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Introduction 
Elearning has the potential to make huge savings in time and cost to your training budget. 
Learners have more flexibility in how they access learning courses, with the advantage that they 
can study at their own pace and, can re-visit learning if needed. To enable this to happen you 
need a way to effectively deploy your learning, test understanding, gather feedback and monitor 
usage. Our Learning Management System, or Dynamic Learning Environment (DLE) as we 
have called it, enables you to do all of these things and more.  

What is a Learning Management System (LMS)? 

Basically, a LMS is a system that brings courses and learners together and monitors their 
progress. Learners access the LMS like any other web page using a browser. They log-in using 
their own unique user name and password. The URL of your DLE will be like this, 
http://www.learningpool.com/yourcouncilname/.  

The diagram below shows the main features of the DLE. 

 

Listed on the right side of the diagram are the various features of our system that allow you to 
add forums, Wiki’s and chat sessions. These allow your learners to communicate with each 
other and help build your community of learners. The DLE allows you to easily add these 
features, which we’ll look at later in the manual. 

To carry out the tasks contained in this manual you will need to have administrator rights. If not 
please contact, support@learningpool.com.  

 

Learners 

Courses Forums 
Wiki’s 
Chat 
Glossary 
Questions 
Feedback 

Reports Reports Reports Reports 



 
Blocks and Navigation 

Blocks 

 

Each course homepage generally contains blocks on the 
left and right with the centre column containing the course 
content. Blocks may be added, hidden, deleted, and moved 
up, down and left/right when editing is turned on. The 
administration block has sub menus for course: 
backup/restore, enrollments, format, reports, grades, 
activity logs, files and other useful tools. The Site 
Administration Block is shown on the left. 

For each course there is an Administration block containing 
the commands needed to make changes to that course. 

 

Please note : Users are unable to see the Administration 
blocks. 

 

Navigation 

The DLE can be navigated by clicking on the various hyperlinks on the pages. There’s is a 
navigation bar at the top of each page showing your location. 

 

 



 
Icons 
There are a number of icons in use in your DLE. Take the time to familiarize yourself with them. 
To see them you will need to click the turn editing on button, found at the top right of the screen. 

 

To hide editing, click the button again. 

 

 

 
This is the help icon and is used widely. Click on it for a popup help window. 

 

Click on this to move an item 

 

This indents an item. 

 

This is the edit icon; it lets you edit whatever it is next to. 

 

This is the delete icon. 

 

When the eye icon is open it means that the item will be visible to users. 
Clicking on the icon closes it, meaning that the item is hidden from users. 

 



 
Logging-on 
To access the DLE learners need a username and password. You can make changes to the 
way your learners login through the Site Administration block. Click on Users, then 
Authentication.   

Site Administration �  Users �  Authentication 

 

Authentication 

There are number of ways learners 
can login to the DLE, this has been 
set by Learning Pool. If would like 
to make changes to this please 
contact us. 

Guest login button 

You may want the facility for guests 
to login to the DLE, guests do not 
need to have accounts. To turn on 
the Guest login button, click on 
Guest login button dropdown box 
and change the option to show. 

Courses are closed to guests 
unless the course settings have 
been changed to allow guest 
access. Guests ALWAYS have 
read-only access meaning they 
can't leave any posts in a forum or 
submit assignments or tests.  

Instructions 

This is where you can customize 
the text that appears next to the 
login button for the DLE. 

 

 

 



 
Naming your site 
In the Site Administration block: Administration �  Front Page �  Front Page settings 

Full site name - This name 
appears at the top of every page 
above the navigation bar. 

Short name for site - Appears at 
the beginning of the navigation bar 
as a link back to the DLE front 
page. 

Front page description - Optional, 
you can add a short message to 
display in a block on the front 
page. 

Front page and front page items 
when logged in - The centre of the 
front page can display a 
combination news items, list of 
courses, categories or a 
combination. Before and after a 
learner is logged in. 

Include a topic section  - Adds a 
topic section to the centre of the 
front page. 

News items to show- This setting 
only applies if the front page is set 
to display news items. 

Courses per page - Sets the 
number of course to display per 
page. 

Allow visible courses in hidden 
categories - A course category 
can be hidden, but the courses 
are visible. 

 

 

 

 



 
Adding users 
The add a new user page allows you to manually create a new user account. In the Site 
Administration block go to, Administration �  Users �  Accounts �  Add a new user 

 

The required fields must be 
entered before the user will be 
accepted by the DLE. The 
required fields are in red: 
Username, New password, 
Directorate, Department, First 
name, Surname, Email address, 
City/town, and Select a country. 

Other fields that are part of a 
user's profile can also be filled 
out when the user is created. 
Some of the profile fields can be 
revealed by pressing the "Show 
Advanced" button.  

The new user information is 
saved by pressing the "Update 
user" button near the bottom of 
the form. 

 

Bulk upload of user details 

Large numbers of users can be added to the system by completing a .csv file (which we can 
supply you with) with the user details. This file can then be uploaded to the DLE to create the 
accounts. In the Site Administration block �  Users �  Accounts �  Upload users 

 

Click the Browse button and navigate to the 
location of the .csv file, then click Upload 
users. 



 
Viewing a list of your users 

To see a list of your users, Administration �  Users �  Accounts �  Browse list of users 

 

If you have a large number 
of users you can use the 
search facility or click on 
the first letter of the first 
name or surname. 

 

Click on Edit to make 
changes to a user, or 
Delete to delete the user 
from the DLE. 

 

Types of users 

 

There are five types of user, but in most cases you will probably 
use Administrator, and Student. 

·  Administrator. Can do anything and go anywhere in the site 

·  Course creator. Can create new courses and edit them 

·  Teacher. Can edit a set of courses 

·  Non-editing teacher. Can access a set of courses and their 
related tutor resources 

·  Student. Can access a set of courses and their related 
students resources 

 

 



 
Adding a Directorate 
Directorates and Departments can be created in the DLE to reflect the physical structure of your 
authority. To add a new directorate go to Administration �  Users �  Accounts �  Directorate 

 

 

Enter the Directorate name and 
press update profile. 

 

Adding a Department 
To add a new department Administration �  Users �  Accounts �  Department 

 

 

Enter the Department name, 
select the Directorate you want 
it to be in, and press update 
profile. 



 

Courses 
To make changes, or add a new course go to, Administration �  Courses �  Add/edit courses 

You are now in the course 
category page. Here you can 
add new course categories, 
delete categories, change the 
order they are in or move one 
category to another. 

Categories can be hidden by 
clicking on the eye icon to close 
it. Courses can be hidden in the 
same way. 

 

Clicking on a course category 
lists the course it contains. 

Here you can edit the course 
delete it, hide it, move courses to 
another category, change the 
order it appears or add a new 
course. You can also add a sub-
category. 

 

 



 
Adding a course 
Please note that the adding of SCORM compliant content is not covered in this manual. This is 
normally carried out by the Learning Pool Technical Team. 

Course formats 

Weekly format: The course is organised week by week, with a clear start date and a finish date. 
Choosing weeks from the format selection menu, will automatically fill in the dates, starting with 
whatever date you specify as your first day for the course, and incrementing each week by 
seven days thereafter.  
 
Topics format: Very similar to the weekly format, except that each "week" is called a topic. A 
"topic" is not restricted to any time limit. You don't need to specify any dates.  
 
Social format: This format is oriented around one main forum, the Social forum, which appears 
listed on the main page. It is useful for situations that are more freeform. They may not even be 
courses. For example, it could be used as a departmental notice board.  
 

 

Choose a category for 
your course from the 
dropdown list. 

Give the course a full 
name and short name 
and fill in the summary. 
This will be a short 
description of the course. 

Then choose course 
format. Topics format is 
the most common one 
you would use. 

 



 
Enrolments, Enrolment 
expiry notification groups 
and Language can all be 
left at their default 
settings. 

Availability 

This option allows you to 
"hide" your course 
completely. It will not 
appear on any course 
listings, except to 
administrators. 

Enrolment key 

A course enrolment key 
enables you to restrict 
access to a course. 

If you enter a word or 
phrase here, learners will 
have to enter this 
correctly the first time they 
enter the course. 

Guest access 

You have the choice of 
allowing "guests" into your 
course. People can log in 
as guests using the "Login 
as a guest" button on the 
login screen. 

 

If you combine guest access with an enrolment key a guest would be required to enter the 
enrolment key EVERY TIME they log in (learners only need to do it once).  

Click save changes. 



 
Your course has been created as below. The news forum is created automatically, everyone in 
the course can read the postings and the news is automatically emailed to them. It’s useful for 
making general announcements about the course.  

 

Note the 5 different topics were we can add activities or resources. Click the Turn editing on 
button. 

 

The page will now look like this. 

 

You are now able to add content to your course.  



 
Adding a resource or activity 
When adding a resource or activity, remember to press the “Turn editing on” button first. 

   

You are now presented with two drop down boxes for you to choose a resource or activity. 

 

Resources 

 

Inset a label - text and images that are actually embedded 
directly among the other activity links in the course page. 
Can be used for headings. 

Compose a text page - a simple page written using plain 
text. 

Compose a web page - a webpage that can be displayed 
in a web browser, also has more formatting options. 

Link to a file or web site - a link to any type of electronic 
media or a web site. 

Display a directory - displays all files in a Moodle folder, 
saving you time from creating multiple links to files. 

Add an IMS Content Package - Allows you to add 
prepackaged content. 

 



 
Activities 
This is where you can add content to a course, (text/instructions/theory/links). 

 

Assignments - Allow the teacher to specify a task that 
requires users to prepare digital content (any format) and 
submit it by uploading it to the DLE. 

Chat - Use this option to allow participants to have a real-
time synchronous discussion via the web. 

Certificate - Create certificates for your learner, these can be 
linked to quiz. 

Choice - This option is very simple - the teacher asks a 
question and specifies a choice of multiple responses. It can 
be useful as a quick poll to stimulate thinking about a topic; to 
allow the class to vote on a direction for the course; or to 
gather research feedback. 

Forum - This option is an online discussion among users. 
The postings can be viewed in a variety for formats, and can 
include attachments. By subscribing to a forum, participants 
will receive copies of each new posting in their email.  

Glossary - This option allows teachers and participants to 
create and maintain a list of definitions, like say a dictionary 
of terms specific to course content. The entries can be 
searched or browsed in many different formats. 

Questionnaire - Allows you to construct questionnaires 
(surveys) using a variety of question types, for the purpose of 
gathering feedback from learners.  

Quiz - This option allows you to design and set quiz tests, 
consisting of multiple choice, true-false, and short answer 
questions. These questions are kept in a categorized 
database, and can be re-used within courses and even 
between courses. Random questions may be drawn from a 
question pool.  

SCORM/AICC - The Package module allows you to easily 
upload any standard SCORM or AICC package and make it 
part of your course. 

 



 
Adding a choice activity 

 

Turn editing on and choose Choice from the 
activity drop down menu. 

 

Give the choice a descriptive name in the 
choice name box and enter the question 
text. 

Limit 

This option allows you to limit the number of 
participants that can select each particular 
option. 

Once Limits have been enabled, each 
option can set a limit. When the limit is 
reached then no-one else can select that 
option. A limit of zero (0) means that no-one 
can select that choice. 

Enter the responses in the choice fields. If 
you want the choice to be restricted to a 
certain time frame tick the restrict 
answering to this time period and set the 
opening an close dates. 

Miscellaneous settings 

Choose whether to display the results 
horizontally or vertically. You can also 
decide if you want the results of the poll 
publishing, display student names or allow 
them to change their mind and re-enter the 
poll. 

Common module settings 

Group mode, choose if you are using 
groups. Visible, you can decide if the 
activity can be seen by users. 

Click save and display. 

 



 
The choice will be displayed as below. 

 

Users choose the option and press save my choice. Administrators can see the results by 
clicking on View x responses at the top right of the screen. 

 

 

You then have option of downloading the results to Excel or deleting some or all of the replies. 

 

This is how the Choice activity appears in the Topic outline page. 

 

 

 

 

 



 
Adding a link to a file or web site resource 
Turn editing on and choose link to a 
file or web site from the activity drop 
down menu. 

 

Give the link a descriptive name and 
fill in the summary box. 

Enter the URL of the website in the 
location box. Clicking Search for 
webpage opens Google in a new 
window. 

Choose or upload a file 

Clicking on this will take you to the 
files area directory structure. Here 
you can link to files or upload them 
from your PC or network. 

Window 

Decide if you want the file or website 
to display in a new window. Clicking 
show advanced gives you more 
options on the size of the new 
window. 

Parameters 

Using this feature you can send user 
details to the site you are linking to.  

Common module settings 

Visible, you can decide if the 
resource can be seen by users. 

Click save and display. 

 

 

Clicking on the link will take you to the info4local.gov.uk web site. 

 



 
Creating a quiz activity 
The DLE has a very sophisticated system to allow you to create quizzes, these can be used as 
another way to evaluate your learners knowledge. You can create quizzes with different 
question types, randomly generate quizzes from pools of questions, allow users to retake 
quizzes multiple times, and have the DLE record all the scores. 

Question types 

There are a number of question types these include; 

Multiple Choice: In response to a question (that may include a image) the respondent chooses 
from multiple answers. There are two types of multiple choice questions - single answer and 
multiple answers. Single-answer questions allow one and only one answer to be chosen. 
Generally all the grades for such a question should be positive. 

Multiple-answer questions allow one or more answers to be chosen - each answer may carry a 
positive or negative grade, so that choosing all the options will not necessarily result in good 
grade. If the total grade is negative then the total grade for this question will be zero. Be careful 
not to create questions that have scores greater than 100%. Finally, each answer (right or 
wrong) should include feedback - this feedback will be shown to the respondent next to each of 
their answers (if the quiz itself is configured to show feedback). 

Short Answer questions: In response to a question (that may include an image) the respondent 
types a word or short phrase. There may be several possible correct answers, each with a 
different grade. If the "Case sensitive" option is selected, then you can have different scores for 
"Word" or "word". 

Numerical questions: From the student perspective, a numerical question looks just like a short-
answer question. The difference is that numerical answers are allowed to have an accepted 
error. This allows a continuous range of answers to be set. For example, if the answer is 30 with 
an accepted error of 5, then any number between 25 and 35 will be accepted as correct. 
Numerical questions can also have case-insensitive non-numerical answers. This is useful 
whenever the answer for a numerical question is something like N/A, +inf, -inf, NaN etc. 

True/False questions: In response to a question (that may include a image) the respondent 
chooses from True or False. If feedback is enabled, then the appropriate feedback message is 
shown to the respondent after answering the quiz. For example, if the correct answer is "False", 
but they answer "True" (getting it wrong) then the "True" feedback is shown. 

Matching questions: After an optional introduction, the respondent is presented with several 
sub-questions and several jumbled answers. There is one correct answer for each question. 
The respondent must select an answer to match each sub-question. Each sub-question is 
equally weighted to contribute towards the grade for the total question. 

Embedded answers (Cloze): This very flexible question type is similar to a popular format 
known as the Cloze format. Questions consist of a passage of text that has various answers 



 
embedded within it, including multiple choice, short answers and numerical answers. There is 
currently no graphical interface to create these questions - you need to specify the question 
format using the text box or by importing them from external files. 

Random Short-Answer Matching questions: After an optional introduction, the respondent is 
presented with several sub-questions and several jumbled answers. There is one correct 
answer for each question. The respondent must select an answer to match each sub-question. 
Each sub-question is equally weighted to contribute towards the grade for the total question. 
The questions and answers are randomly drawn from the pool of "Short Answer" questions in 
the current category. Each attempt on a quiz will have different questions and answers. 

Random Question: Random questions are a special question type. When you put a Random 
Question into a quiz, then a question will be chosen randomly from the whole category, on each 
attempt. The maximum grade for the question will always be when you have chosen as the 
grade for the Random Question. If you make a quiz with, say, 10 random questions, then each 
student may get a completely different set of 10 questions each time they attempt the quiz. 

Creating a quiz 

 

 

Turn editing on and choose 
quiz from the activity drop 
down menu. 

Give the quiz a name and fill in 
the summary box. 

Timing 

Determines how long users 
have to complete the quiz. At 
the end of the allotted time, the 
quiz is automatically submitted 
with the current answers. 

Display 

Set this to Yes to randomly 
order the quiz questions when 
they are displayed to the 
users. 

Attempts 

Use this option to set the 
number of times a student can 
take a quiz.  



 
 

Grades 

Use this menu to set the 
highest possible score for your 
quiz.  

Students may review 

Displaying feedback will show 
users which answers are right 
and which are wrong once 
they submit their quiz for 
grading. 

Security 

You can use this to restrict 
who takes a quiz and when 
they take it, by setting a 
password. 

Common module settings 

Visible, you can decide if the 
activity can be seen by users. 

Overall feedback 

Allows you to set feedback 
based on the score the student 
achieves. 

Click save and display. 
 

 



 
Now you can add the 
questions to your 
quiz. 

It’s a good idea to put 
your questions in to 
categories 

Click the Edit 
categories button. 

 

 

Now add the category name and information as below and click add. 

 

 

 

From the question bank choose the 
question type you would like to add from 
the create new question drop down list. 

In this example we’ll add a true or false 
type question. This will take you to the 
page for editing the question. 



 

 

Decide what category the question 
should go in from the category box and 
give the question a name. 

Then type the question text in the next 
box. 

 

 

Enter the general feedback, set 
the correct answer and fill in the 
feedback for correct and 
incorrect answers. 

Click save changes. 

Once this has been done you 
can add the question to your 
quiz. 

 

 

Select action the tick box of the question name and click add to quiz. 



 

 

 

The quiz now appears in the course topic outline page. 

 

Learners can access the quiz by clicking on the link, then preview quiz now. 

 

After answering the question press submit to see if its correct. 



 

 

Then press submit all and finish. You will then see the dialogue box below, click ok to close. 

 

You now have the opportunity to examine your score or start the quiz again, if multiple attempts 
are allowed. 

 



 
Certificate activity 
A certificate can be linked to an activity so on completion of a quiz they have a certificate with 
their name and course details (in .pdf) for them to print out. 

 

Turn editing on and choose 
certificate from the activity drop 
down menu. 

Give the certificate a name. 

Issue options 

Decide if you want the certificate 
emailing to teachers or others. 

Locking options 

This is where you can link a 
certificate to a quiz and set the 
required grade. 

Text options 

Choose what text will appear on 
the certificate. 

Design options 

Decide on the type of border or 
images to be included. 

Common module settings 

Visible, you can decide if the 
activity can be seen by users. 

Click save and display. 

The quiz now appears in the 
course topic outline page. 

 

 



 
Learners can see their certificate by clicking on the link, then review your certificate button. 

 

The certificate opens in the Adobe pdf reader. 

 



 
Questionnaire activity 
The DLE allows you to create questionnaires or feedback forms for you learners. These can 
range from simple “happy sheets” to more sophisticated questionnaires. 

Questions types 

Yes/No 

A simple YES/No question.  

Text  

Allows limited character text entry via a single 
line text area.  

Essay Box 

Allows essay style responses, with the ability 
to format text.  

Radio Buttons  

Provide the user with a choice of options from 
which they can pick only one.  

Check Boxes  

Allow the user to select multiple answers from 
a list of options.  

Dropdown Box  

Users select one option from a drop-down list.  

Rate (scale 1.5)  

Rate statements on a scale from 1 to 5  

Date  

Requires users to submit a date.  

Numeric  

Require users to submit a numeric response.  

Section Text  

This is a text field that allows you to present 
information in between different fields. 

 

 



 
Creating a questionnaire 

 

Turn editing on and 
choose questionnaire 
from the activity drop 
down menu. 

Give the questionnaire 
a name and include a 
short summary if you 
wish. Open & Close 
date is optional 

Type 

Respond once will 
allow the user to 
answer the questions 
only once, many will 
allow the user to take 
the questionnaire as 
many times as they 
like. 

 

 

Respondent type  

Anonymous will keep all the questionnaire responses anonymous. Fullname will allow you to 
see who has given the answers. 

Respondent eligibility 

Allow your questionnaire to be answered by users only, staff only or all. 

Questionnaire type 

Choosing Public will allow you and others to use your questionnaire again in the future. Private 
will mean this questionnaire can only be used in this course. 

Save/resume answers 

Choosing No will mean users have to complete the questionnaire in one go. Choosing Yes will 
allow users to stop taking the questionnaire at any point and resume taking it at a later date. 

 

 



 
You then have the option to create a new questionnaire, copy an existing one, or use a public 
shared one.  

 

Click continue.  

Name 

Give the questionnaire a 
name, no spaces. 

Title/Sub-title 

Give the questionnaire a 
title and optional sub-
title. The title will appear 
on every page of the 
survey.  

Additional Info 

This will appear before 
the questions of your 
survey and should 
include any relevant 
details on the purpose of 
the questionnaire and 
instructions for 
completion.  

  

 



 
Confirmation Page 

For a custom completion page enter the URL. 

Or 

 You can type in the title and text you would like displayed as a confirmation page for users who 
complete the survey.  

Email 

If you want copies of each submission emailed to an address fill it out here.  

Theme 

Leave this at the default setting. 

Click the edit questions button to start adding questions. 

 

Field name 

Leave this blank; it 
will be generated 
for you. 

Type 

Choose the 
question type. 

Length 

Leave blank. 

Precision 

Leave blank. 

 

Required 

This makes the question obligatory.  

Text 

Enter the text of your question in the question box. To add more questions click the new field 
button. Edit/View existing questions by clicking the question numbers at the top of the form. 

Click save and return at the bottom of the page then save. 

 



 
Reorder questions 

On this tab, you can change the order of the questions, delete questions, and insert section 
breaks. A section break, divides your survey into multiple pages (good for long surveys). 

Preview 

Shows a preview of your survey as below. 

 

  



 
Reports 
To gain usage information from the DLE we have created a number of reports for you to run. 
These reports can give you information on whether a course is complete or incomplete, number 
of times accessed, when it was started and the last date of access. The reports can be run for 
the whole of the DLE or just against a particular directorate, department, user or course. 

To access the reports 

Click on the reports link in the LP Reports block, the reporting options will open in a new 
window. 

 

Choose the report you require from the dropdown list and click go to report. Please note, if your 
reporting requirements are not covered in this list please contact us so we can write you a 
bespoke report at no cost. 

 

Choose the selection criteria for your report and click run report. 

 

  



 
The report is then generated based on the criteria you specified. 

 

Clicking on a user name enables you to drill down and see the time taken on a course. 

 

The reporting window also has a number of features. 

 

Home: Takes you back to the reports page were you can choose the report you require. 

Back: Takes you back to the selection criteria page. 

Up: Takes you back to the report. Only visible when you have clicked on a user name. 

Rerun: Will rerun the report. 

Excel: Exports the report to Microsoft Excel. 

Print: Opens the print dialogue box. 

  



 
DLE administrator V2 update 
This manual covers the main additional features that have been added to V2 of the Learning 
Pool DLE. 

 

Most of the features can be accessed in the Learning Pool 
Block. You’ll notice that there are a number of additional links 
under the Reports link. 

 

Later, we’ll also look at some of the other additional features. 

 

Reports Admin 
Reports Admin allows you to give users access to reports. You have the option of allowing them 
access to 
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In this example we’ll give a user access to their own reports. 

 

 

 

 

Click on the Reports 
Admin link in the 
Learning Pool Block.  

Select the report rights 
from the drop down list  

 

Choose Access Own 
Reports Only 

 

 

 



 

 

 

 

 

Click on the user name 
and press Add. Then 
click on Assign Rights. 

 

 

Click Back to make more 
changes or close to 
complete. 

 

Course Enrolment 
Course Enrolment allows you to enrol a user or a number of users on to a particular course in 
the DLE. Click on the Course Enrolment link in the Learning Pool Block to start. 

 

 

 

 

Choose the 
course you wish 
to enrol your 
students on from 
the drop down 
list. 

 

Select the 
learner from the 
list and click Add 
>>. Multiple 
users can be 
added using the 
Ctrl key. To 
remove users 
click on the 
name and click 
<< Remove. 

 

Click Enrol 
users,  



 

 

 

 

Then OK to 
confirm. 

 

 

 

Click Back to 
make more 
changes or close 
to complete. 

 

Your user will then receive an automated email informing them they have been enrolled on a 
course. 

Welcome Email Edit 
This allows you to personalize the email your user is sent when they are registered on the DLE. 
Click on the Welcome Email Edit link in the Learning Pool Block. You can make changes to the 
new user email or self-registration email. 

 



 

 

If you would like a welcome 
email to be CC’d to someone, 
enter the email address.  

Enter the main text of the 
message. 

Enter the email address of your 
DLE administrator. 

 

 

 

 

 

Then click submit. 

 

  



 
 

 

The self-registration email is 
completed in the same way. 

 

To include a link the new 
user has to follow to confirm 
the new account, select this 
tick box. 

 

 

 

 

 

Then click submit. 

 

Export 
Export Data allows you to export user information to Excel. Click on the Export link in the 
Learning Pool Block. 

 

 

 

Click on Export Data. 

 

 

Choose the fields you 
would like to export and 
click Add >>. Multiple fields 
can be added using the Ctrl 
key. To remove fields click 
on the name and click << 
Remove. 

Click Export Users. 

 



 
 

 

 

 

 

 

 

 

 

Click on Save to 
save the file to 
your PC or network 
drive. 

 

 

 

 

 

 

When opening the 
file you may get 
the following 
message, click 
yes. 

 

The exported 
information will be 
displayed as 
normal. 

 

 

  



 
DLE Configuration 
DLE Configuration allows you to make changes to your DLE. Click on the DLE Configuration 
link in the Learning Pool Block to start. 

The DLE Configuration Settings allow you to turn various features on or off. In this example you 
can see that the Directorates and Departments are visible. To turn the Sub-Departments on, 
change the drop down menu to On. 

 

Once you have made your changes click save changes. 

  



 
License Manager Reports 
License Manager Reports gives you information about the number licenses you have for a 
particular piece of elearning and records the number of licenses used. Click on the License 
Manager Reports in the Learning Pool Block. 

 

The report gives the course name, license limit and licenses used as above. Click on the name 
of the course for more information. 

Here you can see the names of the eight people who have accessed the course.  

 

You can set an alert when a set 
number of licenses used has 
been reached. 

Set the number and email 
address here and click update. 
When the number is reached 
an email is automatically sent 
giving the course and number 
of licenses used details. 

 

 

 

  



 
My Courses Block 

 

Your learners now have an additional Block available to them 
called My Courses. It has links so they can see their 
incomplete and complete courses. 

 

As a DLE administrator you will have an additional Incomplete 
Notification link. 

 

My Incomplete courses 
This is the screen the user sees when they click on the my incomplete courses link. 

 

My Complete courses 
This is the screen the user sees when they click on the my complete courses link. 

 

  



 
Incomplete Notification 
Incomplete Notification allows you to set-up a weekly or monthly email to alert users of their 
incomplete courses. Click on the Incomplete Notification link in the My Courses Block to start. 

 

Click on the Set up new email notification link. Insert the text you would like to appear in the 
message. 

 

You can set the frequency of the emails and the start and end dates. Click continue. 



 

 

Choose the users you would like to receive the email notification and click Add >>. Multiple 
fields can be added using the Ctrl key. To remove users click on the name and click << 
Remove. Click continue. 

 

The details of this alert will then be shown. The email will contain the custom message, and 
details of the incomplete course. 



 
Learning Pool RSS Block 

 

The Learning Pool RSS Block displays RSS feeds from our website. 
These can be from our Blog, News or our latest courses. Clicking on 
the link will take you to the corresponding page on our website. 

 

To change what you would like to appear in this block click on Edit 
feeds. 

You can choose what feeds to display by clicking the appropriate radio button. The number of 
entries (1-5) for each feed can be selected. 

 

Once you have made your changes click submit. 

  



 
Further information 
We a running a series of DLE training workshops throughout the country. 

These one day sessions are designed to be enjoyable, interactive and stimulating and cost 
£250 & VAT per place.  We’ve kept the groups small so that we can work closely with 
delegates, so there is a maximum attendance of 10 at each workshop.   

The aim of the workshop is to explore how you can get the most out of Learning Pool’s DLE, as 
well as having the opportunity to have your own queries and questions answered. 

For more information contact 

Emily Greenhill 

Events and PR Manager 

T: 0287 137 6962  

F: 0287 136 1789 

E: emily@learningpool.com  

  

For technical enquires regarding the DLE, please contact, support@learningpool.com or 
telephone 0207 101 9383. 


