VLE Administration Matters
Adding internal guests & temporary students to your module

All staff and students have a VLE account.  As module tutor, you have administration rights to add other internal members of staff to your modules:
	Non-editing teacher
	Non-editing teacher role can be allocated by the Teacher of the module. 

The non-editing teacher has read access to all module areas, including assignments and grades. However, this role is not permitted to change activities.

	Department Admin
	Department Admin role can be added by Module Teachers.  
The Department Admin role has permission to read all areas of the Module, including assignments, however, write access is not permitted.

	Librarian
	The Librarian role can be allocated by the Teacher of the Module. 
Librarian role allows the holder to add documents to the Module, however the role is not permitted to write or change activities within the Module.

	Student Support
	Student support role can be allocated by the Teacher of the Module. 
The Student support role has read access onto the module.

	External Examiner
	External Examiner role can be allocated by the Teacher of the module. 
The External Examiner role has read access only the module.
NB - External examiners need to have additional permission as they sit outside TSD systems, this system is currently under development.

	Note taker
	Note Taker role can be allocated by the Teacher of the Module. 
The Note Taker role has read access onto the module. 

	2nd Marker
	2nd Marker role can be allocated by the Teacher of the Module.
The 2nd Marker role allows the role holder to access assignments, read, comments and grade. The 2nd Marker role holder is not able to administer or change any other part of the module. 

	Students Temporary 
	Temporary student role can be allocated by the Teacher of the Module. 
Teachers can add students who are not assigned automatically through SITS onto their module as Temporary students. These temporary students can then be identified for administrative purposes as additional students within the module. Temporary students have all the same privileges and access as the student role.


So, how do you add someone to your module?

From your module page, go to the Administration bar
[image: image1.png]3 settinas

£8 Assian roles

[ Grades

2 Groups




Click on Assign roles.  This will take you to a table that explains each role (as above).

Click on the role you wish to add, and this will take you to another screen with options:
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The screen will not change a great deal, it will show you all the names that match your search, (in this case all the Pauls on the system, it is therefore better to use the full name to narrow your search)
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This person will then appear in the Existing users box and have been added to the module for the duration you have chosen from the date you have chosen.

You can check this by returning to your module page and looking in the Assign roles area:
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If you have any questions please don’t hesitate to contact Kathryn or Paul who will be happy to help you.

Decide on the date you wish to allow access from.





Decide on the length of time you wish to allow access to your module





Add the name of the person you wish to add, then click on Search





Click Add


If you wish to remove someone already on your module, then click on Remove





Find the person you wish to add to your module and highlight
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