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1. Student User Guide
Once you have logged into Moodle you will find the ELBP block (it may be named
something else on your Moodle site, for example “Personal Learning Plan” or
“Individual Learning Plan”) either on the Moodle homepage or in one of your course
pages. It will be listed as a block down one of the sides of the page, for example:

In this block you will find a link to your ELBP page, as well as some summary progress
counts showing things like how many targets you have, how many tutorials you
have, etc…
If you click on the “My PLP” link it will take you through to your Electronic Learning
Blue Print, which should look something like this:

Along the top you will find your Student Info and Student Profile section. Beneath
that is a summary section of some information such as overall attendance &
punctuality, target grades, etc… And beneath that is where you will find all the ELBP
sections, such as Attendance, Targets, Tutorials, Timetable, BKSB, etc…

1.1.

Student Details / Student Info

This section at the top of the ELBP displays some of your personal information as
stored in your institution’s student management system. If your institution allows it,
you may be able to edit this information by hovering over the “Student Details”
section (an “Edit” link will appear beneath it if you are able to edit it).
Next to the Student Details is the Student Info section, which is basically a mini-profile
you can fill out if you want to. To edit it, hover over the Student Info section and an
“Edit” link should appear beneath it. If you click the edit link a text box should
appear which lets you type into.
Please do not put anything inappropriate in this section, as it will be removed.
The kind of thing you could put here if you want to, includes:
-

Brief bio
Goals/Aims for your course
Career aspirations
Etc…

Do be aware that anyone who has access to your ELBP will be able to see what you
have written here though.
However, not all of the personal information in the “Student Details” section will be
viewable to staff, if your Moodle Administrators have set it to private.

1.2.

Summary

The Summary Section beneath your Student Profile displays an overview of any
summary information available from your ELBP, such as overall attendance &
punctuality, target grades, etc…

1.3.

Sections (Plugins)

Depending on how your institution uses the ELBP, beneath that you may find one
group of ELBP sections, or you may find several groups broken down into tabs. For
this example we are working with one tab and all the sections within that group/tab.

Each section will be displayed in a small summary box, usually colour coded.

These summaries contain an overview of each section. For example the Attendance
section contains your average attendance & punctuality scores, as well as averages
for any courses you are on in Moodle. Whilst the Targets section tells you how many
targets you have in each group (“To be Achieved”, “Achieved”, “Partially
Achieved”, “Not Achieved”, “Withdrawn”).
If when you hover over a summary box a grey arrow appears beneath it, this means
that there is more information in this box which you can’t see. If you click the grey
arrow the box will expand to show you this extra information.

To view the “Full View” of any plugin, you can click on its coloured header and it will
open up a larger popup window with all the information displayed.

1.3.1. Attendance & Punctuality
The Attendance & Punctuality section will display your current attendance &
punctuality information, as an overall and for each of the courses you are linked to
on Moodle.
You can view this in a simple text view:

Or in various graphical views, such as a bar chart:

1.3.2. Targets
The Targets section will show you all the targets you have been set either by subject
teachers or your personal tutor. These are broken down into tabs so you can see all
your targets of a specific status, for example “To Be Achieved”, “Achieved”,
“Partially Achieved”, “Not Achieved”, “Withdrawn”.
When you click on a status tab you will see a list of targets, displaying their title,
deadline and progress:

If you click on one of these targets it will expand to show you the full target, with all
the information that was added into it:

If you wish to add comments to a Target, to update your tutor with your progress or
just make any additional notes after it has been set, you can click the “Add
Comment” link at the bottom of each expanded Target:

Which will bring up a form that allows you to enter your comment.

In addition to this, you will also find that you have a progress bar on the actual ELBP
block itself, which lists the number of targets you have and the number you have
achieved:

1.3.3. Tutorials
The Tutorials section on the ELBP is where your personal tutor will store information
about the tutorial sessions you have.
When you open up the expanded view you will see a list of Tutorials that have been
set for you, very similar to the list in the Targets section, which displays when the
tutorial was set, by who and how many targets were set in this tutorial:

If you click on this Tutorial it will expand and show you all the information that was
set, such as student comments, tutor comments, targets, attendance, etc…

1.3.4. Timetable
The Timetable section of the ELBP will display your current timetable, as brought
through from the Timetabling system, so it should always be accurate, however if
you are unsure please do check with your teacher/tutor.
There are several different views you can use in the Timetable section, they are:
View by Day – This lets you look at a specific day and every lesson you have:

View by Week – This lets you look at a whole week and all the lessons you have:

View by Month – This lets you look at a whole month and all the lessons you have:

View by Year – You get it by now

With each view there are arrows which let you move back and forward and a
“Today” button which will jump to today and highlight it yellow.

So if you were in the “Day” view and clicked the forward arrow it would take you
forward by one day, similarly if you were in the “Week” view and clicked the back
arrow it would take you back by one week, and so on.
You can customise your timetable and change the colours for each day by clicking
the little settings icon:

Which will open up this popup window:

If for some reason you do not see a colour picker but instead see blank text boxes
for each day, your web browser doesn’t support colour pickers. We would
recommend using a browser like Chrome or Opera. (If you know what they are, you
can enter HEX codes for the colours in this instance and it should still work).

1.3.5. BKSB
The BKSB section on the ELBP will show you all your recent assessments, assuming you
have taken them through Moodle which allows us to link your Moodle account to
your BKSB account. It also shows you your best results in each assessment and your
learning plan.

The Learning Plan tab will show the areas in a subject you are strong in or need more
practice in, according to your assessment results.

If you wish to take a BKSB assessment, you will need to use the BKSB block which is
separate to the ELBP block. You should find it on the front page of your Moodle:

You can either click to take an assessment straight through Moodle, or you can click
on the “External BKSB Portal” link which will take you through to the BKSB site and log
you in automatically. Either of these ways will allow your BKSB results to come
through into Moodle.

1.3.6. Course Reports
The Course Reports section on the ELBP is where your course teachers will record
your course reports as you progress through the year.

When you open the full view you will see a list of the courses you are assigned to in
Moodle and links to the latest course report for each one.
You can either click on that report link to view that specific report, or if you click on a
course name it will take you through to a list of all course reports you’ve had for that
course.
When viewing a list of reports, they are very similar to lists of tutorials and targets, and
will show you who the report was created by and when.

If you click on the report it will open up the expanded view with all the report’s
information:

1.3.7. Attachments
The Attachments section on the ELBP is where your teachers/tutors may from time to
time upload documents/files for you. As a student you won’t have the rights to
upload things yourself, but you can view & download anything that has been
uploaded for you.

1.3.8. Comments
The Comments section on the ELBP is where any comments regarding your
behaviour, attendance, academic performance, etc… will be recorded by your
teaching staff or personal tutor, as well as any information about any further action
which is required.

1.3.9. Additional Support
The Additional Support lecturer will create a session for you with a number of targets
to compete within that 6-week block.

For each additional support session, you will be able to go in and update the status
of the targets yourself, so that you can set them to Achieved when you believe they
are achieved. You can also change your levels of confidence of being able to
achieve these targets, and add comments to the session if you wish.
Once the deadline has passed the session will be locked and you will be unable to
update the targets.

1.3.10. Register
The Register section on the ELBP shows you your Register record for all your courses
and whether you were Present, Absent, Late, etc…

1.3.11. Grade Tracker
This section on the ELBP lets you view your Grade Tracker grids for any qualifications
you are assigned to.

1.3.12. Prior Learning
The Prior Learning section on the ELBP lets you see what Prior Qualifications have
been entered into the system for you, such as GCSEs. It will also calculate your
Average GCSE Score, which is used in the Grade Tracker to work out what your
Target Grades should be.

1.3.13. Parent Portal
The Parent Portal section on the ELBP is where you can see who has requested
access to your data through the Parent Portal, and where you can Accept/Reject
these requests.
If you accept a request, the parent/guardian/etc… will be able to login to the
Parent Portal system and view information such as:
-

Your Attendance
Your Comments
Your Course Reports
Your Grade Tracking
Your Timetable
Etc…

1.4.

Tips & Tricks

1.4.1. Customizing Your Colours
If your institution allows it, you will have a Settings icon along the top right of your
ELBP
if you click on this it will allow you to change the colours of the sections on
your ELBP page.
Please make sure the titles are easily readable though, or you may find they get
reset by a staff member.

1.4.2. The Dock
At the bottom of the ELBP, you should see a blue bar running along the page. This is
the Dock. Whenever you close a “Full View” of a section, its current state will be
saved into the Dock, so you can restore it exactly how it was when it was closed.
For example, if you clicked to open up the Targets section and you started typing
out a new target for yourself, but then closed the popup without saving it, if you
were to just click to open Targets again in the normal way it would default to the
start page and you would lose what you typed, but if you opened it up from the
Dock at the bottom, it would bring it back exactly how it was when you closed it,
with what you typed.

1.4.3. Centre the Popup Window
If you drag and drop an expanded popup off the screen so that the draggable
handle or the close icon is no longer visible and it gets stuck there, you can centre it
on the screen by pressing:
Ctrl + Shift + | (Pipe character)

1.4.4. Clearing the Popup Window
If you encounter an error which causes the popup window to close but leaves the
transparent overlay over the top, making it impossible to click anything, you can
clear it by pressing:
Ctrl + Shift + Enter

If you have any questions or problems using the ELBP system, please either speak to
your tutor or contact your Moodle Support team: moodlesupport@bedford.ac.uk

