, the following window confirming the 
acceptance of question bank is displayed (Picture 39). 

9. Click Continue again if you want to create another question bank, otherwise click Add 
Quest to add questions to your bank. 
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Picture 38 

 
 
Adding Questions to a Question Bank 

Figure 16 

 
 

1. If you click Add Quest, window Add Questions to Question Bank is displayed as shown 
below (Picture 40). 

2. Select the category if you have created categories before. 
3. For first time user, check the Create new category box and fill in the category in the field 

next to it 
4. Next, select the format of question from the drop-down menu. 
5. Click Continue button to proceed. 
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Picture 39 

 
 

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

7. Fill in the fields with relevant information based on the question type you have selected. 
8. Click Continue button at the bottom to proceed. 
9. If you have wrongly chosen the question format, click Cancel button at the bottom. You 

are returned to the previous window. Reselect the format and click Continue. 
 

Picture 40 

 
 
10. Next, you will be displayed the following window (Picture 42) with preview of your 

question and confirmation on grading and feedback options. 
11. Fill in the fields and check relevant boxes. 
12. Click Continue to post your question to the bank. 
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Picture 41 

 
 

13. Previous window (Picture 40) Add Question to Question Bank will be displayed again for 
the next question. 

14. Repeat above steps to add more questions. 
 

Importing Questions from Existing Question Bank to a New Question Bank. 

Figure 17 

 
 
1. When you build a new question bank, you can import selected questions from already 

existing banks. 
2. Click Question Bank Manager. When the window (Picture 43) is displayed, click Manage 

button for the question bank to which you want to import questions. 
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Picture 42 

 
 

3. The following window (Picture 44) is displayed. The title of the question banks and the 
number of questions is this bank is indicated. The actual questions in this bank are 
displayed at the bottom. Click on the Import Questions button to import questions from 
other question banks. 

 

Picture 43 

 
 
4. A window displaying listing of question banks is shown as in Picture 45. 
5. Click Preview button to view questions for a particular bank. 
 



LearningCare User Manual, 2007  31 

Ó 2007 University Teaching and Learning Centre (UTLC), Universiti Utara Malaysia 

Picture 44 

 
 
6. The following window is displayed. (Picture 46) Put a check in the Click to Add button if 

you want to add this question. After you have checked the relevant boxes, click Import 
Selected button to add the questions into your new question bank. 

7. Click the Question Bank Manager on the left menu to confirm that the question you have 
imported is in the new bank. 

 
NOTE:  A question bank that has been assigned to a quiz cannot be reassigned to another quiz 
if the former quiz has been taken. However, you can import the question(s) in the bank to a 
new or different bank. 
 

Picture 45 

 

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

Click here to add this question  
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Creating a Quiz/Survey 

Figure 18 

 
 

1. After you have created question banks, you are ready to create a quiz or survey. 
2. First, click on Quiz Manager or Survey Manager on the left menu. 
3. The following window (Picture 47) will be displayed. 

 

Picture 46 

 
 

4. In this window, you have two alternatives: list existing quizzes or generate a new quiz. 
5. To list existing quizzes, select quiz category and click Submit button. 

 
NOTE:  The categories you have created will not be displayed in the list of your quizzes. It is 
only used only for easy listing of quizzes. 

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

9. For first time user, check the Create new category box and fill in the category in the field 
next to it 

10. Next, fill in the fields with relevant information or check boxes and follow the steps.  
11. Click Submit button at the bottom to proceed. 

 

Picture 47 

 

 
 

Inserting Question Bank(s) 

Figure 19 

 
 

1. The following window (Picture 49) will be displayed. 
2. In this window, you have the 6 setting to change:  to break quiz into sessions, to preview 

quiz, to set options of a quiz, to manage a quiz, to modify a quiz description or to remove a 
quiz. 
a. Session is to break quiz into different sessions. 
b. Preview is to view your quiz; however Preview button is not displayed if a quiz has not 

been assigned a question bank.  
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c. Set options is to set the availability dates, results, feedback, attempt, duration as well as 
security for the quiz. 

d. Manage is to assign question bank to the quiz you are creating. 
e. Modify is to change title, description and instruction for the quiz. 
f. Remove is to delete the quiz. 
 

Picture 48 

 
 

3. In order to Set options  you must first assign question bank to the quiz. 
4. To do this, click Manage  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 on Add button for the question bank(s) you choose to add to your quiz. 
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Picture 50 

 
 

Ordering Questions (Optional) 

Figure 20 

 
1. Questions in a question bank can be selected or arranged as randomize or order.  
2. Click on Quiz Manager and click Manage button for the quiz you want to manage. The 

following window (Picture 52) is displayed. 
3. Click Set Option button to set the arrangement of questions. 
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Picture 51 

 
 

4. The following window (Picture 53) is displayed.  
5. Click in the radio button for either random or order. Next fill in the number of question 

from the number available and click Submit. 
6. Next click Cancel to return to the quiz you have just managed. Click Quiz Manager to 

return to the listing of quizzes. 

Picture 52 
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Creating Session(s) 

Figure 21 

 
1. In order to make your quiz available to users, you have to create session(s) for your quiz. 

To do this click Session. The following window will be displayed. (Picture 54) 
 

Picture 53 

 
 
2. A quiz has to have at least one (1) session. Click New Session to create a session. Fill in the 

relevant information and click Submit. 
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Setting Options for a Quiz Session 

Figure 22 

 
1. After a session has been created, click Set Option to set availability, announcement and 

security options for your quiz.(See Pictures 55 and 56) 
 

Picture 54 

 

 

 

 

 

 

Set availability of quiz session 

Set date of quiz session 
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Picture 55 

 

 
 

2. Then click Submit 

Setting Administrative Options for Your Quiz 

Figure 23 

 

1. Click Set Options to set options for administration of the quiz. 
2. Set the options for the quiz as you wish by following steps 1, 2 and 3. (See Picture 57) 
3. Click Submit after you have set the options. 

 

Set announcement date 

Set security password 
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Picture 56 

 

 
 

Previewing and Testing Your Quiz 

Figure 24 

 
 

1. Your quiz is now ready and you can preview this quiz. 
2. To preview, click Quiz Manager 
3. Now, click Preview to preview your quiz. 
4. The following window (Picture 58) is displayed. You can take the quiz by clicking on Take 

This Test Now button. Take This Test Later button 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, click Grade Manager. 
2. The following window is displayed (Picture 58) 

 

Picture 58 

 
 

3. Here you can list the quizzes based on the category or you can view the scores in 
spreadsheet view. The number of attempt is also indicated. 

4. Click View to view summary of the scores. 
5. The following window is displayed (Picture 59) 

 

Click here to view summary  

No. of attempt  

Click here to view  in spreadsheet  
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Picture 59 

 

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

Picture 60 

 
 
8. This window displays the details of this students’ attempts. 
9. The eraser button is for deleting students’ attempts. 
10. The pen button is for editing and upgrading students’ grades for fill-in-the-blank and short 

answer or essay types questions only.  
11. Click on pen button to read answer and award marks for fill-in-the-blank and short answer 

or essay types questions. Click Submit and click Set this Attempt as Marked button. 
12. Click Cancel to return to the score details. 

Click here to view details  

Details of this student’s attempt  

Click here to edit/update grade  

Click here to delete this attempt  


