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Introduction to Laulima

INTRODUCTION

This module is designed to provide an introduction to Laulima and some of it's more commonly used tools. For
information about other tools available, click on the Help link located in the course menu within Laulima.

This learning guide is intended to serve as a reference upon the completion of the module.

GOALS

After this workshop is complete, the user will have learned about the following areas and tools within Laulima:

My Workspace

Homepage

Announcements

Discussions and Private Messages

Resources
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Site Info

PRELIMINARY INFORMAT ION

» Laulima is UH's name, or branding, for Sakai.

» Laulima will take over as the system’s only online course delivery system after the WebCT contract
expires on September 30, 2008.

» Supported Browsers:

Windows
o Internet Explorer 6.0 and newer
o Netscape 8.x and newer
o Mozilla Firefox
o Safari (however, HTML editor does not work at this time)

Macintosh
o Netscape 7.1 and newer
o Mozilla Firefox
o Safari (however, HTML editor does not work at this time)

Other platforms
o Netscape 7.1 and newer
o Mozilla Firefox
o Safari (however, HTML editor does not work at this time)
» Terms used within this module:
o Course Tabs — Tabs located across the top of the window. Provides access to all registered
courses you are taking OR teaching
o Menu Bar - Tools (text links) located on the LEFT of the window

Page 3 of 10 As of 5/28/08



Introduction to Laulima

EXERCISE: LOGGING ON TO LAULIMA

1. Open the browser of your choice.

2. In the URL address or location field, enter the Laulima server address: https://laulima.hawaii.edu/portal
3. In the top right-hand corner of the browser window, click on the Login link.

4. Enter your UH user ID and password, then click the Login button.

» The My Workspace screen will open.

UNIT 1: MY WORKSPACE

My Workspace is a password-protected area that functions as a private area for every user. When you log in,
you are automatically logged into your My Workspace. By default, “Message of the Day” and “My Workspace
Information” text areas contain announcements and information from the system administrator such as any
expected downtimes or Laulima updates.

There is a default set of “Tools” available in the Course Menu within My Workspace that lets users manage
their own private area:

Profile - can be edited to provide information about the user.
Schedule - create a calendar schedule as well as view events for all registered courses.

Resources - upload personal files.

vV VYV V V

Announcements - view announcements for all courses.

> Preferences - choose how course notifications are received and customize course tabs.

From My Workspace you can jump to all registered courses you are taking OR teaching by using the course
tabs (located at the top of the screen) OR using text links inside the “Membership” tool area.

EXERCISE 1: ACCESSING A COURSE

1. In the My Workspace area, from the course tabs at the top of the page, click on the name of the course
you wish to access.

» You can also click on the “-more-" link to choose a course that is not showing in a tab.
» The course’s Homepage appears.

2. On the Homepage, on the left-hand side of the screen, notice the menu bar and the links to tools that are
available by default.

IMPORTANT NOTE: If the course you choose is being offered in the current semester you may need to
unpublish your course. This is because certain tools, such as Private Messages, send natifications to students
UH email when new messages are created and you may not wish for students to get notifications of any
“practice” messages, etc. that you create while experimenting with Laulima. To unpublish your site, complete
Exercise 2 of this unit as follows:
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Introduction to Laulima

EXERCISE 2: PUBLISHING/UNPUBLISHING YOUR COURSE

1. Click on Site Info in the menu bar.

2. Click the Manage Access link at the top of the tool.

3. Under the Site Status heading, check or uncheck the Publish Site checkbox.

4. Click the Update button.

HOMEPAGE

On the Home page of each course, you will see areas for adding general information (e.g., Worksite
Information) and notifications for any new postings taking place in any of the communication tools (e.g.,
Recent Announcements, Messages and Forums Notifications, and Recent Chat Messages) you added to the
course.

Uses for Homepage include:
» Showing the title and a description of your course under Worksite Information.
» Providing student guidance that can be updated on a regular basis through the semester.

» Notifying students of important events through an announcement.

HOMEPAGE QUICKSTART

Step 1: On the Homepage, under the header Worksite Information, click on
Options link.

Step 2: Type a new title inside the Title textbox

Step 3: Enter specific text inside the Description textbox.

Step 4: Click the Update button.
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Introduction to Laulima

UNIT 2: DEFAULT COUR SE TOOLS

By default, your instructional courses will already have a group of tools available in the menu bar located on
the left-hand side of the screen. They are:

» Announcements.

» Discussion and Private Messages
> Resources

» Site Info

» Help

These tools (with the exception of Home, Site Info, and Help) can be deleted, edited, and moved based on
desired course structure and student learning paths.

ANNOUNCEMENTS

The Announcements tool is used to inform site participants about current items of interest. Announcements
can have multiple attachments, such as documents or URLs. Once a new announcement is created it will
show under the Announcements area on the Homepage.

Uses for Announcements include:
» Sending messages to the entire class.
» Uploading a file for the week’s class so student can read it before class time.

» Reminding students of an important event, such as an exam or project due date.

ANNOUNCEMENTS QUICKSTART

Step 1: Click on Announcements in the menu bar.

Step 2: Click the Add link at the top of tool.

Step 3: Type in a title in the Announcement title textbox.
Step 4: Type announcement details in the HTML editor.

Note: the editor is like Microsoft Word with similar formatting buttons
such as Bold, Italics, Font, etc.

Step 5: Select Availability (Show, Hide, or Make available during a specific
timeframe).
Step 6: Click the Add Annou ncement button.
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Introduction to Laulima

DISCUSSION AND PRIVATE MESSAGES

This particular Discussion allows structured conversations that are organized into categories, forums, and then
topics. Site participants can post replies to a topic in a "flat" discussion format, however, this tool does not
allow for replies to a reply, known as a "threaded" discussion. If you want threaded discussions you will want to
use the “Discussion” tool (this tool is not covered in this module; for more information click on the “Help” link
from within Laulima). As the instructor, you can also choose whether or not to allow site participants to post
their own discussion topics.

Private messages allows for sending private messages to selected course members. It can be used in place of
an Email tool.

Uses for Discussions and Private Messages include:

» Providing students with an asynchronous form of communication for weekly or chapter topics
(Discussion).

» Using for Online office hours (Private Messages).

» Creating a Q&A or FAQ (Frequently Asked Questions) area.

DISCUSSION PRIVATE MESSAGES QUICKSTART

Step 1: Click on Discussion and Private Messages in the menu bar.
Step 2: Click the Manage link at the top of the tool.
Step 3: To add a new Category like the defaults Main and Other (ex: Weekly Debate):

1. In the left-hand box, under Forum Admin, click Categories .
2. Click Insert new and enter a name for the category

3. Click the Update button

Step 4: To add a new Forum (ex: Chapter 1):

1. In the left-hand box, under Forum Admin, click Forum .
2. Click Insert new and enter a name for the new forum.
3. Select its category from the drop-down list.

4. Choose desired settings.

5. Click the Update button

Step 5: In the left-hand box, under Administration, click Discussion List .
Step 6: Enter a Discussion Category/Forum and click New topi c.

Step 7: Type in a Subject and Message.

Step 8 Click the Submit button.

Page 7 of 10 As of 5/28/08



Introduction to Laulima

RESOURCES

Instructors can share many kinds of materials with members of the course’s Resources area. Each user also
has his/her own private Resources area in My Workspace.

You can upload files (e.g., word processing documents, spreadsheets, slide presentations, and videos), as
well as create and post HTML (web) pages and simple text documents, and share links to useful web sites.

Resources items can be organized into folders, and you can control which groups or types of users can
access and add to different folders. Also, you can show or hide an item at any time, and set a start and/or end
time for its availability.

WARNING: By default students are able to see everything in your course’s Resources folder. Thus, you may
want to hide those files or folders you do not wish them to see or access.

Uses for Resources include:

» Organizing and delivering class materials in a Content Module-type layout.

» Creating resource folders accessible only by specific groups.

» Posting weekly readings with links to external websites.

RESOURCES QUICKSTART

Step 1: Click on Resources in the menu bar.
Step 2: To the right of your course folder, from the Add drop-down list, select Create Folders .
Step 3: Type in a title for the folder
Step 4: Click the Create Folders Now button
Step 5: To the right of the new folder, from the Add drop-down list, select Upload Files .
Step 6: Click the Browse button, navigate and select file, then click the Open button.
Note: You can only upload 60MB worth of files at one time.
Step 7: Enter a name in Display Name.
Step 8 Click the Upload Files Now button.
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SITE INFO TOOL

In addition to allowing you to publish or unpublish your site as you saw earlier in Unit 1, the Site Info tool also
provides information about the instructional course you are currently in. As an instructor, you can use this tool
to make changes to information about your site, what tools will be available, and control student/guest access.

Uses for Site Info include:

» Adding, deleting, editing, or moving course tools.

» Adding a guest speaker as a site participant.

SITE INFO QUICKSTART - ADD/DELETE COURSE TOOLS

Step 1: Click on Site Info in the menu bar.

Step 2: Click the Edit Tools link at the top of the tool.

Step 3: Check the boxes next to the tools that you wish to add to your menu bar, OR uncheck
the box if you are removing a tool.

Step 4: Click the Continue button.

Step 5: Click the Finish button.

SITE INFO QUICKSTART - EDIT/MOVE COURSE TOOLS

Step 1:

Click on Site Info in the menu bar.

Step 2:

Click the Page Order link at the top of the tool.

Step 3:

To re-order the tool

Select the tool with your mouse, drag it to the desired location, and drop it in place.

To rename the tool

Click on the pencil icon next to the tool and enter a new name.

To hid or reveal the tool

Click on the light bulb icon.

Step 4:

Click the Save button.
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SITE INFO QUICKSTART — ADDING PARTICIPANTS TO YOUR COURSE

Step 1: Click on Add Participants .

Step 2: In the “Username(s)” textbox, type the user’'s UHH user ID (without @hawaii.edu).

NOTE: In the future, if you wish to add participants without an official UH user ID (such
as a guest speaker), use the "Guest(s) Email Address (external participants,

e.g. jdoe@yahoo.com)" textbox by entering their email address. If adding multiple
guest accounts add them one per line.

Step 3: Under "Participant Roles," leave it as it is defaulted (e.g., "Assign all participants to the
same role"), and then click the Continue button.

Step 4: Choose the appropriate role radio button, and then click the Continue button.

Step 5: On the next page, you have the option to automatically send me an email to notify the
user that they’ve been added to your course. Select the appropriate radio button for
this participant, and then click the Continue button.

IMPORTANT NOTE: If this is a guest participant DO send them an email as it will
contain their Laulima-assigned password — information to which you do not have
access!

Step 6: Confirm that the information is correct, and then click the Finish button.

The module is complete.

HELPFUL RESOURCES:

>

For assistance, call me at 933-3226, send email to cynthiae@hawaii.edu, or come by the Instructional
Technology Lab in UCB 120. Lab hours: Monday through Friday, 8:00 to 5:00 (usually closed from
noon to 1:00).

Instructional Technology and Distance Learning Services (IT & DLS) website -
http://www.uhh.hawaii.edu/uhh/otdl/support/

Laulima Manuals - http://www.hawaii.edu/talent/laulima_manuals.htm
Laulima Tutorials - http://www.hawaii.edu/talent/laulima_tutorials.htm
Laulima FAQs - http://www.hawaii.edu/talent/laulima_faq.htm

Laulima @ UHH Community Weblog — This blog is intended to provide up-to-date information.
http://weblog.uhh.hawaii.edu/weblog/laulima/

itech-I@hawaii.edu - email address to contact Laulima administrators at Manoa.

Page 10 of 10 As of 5/28/08



