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1. DASHBOARD
Once you are logged in, you 

will arrive at the Dashboard 
where you can navigate easily 
within the course. 

Please click on ‘Introduction’ 
to enter the Module.

Note that throughout this 
guide you can only do this 
when you are in the actual 
modules and not on the 
examples.



� Now you are in the 
Introduction Module. 

� The Navigation box on 
the left is there to help you 
to navigate within the 
Module. 

� For example, if you click 
‘Activity 2: Getting to 
Know You’ you will go 
straight into that section.

� You can click on 
‘Dashboard’ to move to a 
different Module.



2. FORUM

� The Forum is a way to share your 
ideas, questions, information and 
resources with colleagues via a 
discussion group.

� Here is an example from this 
Module:

� To enter the Forum, click the blue 
writing: ‘Getting to Know You’.  



Instructions for posting:

� This is what it will look like once you 
are in the Forum.

� One member of your group can click 
on ‘Add a new discussion topic’ in the 
green box and then type answers to 
the above questions in the Message 
box.  

� In the Subject box, write the title of 
the Forum, which in this case is 
’Getting To Know You’, and then click 
on ‘Post to forum’ .



Now all group members can click on the 
discussion topic ‘Getting To Know  You’ ....

…and see the responses posted by their 
colleague. 

Group members can now  click ‘reply’ at 
the bottom to add their own responses.

.



They can share  their answers,  ideas 
and questions, etc. by typing them 
into the box directly and finish by 
clicking ‘Submit’.



3. PERSONAL     
REFLECTIVE JOURNAL

At the end of each module, you will 
be prompted to add your own 
reflections, thoughts and aspirations.

To do so, you will need to click on 
the blue writing ‘Personal Reflective 
Journal’ at the bottom. 



This is what it will look like in 
the Module:

To create an entry in your 
Personal Reflective Journal, 
click on ‘Add a new discussion 
topic’ button.

You will be led to a page like 
the following…



Please put the Module name or number as the 
title of your entry in the Subject box.

Using the same method that  you used to 
share your ideas in the Forum, you can  put your 
reflections, thoughts and aspirations by typing 
them down in the Message box directly.

Note: Personal Reflective Journal is shared only 
with your facilitator.

When you have completed your post, click the  
’Post to forum’ button at the bottom  to submit.



Later you will be able to 
access all your entries and 
your facilitator’s comments 
by clicking the title on the 
screen which will look like this.

For example, if you click 
’Module 3 –Water’ on the 
screen on the right, in the 
Module, it will lead to the 
following page.



You can reply to your 
facilitator by clicking ’Reply’ at 
the bottom right hand corner.



4. Group Assignment

� For Group Assignments, a 
chairperson in your group should 
download a template by clicking the 
blue writing, for example, ‘Flag 
Ceremony’.



Here is an example template:

The chairperson should summarisethe 
discussion by completing a template, and 
saving it on their device.



� Once this has been saved, 
click on  ’Add submission’ 
button at the bottom of 
the page.



Then you will see a page 
like this:

You can upload your 
completed form either by 
clicking on the top left hand 
corner of the box and 
browsing for the file on 
your device or by dragging 
your file into the box.

Click on ’Save changes’, 
then……



� You will see a page like 
this:

� You may edit your 
submission by clicking ‘Edit 
submission’.

� Please submit your work 
by clicking on ‘Submit 
assignment’.

�



We hope you enjoy the 
Teacher  Training course 
with your colleagues!


