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Transcript:
Welcome to your DMU Student IT induction presented by the Digital Partners.
[bookmark: _Toc145013438]1.2 DMU Systems & Technologies
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Transcript:
There are core technologies and systems that you will be using throughout the duration of your course. 
These include MyDMU which is your personalised information portal where you can access your course time table, key services and other important links.
You will also have access to your free DMU MS 365 account, which will allow you to use a variety of apps, such as MS Word, PowerPoint, Publisher and Excel . You will also receive 1TB of Onedrive cloud storage.
You also have Learning Technologies, such as:
· Learning Zone (which is your virtual learning environment).  
· DMU replay (for play-back of recorded lectures).
· Turnitin (for assignment submissions).
· And other integrated technologies, such as MS Teams.
YourDMULabs will give remote access to a computer on campus.
All DMU students have a free subscription to LinkedIn Learning, which has over 7000 online courses and 300,000 videos for you to further develop your skills and knowledge. 
There are a range of Assistive Technology software available at the Library and some are also available as home licences. 
You can also access student digital skills support via the Library website and access IT support from ITMS via their myITSupport portal.
This player will move forward to the next slide automatically. You can pause and replay each slide via the controls below. If you would like to see the Help slide about how to use this player, click on the Help Slide button.
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Transcript:
You should have received your student ID details as part of your enrolment. You will need these to access and log into DMU systems.
Your username is your P-number which can be found on your student ID card.  Use the password you set when you activated your registration.
These same login details  are used accessing DMU Campus Computers.
When you login on a Campus computer,  press CTRL + ALT + DELETE on the keyboard to access the login screen. Remember to always log out securely.
To see a demo of how to login, click on the Quick Demo button.
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Transcript:
MyDMU is your personalised student information portal available 24/7 and can be accessed directly through your web browser by typing in my.dmu.ac.uk.
As you can see from the tiles in MyDMU, you can access key services and information. 
Sign in with your username, which is your P-number and is found on your student ID card. Use the password from when you activated your registration.
Spend some time in your student portal and familiarise with the content and services. Here you can, for example, access your personal course timetable, which will also includes links to any online sessions. Online live lessons will be delivered using MS Teams.
As you can see, there are also links here to access your DMU student email, Learning Zone (your VLE),  MS365, library website, IT Services and much more. 
Some tiles will take you to a further menu of links. 
If you would like to see a demo on how to login to MyMDU, click on the Quick Demo button.
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Transcript:
If you would like to reset your password, you can manage and change your passwords at https://sspr.dmu.ac.uk/.
You can also set up security questions, so you can reset your password in the event that you forget it. 
The ITMS Service Desk can provide assistance if necessary. 
This service is also accessible from MyDMU. Click on the IT Services tile and then on the menu link Change Password.
Remember to never share your password and ensure that you logout of DMU systems securely.
[bookmark: _Toc145013442]1.6 How do you access your Timetable?
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Transcript:
Most programmes uses My DMU for timetables, but there are some programmes that uses the Learning Zone for their timetables. Select from the buttons, the one that applies to your programme.
Click on the red button for My DMU or click on the orange button if you access your timetable via the Learning Zone.
[bookmark: _Toc145013443]1.7 MyDMU Timetable Tile
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Transcript:
You can access your Timetable via the My DMU and Timetable tile.
 You may have face-to-face, online, or hybrid sessions. Face-to-Face and hybrid sessions have Building and Rooms numbers in their event details.
The online Teams session links are found under the heading Online Sessions in the My DMU Timetable.
The meeting URL included in your timetable event details should only be used if it is an online-only teaching session; or where prior arrangements have been agreed for a remote access in lieu of your face-to-face class. If you have any queries about the online links, please contact  your module tutor or Faculty Advice Centre .
If a lesson is delivered online, note that some devices/browsers may not be able to connect to Teams via the  MY DMU Timetable calendar unless the MS Teams App is installed. It is therefore recommended to install the Teams App on your computer, Smartphone or tablet.  To join a sessions, right-click on the meeting link to copy; and then paste into a browser. On Windows use Edge or Chrome. On Macs, use Chrome, not Safari. You will then have the option to continue with Teams in the browser or open the MS Teams App (if installed).
To ensure that you have the latest online session link, click on the Refresh button on the bottom left corner of your Timetable calendar. You can see when you last refreshed the timetable  by the notification next to the Refresh button. 
It is recommended that you Refresh the link shortly before joining an online session.
If you are working from staff computer or signed in on your browsers with your personal email account, you can use the Incognito Chrome browser mode (or InPrivate mode in Edge) to ensure that you sign in on MS365 and MS Teams as a student and not as a guest. Click on the buttons for the guides.
[bookmark: _Toc145013444]1.8 Your MS 365- Access & Login
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Transcript:
All DMU students have free access to Microsoft 365, which allow you to use a variety of apps such as MS Word, PowerPoint and Excel. MS Teams is used to join online sessions but can also be used to work collaboratively on group projects or to chat with your class mates.
You have the option to install on up to 5 devices (PCs, Macs, tablets, and smartphones); and you also get acces to online Office Apps - which are lighter versions of  Word, Excel, and PowerPoint.
There are two ways to Access & Log into MS365.
Option 1 is via MyDMU and the Student Resources Tile. 
Option 2 is logging on directly via Office.com
Remember to sign in with your student email and DMU username & password when prompted.
[bookmark: _Toc145013445]1.9 Download MS365
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Transcript:
You can download Office via Office.com.
Once you have signed in, click on the Install Office button and select Office 365 apps from the drop-down options. The Setup Files are then downloaded to the computer’s Download Folder. Once the download is complete, open the file to start the installation.
MS Teams is essential for live teaching session and to work on group projects, but it will need to be downloaded separately. We will cover this in the next slide.
To see the ITMS guide on how to download MS365, click on the blue button. 
Press the play button to see a video of how to sign-in to MS365 and locating the Install Office button.
[bookmark: _Toc145013446]1.10 Download MS Teams
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Transcript:
You will need to install MS Teams separately. 
Remember you will have meeting URL links for online delivered lecturers, so it important to have Teams ready so you can join the session online.
To access the full features of MS Teams, best to download the desktop app. 
To download, click on the MS Teams icon in Office.com. MS Teams opens in a new Tab where you can go to Settings (via the 3 dots next your profile icon) and select to Download the desktop app.
You can also access Teams from the browser, but features may limited depending on which browser you use. When you click on a meeting link from your online Outlook Calendar, it will give you the option to continue in  the browser or open the MS Teams desktop app. 
Other benefits of using Teams:
· Group chat
· Group Calls (over the Internet)
· Collaborate on presentations
· Your tutor may use teams in teaching
There are several ways to join online sessions. Click on button to see the Join Sessions in Teams instructions. 
In the Resources tab on the Player, you will also find a guide on how to get started with MS Teams.
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Transcript:
You access your student email via Outlook as part of MS365. 
This is the official email that the university, the library and your tutors will use to communicate with you, so make sure to check it on a regular basis. 
There are many ways to access Outlook:
· You can go via MyDMU and the Email Tie
· Or go to Office.com and click on the Outlook icon
· You can also go direct by typing in outlook.office.com in your browser
If have installed Office, you can access your student email from the Outlook Desktop app.
With the Outlook mobile app you can also stay connected on the go.
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Transcript:
OneDrive is a your online cloud storage where you can save and backup your files e.g. Word, Excel, PowerPoint and video files. 
All students receive 1TB storage. 
There are many benefits to using OneDrive. For example, you can access it from any computer with an Internet access, share files and collaborate on project work if needed.
There are two ways to login to OneDrive:
· Option 1 is via MyDMU and the student resources tile; and then click on the MS365 link.
· Option 2 is directly via Office.com and click on the OneDrive icon. Use your student email to login when prompted.
[bookmark: _Toc145013449]1.13 Learning Zone
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Transcript:
Learning Zone is a web-based virtual learning environment and personalised to the specific course you are enrolled in, granting you access to your online course learning materials, enabling assignment submissions, and facilitating your participation in various online teaching and learning activities.
Your Learning Zone provides access to your course and module learning materials, resources and recorded teaching sessions. From your home page, you can access and view the course modules that you are enrolled on via the My Courses Tiles or via the Course Selector drop-down . Module sites are often referred to as module shells. You will be accessing Learning Zone on a regular basis, so it is important to familiarise yourself with the platform.
You can log in directly to Learning Zone by typing LearningZone.dmu.ac.uk in your web browser. Or, you connect via the Learning Zone tile in MyDMU. 
To see the guide on how to login and navigate Learning Zone, click on the blue button. 
[bookmark: _Toc145013450]1.14 Module Site
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Transcript:
On selecting a module –  your will see your module site. What you see here is a typical layout with four main module tiles and a navigation bar on the top. 
· Module Information where you will find the Module Handbook with important details about the module and how you will be assessed.
· Learning Materials will contain documents and PowerPoints uploaded by your tutor. In here, you may also find recorded lectures, which you can revisit and replay via DMU Replay. 
· The Resource List is your module Reading list.
· If Discussion Boards will be used in your module, you will be able to access it via the navigational bar.
· Module Announcements are posted by the lecturers in the Activity Feed.
Click on the blue button to see the guide on Accessing Module and Learning Materials.
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Transcript:
Written assignment are submitted online via the Assignment Tab on your Learning Zone module site. 
Your lecturers can setup assignment submission links for you to upload and submit your assignments. Some of the assignment submission links will use originality checking via Turnitin or it can be marked directly in Learning Zone without Turnitin. A binocular symbol next to the assignment title indicates that it is a Turnitin-enabled assignment.
Turnitin – Text matching software and checks your work for originality and produces a report showing matches.
Lecturers will guide you on assignment criteria and how to submit.
You can also click on the blue buttons to see the guide on how to submit an assignment or how to submit a Turnitin-enabled assignment.
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Transcript:
To enhance security, we will be adding a security authentication layer called Multi Factor Authentication (MFA) for when you acces your MS365 apps and your student email off-campus.
It is a simple process to set up your MFA method via a mobile authenticator app on a your Android or iOS device. We recommend doing this as soon as possible to avoid disruption when it is enforced. You will only need to do this once.
To setup go to https://aka.ms/mfasetup and sign-in with your student email.  Follow the on-screen instructions to complete the set up.
You can also click on the blue buttons for instructions on how to set it up.
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Transcript:
The Library Digital Partners provide student digital skill support and development for MS 365, Learning technologies, digital capabilities, assistive technology and other technologies mentioned in this presentation.
Support is provided through our online workshops, tutorials, online drop-ins and chat hours.  
Our services and information are accessible from the library website and our Student Digital Skills and IT support pages.
We also have online how-to guides available on our three online skills hubs: Student Digital Skills, Learning Technologies and Assistive Technology.
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Transcript:
Access IT (technical) support by contacting the ITMS service helpdesk via their email itmsservicedesk@dmu.ac.uk or call +44 (0)116 2506050
ITMS can assist with technical issues to do with MFA, logins  and Learning Tech issues in Blackboard,  Turnitin, Teams, MS365, and so on
Track the progress of your technical queries by visiting 
http://servicedesk.dmu.ac.uk
For latest IT FAQ's visit https://help.dmu.ac.uk
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Transcript:
On this slide you find an overview of the IT and Digital Skills support available at DMU. 
Please click on the buttons to explore further or to bookmark  pages.
Note, that the ITMS service desk is also available on the ground floor in the Kimberlin Library.
Remember, you can contact Digital Partners for digital skills queries and book onto our workshops and tutorials throughout the academic year. We can help with how-to questions. For example, you may wish to learn how to format a Word document for a written assignment that requires a Report format. Or, you may wish to find out how to create a diagram in Excel. Or even how to create a Poster in MS Publisher.
Please do not hesitate to check out our Frequent Asked Questions and the ITMS Help page.
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Transcript:
Look at the resources tab for further information and guides.
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[bookmark: _Toc145013458]2.1 Player layout and buttons
Transcript:
On the left, you will see the content menu with numbered slide titles.  
You can jump forward or backwards to any slide by clicking on the title.
There is also a Glossary tab and a Notes tab. The Notes tab contains the audio transcript of this slide.
Below you will see the play- back progression bar. When it reaches the end, the player will automatically jump to the next slide.
On the bottom right, you can use the Previous and Next buttons to move to the next slide or back to a previous slide.
In Settings, you can enable Accessibility Text to work with custom styles and enable Fit-to-Zoom.
You can control the volume of the audio via the Volume button.
You can also turn on Closed Captions, by clicking on the CC button.
If you would like to replay the slide, click on the Replay button.
Top right, you will see a Resources button where we have added resources that may be of interest. Blue buttons on slides may open online guides or open a pop-up box. You can close the box from the X in the top right-hand corner.
And finally, you can collapse the Content menu panel by clicking on the Menu button on the top left.
You will also find active hyperlinks in some of the slides.
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Transcript:
Here is an example of a Timetable on the Learning Zone. It may slightly differ on your modules. Your module leaders will let you know how to access your Timetable on your module site.

Your tutor may share online meetings links via email to your student email inbox or via Outlook Meeting Invites. Check with your tutor for details if needed.
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How do you access your Timetable?

Undergraduate and most postgraduate
programs use My DMU for accessing course
timetables.

Click on the red button below if your program
uses My DMU for your timetable.

My Timetable is on
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Some Postgraduate programmes use the
Learning Zone to access their timetable.

Click on the orange button below if your

programme uses the Learning Zone for your
timetable.

My timetable is on the

Learning Zone
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Your MS365- Access & Logi

As a DMU student, you have a free subscription to Microsoft 365:
+ Office Desktop Apps: Outlook, OneNote, Word, PowerPoint and Excel

* MS Teams

+ Option to install on up to 5 dovices (PCs, MAC, tablets, and phones)

+ 1 TB of OneDrive cloud storage

+ Access Word, Excel, and PowerPoint online via browser

Option 1 - via MyDMU Option 2 - via Office.com

Via MyDMU> Student Resources tile>Office 365 e — G0 10 ww.Office.com

Login: student email address
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Ms365 Download Guide

* Click on the Install Office button and select Office 365 Apps.
« The Setup File will download to your computer Download Folder.Once the
download is complete, open the file to start the installation.

Note: MS Teams is downloaded separatoly.
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You will need to download install MS Teams separately.

To download:

+ Click on the MS Toams icon in Office.com.

+ MS Teams opens in a new Tab where you can go o Settings (3
dots) and select to download the desktop App.

@ b s

Othor benafits:
+ Group chat/work
+ Group Calls (over the internet) &
+ Collaborate on presentations &

For your online delivered lecture, you will need MS Teams.
To access the full features of MS Toams, it is advised to download the
desktop app.
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My Learning Zone (LZ)

« Virtual Learning Environment - personalised to
the specific course you are enrolled in.

* Access your Programme & Module sites online

« Access to your online course learning materials

«+ Assignment submissions.

To access:
(©) https://learningzone.dmu.ac.uk
(Z) O, via the Leaming Zone tile in My DMU
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Access course modules learning
materials online.

You can navigate via the tiles or
the top menu bar.

Module Information

Module Handbook
Assessment/Assignment Details
Announcements

Learning Course Materials
Recorded videos, documents, PowerPoint Lectures.

Resource List (reading lst), and discussion board.

See Guide - Accessing

Module and Learning
Materials
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Turnitin - Assignment submission online LLS Digital Partners

Wiitten assignment are submitted online
via the Assignment tab on the navigation
bar in the module site.

Turnitin ~ Text matching software and checks your
‘work for originality and produces a report showing
matches.

Some of the assignment submission links will uso
originality chacking via Tumitin or it can be marked
directly in Loarning Zona without Turntin. A binocular
symbol next to the assignment title indicates that it is
a Tumitin-enabled assignment.

« Lecturers set up Tumnitin assignment links in
the module sites and can also use Tumitin to
provide feedback.

o Lecturers will guide you on assignment criteria
and the Turnitin submission process.
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Set up security authentication when accessing DMU systems off-campus

Multi Factor Authentication (MFA)

Witps./aka.ms/mtasetup
Instructions:
e ~1d — MFA via Android App
Instructions
- | B MFA via i0S App

https://aka.ms/mfasetup (direct link to setup page)
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Library Digital Partners

Student digital skills support:
MS365 Office, Learning Technologies, Digital
Capabiliies, Linkedin Learning, Assistive Technology,
YourDMULabs.

Workshops
Tutorial
Drop-in
Chat Hours
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ITMS Support

Access IT (technical) support from MyDMU>IT Services or by contacting IT
service helpdesk: itmsservicedesk@dmu.ac.uk or tel. +44 (0)116 2506050
(2477 service)

Track the progress of your Help Ticket by visiting mylTSupport:
http://servicedesk.dmu.ac.uk mylTSupport

For latest IT FAQ's visit the ITMS Help page: https://help.dmu.ac.uk Online self service portal
tolog calls or faults and
track their progress.

The Student IT Handbook will give you more

details.
Student IT Handbook
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Student IT and Digital Skills Support

ITMS Service Desk provides IT technical support to 2,700 staff
and 23,000 students 24 hours a day.

Contact ITMs:
* mylTSupport - use my[TSupport to log calls or faults and
track their progress.
* Tel. T: +44 (0)116 250 6050, E
—> Ground Floor Kimberlin Library (Mon & Friday 08.4:
and Tuesday & Thursday 08.45 — 17.15 excluding bank
holidays).
* ITMS Libchat Online.

17.00

LSS Digital Partners

Digital Partners (Library)

Digital Partners provide digital
skills support on MS365 and
Learning Technologies.

We provide support through
‘workshops, one-to-one
tutorials and Libchat (online).

We also have a range of
guides and videos to help you
further your digital skills.
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Demo: Single Sign-on (SAML) Login (no audio)
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Demo: Sign in on My DMU (my.dmu.ac.uk)

Select profile

Now seiect a profle to get going

Demo Video 12 sec (no audio)

Select STUDENT in the profile window
Enter your username (p-number)
Enter the password you set up at registration

Click on Sign In
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Download MS365 (PC and Mac)

]

Office is now
Microsoft 365
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Timetables on Learning Zone

“This is an example of a Timetable on a
Learning Zone programme site.

You will find it under Content from the
Navigation menu bar. It may be under
another heading such as Programme
Information. Check with your tutor if you are
not able to locate it.

Your tutor may share online Teams meetings links via
‘email or Outlook Meeting Invites.

Check with your tutor for further information if
needed.

LSS Digital Partners

Are you working from a Staff computer?

Use the Incognito or InPrivate browser mode
to join sessions to ensure you join as a student
and not as a guest.

FAQ:
Join via Chrome Incognito mode.

FAQ:
Join via Edge InPrivate mode
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