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Basic Guide in IVLE

• Module
• Class Management
• Announcement

– Modifying an announcement

• Discussion Forum
– Posting in the discussion forum

• Workbin
– Uploading files in the workbin

• Chat Room
– Viewing chat logs

• Assessment
– Viewing quiz results
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CREATING A COURSE

1. To create a module for your course, click on Create on the Workspace.

2. Type the course code on the textbox opposite Module Code.  Type the course title on the textbox 
opposite Module Title.  Select the Academic Year, Term, College, and Department for the course you 
will be teaching in a term.
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3. To assign a class list for the module, click on Select Class below the Class List text box.

4. Select from the Class List Selection the assigned class for your course then click on the Submit
button below.
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5. Click on the Submit button to confirm the basic information of the course.

6. A confirmation screen will be displayed.  You can now proceed to add other information for your 
course.
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VIEWING THE CLASS MANAGEMENT

1. Enter the Workspace and look for the TOOLS SETUP section on the right side of the workspace.  
Click on the link Class Management.

2. Select the Class to be modified.  Then click on the Modify button.
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3. Click on the link Class Roster on the left frame to view the students in the class.
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CREATING AN ANNOUNCEMENT

1. Enter the Workspace and look for the TOOLS SETUP section on the right side of the workspace.  
Click on the link Announcement.

2. Select the course you want to add announcements to.  Click on Modify button to add an 
announcement for the selected course.
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3. Click on the Add New Announcement button to add an announcement.

4. Enter the title and message of your announcement.  Click on the Submit button to send the new 
announcement to your class.

5. Your new announcement has been added and sent to your class.
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MODIFYING AN ANNOUNCEMENT

1. Enter the Workspace and look for the TOOLS SETUP section on the right side of the workspace.  
Click on the link Announcement.

2. Click on Modify button to modify an announcement for the selected course.
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3. Click Modify to modify an announcement.

4. Enter the title and the new message.  Click Submit to modify the announcement.
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CREATING A DISCUSSION FORUM

1. Enter the Workspace and look for the TOOLS SETUP section on the right side of the workspace.  
Click on the link Discussion Forum.

2. Select the Course and enter the forum title (default title is the course title).  Click on Create button to 
create a new Discussion Forum.
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3. You will see a message that the Forum has been created.  Click on OK.

4. Now that your Discussion Forum has been set up, you can customize it to suit your requirements.  
Click on Modify to customize the Discussion Forum.

5. To make any changes to the basic settings, click on the Modify button.

Back to top
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6. You can accept most of the default settings.  However take note of the following basic settings that 
you might want to customize.

Security Section

• Accessible to – Ensure that the discussion forum is only available to your class students and not to 
everyone.

• Opening Date – The date the discussion forum is accessible by students.

• Closing Date – The date when the discussion forum is inaccessible.  By default, a discussion forum is 
valid for six months from the opening date.

Other Section

• Message Notification – By checking this box, you will be notified by email when new messages are 
posted to the forum.  In this way, you can decide if you really want to access the forum to reply.

• Message Expiry Days – This is the period messages remain in your forum.  If you want the 
messages to remain for longer period of time, leave this field blank.

Click on Submit button to confirm and save the settings.
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POSTING A TOPIC IN THE DISCUSSION FORUM

1. On the Workspace, click on the Discussion Forum link under the Module you want to post on.

2. Click on the Post icon to post a new topic.  By posting a new topic, you are creating a new thread or 
a new discussion topic.  All replies to this topic will be indented under this topic.
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3. Enter your topic, message and click on Submit button.  The discussion forum also supports 
attachments to be sent with the topic.
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CREATING A WORKBIN

1. Enter the Workspace and look for the TOOLS SETUP section on the right side of the workspace.  
Click on the link Workbin.

2. Select the Course and enter the Workbin title (default is the course title).  Click on the Create button 
to create a new Workbin.
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3. You will see a message that the Workbin has been created.  Click on OK.

4. Now that your Workbin has been set up, you can customize it to suit your requirements.  Click on 
Modify to customize the Workbin.

5. To make any changes to the basic settings, click on the Modify button.

Back to top
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6. For the basic settings, look at the security section and modify accordingly on who can access your 
Workbin and which manager (or co-lecturers) can manage your Workbin.  Remember to Publish your 
Workbin once it is ready.

Other Section

File Upload Size – The size of files uploaded.  You can stick to the default value of 5MB or more as 
three files can be uploaded at one time.

Under the other section, we recommend you to stick to the default.  Click on the Submit button to save 
the settings.  You can always go back and change the basic settings when you are more familiar with 
the Workbin.
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7. Workbin settings has been modified.

8. To modify the folders, click on Folders on the left frame.  Select the folder to be modified.  Next, click 
on Modify button to modify the selected folder.
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9. All folders have the following properties.

General Section

• Name – Give appropriate name to each folder so that students will know what folders to view when 
they access your Workbin.

• Opening Date – the date the folder (and files) can be accessed.

• Closing Date – the date the folder (and files) cannot be accessible by anyone except the creator and 
manager of the Workbin.

File Control Section

• Users can view files in the folder after it becomes in-active – This feature allows student to view 
the files in a folder after it is closed.  This is to allow students to ensure that they have actually 
submitted their assignments, etc.  Students cannot modify the files in a folder after it is inactive.

• Users can view all files in folder – By default, users can view their own files, however you can allow 
users to view other files.  This might be useful for project collaboration, where you created a folder for a 
specific class group and allow them to exchange and view each others files.

• Sort files in folder by – By default files are sorted in descending order of date.

Click on Submit button to save settings.
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10. To upload files in your Workbin, click on Files on the left frame.  Select the folder where you want 
your file(s) to be uploaded then click on Upload button.

11. Click on Browse button to locate and select the file from your computer.  Type in an appropriate file 
description for the file to be uploaded.  Click on Upload button to upload the file.
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CREATING A CHAT ROOM

1. Enter the Workspace and look for the TOOLS SETUP section on the right side of the workspace.  
Click on the link Chat Room.

2. Select the Course and enter the Chat Room title (default is the course title).  Click on the Create
button to create a new Chat Room.
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3. Select the Chat Room to be modified and click Modify.

4. Click on Modify to change the settings.
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5. Type the Chat Room title and select the necessary field. Make sure that the Chat Room is accessible 
only to your students.  A chat room should not remain open for more than a day. Once complete, click 
Submit to apply the changes.

Reminder:  Always create a new chat room for all your class.  Do not reactivate or re-use a chat room 
that has been used in the past.
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VIEWING THE CHAT LOGS IN THE CHAT ROOM

1. Enter the Workspace and look for the TOOLS SETUP section on the right side of the workspace.  
Click on the link Chat Room.

2. Select the Chat Room to be modified and click Modify.
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3. Select Logs from the left frame.  Click View to view Chat Log data.

4. Chat logs for the day are shown. To go back to Logs table, click Back .
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CREATING AN ONLINE QUIZ USING THE ASSESSMENT

1. Enter the Workspace and look for the TOOLS SETUP section on the right side of the workspace.  
Click on the link Assessment.

2. Click on Create Assessment button.
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3. Select the appropriate fields.  Next, click on the Create button to create a new Assessment.

4. Click OK to confirm.
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5. Select the Assessment to be modified then click the Modify button.

6. Click on the Modify button to change the assessment settings.
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7. You can accept most of the default settings.  However take note of the following basic settings that 
you might want to customize.

Security Section

• Accessible to – Ensure that the assessment is only available to your class students and not to 
everyone.

• Opening Date – The date when the assessment is accessible by students.

• Closing Date – The date when the assessment is inaccessible.

Other Section

• Number of Attempts – The number of times a student can access the assessment.

• Time Limit – Amount of time a user is allowed to take the assessment in minutes.

• Marking Option – If you choose Auto-Mark, the system will automatically check the answers of the 
students in the assessement except for essay questions.

Do not forget to publish your assessment when it is ready. Click on Submit button to save settings.
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8. Click on Sections link on the left frame.  Select the section that you want to modify then click the 
Modify button.
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9. Set the properties for the assessment section and click Submit.
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11. Select the type of question that you want to create in the assessment and click on Submit.

Question Type: Multiple Choice 

10. Click on Questions link on the left frame then click the Create button to create a question.
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12. Type the question in Question text box.  Enter your choice of answer and click the radio button for 
the correct answer.  You can only type one question at a time.  Click on Submit when done.

Correct 
answer
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13. Be sure to select Create new Questions when you are creating questions in the Assessment for 
the first time otherwise, choose Select from Question Bank.

14. Select Multiple Response Question and click Create button. 

Question Type: Multiple Response 
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15. Type in the question.  Enter your choice of answer and put a check mark for the correct answers.  
Click Submit button when done.
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16. Select Select List Question and click Create button. 

Question Type: Select List 

17. Type in the question.  Enter your choice of answer and click the radio button for the correct answer. 
Click Submit button when done. 
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18. Select True or False Question and click Create button. 

Question Type: True or False 
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19. Type in the question.  Enter your choice of answer and click the radio button for the correct answer.  
Click Submit button when done.

20. Select Fill in the Blank Question and click Create button. 

Question Type: Fill in the Blank 
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21. Type in the question.  Enter the answer(s) for the successive blank(s).  Click Submit button when 
done.

22. To assign point(s) to the questions you’ve made, click on Marking Scheme link on the left frame.  
Allocate marks (points) according to questions. Click Submit to apply changes.
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VIEWING QUIZ RESULT IN THE ASSESSMENT

1. Enter the Workspace and look for the TOOLS SETUP section on the right side of the workspace.  
Click on the link Assessment.

2. Select the Assessment to be modified.  Then click on the Modify button.
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3. Under Reports, click on Sessions Details on the left frame. You may view all or selected user 
sessions.




