Personal  Menu
This contains the following sections:
My assignments – work that you have set classes to complete and return to you

My digital locker –A secure folder for your own files and from where you may upload resources for use by students

My Files Explorer – allows you to select files from your PC and drag and drop them into your Digital locker – warning this will not work on College network

My Planner – your timetable. Use this to identify class codes

My Blogs – any blogs you have created will appear here – you are the moderator of these
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Digital locker
This is one of the key areas in the VLE.  It includes secure online storage for teaching materials.  This secure area may  only be accessed and seen by you.
It divides into two areas
Shared files – where you can store files which can be accessed by other staff
My files – for your own individual personal files

We have set the storage space available to its maximum for each member of staff 500mb.






How to create a folder in the digital locker 
Select where you wish to create the folder by pressing on the icon.
Select the “make new folder” option.
As it is being created remotely there will be a slight delay.
Folders can be moved by dragging and renamed.
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Naming and Moving folders
To move a folder you simply drag it.  Place the folder on the folder you wish it to appear in.
Re naming a folder is easy. Just click on the name of the folder you wish to change and type the new name.

Every time you make a change you will either be asked to confirm the change or a slight delay while the change is uploaded.

While the VLE is backed up we strongly advise you to keep copies of all files you upload.
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Uploading resources to your Digital locker
Any file type may be uploaded to your digital locker or a skills space.  
First you select where you want the file to upload to
Next press on “Add a new File” a red warning box will appear regarding the sizes of files that may be uploaded.  The maximum size of any individual file is 30MB using this method.
Select the single file you wish to upload and select “open”.
The screen will show how fast your file is uploading it is dependent on the speed of your internet connection.
 Video requires that it has been compressed and saved in a format that will play over the internet.







Once a file has been uploaded to the VLE and selected the menu will change.
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Uploading multiple files at one time – files explorer ONLY FOR HOME COMPUTERS
To upload multiple files at once you must use the “my files explorer “option, found in your “personal” folder.
This option cannot be used on the College network due to the network security settings. There is no maximum file size when uploading using this method.
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Learning Spaces – what are they
Learning spaces are at the core of a VLE.  They are areas (folders) that are managed by individual teachers and can only be accessed by students in their class.
They are initially created over the summer when the timetable is integrated into the College database called Facility.  The VLE reads the data in our database in real time updating who is in a class every time they log in.
Learning spaces divide into 2 types
The first is created when the timetable is integrated.   These learning spaces have 3 digit codes that are difficult to identify and should be re-named.  They also are DELETED at the end of a year when the new timetable is added..
The second are learning spaces created by teachers these remain and can be reused.  These must be created by individual staff.  These can be shared by staff within a Department.




Editing a learning space page
A learning space can be edited.  You can rename it and change what is displayed when opened.
When you see a this means you can edit some part of the page you are on either the menu names or the page itself.
To edit what appears on the learning space home page you click on the  on the white part of the page. Editing the page is exactly like using a word processor.  It does however have additional functions.  By leaving the cursor over any button it will tell you it’s function.  You will see that you can add the following elements to the page.
It is important that the correct naming convention is observed throughout the VLE
SUBJECT		YEAR / CLASS		TOPIC





[image: ]
[image: ]Changing the content of a learning space page
A learning space has one single “homepage”.  This can be edited to include whatever you want.  
When you have made changes and are navigating away from the page you will see a warning screen.  Press on leave this page. 

In the example opposite the title that appears on the learning space page has been edited.





Editing a learning space name
Learning spaces created automatically during the summer will have 3 digit codes.  These do not refer to a year or class.  To identify classes and learning spaces you must refer to your planner in the personal section of the VLE.  THESE LEARNING SPACES ARE DELETED AT THE END OF THE YEAR. Students do not see these codes.
They should be renamed the first time you log in.  This will make it easier for you to navigate, organise and upload material.
Click on the in the Menu.  This will then give you the option to rename the learning space.  IT assists if we all use the same naming convention for these
CLASS	SUBJECT	      TEACHER
The name change will appear on the screen while you are in that learning space but on leaving you will notice the old name appearing, this is not a mistake on entering the VLE again the name will have updated to the new one.
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On the menu press on the icon.
A new window will appear.  This allows you to manage learning spaces and create new ones.

Here you create, delete and move learning spaces.
This is also where you place content into learning spaces.




[image: ]Changing learning spaces names
Click on a learning space to select it.
On the right you will see its name and a brief description.

To change the name of a learning space you merely rename it in the box on the right, press “update” 
ALWAYS PRESS ON THE” SAVE CHANGES” BUTTON
Failing to do this will mean the changes will not be recorded and saved.
When you rename a learning space the change will not appear correctly until AFTER you have left the VLE and logged back in.
It is important that the correct naming convention is observed throughout the VLE
SUBJECT		YEAR / CLASS		TOPIC




[image: ]Modules – elements that can be added
In addition to uploading files to the VLE you can also add modules.  These are built in to the VLE and allow teachers to add elements such as   question sets, discussion groups, blogs, assignments, etc.

These will be covered in subsequent training sessions.

This menu appears in two places as a pull down menu under “add” and as a menu running across the base of the window.
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Adding content to a learning space
To add content to a learning space you select and drag an icon from the menu across the base of the window.  Drop the icon on to the learning space you wish it to appear in.
A new window will open showing your digital locker. You then select the file you wish to place in the learning space and click on “OK”.
Any file type can be placed in a learning space.







Once the file has been moved into the learning space it will appear.

Again you MUST CLICK ON “UPDATE” and “SAVE CHANGES”. 











Learning Spaces adding and creating
The key to using the VLE is to create new learning spaces rather than placing resources into the ones created by the timetable.  In this way they will continue to exist after the timetable has been changed (learning spaces created by the timetable are deleted once the year ends)
First you select the  icon.  This will open the window for adding resources and adding modules.
Select the icon to add a learning space.  Drag it into the existing learning space.
The window opposite will appear.
You may now select either to create a new learning space or to add a pre-existing learning space






Adding a pre-existing learning space
The window on the right will list ALL learning spaces that exist in the VLE. You can add any learning space from this list simply by clicking on it once and then pressing on “update” and the “save Changes”.  

It is important that the correct naming convention is observed throughout the VLE
SUBJECT		YEAR / CLASS		TOPIC
Creating a new learning space
Follow the same steps as before except instead of selecting an existing learning space you press on the + button.





[image: ]
On pressing the + button a small window will open.  
Here you name the learning space and, if you wish, provide a brief explanation of it. (this will assist you finding it should you wish to use it again)
The two examples opposite have not used the correct naming convention. It is important that the correct naming convention is observed throughout the VLE given the fact that there are already over 650 learning spaces in the system.
SUBJECT		YEAR / CLASS		TOPIC
For the change to occur you must

Press on the  “Update” button
And then the “Save Changes” button





At the end of today you will be able to:

Log on to skillspace
View menus
Open digital locker
[bookmark: _GoBack]Create and move folders in digital locker
Upload and move files in digital locker
View Planner
Understand what a learning space is
Rename a learning space
Edit learning space homepage
Add a file and video link to a learning space homepage
Create a learning space
Add content to a learning space and save it
Log out of skillspace

www.skillspace.com/wesleycollege
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