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Using the online learning platform
A guide to using the online learning platform
The online learning platform (also known as Moodle) is a virtual learning environment that provides you with
a number of resources that have been created to engage learners and promote collaborative, student‐
centred learning.
This guide has been designed to help you use the online learning platform effectively and provide you with
answers to common questions about the platform. If your question has not been answered here please feel
free to contact us at cltinternational@centlaw.com, or by telephone on +44 (0)121 362 7733 and we will be
more than happy to help you.
The following topics are covered in this document:






What are the minimum system requirements to run the online learning platform?
What do I need to be able to open files on the online learning platform?
How do I access my course materials?
How can I edit my profile?
What is a course/discussion forum and how do I use it?
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What are the minimum system requirements to run the online learning platform?
To use the online learning platform, you will need access to the internet. You can use any modern web
browser to access the platform; however, we always recommend running the latest version of a browser to
prevent any problems from occurring. If you are having problems with your current browser, we recommend
downloading the latest version of Internet Explorer from http://windows.microsoft.com/en‐ca/internet‐
explorer/download‐ie. A list of commonly used browsers can be found below and the minimum version that
the online learning platform will work on:





Internet Explorer (v9 or above – v10 is required for you to be able to drag and drop files)
Firefox (v30 or above)
Google Chrome (v30 or above)
Safari (v5 or above)

Your browser should also have both cookies and JavaScript enabled. These are typically enabled by default,
but if you think these settings might need enabling, check the documentation for your particular browser for
information on how to do this.
You should also enable pop‐ups for the online learning platform. Consult ‘Help’ for your particular browser
on how to enable pop‐ups.
What do I need to be able to open files on the online learning platform?
Course reading that is protected by digital rights management (DRM) software will only open in Adobe
Reader so you need to ensure that it is installed on your computer/device (refer to the Accessing your course
reading on the online learning platform document for more information). Other PDF documents (that are
not protected by DRM software) will open in any PDF reader.
Some courses might also require you to use the following players or browser players to access certain
resources, such as a podcast, webinar or video:
Name

Description

Adobe Flash Player

To view Flash content on websites – Click here to download

QuickTime Player

To play QuickTime files – Click here to download

Real Media Player

To play Real audio and video files – Click here to download

Windows Media Player

To play a variety of media files, including Windows Media – Click here to download

Please note that CLTI cannot be held responsible for any upgrades in software or hardware needed as a result
of enrolling on a course. CLTI also cannot be held liable for any malicious software obtained as a result of
downloading or uploading files from our server. Whilst all the files uploaded by CLTI are checked for malicious
software, CLTI is not responsible for content uploaded by third parties.

2

Using the online learning platform
How do I access my course materials?
Once you have logged in, details of the course(s) on which you are enrolled will appear on your home page.
If you click on the name of your course, you will be taken to the home page for this course, which contains
all of the materials and facilities you will need. For example:

Please note that the image above is just an example of a home page – you will see different boxes on your
home page depending on the course you are studying. If your course does not appear when you enter your
username and password, please contact us by emailing cltinternational@centlaw.com or telephoning +44
(0)121 362 7733.
How can I edit my profile?
Each delegate has their own profile on the online learning platform that can be customised. Once you have
logged in, we recommend that you edit your profile as this will allow you to personalise your learning
environment.
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To access your profile, hover your mouse over your name in the top right‐hand corner of the screen and click
on ‘Edit profile’ in the drop‐down menu that appears. You will then be taken to your personal profile page –
for example:

Editing your profile
Your profile is divided into six sections, in which there are various settings that you can customise:







General
Preferences
User picture
Additional names
Optional
Other fields

General section
This section contains general settings such as your name, email address, city/town/country, time zone and
description. The preferred language setting is English, which is the default language, and the time zone is set
at the server’s local time (GMT). We recommend that you do not change these settings.
The fields of your first name, last name, city, country and email address are automatically updated using the
information that you provided on your enrolment form. If you would like to change the information in any of
these fields, contact us at cltinternational@centlaw.com and we will update them for you.
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Preferences section
This section contains the following settings:


Email display: you can choose who can see your email address on the online learning platform. You
have the options of hiding your email address from everyone, allowing only delegates on your course
to see it or displaying it to everyone who logs in to the site. If you choose to hide your email address,
anyone who logs in to the platform will not be able to contact you via email.



Email format: emails can be sent from the online learning platform in ‘plain text format’ or ‘pretty
HTML format’. The HTML format will include images and the platform’s colour scheme in emails, but
messages will be slightly larger in size. If you have a slow internet connection, the plain text option
is probably the best choice.



Email digest type: there are three different options for receiving emails in relation to forum posts:
o No digest: you can opt to receive one email per forum post
o Complete: you can choose to receive one digest email per day, which contains the contents
of each forum post
o Subjects only: if you select this option you will receive one digest email per day that only
contains the subject of each forum post (not the content)



Forum auto‐subscribe: if you select the ‘Yes…’ option you will be subscribed to any forum in which
you post a message and you will be notified when anyone else posts in the forum.



Forum tracking: if this is set to ‘Yes…’ unread forum messages will be highlighted so that you can
easily see which messages are new.

User picture section
In this section, you have the option of uploading your own profile picture, which will be displayed on the
platform. Please keep in mind that your picture and profile information will be seen by everyone on the
course so you need to select an appropriate image and ensure that your description section is written in a
suitable manner. CLTI reserves the right to remove any pictures that are deemed to be offensive in any
manner; this also applies to any personal description you might include.
Please use either a GIF or JPG format for your picture and keep it small (it should be a maximum of 100 x 100
pixels with a file size less than 500 KB).
What is a course/discussion forum and how do I use it?
The course forum is an online discussion forum in which you can post queries for the course tutor and other
delegates on your course. The forum is available on the home page for your course.
As your course co‐ordinator will post any announcements regarding the course in the forum, it is important
that you check it regularly. You can also use the forum to start discussions on topics relevant to your course
– you might find that you can benefit from the knowledge of others as well as answering another delegate’s
question.
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Please be aware that you might not receive an instant reply to your post, and you should allow at least 48
hours for a response.
To start a discussion, click on the link to the forum and then click on the ‘Add a new discussion topic’ button
at the top of the list of threads. Give the thread a title in the ‘Subject’ section and type your post in the
‘Message’ section. Make sure that you proofread your post and then click on the ‘Post to forum’ button at
the bottom of the page:

To reply to a thread, click on the name of the thread in the forum and click on the ‘Reply’ button at the bottom
right of the post to which you want to reply.
You can change whether you are subscribed to a given forum at any time by clicking on the name of the
forum, and then clicking on the ‘Subscribe/unsubscribe me from this forum’ link in the top‐right of the
window. Remember that you should also change your subscription settings to reflect your preference for
receiving notifications in relation to posts on the forum (refer to the Message settings section below for more
information).
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There is also a ‘Messages’ tab in the top left‐hand corner of the screen that shows you whether there are
any forum posts or private messages that you have not viewed:
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