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undertake an individually designed programme which includes a 

personalised Learning Plan. 
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1 .  I n t r o d u c t i o n  

 
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.   
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2 .  M y  D e t a i l s  

 
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. 

 

 

Change the appropriate form field on the page and click on Save at the bottom of the 

page to save the changes. 
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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. 

 

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

click the Save changes button to save your new password. 
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4 .  U s i n g  D i a l o g u e  

 
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. 

 

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. 
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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 Search button. 

 
Navigate to a message and select it to display the contents of the message. 

 
Create a message 
 

Select  My Dialogue  from the My Menu block  and then select Create message 

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. 

 

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 Send to send the message. 
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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. 

 

Click the Reply button to display a 'Create new message' page, complete the 

appropriate boxes on the page and click the Send 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. 
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5 .  M y  P r o f i l e  

 
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 LtW Profile 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. 
 

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 .  D e v e l o p i n g  M y  L e a r n i n g  P l a n  

 

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 

qualification (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 
of your experience and 
qualifications etc. 
 
It also asks you to indicate the 
award (or qualification) which 
you are aiming for. 
 
Finally it indicates the number 
of credits which you will need 
to gain through completion of 
your modules in order to 
achieve the award. 
 
If the plan is currently in 
design stage (that is you are 
still developing it with your 
tutor) the overview page 
provides a link to enable the 
plan to be submitted for 
approval. 
 
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 

 
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 Edit plan 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. 
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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. 

 

 

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. 
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To add an outcome, enter the text of the outcome in the panel in the right hand 

column and click Create.  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. 

 

 

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.  

 



 14

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. 

 

 

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: 

 

• Purpose of this module  

• Module learning outcomes  

• 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 Modules 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 Save 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 Delete button displayed at the bottom of the page 

and confirm the deletion. 
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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 My learning plan from My menu, select the 

Submit 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). 
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6 .  L e a r n i n g  R e s o u r c e s  

 

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 Learning resources 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. 
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7 .  A c c e s s i n g  S u p p o r t  a n d  A d v i c e  

 
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 LtW 

learners nationally and could include access to key documents; location 

maps, timetables and web-based learning content. 
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8 .  U s i n g  t h e  F o r u m  

 
 
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: 

• create new discussion topics,  

• post new discussion points to existing discussions 

• 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.  

 

 

Create a new discussion topic by selecting the Add a new discussion topic button. 

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

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 

 
 

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 .  M y  A c t i v i t i e s  

 
When your Learning Plan has been approved a new item appears on the My Menu 

block: My Activities.  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 My Activities 

page to display your modules. Activities assigned to the modules are displayed 

beneath the module summary information. 

 

 
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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1 0 .  W h a t  i f  I  n e e d  t o  c h a n g e  m y  L e a r n i n g  P l a n ?  

 

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  

Request 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. 

  

 
 

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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1 1 .  O t h e r  f e a t u r e s  o f  t h e  s y s t e m  

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

notepad. 
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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. 


