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Navigating the site 
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profile.   
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sub-site you 

have open. 

Module bar 

for a course.  

To do list 

for a course 

module.   

Links to 

other pages.  
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My Profile 

Updating your profile 
Access your profile in one of the ways below.    

1. Locate your user panel, usually in the top-left corner of 

a course portal page. Select Complete your profile now!  

2. Select your user name in the top-right corner. Select My 

Profile. Select +Update.  

This will open your profile admin panel. There are four sections 

in the About section of your profile: 

 Basic information 

 Expertise and education 

 Profile pictures 

 Profile booster 

Selecting any of the About areas of your profile admin panel will take you to a form where you can enter 

information about yourself.  

 

Changing your password 
 

1. Open your profile admin panel by selecting Complete your profile now! in your user panel  

2. Select Basic information 

3. Complete the Password section of the form 

4. Tick the I’m not a robot box 

5. Select Save or Save and close 
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Deleting your account 
 

1. Open your profile admin panel by 

selecting Complete your profile 

now! in your user panel  

 

2. Select Delete your profile in the 

Delete Account panel 

 

3. Select Yes, please delete my 

account 
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My Scrapbook 
Your Scrapbook is a place to save images, notes, files and any other things you find.  

To find your Scrapbook:  

1. Select your user name from the top-right corner 

2. Select My Profile 

3. Select My Scrapbook 

 

Adding an entry 
To add an entry to your Scrapbook, select ADD AN 

ENTRY and fill in the form.  

 

 

Sharing an entry 
To share an entry with anyone who views your 

profile:  

1. Open the entry in My Scrapbook 

2. Select the drop-down arrow on the Visibility 

on My Scrapbook box 

3. Select Everyone 

4. Select SAVE YOUR ENTRY 

To share a Scrapbook entry with a group: 

1. Open the entry in My Scrapbook 

2. Click in the Also share to a group Scrapbook? box  

3. Select the groups you want to share your entry with 

4. Select SAVE YOUR ENTRY 
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Nugget library 
You can search all the learning nuggets on the learning portal: 

1. Select Resources from the main navigation menu 

2. Select Nugget Library from the sub-navigation menu 

Searching the nugget library 
1. Enter a search term in the search box 

2. Select a category from the categories drop-down options 

3. Select Reset to remove your search filters and show all the learning nuggets 
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Courses 

Course home page 
 

Your course home page is your window into your course. It contains a series of links to lots of different 

course areas.  
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Module bar 
At the top of your course home page there may be a Module bar. (Some courses do not have this if the 

course content is all in one module.) 

 

Each block represents a module in the course. The circular indicator shows how many tasks from your 

To do list you have completed for that module.  

Blank = not started 

Arrow = in progress 

Tick = the whole To do list has been done 

Padlock = this task is not yet available 
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To do list 

 

Each module has a To do list. The To do list always shows the 

tasks relating to the module you are in.  Selecting a different 

module from the Module bar will update the To do list.  

Selecting a module from the Module bar updates the To do 

list to show the tasks for that module. The items on the list 

need to be ticked off as you go through the module.  

For tasks with a circle colour coded ‘Tick off when you 

complete’ (blue, in this example) you manually tick these off 

yourself as you complete them.  

Tasks with a circle colour coded ‘Automatically ticked off’ 

(grey, in this example) are ticked off automatically as you 

complete the task. These are usually learning nuggets.  

Use the View option to open task instructions or learning 

nuggets directly from the To do list.  
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Activity tiles 

The activity tiles give you information and instructions or launch learning tasks. 

 

A tile may launch one of four main types of activity: 

1. Instructions 

2. Learning nugget 

3. Form  

4. Poll 

When you've opened and completed a tile activity, it will be marked with a tick. 

Some activities will also be automatically ticked off on your To do list. Others you will need to tick off 

manually. 

Information page button 

 

Selecting the Information button 

reveals a small text panel with more 

information about that learning 

activity.  
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Crowd map 
 

The crowd map shows information plotted on a map. 

The information may have been submitted by 

participants and tutors across the course. It could show 

where people are located or innovation projects that 

are happening. You can add information and search 

information in the crowd map. 

 

 

 

 

To view or add information 

 
There are two ways to view more information depending on the type of crowd map you are viewing.  

For a large crowd map, select View or add information to this crowd map. 

For a small crowd map, select Explore. 

Select what you would like to do. 

 
 

 

Search destinations 
 

Enter your search term in the text box. 

The search will look in destination names 

and descriptions. 
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A list of locations 

matching your search 

term will appear, 

along with a Show 

button to view more 

information.  

 

 

 

Below this list you 

will see a map 

plotting the 

locations.    

Some crowd maps 

have a Categories 

option on the map 

key where you can 

select the type of 

location you want to 

see. 

 

 

 

Filter by tags 
 

You can also filter the crowd map locations by 

selecting the location types that you want to 

see.  

 

 

 

Reset map 

 
 

Selecting this button will remove any search terms, filters and tags 

you have applied to the map and show all the locations again.  
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Events calendar 
 

 

 

The Events calendar shows any upcoming events for your course. It may 

include dates for tasks and assignments.  

 

 

 

 

Technical help 
 

To access technical support, select the link located in the 

left-hand corner of the learning portal footer.  

Selecting this link opens a form where you can enter 

details about the support you require and upload a 

screenshot.   
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Dashboard 

Your learning dashboard 
Some courses have a dashboard which provides a snapshot of your progress. Your overall dashboard 

lists all the courses you are enrolled in. You can maximise any course to view stats about it.  

 

Maximise 

box. 
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Course dashboard 
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Community 
Community activities are carried out in two main places: 

● In the discussion forums 

● In the Groups pages 

 

Both of these areas can be found under the 

Community menu in the top navigation bar of 

the portal. 

 

Discussion forums 

Finding discussions 
There are discussion forums which any Climate-

KIC learning portal participant can access. To 

access the discussion forums:  

1. Select Community from the navigation 

bar at the top of the portal 

2. Select Discussions from the navigation 

bar below 

3. Use the Search box to search for a 

discussion or scroll through the forums 

and select one to join in 

There may also be direct links from learning 

nuggets and other course activities to a particular forum thread. 

 

Starting a new discussion 
You can start a new discussion by selecting START A NEW DISCUSSION next to the Search box. 

 

 

 

 

 



19 
 

Groups 

Viewing groups 
 

1. Select Community from the navigation bar 

at the top of the portal. 

2. Select Groups from the navigation bar 

below. 

3. Select My Groups to view the groups you 

are a member of. When you join a course 

which has an associated group, you will 

automatically be added to the group. 

4. Select All Groups to view all the groups you 

can join. 

5. Select Enter to view that group’s activity 

stream. 

 

Group functions  
Within a group, there are six key areas.  

 

Group postbox 

This is the activity stream for the group. It shows the most recent post and replies.  

Group scrapbook 

This shows items that participants have saved in their personal My Scrapbook and shared with this 

group.  

Files 

This shows any files uploaded to this group.  

Photos 

This shows any files uploaded and shared in this group.  

Members 

This shows a list of all the members in the group. Alongside each person’s name, it displays whether 

they are an: Admin, Member, Owner or if their account is Pending Approval.  

Activity planning tool 

Coming soon… 
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Members 
Within groups and other areas of the portal you will see members of the community. You can add them 

as friends, follow them or send them a message.  

Add friends 
There are two ways to add a member as a friend.  

1. Hover over their user name from the Members list in Groups 

2. Select + Add as friend 

3. They will be sent a message asking them to accept your friend request 

 

1. Select a member’s name to view their profile 

2. On their profile page, select Add as friend 

Follow users 
Following a user means that you will receive notifications when they share something new with the 

community or contribute to a discussion.  

To follow a user: 

1. Select their name to view their profile  

2. On their profile page select Follow user 

Message users 
There are two ways to message other users.   

1. Hover over their user name from the Members list in Groups 

2. Select Message 

3. Type your message 

4. Select Send 

 

1. Select a member’s name to view their profile 

2. On their profile page, select Message 

3. Type your message 

4. Select Send 

Invite others 
You can invite other people to join the Climate-KIC community directly from the learning portal:  

1. View your profile 

2. Select Invite Friends 

3. Type their email addresses and your message into the form 

4. Select Submit
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Learning Portal Courses - Images and website links 
 

All images © Shutterstock unless stated otherwise on or near the image. 

 

Website links 

 

In the spirit of online connectivity offered by the Web, and to help you to become 'informed information 

seekers', we provide a wide range of links to other websites and resources. 

 

These website links are provided under the fair use principle of internet usage for your convenience and 

to enhance your learning experience. They do not signify that we have any affiliation with, or 

endorsement of/from, the website(s) for any associated products/services. 

 

We have no responsibility for the content of the linked website(s). 

 

We do not embed, reproduce, or store/distribute materials from linked websites in our commercial 

courses and, where we have identified that the terms of use and/or copyright notices imply the 

possibility of an infringement, we have made every attempt to obtain permission or refrained from 

using those website links. 

 

We kindly request that course participants also respect IP and copyright of any materials they discover 

using the Learning Portal. 


