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undertake an individually designed programme which includes a
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1. Introduction

This guide is for learners who are using LtW to develop and undertake an individually

designed programme which includes a personalised Learning Plan.

It is designed to help you through the stages of developing your Learning Plan and

using the features of the LtW system.

You are encouraged to make use of the guidance available through the Support and

Advice menu block and — of course — the personalised advice provided by your tutor.

It might be an idea to print off this guide so that you can have it handy when

you need it.

Any problems?

If you can’t remember your password there is a ‘Forgotten password?’ link on the

login page.

For any other problems with using the system you should contact either your tutor

through the dialogue function or your university or college whose contact details can

be found on the ‘Welcome’ page that is displayed as soon as you've logged in.



2. My Details

The My Details area is used to hold contact information etc. and is initially
automatically created from your application form. It is your responsibility to maintain
the page in an up to date state.

The My Details are also allows you to change your password.

Edit My personal details

Select My details from the My Menu block to display the 'Edit my personal details'
page.
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Change the appropriate form field on the page and click on at the bottom of the
page to save the changes.

| acceptance2 » Edit my personal details
My Menu = Edit my personal details
My LEW I:Ir(:lﬁle Title Mrs
My dialogue . -
. First name |B|II |
My learning plan
My activities Last name |Gates |
Learning resources Home address line 1 23 Crigyll Road
My application N
s app Home address line 2
My notepad
My details Home address line 3
acceptance? forum Town Rhosneigr
Postcode LLE4 505
Support & Advice =
Home telephone 01407 811233
FHI_Q Home mobile 07812 799751
Quick help _ _
Support documents Home email [TLITE RSN
Example plans Work address line 1 University of Derby
System help Work address line 2 Keddlestone Road
Local resources
Work address line 3
Town



Change my password

Select My details from the My Menu block to display the 'Edit my personal details'

page. Click on |[Change password] at the bottom of the page to display the 'Change

password' page.

Change password

Username gatesb

Current Password™ | |

Mew password™ | |

Mew password (again)™® | |

[ Save changes H Cancel ]

Enter your previous and the new password, confirm your new password and then

click the [Save changes| button to save your new password.




4. Using Dialogue

The LtW system provides a messaging environment similar to a simple email system.
You will have access to the this messaging system, which allows you to create / read

/ print / sort messages to and from your tutors.

View unread messages

Select My dialogue from the My Menu block to display a list of any unread
messages. Any unread messages are always displayed to you when you go into

dialogue.

Navigate to the required message and select it. The contents of the message, plus
any attachments are displayed.

Derby » My dialogue » Read current dialogue *
My Menu = Read current message .
User management Created Date Sat, 07 Jul 2007 - 14:50:13 *
HEI management ;
Manage awards Created By
Manage resources
Applications Subject hella there
Ltw profiles ,
Application design Message content T T
My dialogue
My notepad Message attachment
Derby forum design_model_v0.2_learner_dialogue_ 20070723.0dt
My Dialogue = J

[DE|EtE] [Print] i

Create message
.. View dialogue
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View all messages

Select My dialogue from the My Menu block to display a list of any unread
messages and then select View Dialogue from the My Dialogue menu block to view
all messages sent and received.



Messages can be sorted by Date Sent, Sender, Type and Subject by clicking on the

icon next to each of these headings.

The message list can be searched for a specific message using the search form
shown in the right hand side panel. Specify the subject, sender, type, date range and
any content text required and click the button.

Navigate to a message and select it to display the contents of the message.
Create a message
Select from the My Menu block and then select

from the My Dialogue block to create a new message. The ‘Create new message’

page is displayed together with the list of possible recipients in the right hand column.

bgue » Create new message

Create new message

|

Recipient(s)

All associated tutors -

Subject

Message content

Complete the Subject and Message content boxes and select who you want to send
it to either by clicking on their name(s) in the Select Recipients panel or by ticking

the box next to ‘All associated tutors’.

Attach a file to send with the message if required by using the browse button below

the Message content box. Click on to send the message.

Leighton, Susan
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Reply to a message.

Navigate to a message you want to reply to and select it to display the contents of

the message.

Read current message

Created Date Fri, 18 Jan 2008 - 09:37:39
Created By Susan Leighton
Subject Your learning plan

Message content I would just like t0 53Y veeeees

[ Delete ] [ Reply ] [Print]
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Click the button to display a 'Create new message' page, complete the
appropriate boxes on the page and click the button.

Note: you can only reply to messages from your tutors. If you have been sent a

‘general message’ from your university or college you will not be able to reply to it.



5. My Profile

Your Profile is the means by which you and your programme of learning are identified

on the LtW system and it allows tutors and resources to be assigned to you

A note about terminology: There are two types of profile; cohort and individual,
and each profile has a particular features associated with it. If you are a learner
developing your own pathway you will have an individual profile. As an individual
learner it is most likely that your university or college will have given you access to all
the functions and resources that are on the system — this is called a ‘flexible
programme’. However, some universities or colleges may give individuals access to
only some features and resources — this is called a ‘prescribed programme’. All this
means is that you will be able to get to just the things that you need and not be
confused with those that you don't.

View my profiles

Select from the My Menu block to display your profile(s) — you will usually
have only one - and select your profile to display its details, including the names of

your tutor or tutors.

‘ acceptance2 » My Ltw profiles

My LEW praofile Type ~ Title Status Start Date
My dialogue Individual Gates, Bill - 20080116 Active
My learning plan

ap Page 1of 1

Learning resources
My application

My notepad

My details

If you have a learning plan attached to your profile (an as an individual learner you
probably will) it can viewed by selecting View plan. The next section of this guide is

all about developing learning plans.
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5. Developing My Learning Plan

Overview of the learning plan

The Learning Plan is the mechanism by which you set out your intended learning and
have it formally approved by your university or college so that it can lead to a

gualification (or award) or to a specified number of credits.

Note: most individual learners will have a learning plan but if you are using LtW only
to access one or more of the on-line modules it could be that you don't need a

learning plan. If this is the case the rest of this section will not be relevant to you.

If you have a learning plan you are required to develop the details of your plan with
your tutor or tutors. This will mean completing the plan overview, programme learning
outcomes and proposed modules and your tutor reviewing these and providing

feedback by way of dialogue or annotations on the plan.

When you and your tutor are satisfied that your plan is acceptable you submit it for

approval.

The following pages are largely to do with how you enter the details of your
plan on the LtW system. For help and advice on the content of your plan you
should look at the Step by Step Guide (which you can access from the My
Learning Plan menu block), and the relevant materials from the Support &
Advice menu block. At any stage of developing you plan you can always ask

your tutor for help.
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Viewing the learning plan

Select My learning plan from the My Menu block to display the learning plan

overview and the Learning plan menu block.

The Learning plan overview

page asks you to enter details

daCCe|

ptance2 Learning plan » View overview

of your experience and

Y¥our Learning Plan Actions

My Menu

Learning Plan =l your experience

Plan overview

Qut
Mod

View

Step by step guide

Prin

qualifications etc.

status is

[in design] Submit for approval

It also asks you to indicate the
award (or qualification) which

Learning plan overview : Starting your plan you are aiming for.

Finally it indicates the number
of credits which you will need

sty

we'd like to know more about ¥ L .
comes :;'g::.iﬁ::?d interests. Please write an aven to gain through completion of
ules relates to your programme. your modules in order to
v timetable

achieve the award.

t learning plan

If the plan is currently in
design stage (that is you are

AN e

Support & Advice = LEW builds on your work base . . o
' nwol::re you are current skills and expertise reﬁ still deVe|0p|ng it with your

FAQ - tutor) the overview page
Quick h:'f i J provides a link to enable the
Support documents .
E\:|:pl= - %+ plan to be submitted for
comtor ol approval.
System help Relevant We need to know where you's

Local resources

e ot existing gualifications, particul .
Qualifications If the plan is currently

approved the overview page
provides a link to enable a
request to be sent to your
tutor for the plan to be
renegotiated

—m;ﬁ“-qﬂﬁ_."“*m\uﬂmA%M.

Editing the learning plan

Select My learning plan from the My menu block to display the learning plan

overview and the Learning plan menu block.

Click the button displayed at the bottom of the page to enter text into the

plan or to edit existing text.

Complete the 'Work related experience', 'Where you are now', 'Relevant
Qualifications' and 'Purpose’ boxes. Each of these boxes contains advisory text to
provide some insight as to the purpose of the entry. You can enter as much text as

you need to in the boxes — you are not restricted by the size of the boxes on screen.

11



Remember to use the Step-by-Step Guide and the Support & Advice menu for help
with this.

Modify the 'Award Title' if appropriate and then complete the 'Intended Qualifications'
field from the drop down list. When an option is selected this will be saved
automatically and the page will be re-displayed with the levels and credits associated

with that award.

Your tutor will be able to see the details you are entering into you plan and can make
comments for you to see by adding annotations against any of the fields on the
learning plan. If an annotation has been made on your plan, then the 'view

annotation' icon (a stylised red pen) will display against the field.

Learning plan overview : Starting your plan

Your experience ;
A

Work related We'd like to know more about you, and your field of professional expertise and add
experience interests. Please write an overview of your current experience at work as it annotation
relates to your programme.

I have had extensive experience of Classical and Jazz music.

Annotations %
Susan Leighton - Fri, 18 Jan

2008

I think that you should also consider
a module in modern composition.

Where you are LtW builds on your work based skills. Please write a brief desc
now current skills and expertise relevant to your intended programi

| Lam piigng oihciopglinm oo phe U L 0 | g o g
Select the red pen icon to view the annotation.

To respond to the annotation either change the contents of the form field to reflect the

advice in the annotation or use '‘My dialogue' to respond directly to your tutor.

Adding or editing learning outcomes.

Select My learning plan from the My Menu block to display the learning plan

overview and the Learning plan menu block.

Select Outcomes in the Learning plan menu block to display the ‘Learning

outcomes’ summary page. Any existing Learning Otcomes will be displayed on the

page.

12



To add an outcome, enter the text of the outcome in the panel in the right hand
column and click [Createl. The new outcome will be added to the list displayed on the

page.

To edit or delete an outcome, select the outcome you want to edit or delete from the

list to display the outcome details page.

ing plan » View programme outcomes

I Learning outcome details

but not too detailed. They are, if you like, the “"headlines” of your LtW programme.

Details

To be able to play both traditional and modern Jazz at a high standard.

l Save Details ] l Delete Outcome ]

RN TR S & s g T gt

To edit the outcome, change the text and click [Save Details

To delete the outcome as a whole select click [Delete Outcome| and confirm the

deletion when prompted.

Add or edit learning modules.

Select Modules in the Learning plan menu block to display the Modules summary

page. Any existing Modules will be displayed on the page.

You should read the Step-by-Step guide and consult your tutor before starting to add
modules to your Learning Plan.

13
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To add a module

Enter a name for the module in the 'Add Module' block in the right hand column and
click on [Create]. The new module will be added to the list displayed on the page.

If you have access to any of the online Learning Resources they will be displayed in

the Assign resource modules block in the right hand column. If you have agreed

with your tutor that you will be using one of the Learning Resources on the system for

the basis of your module, select it from the right hand list to add it as a new module

to your plan.

To enter or edit module details select the module from the list to display the

module page.

Details for this module
Module Title

Level

Number of Credits
Start Date

End Date

Module Type
Module Code

Purpose of this module

What is your objective in undertaking this module ?

To better, ndersta%

ey

S ongage

ovisation te‘%
o

Jazz improvisation

5/HEZ2 : 5/HE2 .

50
9 | |January ¥
14 % | |March v

A pre-validated module

pRE N

2008 v 2

2008 v 2

niques as they apply to traditio
. J'\._l‘\'\‘“-"

nal j

In the Details for this Module
section modify the Module
title field if appropriate.

Select the right Level for the
this module from the drop
down list of levels associated
with your plan's award.

Complete the Start Date and
End Date if these are relevant.

Select the Module Type from
the drop down list as
appropriate. Complete the
Module Code field if advised
to do so by your tutor.

In the remaining sections of the page complete the following boxes as appropriate:

e Purpose of this module

e Module learning outcomes

e Activities

¢ Method of assessment and intended evidence.
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If your tutor adds an annotation to any area of your plan as you are developing it then
the 'View annotations' icon will be displayed alongside the appropriate area. Select

the icon to view the contents of the annotation.

When you have entered details click on [Save details| at the bottom of the page.
You are advised to do this frequently to avoid losing your work.

Assigning Programme Outcomes and Level Indicators

At the start of your Plan you will have set out the “headlines’ of your plan by
developing Programme Learning Outcomes. In order to be sure that the detail of
your plan is heading in the right direction you need to consider which Programme

Outcomes each of your Modules address and attach them appropriately.

There are also Level Indicators describing the expectations for each level of your
programme. These two need to be considered alongside your modules and attached

through the Plan.

To assign Programme Learning Outcomes to a module, select in the
Learning plan menu block to display the Modules summary page. Select the

appropriate Modules from those displayed on the page.

Select the |Assign programme outcomes| button at the foot of the module page to

display your list of outcomes. Check the box next to each outcome that you want to
assign to that module and then select the button.

To assign level indicators to a module, select the |Assign level indicators| button at

the foot of the module page to display the list of indicators that relate to the level of
the module. Check the box next to each of the indicators that you want to assign to

that module. The assignment will be saved automatically.

To delete a module, select the button displayed at the bottom of the page

and confirm the deletion.

15




Submitting your learning plan for approval

When you and your tutor are satisfied that your Learning Plan adequately meets your
objectives and will be acceptable to the university or college, then it can be submitted

for approval. To submit the plan select from My menu, select the

ISubmit for approval button and then confirm the submit when prompted.

Once your learning plan has been approved its status will change from “in design” to
“implementation” and will be ‘locked’ so that no further changes can be made.
Should you need to make changes you should discuss this with your tutor and submit

a request for renegotiation if appropriate (see Section 9).

16



6. Learning Resources

Accessing learning resources

The system includes some on-line learning packages (know as Learning Resources)
specifically created for LtW learners — you may have been given access to all or

some of these by your university or college.

To access a Learning Resource, select from My menu to
display the 'Access my learning resources' page. A list of all of the learning

resources associated with your profile is displayed.

Select the required resource by clicking the link. You will be prompted to save the
resource file if it is a physical file, or the linked web page will display in a new browse

window if it is an internet resource.

Note: your University or College may have also put onto the system a range of
resources and links that are specific, rather than general to all LtW learners
nationally. These are accessed through the Support & Advice menu block

which is described in Section 7.

17




7. Accessing Support and Advice

The Learning through Work system provides a range of documents and links

designed to help you through the process o f developing a learning plan, undertaking

your programme, preparing work for assessment and getting the most out of learning
though Work.

The following items are available through the Support & Advice menu.

FAQs

This links to a clickable list of frequently asked questions and answers.

Quick help
This links to a clickable list of helpful definitions, explanations and tips in a

range of areas to do with planning and undertaking your learning.

Support documents
This links to a clickable list of documents covering a range of topics that will
help you when you are planning your programme, doing your leraniung and

preparing assessments. .

Example plans
This links to a selection of summary learning plans in a range of subject

areas.

System help
This is the link to the User guide.

Local resources

This provides access to any resources and likns which have been provided by
your university or college. They will be specific, rather than general to all LtwW
learners nationally and could include access to key documents; location

maps, timetables and web-based learning content.

18



8. Using the Forum

Each University or College has a forum which any learner can contribute to and
participate in.

Participation in the forum allows you to communicate with other LtW learners in your
university or college and specifically to:

e create new discussion topics,

e post new discussion points to existing discussions

o reply to previously posted discussion points.

The person who creates a topic or a discussion point or a reply can also delete the

items which they have created, together with any responses to those items.

Create a new discussion topic

From My Menu block select the link to the university or college’s named forum to
display the top level discussion threads.

| DATI2 » CF101 L
&
.
People [-}] Social forum - latest topics
42 Participants Unsubscribs from thi
[ Add a new discussion topic ] .
y

Trad jazz club.
by Charlie Carker - Friday, 18 January 2008, 01:04 PM

Advanced search ® I am locking to start = trad jazz club in the Blends coffee bar on 2 mid-week evening. Is anyone interseted in performing OI
attending.

Upcoming Events .
Edit |
Tipare upgom event: . i, e, Digruss ghis tosh ngj
e PR VJ'M‘“‘*\ ‘I etk ST Y W sy T j\rs"

Create a new discussion topic by selecting the |JAdd a new discussion topic| button.

Complete the Subject and the Message fields and, if you want to, set up emalil

notification of posts or attach a file to the discussion for participants to access.

Save the new topic by selecting the |Post to forum| button.
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Post a comment or reply to an existing discussion

From My Menu block select the link to the university or college’s named forum to

display the top level discussion threads.

Navigate to a topic and view it by selecting the Discuss this topic link located at the

right-hand foot right of the topic. The comments posted against the topic, plus any

replies to those comments, are then displayed

Trad jazz club. -
by Charlie Carker - Friday, 18 January 2008, 01:04 PM "

I am looking to start a trad jazz club in the Blends coffee bar on a mid-week evening. Is anyone interseted in performing or attending.
Edit | Delete | Reply

Re: Trad jazz club.
by Susan Leighton - Friday, 18 January 2008, 01:07 PM

Hey Charlie, T think that's a great idea. I play alto sax.

Rock on dixieland.
Show parent | Edit | Split | Delete | Reply

.\._..A-M-m‘&\“-"‘“b Jw‘ ‘~-.JP‘M".__’_*M.\"-““'\.Jﬁ." 'J.“_‘"\“\.’\‘r"‘“-"-._"'.'\.\_‘/
To create a comment on the discussion, select Reply in the main topic panel.

To reply to an existing post, select Reply in the comment or reply panel of the post

itself.
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9. My Activities

When your Learning Plan has been approved a new item appears on the My Menu
block: This presents each of the modules which are attached to your

plan, and summarises each one on a single page.

This area allows your tutors to create a range of activities to supplement or

consolidate your learning. These may consist of assignments, quizzes, wikis etc..

To view any activities that your tutor(s) have added, navigate to the
page to display your modules. Activities assigned to the modules are displayed

beneath the module summary information.

i, .
N=ws forum

Jazz improvisation

Level: 10

Module Qutcomes: Extend my reportoire to the old dixieland favouritas,
Intended Activities:

Intended Evidence:

The assessment method will be by peer review.

Objective: To better understand improvisation techniques as they apply te traditional jazz.

@) ™o e Lesmbirct tzaming web e

%}T'z first formal a=signment - The history of Jazz.

Blowing euphoneum

Laval: 0

Module Outcomes:
Intended Activities:
Intended Evidence:
Objective:

- A "‘ Qe =y 4An-"’“"--*-..4.-d""“"“-‘ - - ’ T ™ thI JM‘"

To access a particular activity just click on the link.

A forum block is also displayed on this page on the left hand side. This links to a
forum that functions in the same way as your general university or college form
described in Section 8 except that access to it is restricted to members of a group or
cohort.
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10. What if | need to change my Learning Plan?

Once your learning plan has been approved it is locked and cannot be edited. If you
want to make any changes to your plan (and if you are taking a long programme it is
likely that you will do at some point) then you need to submit a request to your tutor
to do this. This is called re-negotiation.

To request renegotiation, navigate to your learning plan and select the

IRequest renegotiation| button at the top of the plan.

This will display a page that will enable you to enter some information on why and
what you want to change and send this to your tutor. Once you have entered some

text, click on the [Submit request button.

‘2 Request Renegotiation - Microsoft Internet Explorer provided by University for Industry E”E‘E|
File Edit view Favorites Toadls Help i
@ Back ~ () \ﬂ IEL‘ .l\, /"\J Search \:‘:/ Favorites  {£<) - :,’ #] ﬁ }j
address @] http: jmoodev 1.co.ukfacceptance2/ltw findesx. php learningplan/RequestRenegotiation/ 13 v| B e

~
rivacy statement | Tarms and Conditions Accessibility logged in as jake lake  logout i
Universi ty Lovel Qualifications & 4 | 3
Learning through Work o 3 - ) & UNIVERSITY
@tearndirect) Y il Of- DERBY
3 el
‘ acceptance2 ‘
My Ltw profile Request Plan Renegotiation
My dialogue
My learning plan Regquest renegotiation
My activities Reason for Renegotiation

acceptance2 forum

L Pl =
Plan overview
Submit Request

A G B -

Outcon

metable
p by step guide
Print learning plan

Ste|

Support & Advice =2

&] Done # Internet

e = C
75 start [ nbox - Microsoft Cut... | [ 2 Microsoft Word - 79 2 Internet Explorer B _ﬂ &) ®[F 11:47

If your tutor agrees that your plan can be changed he or she will re-set the status of
your plan to “in design”, it will be ‘unlocked’ and you can begin the process of
renegotiation.
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11. Other features of the system

My Notepad

You have access to a personal, single-page notepad which allows you to make notes
[ prompts / suggestions etc. to yourself. This notepad is never deleted so it

accompanies you throughout your use of the LtW system.

To add comments to or edit your notebook, select My Notepad from the My
Menu block to display the notepad page. Any entries previously made on the
notepad will be visible. These entries can be modified or deleted and new entries can
be added.

Select Clear notepad contents| to clear the notepad.

Select |Insert time and date] to add the time and date that you made the entry.

Select to save any entries made before closing navigating away from the

notepad.

Edit my notepad

H Edit my notepad

Friday 18 January 2008 13:10

rces

rum

ants

e

T

Had one positive response about my jazz club idea. looking good.|

[ save I [ clear notepad contents ] [ insert time and date

J
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My application

If you applied to your university or college through the LtW system your application

form will have been saved and you can view or print it at any point.

To view your application, select My application from the My Menu block and your

application form will be displayed.

You can print your application form or view the dates when it was submitted and

accepted using the buttons at the top of the application form on this page.
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