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| ntr oduction

What to Expect From this Manual

This user manual helps you to make yourself familiar with OpenOLAT while thoroughly explaining it's
functionality.

The OpenOLAT manual is meant for peopleinterested in e-learning aswell asin making use of OpenOLAT for
variousreasons. |f you have not worked with OpenOLAT (former OLAT) before you will get more information
on how to get started with thislearning platform step by step which includes searching for predefined learning
content, its adaption, as well as the handling of collaborative tools.

Perhapsyou were already an experienced OLAT user but now you want to provide otherswith learning content
in OpenOLAT. In this case the chapters on |earning resources, course elements, course editor and the ones on
how to create courses or tests will assist you in your work.

If you were aready an OLAT expert this manual will serve as a work of reference. Its table of contents is
there to guide you; the PDF version additionally provides an index in order to find what you are looking for
asfast as possible.

Thisisan extended Adaption of the"OLAT 7.1 - User Manual", used under a Creative Commons Attribution-
NonCommercia-ShareAlike license.

Manual's Structure

This manual consists of four parts. The chapters 1 - 3 deal with the Introduction to this L ear ning Platform.
Chapter 2 concentrates on OpenOLAT's basics. You will learn that OpenOLAT is an open-source learning
platform with several different OpenOLAT user roles at your disposal. Chapter 3 shows you how to register in
OpenOLAT, how to use further features on the login page, and finally how to log off.

In the second part you will learn How to Use OpenOL AT . Please read Chapter 4 after registering and choosing
an OLAT user name in order to get further information on its structure and different possibilities to configure
your homepage, the so-called "Home." The following Chapter 5 deals with OpenOLAT's concept of groups,
e.g. which group types are feasible in various scenarios. Let yourself get inspired and create your own didactic
concept. Chapter 6 concentrates on OpenOLAT's primary concern, on learning resources. There are different
types of learning resources and this chapter also tells you how to find learning content. Should you have
difficulties while working on some learning content you can get help in Chapter 7. Course elements aswell as
possible learning activities will be explained from the participant's point of view.

Do you want to create courses for yourself? The third part of this manual is dedicated to the Creation of
L earning Content. Chapter 8 contains step-by-step instructions on how to prepare a course before authorizing
course participants to get access. Course elements as well as feasible configurations in the course editor will
be described in detail in the following Chapter 9.

If you want to create further learning resources to be included in your course the following chapters will be
useful: "Creating CP Learning Content”, "Creating Wikis', "Creating Podcasts', "Creating Blogs", "Creating
Tasks', "Creating Portfolio Tasks', "Managing Topics of Topic Assignments', and "Creating Tests and
Questionnaires'.

http://www.frentix.com - 10.4.2012 4



OpenOLAT 8.1 - User Manual

Your learning content is now completed, published, and frequently used by course participants. Chapter 18
will tell you whereto find course results, where to assess achievements or how to archive your learning content
after your course's completion.

In the fourth part, in Chapter 19, you can make yourself familiar with technologies and tools that will facilitate
your work within OpenOLAT. We recommend these tools that complement OpenOLAT's features since many
OpenOLAT users can tell you about their positive experience they have made with OLAT over the years.

Depending onyour OpenOLAT user roleyou will beinterested in various chapters of thismanual. The chapters
1 - 4 and 7 describe features that are at the disposal of all OpenOLAT users. Chapter 5 and 6 first deal with
information regarding all users. The second part then concentrates on specific author features. The chapters
8 - 18 are only relevant for OpenOLAT users without any author rights if a course author has provided these
users with certain tasks, e.g. the mentoring of groups. Chapter 19 can help authors who work with OpenOLAT
regularly and who want to get familiar with further auxiliary technologies.

Further Sources of Information

Context-Sensitive Help

While working with OpenOLAT you cannot only dispose of this manual but also use OpenOLAT's context-
sensitive Help. This Help feature explains the options you have regarding OpenOLAT's configuration--right
where you are at that particular moment. Y ou will recognize this feature by a question mark icon. Just click on
that icon to open the context-sensitive Help feature within a new window.

Support
Please contact your local support team.
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General Information on this Learning Platform

This chapter gives an account of OpenOLAT's development and of the people behind this system. Then you
will learn something about the requirements you have to comply with when working in OpenOLAT and its
technology. Finally you can acquaint yourself with al of OpenOLAT's user roles.

I nformation on OpenOLAT

OpenOLAT derivesfrom OLAT which means"Online Learning and Training", and is an open-source learning
platform. In 1999 OL AT waslaunched by the Computer Science Department at the University of Zurich (UZH).
In September 2000 the OLAT team at that time won the MEDIDA Prix. This as well as OLAT's success
opened new possibilities: In 2001 the Computer Science Services at the UZH took charge of OLAT, offering
professional operation and support aswell asfurther software development. OLAT has been used asa strategic
learning platform at the UZH since 2004. At present OLAT is employed at all faculties of the UZH aswell as
the ETH Zurich; there are more than 50'000 registered users.

In 2011, the project host changed access to the source. As aresult, the open-source project OpenOLAT was
initiated, as a branch of the version 7.1 OLAT code.

A learning platform or Learning Management System (LMS) serves to provide learning content, to organize
learning activities, and to manage course participants. A LM S assistsyou in realizing didactic course concepts.
Y ou canusealMSfor virtual presentationsaswell asblended-learning scenarios. Blended learningisaform of
e-learning that combines classroom teaching with computer-based learning. Features such as access regul ation,
group management, assessment tools, or collaborativetools (forum, chat, etc.) assist you in organizing an event.

OpenOLAT isnot aContent Management System (CMS). Since OLAT means"Online Learning and Training"
the main objective is not the creation of learning material. Therefore additional tools should be used when
creating or editing larger amounts of learning content (e.g. eLML). Learning content that has been generated
externally can be imported into OpenOLAT by means of standardized interfaces. However, in order to be able
to create simple pagesin OpenOLAT there are applicable tools such asthe HTML editor.

Further information about OpenOLAT can be found on the project website www.openolat.org and the product
website www.openolat.com from frentix. Y ou can get afirst impression of OpenOLAT onfrentix' demo server,
even if you do not have an OpenOLAT setup.

Requirementswhen Working with OpenOLAT

OpenOLAT is aweb application. In order to work with OpenOLAT you will need an internet connection as
well as a modern web browser. OpenOLAT is optimized for Mozilla Firefox (2.0 and up), a browser that
can be downloaded for free. Please perform a browser check to be sure that your browser will support all of
OpenOLAT's features.

If you want to offer coursesin OpenOLAT you have to apply first for author rights by contacting your support
team. You can start working in OpenOLAT after choosing your didactic concept and after adapting your
learning content for the web. We recommend using a HTML editor such as Dreamweaver to create complex
learning content or other tools that help you generate content (e.g. eLML).
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The Idea of Open-Sour ce Software

OpenOLAT isan open-source softwarewhich meansthat itscodeisat your disposal for free. Y ou can download
it, useit, adapt it, and develop it further without having to pay license fees. Further information on this open-
source project can be found on our community website www.olat.org. There you can get in contact with the
open-source community, put your name down in the mailing list, and exchange experiences.

Why open source? There are two reasons:. first the OpenOLAT team benefits from the software's world-
wide operation; various institutions and companies provide us with valuable input for OpenOLAT's further
development. The second reason is the fact that thanks to translators from the open-source community we are
able to offer this software in numerous languages by now.

Technology and Navigation

OpenOLAT isaweb application and is mostly written in Java. Furthermore we use standard web applications
such as: Apache (web server), Tomcat (application server), a MySQL data base (other data bases are also
possible), and XML (data management). Intuitive user interfaces areimplemented using Web 2.0 technol ogies.

Web applications can cause problems when pushing the back button of your browser. OpenOLAT
supports the Browser-Back, but this function is still in its beta phase which may result in unexpected
effects.

Roles and Rights

Essential ideas of OpenOLAT are various roles and rights that can be assigned to users. Each user can take
on one of four main roles:

o  Guest: Guests, who are not registered, will haveonly limited accessto OpenOLAT. They can seelearning
content that is open to the public; however, they cannot participate in any learning activities such as
contributing to aforum discussion. The login page provides alink to that guest access.

o Registered OpenOLAT user: Each user has a distinct user name; this name cannot be altered after
registration. Users may benefit from open learning content and participate in al learning activities. In
addition there is storage space as well as a homepage at each user's disposal that can be configured
individually. A registered user can furthermore create his own project groups.

« Author: An author can create or import learning content for his course participants. Additionally authors
can manage participants within learning groups before archiving or deleting them after that course has
ended. Registered users can apply for author rights at their appropriate support services.

o  System administrator: A system administrator assigns rights, manages users, and deletes obsolete
learning content. Get in contact with your system administrator via support services.

Besides these four main roles there are others that are seldom used such as the group administrator, the user
administrator, and the learning resource administrator. These roles are part of those responsibilities a system
administrator bears.

The role basically dictates the rights a user has in OpenOLAT. It is also possible to assign additional rights
to users. You can for instance alow aregistered OpenOLAT user to supervise groups and to evaluate group
participants. You can even add any author as owner (co-author) to your course which means that this new
owner hasthe right to edit your course as well.
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Registration, L ogin and L ogout

In this chapter you will learn how to register in OpenOLAT and how to log out. Additionally you will come
to know more about the information available on the login page.

Your First OpenOLAT Registration

In order to work with OpenOLAT you need an internet connection aswell as abrowser. Concerning your first
OpenOLAT registration, please contact the manager responsible for e-learning in your organisation.

L ogin Page

Login to OpenOLAT is possible anytime through your organisation's access page. In case you should forget
your password you can contact your responsible hel pdesk.

Thelogin page provides you with further features and more information (guest access, browser check, website
access bility) that can be used without any login.

Guest Access

Y ou can use OpenOLAT asguest aswell. The so-called guest access provides an insight into OpenOLAT with
limited access to certain features: you will only get to learning content that is explicitly open to the public. In
order to have access to other material and activities you will have to register first.

Browser Check
OpenOLAT is optimized for the Firefox browser (version 2.0 and up). This browser can be downloaded for
freeat Mozilla

If you want to use a different browser you can test that by means of the browser check. Y ou will know if your
browser can be used and which OpenOLAT features will then be available.

Website Accessibility
Website accessibility means optimization of accessfor visually impaired people. Here you will get information
on shortcuts to essential system elements.

By means of the so-called Web 2.a mode you can highlight certain elements on screen. This mode can be
activated and deactivated on the user level. Check your configuration on your Home, section " Settings'.

Session Timeout and L ogout

OpenOLAT administersasession for all users. Each click (e.g. on aquestion in atest) restarts the session time
of your session. System administrators are able to set the session time according to their needs. If there are no
clicks within that session timein OpenOLAT the session will be terminated.

Session timeouts will not be announced. After your session time is up you will have to log in anew.
=== All datathat have not been saved will be lost. Y ou should therefore periodically save your work.

Itispossibleto log off of OpenOLAT at any time by using the logout icon on your top right. Y ou will then get
back to the login page. If you do not log off but only close the browser or the browser window your session
will go on till your session timeout is reached.

http://www.frentix.com - 10.4.2012 8
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| If you want to use OpenOLAT in public placesit is important to log off of OpenOLAT; to only close
£ your browser window is not enough. As long as your session is active another person could use your
OpenOLAT login data at that computer.

http://www.frentix.com - 10.4.2012 9
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Home (Y our Personal Homepage), Full-Text Search and Chat

£
Ll

After your login you will get to your Home, your personal homepage in OpenOLAT. This chapter will inform
you about how to adapt your Home to your personal needs and how to use further features such as the chat
or the full-text search.

Settings and Menu Entries of Your Home

Each OpenOLAT user can adapt the Home area to a certain extent. On the one hand you can restructure the
sections displayed according to your needs. On the other hand there are a number of personal settings you can
set up in your Home.

Configuring Entriesin Your Home

The sections in your Home consist of various shortcuts to your groups, your learning resources, your calendar,
your notifications, a comic strip, as well as to information on OpenOLAT in general. Y ou can choose which
sections should be displayed in an arrangement of your choice.

Let us assume that most of the time you have to deal with groups. Therefore you may want to position the
section "My groups' more prominently: just click on " Configure page" on your top right. Then movethe section
"My groups’ wherever you want to by means of the arrows provided.

Y ou can further determine how many entries should be visible within a certain section. In order to do this just
click on one of the following icons: "Sort manually" or "Sort automatically." If you choose "Sort manually"
you will be able to determine the selection of entries aswell astheir sequence.

If you do not want to see certain sections in your Home you can deactivate these sections. Deactivated sections
will be displayed at the bottom of the page when configuring your Home. Y ou can reactivate them anytime.

After completing your configuration you should click on "End configuration™ on your top right.

Settings

In the menu on the left just underneath the option "Settings" you can modify your personal data. This may
be necessary if you want to forward OpenOLAT e-mail messages to another mail address or if you want to
create avisiting card.

Just indicate your data in your profile and save that information. By means of check boxes you can decide
which data should appear on your visiting card, that is, what other users should be able to see. You can aso
upload a photo to be published on your visiting card. This photo will also be visible when publishing forum
contributions or comments.

You can further adapt the font size and your system language in the tab "System” (OpenOLAT has been
tranglated into numerous languages). Y ou can further determine how often you want to receive notifications
viae-mail. Y ou can choose between: off, monthly, weekly, daily, every 6 hours, and every two hours.

Y our chat features can be determined by means of "Instant Messaging," e.g. your status after having logged in.

http://www.frentix.com - 10.4.2012 10
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Calendar

In the calendar you can see your private events as well as events regarding calendars of groups and courses.
In the list right underneath the active calendar day you can hide and unhide each calendar or determine which
calendar should be displayed in a certain color.

\é Should your calendar remain empty or should certain events not appear, it could be that you forgot to
select that calendar in the calendar list.

In order to add a new event to your calendar you have to click inside the appropriate calendar field. If you
are a group member you have to first select from the pull-down menu to which calendar (personal calendar
or group calendar) you want to add your new event. Events can be edited or deleted by clicking on their time
specification.

Use the OpenOLAT event search to find events aready existing. By means of the link "Go to date" you can
directly navigate to any past or future date.

By means of iCal (a standard to manage events) you can integrate various OpenOLAT calendars into another
calendar, e.g. the Google calendar. It is therefore aso possible to integrate any other calendar into the
OpenOLAT caendar.

Subscriptions

Thanks to OpenOLAT's natifications you are always up-to-date regarding your courses or groups. you will be
informed about new documents in a folder, about answers to forum entries or modified Wiki pages. In many
places you can select the option " Subscribe" to be kept informed. News will be displayed immediately in the
tab "Home," section "Noatifications"; OpenOLAT will send you an appropriate e-mail once aday. If you prefer
to receive such messages less often or not at all you can adapt these settingsin your Homein the tab " System”.

If you do not need your subscription any longer you can either unsubscribe it (same place as "Subscribe") or
you can select the option "Delete" in your Home, section "Subscriptions,” right next to your resource.

In the section "Subscriptions' of your Home you can choose to be shown any modifications within a certain
period of timein the tab "News" or you can choose to have sent those modifications once again viae-mail.

Bookmarks

Bookmarks serve to get faster access to your learning resources. In the detailed view of your course you will
find a link in the box "Learning resource” to be able to set bookmarks. In your Home you can then edit or
del ete these bookmarks.

Personal Folder
In your personal folder OpenOLAT provides you with storage space. Here you can store presentations you
want to use from another computer or cache aresearch paper, €etc.

This personal folder contains two areas, the "Private”" and the "Public" one. Only you will have access to your
private area. In the subfolder "Public" you can store files you want to share with other OpenOLAT users. By
means of the link "Other users' you can search for other OpenOLAT users and have access to those users
"Public" folder viathe menu item "Folder."

The persona folder is WebDAV compatible, i.e. folders in OpenOLAT act as a regular network drive.
Thereforeit is very easy to copy, move or delete files. For more information please go to " Using WebDAV".

http://www.frentix.com - 10.4.2012 11



OpenOLAT 8.1 - User Manual

In casethe memory limit (Quota) is exceeded dueto large filesin your personal folder you can contact
your support team to allocate more space.

Notes
Y ou can take notes in each course. Y ou can collect and edit your notes before even printing them.

Evidence of Achievement

An evidence of achievement isacertification of some assessment, e.g. tests, written examinations, or other tasks
handed in to be reviewed. Course authors determine if OpenOLAT should create assessmentsin their course.
Course participants will see their evidences of achievement after taking atest, etc. that has been assessed.

E-mails
The"E-mails' section provides you with an overview of all your sent and received E-mails. OpenOLAT stores
al E-mails and thus alows for an easy navigation between different contexts.

Bookings
Bookings displays all learning resources you booked so far within OpenOLAT. Booking list as well as the
detailed view provide you with information on booking number, date, status, booking method and costs.

Other Users
Search for other OpenOLAT users! Have alook at their visiting card, at the "Public" area of their persona
folder, at any released portfolio folders, or send them a message by means of a contact form.

In the footer you will find alink indicating all users logged on at that moment.

ePortfolio

An ePortfolio is used to document learning results aswell aslearning processes and istherefore meant to assist
in reflecting on someone's process of development. The menu entry ePortfolio serves to create accumulative
folders of portfolios before making those accessible to certain people (OpenOLAT users as well as guests).
You can also have alook at other users folders or perform portfolio tasks of an OpenOLAT course.

In order to create a portfolio folder or perform a portfolio task you have to create or assemble artefacts first.
Artefacts are documents of your learning process as well as your work performed. Artefacts can be e.g. texts,
files, postsin aforum or blog, or evidences of achievement.

Y ou can assemble the following artefacts:

. Postsin forums

. Filesinfolders

«  Wiki pages

«  Evidences of achievement
« Postsinblogs

First you have to select the ePortfolio icon (e.g. in a post of yours) before following the steps of your
accumulative artefact tool. Y ou can indicate thetitle aswell asthe description of your artefact; you can provide
it with key words (commonly known astags) to facilitate your search later on or you can write atext asmemory
aid to justify the selection of your artefact. If you have already created an accumulative folder you will be able
to link your artefacts to that folder.
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You can create artefacts by clicking on "Add artefact” within the menu item "My artefacts." Just select the
required artefact type before creating your text,file or blog artefact. Similar to the accumulative artefact tool
you just have to follow the directions of the artefact creation tool. Y ou can write atext, upload afile, or create
alearning journal. A learning journal is a blog to document your learning progress. Afterwards you have to
indicate a title and a description before deciding on key words for your artefact. Then you confirm that you
are the author of that artefact and indicate your reflections before selecting an accumulative folder. The steps
"Confirm Authorship" and "Reflection™ might be disabled.

Y ou can also create text, file and blog artefacts from within a portfolio by clicking on the "Link artefact”-icon
in the folder view. Within in the now open artefact browser, click on "Add artefact” and select the required
artefact type. The new artefact is then displayed in the artefact browser, where it can be selected. Depending
on the view and sorting filter, the newly created artefact might be found at the end of thelist.

After creating or assembling artefacts you can also search for artefacts by means of the menu item "My
artefacts’ in order to e.g. edit artefacts or delete ones from your list. There are two possibilities to search for
artefacts. The tag browser will help you to browse for key words of your artefact (tags). Then you can use the
artefact search feature to additionally search for the type, the creation date, the title or the description of an
artefact. Furthermore you can save your queries to avoid having to indicate your search criterion anew. These
queries can be adapted or deleted as required.

Y ou can havealook at your artefactsin the detailed view or thetable view. Thistableview presentsan overview
of your artefacts and provides a possibility to sort columns alphabetically. In the detailed view you can edit
or delete your artefacts.

\é Y ou can configure your display settings by selecting only a certain amount of artefact attributes in
the detailed view.

The Changelog page is an integral part of any portfolio. The following changes to a portfolio task or binder

will be displayed:

«  hew page
«  hew structural element
o  new artefact

«  New comment

o hnewrating

. dteredrating

Changes made by you as well as your coach are displayed in the changelog. In order to be kept informed
if the above mentionend changes occurred in a portfolio task or binder, you should select "Subscribe" on
the changelog page. This is especialy useful if portfolios have been released for you to assess or comment.
Modifications will get to you by e-mail or you will see them in your Home, section "My notifications."

Within the menu item "My accumulative folders' you can create folders or allocate artefacts. Such afolder can
be structured according to your needs by inserting pages or other structural elements. In the editing mode you
can adapt your folder as required, e.g. by determining your display settings or moving structural elements and
artefacts via"Drag& Drop." Additionally you can comment on folder entries or assess them.

When copying accumul ative foldersyou can choose between adopting only their structure or aso their artefacts.
Y ou can release your accumulative folder as follows:
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« for oneor more distinctive OpenOLAT users

o foral OpenOLAT users

o  for oneor more OpenOLAT groups

« for one or more persons not registered in OpenOLAT

If you opt for this last-mentioned option please use arelease invitation. It is aso possible to limit the access
to your folder temporarily if needed.

Within the menu item "My portfolio tasks' you will find portfolio tasks of OpenOLAT courses. You can
perform those tasks (i.e. link required artefacts to that folder) before submitting them. In case you have aready
performed those tasks you can still have alook at them.

I If acourse author restricts portfolio tasks you will have to abide by these rules.
Within the menu item "Released accumul ativefolders' you can see any foldersyou have accessto. By changing
your view you will also be able to browse through folders released for al OpenOLAT users.

Full-Text Search

e

The box for the full-text search is at the top right of the status bar. The full-text search helps you to look for
search terms in the course or group content, in a forum or even in PDF and Word files. Y ou can furthermore
look for users, portfolio folders, artefacts, and documents in any user folder. The only exceptions are private
folders since they will not be indexed.

i Y ou will only get search results of the course contents you have access to.
In order to search in more detail please usethe advanced search. Y ou will find it when clicking on the magnifier
icon next to the full-text search box. Select the option "Advanced search.” Y ou will be provided with alist of
search results that is linked to the learning content along with your search term. For more detailed information
regarding the search syntax please go to Apache Lucene.

Chat

In the OpenOLAT Chat you can exchange messages with other OpenOLAT usersin real time.

Sending M essages

By clicking on those two digits (xx/xx) on the top right of the menu bar next to the Instant Messaging status
symbol (e.g. green star) alist will pop up. There you will see all members of your project group logged on at
that time. To start achat you just have to click on the name of the one you would like to chat with.

\é If you want to chat with an OpenOLAT user who is not a member of any of your groups you have to
create aproject group first before inviting that user to join. Another optionisto open alist in the footer
with all userslogged on before clicking