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Welcome to MyLearning

The online learning system, MyLearning allows the flexibility to learn at a time and place which suits you.
All that is needed is a computer (with some minimum software requirements) and a connection to the Internet.

To access MyLearning, you will need a MyLearning account. This account will be created after you have
enrolled.

Once your account has been created, your teacher will be able to enrol you into a range of units within your
course of study.

The types of learning materials available for each unit will differ and may include: online information booklets,
videos, interactive presentations, self-help assessments, checklists and much more. In some cases you may
even be able to complete your final assessment online.

Although you may be learning online both on-campus and externally, you will always have access to teachers
and support staff.



Logging in

Accessing MyLearning via the Student Portal — ONSITE

When using MyLearning whilst on campus using an institute computer, access via the Student Portal by
clicking on the MyLearning icon.

Once you have clicked on the MyLearning icon on the desktop, you will be automatically logged into your
MyLearning account and directed to your online courses.
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Accessing MyLearning via the Student Portal — OFFSITE

When accessing MyLearning whilst offsite either using your own computer or another mobile device, you will

still be able to access your online courses via the Student Portal. The steps involved are as follows:

Go to www.bendigotafe.edu.au click on the Students, Student Portal and MyLearning:
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You will now be required to log into the network.

User name type in your username which is your student number eg: 12345678

Password type in your Bendigo TAFE network password
Note: this is the password you use when logging onto a campus computer

If you have forgotten your network password, please use the FORGOT YOUR PASSWORD option or if
on campus, see your teacher or call ITCU on 03 5434 1700 to have your password reset

i’rﬁgmets,eci’iﬁtf -
Acceleration Server 2006

Security ( show explanation )

®  This is a public or shared computer
@ This is a private computer

Username: 12345678
Password: Your network password

Forgot your password? Log On

€ 2006 Microsoft Corparation. All rights reserved.

If you have entered your details correctly, once you click on Log On, you will be taken to the Student Portal.



http://www.bendigotafe.edu.au/

Once you have clicked on the MyLearning icon on the desktop, you will be automatically logged into your
MyLearning account and directed to your online courses.
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Using MyLearning with Internet Explorer

When you click on a file in MyLearning that needs to be downloaded, Internet Explorer will ask you if you wish
to open or save the file.

i N

Internet Explorer 28

What do you want to do with BSBMGT502B
Assessment 5 Template.docx?

Size: 44.7 KB
Frorm: btonline.bendigotafe.edu.au

< Open

The file won't be saved automnatically,
< Save

2 Save as

Cancel

L -~

If you click open you can view the file immediately, by clicking save you can save the file for later viewing.
(Note you can also save the file after opening it)



Finding your way around your online course

When you are logged in, you will see the online course/s you are enrolled in.
These are listed in your Course Overview and My Courses blocks.

HELPDESK ~ MY LIBRARY -

A MY HOME » MY COURSES

ATTENDANCE
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@ ADMINISTRATION

COURSE OVERVIEW testin
My profile settings

1
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28 Man

. R DANIEL SIB50110 TEST Welct
Edit profile 11 Jul,
Change password =l There are new forum posts
Roles Older
Security keys LMT50307-FD54-MIDYEAR-FASHN-2013-LMTFD5003B-ANAYL SE FIT MODEL
Messaging —
Blogs @
Badges LMT50307-MASTER-FA SHN-2013-CUVACD302A-PRODUCE COMPUTER-AIDED
i DRAWINGS @
Site administration
My ho
LMT50307-MASTER-FASHN-2013-LMTGN2001B -FOLLOW DEFINED OHS POLICIES AND Sit
Sit
PROCEDURES My
@ caLenpar i y

LMT41207-MASTER-RETAL-2012-L MTFD5004B-LMTGN4019A-BSBRES401A-MARKETING
CLUSTER

COLLABORATION-CYH-2012 CYH TEACHING & LEARNING COMMITTEE

There are new forum posts

DIGITAL LITERACY - ACE1

DIGITAL LITERACY - CHN1

“fou have assignments that need attention

There are new forum posts

AUR30405 MASTER-LIGHT-2012-AURE318966A-REPAIR INSTRUMENTS AND WARNING

SYSTEMS

AIDINANE MACTED I ICHT 20472 ANIDTINATAR CEDVICE DETDNI CIHIEI CVCTEMC



Blocks

At the side(s) of your screen, there are blocks of information.

These blocks can be expanded and collapsed by clicking on the small -
OR icons in the top right corner of the block. i

If you would like more room on your screen for your course, then you can
‘dock’ your blocks (in other words minimise) these blocks by clicking on

[<]
the small !icon which is in the top right corner of the block. The

block will then be attached to the left of your screen.

coaom =
in o L)

Messages

You can click on the ‘docked' block and it will appear.

Breadcrumbs and blocks are available for helping you find your courses.

Administration

Navigation Bl

My home
Site home
By clicking on the Navigation block, you can find your way to your courses, e
home page, information about yourself (your profile), and your blogs and tags % My courses

(in Site pageS). Community, Youth & Health Group

Technical Group
Learning Services Group
TESTING & DEVELOPMENT

Navigation Block



Courses Block

To go to your course, you can also click on the course name in the ig;%gﬂ?;—ﬁ-555-03i131;5:'?-2013{ _
My Courses block. Any course you are enrolled in is listed here. o eendnes hedh hody sysiems I @

health care context

5 CHC30212-ASSAC3413-ASSI1S-2013-
CHCCS411C-Work effectively in the community
sector

FF CHCB0112-ASSADD113-ASSIS-2013-
BSBMGTE08E-Manage Innovation and Centinuous
Improvement

] AUR30612-DC2141312F-DIPCT-2014-
AURAEA3D03-Moniter environmental and
sustainability best practice in the automotive
industry

] AUR30405-MASTER-HEAVY-2012-
AURT366108A-CARRY OUT DIAGNOSTIC
PROCEDURES

= AUR30511-MASTER-HEAVY-2012-
AURT366108A-CARRY OUT DIAGNOSTIC

About you - your profile

Administration Bl

You can see this information on your profile (and so can others in the # Course administration
course) by clicking on the Administration block: My profile settings ¥l Grades

= My profile settings
Edit profile
Security keys
Messaging

Blogs
Badges
Activity reports

Changing your account details
Click on Edit profile to update any of the fields in here.

(Please note, that your teacher and other students in the course can see this information).

When you are finished, select the button to save your changes.

Breadcrumbs

My home » CHCI0212-ASSACINIASSIS2013-HLTAPIMB

The location of the current course that you are in is displayed at the top of the screen.

This list is known as breadcrumbs and is similar to a file path.



Discussion forums

In your course, you may have Discussion Forums which are set up by the teacher.

Discussion forums are distinguished by this icon

To access the forum, you can click on the icon or the words next to it ie. The discussion forum name

Ask a question - Reply to a question - Make a statement...

. =g this forumm to put any questions or help solve someone else's
problems... or to make a statermentl

Contributing to a forum discussion
To contribute to the Forum, you can either:
¢ add a new topic by clicking on the Add a new discussion topic button, or

e add to an existing discussion by clicking on the name of a topic and adding/replying to any comments

Adding a new discussion topic

When you add a discussion, you must enter a Vo i e el ke
Subject name and a Message. See the example. s

Message-

You can add a file (eg a picture).

) Post to forum
When you are done, click on atthe . .

bottom left. P

If you change your mind, you will have 30 minutes to
edit or delete your post after you have posted it. 4



Contribute to an existing discussion

Discussion Started by Group  Replies Last post

hella BIANCA CHRISTIE 0 BIANCA CHRISTEE

If you would like to contribute to an existing - _ _ Fri, 1 Mar 2013, 10:07 Al
. . . . . . test submission j Provider Administrator o Provider Administrator
discussion, then click on the Discussion subject @ Th, 8 Now 2012, 2:33 P

name.

If the existing post is your own, then you can edit or
delete the post. E Re: hello

by automotive1 user - Tuesday. 1 July 2014, 11:38 AM

You can also Reply to the other pOStS by Selecting When you add a discussion, you must enter a Subject name and a Message. See the
Reply —see bottom right. example

You can add a file (g a picture)

You can then type yOUI’ message in the Message When you are done, click on at the bottom left

If you change your mind, you will have 30 minutes to edit or delete your post after you
) Post to forum have posted it
area and click :

Show parent | Edit | Delete | Reply

Search for a topic

You can search for a topic in a forum by putting the term in the search box at the top right

You can do an advanced search by leaving the search box empty and clicking on the Search forums option

earch results: 1
4  alina test forum -> test submission
a by Provider Administrator - Thursday, 8 November 2012, 2:33 PM
fhejhdjsfhsjkd sdihjshijdshisdis

See this post in context



Quizzes

Fa

The v icon shows that the activity in your course is a quiz

After you have completed this activity, you can check your Grades book to see what grade has been
recorded.

Completing a Quiz

To access the Quiz, you can click on the icon or the words next to it ie. The quiz name

Alina's test quiz

You will then be presented with some instructions. Aempts ellowed: 3
Grading method: Highest grade
Once you have read your instructions, if you are ready to

proceed with the quiz, click on

Confirmation
Read the information and again if still prepared to proceed

X

4\ Number of attempts allowed: 3. You are

Start attempt about to start a new attempt. Do you wish to
click on proceed?
Start attempt

. . Submit all and finish
When you have completed the quiz click on

If more than one attempt is allowed, you will be able to re-attempt the quiz by clicking on

Checking your Grade

After you have completed your quiz, you will be able to see your grade.

If there is an essay type question, it may not yet be graded, and this may = Course administration
not be your total mark. B
Grades

Example grade (essay still to be marked)

% numeracy quiz - 0100

Administration B I




Assignments

The = icon shows that the activity in your course is an assignment or essay.

After you have completed this activity, your Grades book will not show your grade until your teacher has
marked it.

Completing and submitting a TEXT/ESSAY ASSIGNMENT

To access the Assignment, you can click on the icon or the words next to it ie. The assignment name

You will then be presented with some instructions.

To write your assignment:

. _ Add submission _
1. directly click on and write your essay. OR

2. type your answer into Word or other text editing applications and then copy and paste it into your
submission (see below for tip).

Tip - The best way to do that is to:
e write the essay in Word

. ) Add submission
e copy it and go to select your assignment and

. . : | Insert
e then click on paste it in and click on

i Fasi o Word s
Paste from Wornd
Use CTRLEY an yowr Bevboard to paste the text into the window.
£553Yy. You can write it in Word and copy/paste it into here {the best
F -
.

.
The essay must go into the text box, and when you are ready, select

Apply OHS practices in the workplace assignment.

- Wp— Fagags
By EEE o REA
" 2 EHand-=3

Edit submission
You can keep going back until the due date to further edit your essay - by clicking on



Completing and submitting a — FILE UPLOAD ASSIGNMENT

This assignment is of the type that requires you to submit a file.

To access this assignment, you can click on the icon or the words next to it ie. The assignment name

To complete this assignment, you should read the assignment information, and then organise to complete it.

- Add submission
When you are ready to start submitting, select

Select

1 Server files

] alina

1 Recent files
#, Upload a file

Select Upload a file, then Browse fn My Private Files

Click on 3

Once you have submitted file(s) you can download, rename, move or delete the files

Edit submission
by clicking on

You can click on the little square icon next to the file you want and choose an option.

Edit budget-planner xls X

1§
Name: | budget-planner.xls
(&2 Files Author: | JAMIE IVAN BAKAJ
Choose license:| All rights reserved ﬂ
¥Ar
h—‘ Path:| / v
budget-planner.xls
Last modified: 19 June 2014, 3:19 PM
.
Vs Created: 19 June 2014, 3:19 PM

Size: STOKB

b




Adding a Comment for your teacher

Comments - you can write a Comment for your teacher by clicking

Comments (0

Submission comments
Save comment | Cancel
then type a comment, then Save comment

Final submission

Submit assignment
When you are completely ready to submit your assignment, click , then .

You will not be able to change anything once this has been done.



Grades

To check your grades at any time, go to Administration> Course administration> Grades

Administration B Il

= Course administration
E Grades

You will see your grades and feedback for all activities in the course.

User report - JAMIE IVAN BAKAJ

Grade item Grade Range Percentage Feedback

Alina Daniliuc SANDBOX

Assessment Dropbox - COM-NYC

Practical Task from Auto course - INCLUDES MARKING GUIDE - 0-100
& numeracy quiz - 0-100
w alina's quizzy = 0-100
& Evy's OHS Terms . 0-100

activity 1 - 0-100

In the drop down box at the top left, select Overview Report

User report
View
Overview

Lzer report

Overview Report will show your current overall grade for courses you are enrolled in.

Overview report - JAMIE IVAN BAKAJ

Course name Grade
AUR30712-MASTER-HEAVY-2014-AURTTKZ2001
AURDS-ALLAUTO-ALLSESS-LIGHT-2014-AURC270103A
AURD5-ALLAUTO-ALLSESS-LIGHT-2014-AURE218664A

AURDS5-ALLAUTO-ALLSESS-LIGHT-2014-AURE2186T6A



Messages

You can message other users on the site. Go to Messages block

Messages =

No messages waiting

Messages

You can click on Search people and messages.

| -ALLSE

Message navigation:

Hecent conversations

No mess Recent notifications
Courses
Message .2-MASTER-HEAVY-2014-AURTTK2001

ALLSESS-LIGHT-2014-AURC270103A
LGALLSESS-LIGHT-2014-AURE218664A
ALLSESS-LIGHT-2014-AURE218676A
ALLSESS-LIGHT-2014-AURE218708A
LALLSESS-LIGHT-2014-AURE219431A
ALLSESS-LIGHT-2014-AURE319166A
ALLSESS-LIGHT-2014-AURE319266A
ALLSESS-LIGHT-2014-AURE320666A
LGALLSESS-LIGHT-2014-AURE321171A
ALLSESS-LIGHT-2014-AURE321271A

All SFSS IGHT- 20 A-AILIBFA24ATAA

Search people and messages

Advanced

Eg type the name of the person you are wishing to send a message too (in this example Sarah).

You can then click:

Sarah Phillips Send a message to Sarah

Add Sarah in your contacts list

Block Sarah

See past messages to and from Sarah *

Sarah Phillips

Users found: 1

Sarah Phillips

Search people and messages allElEs)




Blogs

If you add a blog, please be aware that you can either:
e Let anyone on the site (not just your course) see it

e Let only yourself and the site administrator (who is not your teacher) see it

If you have an external blog, you can register it. You can also change the appearance of how you receive your
blogs.

My Home

You have a home page that you can use for your own purposes.

To go to your home page, go to click on the My Home link at the top left hand side of your page.

A MYHOME > MY COURSES

©

(B5B51407-MASTER-BUSIN-2012) - |
SIT30813-APPRENTICES-HOSPI-201
CHC50108-ALLSESS-ASSIS-2012 - C
CHCADMING04E MANAGE THE FINAP

AUMIRICCA AT MARKMASD TUC A0 AKID

Customising your home page

Customise this page
You can change this page by clicking on the button at the top right.
Once you have completed your edits ensure that you click the Stop customising this page button at the top

right.



Technical Information and troubleshooting

Minimum System Requirements for MyLearning Users

MyLearning is based on the Moodle Learning Management System.

To run MyLearning effectively you should, as a minimum, use the system components listed on this page.

If you do not, MyLearning may still work but some functionality may be lost.

When undertaking a MyLearning course from work, please be aware that workplace IT networked
configurations may restrict the functionality of MyLearning. Access to content may be affected, as may the
possibility of uploading files. File size limitations may also apply. Workplaces may also have older versions of
software, and Moodle may not perform well with these.

Recommended system requirements for using MyLearning online training system

WINDOWS MAC
Operating Windows XP or better Mac OS X 10.7 or better
system:
Processor: 2.4GHz or more Intel processor (Core 2 Duo)
RAM: 2GB or more 512MB
Internet: Broadband Internet connection (DSL or cable) is recommended
Dial-up access is not recommended for using MyLearning.
Bandwidth: As a minimum 700Kbps or more for simultaneous screen sharing and audio
conferencing
Browser: Internet Explorer 9.0 or later — (IE 10 required for drag and drop of files from outside

the browser into Moodle)

Google Chrome 22 or later - (recommended for optimal compatibility). Free
download.

Mozilla Firefox 15 or later - free download

Safari 6 or later (please note that there are known issues with Safari and TinyMCE,
the editor used in the text editor throughout MyLearning)
Opera 9 or later — available for computers, smartphones and tablets

Moodle.org have now officially dropped support for older versions of Internet
Explorer (6,7,8)

Browser settings:

All browsers should have the following enabled:

o Cookies

e Pop-ups (in both Internet browser and security software)
e Javascript

Additional Java — free download

software and Adobe Flash Player — free download

plugins: Adobe Acrobat Reader — free download
Microsoft Office (Word, Excel, PowerPoint) or an equivalent (e.g. Open Office
http://www.openoffice.org/ - free download)

Additional Microphone and speakers (built-in or USB headset)

hardware:

Mobile devices:

You can also access your Moodle courses using mobile devices, using the free
Moodle app. For assistance see:

e Moodle Docs Mobile app
o Mobile Moodle FAQs



http://windows.microsoft.com/en-AU/internet-explorer/downloads/ie-9/worldwide-languages
https://www.google.com/intl/en_uk/chrome/browser/
http://www.mozilla.com/en-US/firefox/ie.html
http://support.apple.com/downloads/#safari
http://www.opera.com/
http://java.com/en/download/index.jsp
http://get.adobe.com/flashplayer/
http://get.adobe.com/uk/reader/
http://www.openoffice.org/
http://docs.moodle.org/22/en/Mobile_app
http://docs.moodle.org/22/en/Mobile_Moodle_FAQ

Support and troubleshooting

If you are experiencing difficulties, please contact:

e your teacher OR
e MylLearning Support

The best method of contact for assistance is via email.

In the email include:

First name Last name Institute Student ID (Pm01012001, Mb03061972..etc)
In your email, outline the problem that you are having and try to give as much detail as possible.
Also include some screen shots showing the problem and a link to where the problem is occurring.

MyLearning Support

If requiring any support with issues that you are experiencing with the online courses you are enrolled in,
and/or your MyLearning student account:

MyLearning Support
Email:
Phone: 1300 329 330 or 03 5434 1836

Institute Network & Computer Support

If requiring support with your Institute network usernames, passwords, logging into the STUDENT
PORTAL and other general technical enquiries when using institute computers and equipment:

Information Technology & Communications Unit
E - Mail:
Phone: 03 5434 1700
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