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Introduction – What is OC Live?

· Click here for a 1 page document about OC Live.

· Basically, OC Live is software that helps staff make electronic resources and activities available to you! It should be fun, informative and beneficial to your studies.

Help!
· This section tells you how you can get help.
About Help
· The purpose of this document is to help you use OC Live.
· It contains some “How to do…” information and also links to other sources of help.

· If this document or the links do not help, then you can contact the OC Live administrator: oclive@orpington.ac.uk

Links for Help

· The software that OC Live is based on is called Moodle. Some of the links below take you to the home of Moodle on the web:

1. Click on the following to access some frequently asked student questions about how to use the software: http://docs.moodle.org/en/Student_FAQ 
2. Click on the following link to access some student tutorials on how to use the software (it is not finished yet but has some useful information): http://docs.moodle.org/en/Student_tutorials

Setting Up and Using Your OC Live Account 

*****Student Behaviour in OC Live – Please Read*****

We want you to enjoy using OC Live. But just a few comments on how you should use it…

Remember that every time you log in to OC you leave an electronic trail, so you are traceable.

You are subject to the same rules using OC Live as you would be during lessons or around the college i.e. no racism, abuse of others or upload of “tasteless” images. This includes changes made to your “Personal profile”, sending messages and writing blogs – see below.

· Your account should already been set up for you by the time teaching begins. All you need to do is go to http://oclive.orpington.ac.uk and login (see below).
· Note that initially, your Username and Password will be your student identity number. Your college email address will be used for OC Live.
· If you enrolled late, you may have to wait a few days before your account is set up.
· If your account has not been set up then you should talk to your course lecturer. Alternatively, email the OC Live administrator, giving your student number: oclive@orpington.ac.uk


Logging In, Changing Your Password and Altering Your Profile
· This section tells you how you can log in, change your password and alter your profile.
OC Live Address

· OC Live can be accessed from any computer with access to the internet (just like a website. The address is:
http://oclive.orpington.ac.uk

· You can enter this address in the address bar of your internet browser. Then you can add it to your favourites if you want to.
· You will also find links to OC Live on the college intranet.

Logging In

· Here’s how to log in:

1. Go to OC Live (see OC Live Address section).
2. Click on “Login” at the top right hand side – see screenshot below. 
[image: ]
3. Enter your username and password.
Username: Your student identity number e.g. 38492939
Password: Your student identity number e.g. 38492939

[image: ]

4. Click on Login. 
5. You should see your name at the top right hand side.
[image: ]

Changing Your Password – Essential for Security!

· It is essential that you change your password to something more secure than your student identity number.
· Here’s how you change your password:

1. Login to OC Live.
2. Click on your name (top right hand side).
[image: ]
3. In the “Profile” tab, click on the “Change password” button. 
[image: ]

Note that you can pick up your messages by clicking on the “Messages” button.

4. Enter the relevant information in the boxes.
[image: ]

Passwords are case sensitive i.e. C is not the same as c

5. Click on “Save changes” to finish.

Exploring and Altering Your Personal Profile

· Your Personal profile contains the information OC Live has about you. It also allows you to customise OC Live to some extent e.g. managing emails from OC Live.

· To access your Personal profile:

1. Click on your name at the top right of the screen (when you are at the front page of OC Live).
[image: ]
2. Click on the “Edit profile” tab.
[image: ]
3. You should see a screen like the one below.
[image: ]

4. You can show more options by clicking on the “Show Advanced” button.
[image: ]
5. You can alter some of these options. Here are some of the more relevant ones:
a. “Email digest type”.  When you participate in a discussion forum, you get sent email of posts to that forum. You can control how much email by selecting one of the options:
[image: ]
b. “Forum auto–subscribe”. When you post a message to a discussion forum, you are automatically subscribed (i.e. you become a member of the forum). Then you will receive emails from the forum. You can stop this happening using the options in “Forum auto–subscribe”.
c. You may want to give a “Description” of yourself. Note that the description box is an editor. It allows you to alter the style of the text, add weblinks (you can just type weblinks and OC Live recognises them), add pictures, add smilies, use number and bullet lists etc.
d. “First name”, “Surname” and “Email address”. Currently, you cannot change these. However, the college policy on email addresses may change so that you might be able to use your own personal email address. So check when you begin your course.
e. “Picture of” section. Scroll down the screen a little and you will find that you can upload a picture to represent you on OC Live. 
[image: ]

Please note! For personal safety reasons, be careful if you add a picture of yourself.

6. Make sure you scroll down and click on “Update profile” otherwise all your changes will be lost.
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Enrolling in and Exploring a Course
· The following section shows you how to enrol in a course and to explore it.
Enrolling in a Course

· You will need to enrol on the courses you are studying at Orpington. To do this:

1. Courses are grouped into categories. The categories are listed on the front page either on the left hand side or, if you scroll down the front page of OC Live, they are in the centre:
[image: ]              [image: ]
2. Click on the category and select the course in that category (ask your lecturer if you don’t know what category your course is in).
3. When you log into OC Live for the first time you will be asked to agree to a “Site Policy”. Read it through and then click “Yes” if you agree.
4. You will then be asked if you want to enrol on the course (unless guest users are allowed into the course). This is a once only question. Answer “Yes” if you want to enrol.
[image: ]
5. Sometimes, you may have to enrol in the course by clicking on a link within the course. Look on the left hand side for a box. Click on “Enrol me in this course”:
[image: ]

Enrolment Keys – Please Note!
Some lecturers may set an “Enrolment key”. This is a one off password that you need to enrol in the course. Your lecturer will tell you what the enrolment key is.

6. Now you can explore the course.

Exploring a Course

· Down the centre of the course are the resources and activities. You can click on these to access them.

· Within the course, you will have an “Administration” box, usually on the left hand side of the screen.

[image: ]
· Grades. Some activities in OC Live enter grades in a gradebook. Also, some staff keep an online gradebook for all homeworks and assignments. You can access your grades and feedback by clicking on this link.

· Unenrol  me from …. You can unenrol from the course (but you shouldn’t unless you are leaving college!).

Activities and Resources

· You can often tell what the activity (quiz, forum etc.) or resource (Word, PowerPoint etc.) is by the icon (small picure) to the left of the resource or activity.
· For instance, the resource below is a Microsoft Word document.
[image: ]

Some Resource Icons…

	[image: http://oclive.orpington.ac.uk/pix/smartpix.php/orpington/mod/resource/icon.gif]
	Link to a another page of information

	[image: http://oclive.orpington.ac.uk/pix/smartpix.php/orpington/f/folder.gif]
	Folder. Click on this to see all the files inside the folder (which you can explore)

	[image: File]
	Link to a video clip

	[image: http://oclive.orpington.ac.uk/pix/smartpix.php/orpington/f/web.gif]
	Link to a website

	[image: http://oclive.orpington.ac.uk/pix/smartpix.php/orpington/f/flash.gif]
	Link to an animation (Flash)

	[image: http://oclive.orpington.ac.uk/pix/smartpix.php/orpington/f/pdf.gif]
	Link to a pdf document (a standard type of document that can be read by most PCs)
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	Link to a Microsoft Word 2007 document ([image: File] for Word 2003)
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	Link to a Microsoft PowerPoint presentation

	[image: File]
	Link to audio file e.g. mp3

	[image: http://oclive.orpington.ac.uk/pix/smartpix.php/orpington/f/html.gif]
	Link to pages



Some Activity Icons

· See below for some of the different types of activity that may be in your course.
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1.   Assignment*: Upload a document to your lecturer e.g. Word / Excel / PowerPoint. Or complete an assignment online.
2.   Choice: A quick survey or question (or opinion poll).
3.   Discussion Forum: A place for discussions about some aspect of your course.
4.   Glossary: Fully searchable dictionary of the key words (or Frequently Asked Questions) in your course.
5.   Journal: A record of your thoughts on a particular topic.
6.   Quiz*: Lots of different question formats e.g. multiple choice. 
7.   Wiki: The entire group can contribute to and alter shared online pages (add links, pictures etc.).
8.   Feedback (Questionnaire): A questionnaire on some aspect of your course.
9.   Chat: Live online chat about your course, usually set for specific times.
10.    Lesson*: A series of questions make up a lesson. There are branches so that not all of you will answer the same questions.

*For these activities, you will receive an online grade. These can be accessed by clicking on “Grades” in the “Adminstration” block. See below.
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Listing Types of Resources
· Note that what you see in a course may differ depending on the subject e.g. the “blocks” present (such as “Administration”).
· Some courses will have an “Activities” block, which gives you a list of specific types of activity e.g. “Quizzes”.
[image: ]
Finding Out Who Is On Your Course
· There may be a “People” block. Click on “Participants” to list the people on the course.
[image: ]

Finding Out the Latest News about Your Course
· Some staff may place notices in the “Latest News” block. Just click on “more…” to read the full item.
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Spotting the Text Editor and Navigating in OC Live
· Whenever you see a text editor, you can make text bold, centred, add pictures, smilies etc.
Spotting the Text Editor!

[image: ]
· You may encounter the text (HTML) editor. This is usually the way you add text, pictures, web links etc.
· It is like a more “simplified” Microsoft Word editor. 
· You can bold text, colour it, add a coloured background to the text, centre text, create numbered lists and bullet points, horizontal lines (useful for separating chunks of text), superscripts, indent text, alter the font and text size, change the style (e.g. Heading 3) etc. etc.
· Note that you can insert links, pictures, tables, special characters, smilies etc.
· If you copy a picture from a web page – right click on the picture and select copy – you can paste it into the editor by right clicking and selecting paste.

Navigating Your Course – The Breadcrumb Trail

· You may move away from the main page of a course, for instance when you click on a resource.

· You can use the “breadcrumb” trail to make your way back.
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· In the above example, to get back to the main page of the course you are in, you would click on “Train Teach” – the short name for the course.
· Clicking in “Orpington” would take you back to the opening screen of OC Live.

Microsoft Office 2007 Files – If You Cannot Open Them, Read This
· If you cannot open a document at home, it may be because it is Microsoft Office 2007 file such as Word 2007, PowerPoint 2007 and Excel 2007. 
· You may have an earlier version of one of the Office products or no Microsoft Office products at all.

· The best thing to do is just click on the file. If your computer doesn’t recognise it, you are usually prompted to download and install the relevant free Microsoft programs which will allow you to read and print the documents. The program needed will be different depending on whether it is Word, PowerPoint or Excel. 
· Read the relevant sections below if confused.

Viewing Microsoft Word Files

· The best thing to do is just click on the file. If your computer doesn’t recognise it, you are usually prompted to download and install the relevant free Microsoft program(s) which will allow you to read the file.

· You may have to install 1 or 2 programs:
· Microsoft Office Compatibility Pack.  If you have an earlier version of Microsoft Word, you may only have to install this program. 

· Microsoft Word Viewer. If you do not have any Microsoft Office products, you will be prompted to download the viewer. Then, when you try to open the Word file, you will be asked to dowload the Compatibility Pack.
· Here’s a link to a YouTube video to show you what to do if you don’t have any Microsoft Office products on your PC:

http://www.youtube.com/watch?v=Gw4maYz4OpM

· An alternative to clicking on the file and installing is to download the files directly. 

· If you have no Microsoft Office products and the file doesn’t open:
· Click here to be taken to the relevant page. The instructions are given further down (see screenshot below).
[image: ]
· If you have an earlier Microsoft Word version and the file doesn’t open:
· Click here to be taken to the relevant page. The instructions are given further down (see screenshot below).
[image: ]
Viewing Microsoft PowerPoint Files
· The best thing to do is just click on the file. If your computer doesn’t recognise it, you are usually prompted to download and install the relevant free Microsoft program which will allow you to read the file.

· If you click on a Microsoft PowerPoint file and your computer doesn’t recognise it, you may be prompted to download and install the relevant free Microsoft PowerPoint Viewer 2007. Just select this program and install.
· Alternatively, click here to go directly to the Microsoft download page. Scroll down to find the instructions.
[image: ]
· Below is a link to a YouTube video on installing the PowerPoint viewer:
http://www.youtube.com/watch?v=vS_rsAfg8vQ
Viewing Microsoft Excel Files
· The best thing to do is just click on the file. If your computer doesn’t recognise it, you are usually prompted to download and install the relevant free Microsoft program which will allow you to read the file.

· If you click on a Microsoft Excel file and your computer doesn’t recognise it, you may be prompted to download and install the relevant free Microsoft Excel Viewer. Just select this program and install.
· Alternatively, click here to go directly to the Microsoft download page. Scroll down to find the instructions.
[image: ]

Sending Messages
· You can send messages in OC Live.
· Please do not abuse others in your messages or blogs. See box below.

*****Student Behaviour in OC Live – Please Read*****

We want you to enjoy using OC Live. But just a few comments on how you should use it…

Remember that every time you log in to OC you leave an electronic trail, so you are traceable.

You are subject to the same rules using OC Live as you would be during lessons or around the college i.e. no racism, abuse of others or upload of “tasteless” images. This includes changes made to your “Personal profile”, sending messages and writing blogs – see below.

Sending Messsages

· You can send messages to other people within OC Live, either when they are online (in OC Live) or even when they are not logged into OC Live.

· One way of sending a message to someone logged into OC Live is to look for the “Online Users” box on the left hand side of the screen. 
[image: ]

· To send a message, just click on the [image: Add / send message] icon, type your message and click “Send message”.

· Another way of sending messages to anyone, whether logged in or not, is to:

1. Click on your name at the top right of the screen.
[image: ]
2. Click on the “Messages” button.
[image: ]
3. You may have people on your contacts list – you can save contacts when you receive messages (see top of message). If so, you can send a message to one of these.

[image: ]

4. If you do not have contacts, Click on the “Search” tab (see above screenshot).

[image: ]

5. You can search for a person or message. 

[image: ]
6. When you’ve found the person, you can do the following:
a. Send a  message by clicking on their name.
b. Add them to your contacts by clicking on [image: Add contact].
c. Block them by clicking on [image: Block contact]. 
d. You can see previous messages sent between you and the other person by clicking on [image: Message History].

Picking Up (Receiving) Messages

· You should be notified when you receive messages. However, if not, here’s how you can pick up messages:

1. Click on your name at the top right of the screen (or in the “Online users” box).
[image: ]
2. Click on the “Messages” button. The number of messages will be in brackets on the button.
[image: ]


Changing Settings for Messages

· You can change the way you are notified when you receive a message, what format the message will be in etc. To change “Settings”:

1. Click on your name at the top right of the screen.

[image: ]
2. Click on the “Messages” button.

[image: ]
3. Click on the “Settings” tab.

[image: ]
4. Change the settings. Don’t forget to click on “Save my settings”.

[image: ]

Writing Blogs
· You can write blogs in OC Live.
· Please do not abuse others in your messages or blogs. See box below.

*****Student Behaviour in OC Live – Please Read*****

We want you to enjoy using OC Live. But just a few comments on how you should use it…

Remember that every time you log in to OC you leave an electronic trail, so you are traceable.

You are subject to the same rules using OC Live as you would be during lessons or around the college i.e. no racism, abuse of others or upload of “tasteless” images. This includes changes made to your “Personal profile”, sending messages and writing blogs – see below.

· To write a blog:

1. Login to OC Live.
2. Click on your name (top right hand side).
[image: ]
3. Click on the “Blog” tag.
[image: ]
4. Experiment with the options:
[image: ]
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