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Introduction

At the University of the Free State (UFS) service learning (also referred to as “community service
learning”) has been identified as a valid educational approach that allows for the integration of
community engagement in the academic programmes offered by the institution. Thus, section 4.2.1
of the UFS Community Service Policy (available via www.ufs.ac.za/servicelearning) states that “the

inclusion of compulsory community service learning modules in all academic programmes (at least

one per programme) is a policy priority and will be propagated accordingly”. The UFS defines service

learning as —
an educational approach involving curriculum-based, credit-bearing learning experiences in which students
(a) participate in contextualised, well-structured and organised service activities aimed at addressing
identified service needs in a community, and (b) reflect on the service experiences in order to gain a
deeper understanding of the linkage between curriculum content and community dynamics, as well as
achieve personal growth and a sense of social responsibility. It requires a collaborative partnership context
that enhances mutual, reciprocal teaching and learning among all members of the partnership (lecturers
and students, members of the communities and representatives of the service sector)

It is acknowledged that there are several other valid, effective forms of community-based education
that staff and students engage in at the UFS. The service learning database, however, is specifically
aimed at those modules that -
(1) bear the “service learning” designation (“service learning module” or module including
service learning as pedagogical approach);
(2) strive to adhere to service learning requirements as set out in the definition provided
above; and
(3) for which “service learning” funding is requested from the UFS budget annually.

This web-based UFS service learning database has the following purposes and functionalities:

The primary purpose is to collect information regarding service learning for management, research
and reporting purposes, i.e. per academic programme, school, faculty, and for the institution (UFS)
as a whole. The data to be collected includes the following:

e General module information

e Lecturers and other staff members involved

e Partners involved

e Student numbers, composition and success rates

e Budget information

In addition to the above, the database serves the function of compiling a portfolio per service
learning module with evidence for purposes of the following:

e Performance management

e Application for promotion

e Recognition for excellence in service learning

e Quality management
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In order for the above to be achieved, staff members who offer service learning modules would be
required to give their co-operation in capturing the data. Since this is a task that is bound to be
rather complex and time-consuming, especially when undertaken for the first time, the Division:
Service Learning of the Centre for Higher Education Studies and Development (CHESD) commits itself
to providing assistance and support throughout.

Support

¢ For technical support concerning the Service Learning Database, please contact Cora-Mare Smith
at 051-401-2970 or send an email to CSmith@ufs.ac.za.
¢ For help concerning content, please contact Prof. Mabel Erasmus at 051-401-3732 or

erasmusm@ufs.ac.za.

Access control and authentication

Access to the Service Learning Database

¢ Access to the database is granted by ICT Services. Please contact Cora-Mare Smith at 051-401-
2970 or send an email to CSmith@ufs.ac.za.

¢ Open an Internet browser.
0 Type in the following URL in the Address field: http://apps.ufs.ac.za.csl.

0 Sign in under your Novell username and password.

= Administration Login - Windows Internet Explorer

@ & - |§‘ apps.ufs.ac.za

File Edit Wiew Favorites Tools  Help

bl 7 McAfee’ -

{rFavorites i::";; e| * €| Free Hotmal & ha

(& administration Lagin

Figure 1
O Press Enter.
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Overview of the Service Learning Database

¢ Click on the down arrow next to SL Modules, as indicated in the figure below.

¢ The system will expand to display sub-links that will be discussed separately in the following

sections.

>

5L Modules

+ . hodule detail

L Studgi'unfnrmatin:nn

v 3. Partners and sites

k4 hodule outcomes

. 5. CUrriculuim
development

F B, Financial implications
L. Modes of delivery and
national hours
4. Strateqies for

+ reflection and
azsezzment

F 3. Module evaluation
10, Celebration and

b dizzemination of
outcomes

+11. Research

. 12, Collaborstion
requested

. 13. Links and photo
gallery

F Reports

Figure 2

¢ When you click on a link the workspace will change accordingly.

¢ Please note the Save button at the bottom of the page of most workspaces.

(0]

It is important to click on the Save button before clicking on another sub-link (links
numbered 1 — 13, or the Reports link), otherwise data inserted will not be stored in
the database.

It is recommended that while entering data you save on a regular basis.
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¢ With the exception of the 1. Module detail and Reports links, there is a Select Module drop
down list in the top right hand corner of the workspace.
0 Before entering data, it is important to select the appropriate module code and
year.
0 If you fail to do this, your input into the page will not be submitted to the database.

Select Module j

{=elect Mocule
DSP302 - 2008
LEB344 - 2005
SOhy322 - 2003
ZILE14 - 2005
SWWPE 2 - 2005
DHNFAS - 2007
ELL142 - 2007
HO=ETT - 2007
MEX314 - 2007
MET732 - 2007 = |

Figure 3

1. Module detail

This section is where the data capturing process starts. General information about the service
learning module is captured according to the items requested in 1.1 to 1.19. The module detail
requested is required for management purposes and will provide invaluable insight into the broad
variety of modules offered per school, faculty and at the institution as a whole.

Add a new module

Click on the drop down arrow next to SL Modules.

Click on the 1. Module detail link.

If you have already captured information of a module or modules for more than one year, your
module(s) will display as shown in Figure 5.

= ﬂ | Home / Sl Modules { 1. Module detail Version
&3 Mr Leon Bezuidenhoud
| Add New Module |
Expand All [Collapse Alll
General & 4 2007
Faculties o TRG314 | Edit || Delata |
SL Modules FS

+ 1. Modulg detail
r2 Studa jnfurmatinn
+ 3. Partners and sites

+ 4. Module outcomes

Figure 4
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Click on Add New Module.
The form represented in Figure 8 below will appear in the workspace.
Enter the Year that you wish to capture the data for.
0 Data for the same module code can be stored for different years.

ﬂ|HumefS|Huﬂ.lesH.Huﬂ.ledetﬂi Versil
Year: Jz008
1.1 Module code: |TP.G?:1 4
1.2  Module title or description: ITraining Management

1.3 Brief description of module content: Thiz course iz an expedition into the world of [

Human Rezource Development. The course
zhows how adultz learn and what the adult
facilitator mu=t do to ensure learning in the
workplace. The student will find that what

Module convenor (lecturer responsible for -
i module) (Staff number): IDNBZB‘
141 Number of years involved with SL or other forms |2
"7 of CBE?

1.4.2 Completed HOST17 (Service Learning module)? % ves { Np

1.5 Other UFS staff members involved (Staff I [Add 1

number); _—
0828465 - Mev Tiana van der Merwe| Delete

UFS peer support perzon (SL "buddy™) (Staff
18 : |
number);
1.7 Facuftty: |Ec:u:|nu:|mic and Management Sciences | Ekenomiese en Elestuurswetenskappej
1.8 UFS Schook i =l
1.9 Academic host programme: |N!A
1.10 Main department involved: I Industrial Psychelogy j
1.11 Additional departments involved: ISelect Department jl.ﬁ“ﬁ.
1.12 Study vear of students: I 3rd Year | 3de Jaar ;I

1.13 NQF level of the module: Iﬁ
1.14 Number of creditz for the medule: I‘IG

1.15 Module offered during 12t/2nd sem. stc.: I 1zt Semester | 1zte Semester ;I

1.16 When was the module offered for the first time? |2EIIJIJ

When was the module adapted to include a 5L |2EIIJ1
component (if relevant)?

1.18 Module type: ICure vl

117

1.19 Key words (please =elect all the words that are - r ¥ Ar= & ¥ Economic
i E Agricutture Architecture

applicable to vour SL module): g Cutture Empowerment

¥ Education & Training ¥ Health M Hiv & Aids ™ Indigenous
Knowledge
v .
W' information I Language ¥ Life Skills [ Natural Sciences
Technology
I,- F\f:.r.suns et - Religion [ Research ¥ Schools Assistance
Dizabilities
[
V¥ social Development o 5|:||:I.rt = [ Tourizm
Recreation

| Savea :]

Figure 5

[Please note that the module information displayed in the User Guide has been used
with the kind permission of the UFS staff member who offers the module.]

Page 5 of 42



¢ Complete the fields numbered 1.1 to 1.19.
¢ The fields marked with an asterisks (*) are compulsory fields and if left empty, you will be

prompted to complete it.

1.1
1.2
13
1.4

141

1.4.2

15

1.6
1.7
1.8

1.9
1.10

111

1.12
1.13
1.14
1.15
1.16
1.17
1.18

1.19

* Enter the Module code in the space provided without using any spaces or symbols.
Enter a Module title or description in the space provided.
Provide a Brief description of module content in the space provided.
* Enter the Staff number of the lecturer responsible for the module. Ensure that the staff
number is preceded by enough zeros to include seven digits.
Enter the Number of years the staff member in 1.4 has been involved with SL or other forms
of community-based education (CBE).
Click in the appropriate option to indicate whether the staff member in 1.4 has completed
the Service Learning module (HOS717) that forms part of the MA in Higher Education
Studies.
If applicable, provide the Staff number of a second UFS staff member involved and click Add.
Ensure that the staff number is preceded by enough zeros to be seven digits. The staff
number will display below the input field. Repeat for any other UFS staff members involved
in the module.
Enter the staff number of any other staff member who provides peer support.
* Select the Faculty that the module belongs to from the drop down list.
If applicable, choose the appropriate School that the module belongs to from the drop down
list.
Specify the main academic programme that hosts the module (if applicable).
From the drop down list options that depend on your Faculty selection in 1.7, choose the
Main department involved with this module. If the relevant department does not appear in
the list, leave open — N/A will display.
Choose any additional departments involved from the drop down list and click Add. The
code of the selected department will display below the input field. Repeat if necessary.
* Select the Study year of students in this module from the drop down list.
Select the NQF level of the module corresponding to the study year of students.
Type in the number of credits for the module.
* Specify the semester(s) during which the module is offered from the drop down list.
Specify when the module was offered for the first time.
If applicable, specify when the module was adapted to include a SL component.
* Select the Module type from the drop down list.
0 Select Fundamental when the module is a compulsory component of the academic
programme that is aimed at developing the student’s foundational skills.
0 Select Core when the module is compulsory for achieving the core exit level
outcomes of the academic programme.
0 Select Elective when students have a choice in whether or not they want to enrol for
the module.
Select all the Key words that are applicable to your SL Module.
Click Save.
The new module is added to the list in Figure 7.
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Edit a module

If you have already captured module data, you may return to it whenever you need to edit the
information. Please follow these steps:
Click on the drop down arrow next to SL Modules.

¢ Click on the 1. Module detail link.
¢ Alist of the modules per year, that you have already added, will display as shown in Figure 7.
¢ Click on Edit in the same line as the code of the module you want to edit.

0 Select the appropriate module listed under the relevant year.
Make the necessary changes to the fields in Figure 8.
Note that 1.5 and 1.6 should automatically determine and display the name and surname of the
staff member if a valid personnel number was entered.
To remove an item, click on Delete next to it and click Save.
Click Save to update the module information that has been captured into the database.

Delete a module

Click on the drop down arrow next to SL Modules.
Click on the 1. Module detail link.
If applicable, a list of existing modules will display as shown in Figure 7.

* & o o

Click on Delete in the same line as the code of the module you want to delete.
0 Select the appropriate module listed under the relevant year.
¢ The window in Figure 9 will appear.

Microsoft Internet Explorer E|

M_?(/ Are you sure you wankt to delete?

I Ok %J[ Cancel

Figure 6

¢ Click on OK to confirm.
0 Alternatively, click on cancel to exit from deleting the module.
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2. Student Information

This section has been developed to conveniently allow staff members to have direct access to the

student profile data of the service learning modules that they offer. It will also be possible for

administrators and other interested parties to collate the data for reporting and research purposes.

Click on the drop down arrow next to SL Modules.

Click on the 2. Student Information link.

¢ The student profile data of any module selected from the drop down list is automatically
extracted from the PeopleSoft database system.

ﬁ | Home ! S Modules § 2. Student information

“ersion 2.0

| 2.4 Student enrolments and performance

SDL112 - 2007 | »

Select aciule

i AT
=017 - 2007

Enrolments [People=oft § HEMIS]

Drop out

Paz=z

Pazz with distinction
Fail

Incomplete §In progress

2.2 Student profile: Gender and race

Male

Female

Derived from PeopleSoft
Derived fram PeapleSoft
Derived fram PeapleSoft
Derived from PeopleSoft
Derived fram PeapleSoft
Derived from PeapleSoft

Total

|SDL112 - 2007 by

SILF06 - 2007
OyP104 - 2006
TRE314 - 2006

Black
Azian
Coloured
vyhite
Total

Derived fram PeapleSoft
Derived fram PeapleSoft
Derived fram PeopleSoft
Derived from PeopleSoft
Derived from PeopleSoft

Derived fram PeaplesSoft
Derived fram PeaplesSoft
Derived fram PeopleSoft
Derived from PeopleSoft
Derived from PeopleSoft

2.3 Student profile: Language of instruction

Instruction language

English

Derived fram PeapleSoft

Afrikaans

Derived fram PeapleSaoft

Derived from PeopleSoft

Total
Derived fram PeopleSoft

2.4 Student profile: Home language

AFR
EMNG
SESS
SESO
SIS
SETS
TSHI
151X
IS1£
I5IM
OTHER

Derived from People=Soft
Detived from PeopleSoft
Derived fram PeapleSoft
Derived from People=Soft
Derived fram PeopleSoft
Derived fram PeapleSoft
Derived from People=Soft
Derived fram PeopleSoft
Derived fram PeapleSoft
Derived from People=Soft
Derived fram PeopleSoft

Figure 7

¢ Please note that the student profile will ONLY be displayed in reports generated that include this
section.

0 For more information, please refer to the Generate a report section.
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3. Partners and sites

This section allows for relevant data regarding service learning partnerships to be captured. We
need to know with whom, at which sites and how often service learning engagement takes place in
order to coordinate and synchronise the work more effectively. At the UFS staff members are
encouraged to enter into triad service learning partnerships and thus aim at identifying both
“community” and “service sector” partners (see the UFS Community Service policy that is available
via www.ufs.ac.za/servicelearning for an explanation). For quality management purposes you are
expected to upload documentation that provides evidence of negotiations and agreements
regarding the outcomes of the engagement that you entered into with your external partners.

¢ Click on the drop down arrow next to SL Modules.
¢ Click on the 3. Partners and sites link.
¢ The workspace will display fields that have to be completed.

IWEEIQ?4 - 2006 'I

—| 31 Partner(s} in the community H

Community: ISetchabeIo Centre

Contact person(s) IPiet Pietersen

Tel: |058-831 -9576 1083 750 1234
Fa |

E-tmail: |

[Add

Denone Clover House Betty Janse van Renshurg 082 345 2345

Community Contact Tel Fax E-mil Action

Langenhovenpark Library g:si;:” e =R e 051 401 1234 051 401 1234 vemerwes@iplio ac za [ Edit | Delete |

Manguang Library Joseph West 2215'432'1 elUiSLELE west mang@hib ac za | Edit || Delete |
Figure 8

¢ From the Select Module drop down list in the top right hand corner, select the appropriate
module code and year.
0 If you fail to do this, your input cannot be saved into the database.
0 For more information, please refer to the 1. Module detail section.
¢ Any previously saved input data will appear in the applicable fields.

3.1 Insection 3.1, supply contact details of a partner in the community.
¢ Enter the name of the community partner (e.g. an NGO or community grouping) in the
Community field. Please note that the “community” involved in the service learning could be

learners from a specific school, parents of such learners, regular clients of a library, home-based
patients linked to a hospital or clinic, etc.

Page 9 of 42


http://www.ufs.ac.za/servicelearning�

Type the name of the main Contact person representing the community in the space provided.
Supply any available contact details for this person like telephone number, fax number and/or e-
mail address in the spaces provided.

¢ Click on Add.

0 The input will appear under the Add button. It will only be listed in the table in 3.1
and stored in the database once you click on Save.

0 Click on Edit in the table to make changes to a partner in the same line. The current
input appears in the applicable fields in section 3.1. Make the necessary changes and
click on Save.

0 Click on Delete to remove a partner in the same line. The partner is removed from
the table in section 3.1.

¢ Please note that more than one community partner can be listed by repeating the steps
indicated above.

3.2 Insection 3.2, supply the name and contact details of the service sector partner involved in
the service learning module. Please note that it is possible that this will be the same as
above (3.1), for example if your partner is a community-based organisation (CBO). It is,
however, recommended that you strive to bring a service sector partner to the table as well
in order to strengthen the partnership formation, facilitate networking and enhance
sustainability.

¢ Complete the fields in the same way as indicated for 3.1 above.
¢ Click on Add.

0 The input will appear under the Add button. It will only be listed in the table in 3.2
and stored in the database once you click on Save.

0 Click on Edit to make changes to a partner in the same line. The current input
appears in the applicable fields in section 3.2. Make the necessary changes and click
on Save.

0 Click on Delete to remove a partner in the same line. The partner is removed from
the table in section 3.2.

¢ Please note that more than one service sector partner can be listed by repeating the steps
indicated above.

—| 3.2 Service sector partner(s) |
Organization / 2ervice agency: IMﬂngﬂung Library
Contact perzen(z): IMrs. Jackie Qliver
Tel [0s1-444-3210
Fax: [051-444-3211
E-mail: I
[add)
Auki?u Mr. Jack Black 051-123-1234 051-123-1235 blackjacki@yahoo.com

Figure 9
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¢ Upload a document that provides evidence of the negotiated outcomes, roles and

responsibilities that the various parties have agreed on. This can be a contract / agreement /

Memorandum of Understanding / minutes of a meeting between the parties involved. For an

example of what such negotiations should comprise, please refer to the UFS Guidelines for

Service Learning Negotiations template (available via www.ufs.ac.za/servicelearning).

Upload PDF file

(CUMFEC’(."F\QI’EEI‘DEI‘IT." Memorandum of Understanding / Minutes of meeting |

0 For more information on how to upload a document, refer to the Uploading

documents or images section.

33

3.3.1

Figure 10

In section 3.3, specify any service learning site(s)

take place from the drop down list.

3.3.2 Specify any other engagement sites.

3.3.3 Specify the number of students per site.

If applicable, select the identified key engagement site(s) where the service learning will

SEEEETON
3.3.1 Key engagement sites I QWAQWA campus LI
3.3.2 Other site(s) - please specify I
3.3.3 Number of students |12—
Site Number of students Action
E:;P;;m;n}jg;:l:agn:::;ersw of the Free State Community 30 !.@!.m
54 it visits |
3.4.1 Venue(s): IWi‘th in the module we have 26 different venues
3.4.2 Mumber of active SL hours 2pent in the community per student: I\.-faries according to community, but minimum iz 10 h
3.4.3 Total number of student vizits to the community: lm
3.4 4 Days of the week when student visits usually take place: MNre MuMTFMw T VF s
3.4 5 Number of additional visits by UFS staff: [t ieast 2 per communty
3.4 8 Time =pent on traveling to and from the site per visit: lm
3.4 7 Type of tranzport: I Students u=e own tranzport | Studente gebruik eie vervuer;l
3.4 2 Drivers: |5tudents Studente LI
3.4.5 Do students stay over at the SL site?  ves 1% o
3.4.10 If =0, what kind of accommodation iz used? I
The module commences with a
compulzory workshop, where one of
3.4.11 Rizk management strategy (zhort dezcription): the topice include rigk management.
1) We facilitate a group process where
the students identify possible risks in
3.4.12 Documentation regarding the management of risks and liability: l— Browse... | !_m
|mﬂ

Figure 11
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3.4
3.4.1

3.4.2
3.4.3

3.44
3.45

3.4.6
3.4.7
3.4.8
3.49
3.4.10
3.4.11

3.4.12

In section 3.4, provide information about site visits.
Specific venues used (e.g. community centre or a recreational facility within a specific
community setting)
The estimated number of active hours spent in the community per student.
Estimated total number of student visits to the community (please note that one visit by
students cannot qualify as “service learning”).
Indicate the days of the week when student visits usually take place.
Indicate the number of additional visits to the community sites by UFS staff members (for
purposes of negotiating time-release or assistance!)
Indicate the estimated time spent on travelling to and from the site(s) per visit.
Indicate the type of transport mostly used.
Indicate who mostly drives the vehicles.
Indicate whether students normally have to stay over at the site(s).
If so, indicate the type of accommodation used.
Provide a short description of the risk management strategy for the module (as it pertains
to the UFS, you, students and external partners).
For quality management purposes you are required to upload risk management
documentation used as evidence of how risks and liability issues are addressed, especially
in preparing students for this service learning module.
0 For more information on how to upload a document, refer to the Uploading
documents or images section.

Click Save.
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4. Module outcomes

In service learning we strive to achieve a balance between the mutual, reciprocal service and
learning that should take place. In an effort to clearly delineate the nature and scope of what can be
expected by and from all parties the specific outcomes for the various constituencies or participants
have to be negotiated and formalised by the partners before the module is implemented. During
and after the implementation monitoring and evaluation of the module will be undertaken

collaboratively in terms of these outcomes.

¢ Click on the drop down arrow next to SL Modules.

¢ Click on the 4. Module outcomes link.

¢ The workspace will display fields that have to be completed.

—| 4.1 Student learning outcomes

4.1.1 Specific module cutcomes:

4.1.2 Generic (critical cross-field) outcomes:

4.1.3 Describe the service-learning activities of
studentz (in the community):

4.1.4 Short description of student reflection:

After completing this module, students will be able
to:

1) Demonstrate learning and performance theories
in training;

1} identifying and =olving problems in which
rezpenses display that respensible decizions

uzing critical and creative thinking have been made;
2) Working effectively with others as a member of
a team, group, organization, coemmunity;

Multicultural and diverse groups, based on gender,
race, language and learning styles are allocated at
the beginning of the term. These groups must
develop and present a training 2ezsion to the
cemmunity, bazed on the needs of the community. l_

Training preject, group portfolio’s (reflect on
project as a group), individual portfolios (logbook,
diaries and advertisments}, community websites,
coemmunity evaluation, peer evaluation

Figure 12

¢ From the Select Module drop down list in the top right hand corner, select the appropriate

module code and year.

¢ Any saved input data will appear in the applicable fields.

4.1 Student learning outcomes as specified in the module study guide or dictate.
4.1.1 Specific module outcomes (preferably linked to exit level outcomes of the academic

programme).
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4.1.2

Research has shown that service learning could be an ideal vehicle for achieving several of
the “generic competencies”, also referred to as “critical cross-field outcomes” (CCFOs). It is
required by government (see policy documents of the Department of Education) that these
outcomes be included in all academic programmes, i.e. each programme should make
provision for the following learning opportunities:

identifying and solving problems by using critical and creative thinking;
working effectively with others as a member of a team, group, organisation and community;
organising and managing oneself and one’s activities responsibly and effectively;
collecting, analysing, organising and critically evaluating information;
communicating effectively using visual, mathematical and/or language skills in the modes of
oral and/or written persuasion;
using science and technology responsibly, effectively and critically, showing responsibility
towards the environment and health of others;
demonstrating an understanding of the world as a set of related systems by recognising that
problem-solving contexts do not exist in isolation;
contributing to the full personal development of each student and the social and economic
development of society at large by making it the underlying intention of any programme of
learning to make an individual aware of the importance of:

1. reflecting on and exploring a variety of strategies to learn more effectively;

2. participating as responsible citizens in the lives of local, national and global
communities;
being culturally and aesthetically sensitive across a range of social contexts;
exploring education and career opportunities; and
5. developing entrepreneurial opportunities.

Pw

Please note that merely cutting and pasting from the above list is not what is required; you have

to indicate how the selected CCFOs are integrated with the specific module outcomes and/or exit

level outcomes of the programme.

4.1.3

4.1.4

Provide a concise description of the service learning activities of students in the
community.

Give a short description of how student reflection should encourage achievement of the
above outcomes (a detailed reflection plan can be uploaded under 8.1).
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—| 4.2 Community outcomes |

Training programmes written and prezented baszed |t
on the needs of the specific community

4.2.1 Service outcomes for the community:

4.2 2 Describe the tangible community benefits of the but not fmited to workbooks and information.

SL module:

Thiz iz dependant on the needs of the specific
community, but include inter-alia aspects like
HN/Aids; Entrepreneurship; Writing of C.W.s and
preparing for interviews.

4.2 .3 Community development pricrity to be addressed
through the service:

As part of the training process, the students are
expected to conduct a needs analysis among the
respective community to determine the needs of

the community.

4.2 4 How were the service needs of the community
identified?

Venues|
4.2 5 Community resources to be utilized:
Figure 13
4.2 Community outcomes (to be identified in close collaboration with the community

partners).

4.2.1 Indicate the service outcomes that have been identified with and by the relevant
community members.

4.2.2 Staff and students are encouraged to ensure that some visible, tangible “products” will
result from the service learning engagement which can be left behind as evidence of
what has been achieved by the partnership. Please describe.

4.2.3 Service learning outcomes have to be seen in the broader context of community
development priorities that have been identified by community members.

4.2.4 Indicated how the service needs and development priorities of the relevant community
members were identified.

4.2.5 Service learning encourages an asset- or resource-based approach to community
involvement and therefore special attention is given to how community strengths and
resources are utilised within the partnership, i.e. community members sharing their
knowledge and experience with staff and students; community sites and venues made
available; community members acting as facilitators and co-instructors for students.
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—| 4.3 Service sector outcomes I

They build relations with the community, through

the training we provide and the community in turn
gets to interact with the service sector and learn
of the services which they provide.

4.3.1 How will the service sector benefit from the
madule?

The studentz must conduct a needs analyzis

4.3.2 How were these outcomes for the service sector
identified?

Venues
4 3.3 Service sector rezources to be utiized:
| Sawve 5
Figure 14
4.3 Service sector outcomes - to be identified in close collaboration with partners from the

service sector (public or private) as members of the triad service learning partnership.

4.3.1 Indicate how the service sector partners will benefit from the modules (as identified by
themselves).

4.3.2 Indicate how these outcomes (benefits) have been identified.

4.3.3 Indicate what resources the service sector partner will make available for the
implementation of the module (e.g. transport, venues, supervision, acting as co-
instructors for students).

¢ Remember to click Save regularly.
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5. Curriculum development

In accordance with the service learning ethos of reciprocity and knowledge sharing this section is
aimed at eliciting evidence of how students and external partners contribute to the relevance and
contextualization of the curriculum. Such an action development approach is aimed at enriching and
grounding academic programme content over time. Staff members are hereby encouraged to keep
their own reflective diaries in which they regularly capture knowledge and insights (the latter might
be of a tacit, visceral nature) gleaned from listening to and interaction with external partners,
colleagues and students.

¢ Click on the drop down arrow next to SL Modules.
¢ Click on the 5. Curriculum development link.
¢ The workspace will display fields that have to be completed.

TRE314 - 2008

An action research project was utilized during the
semester, and as the students issues were
.1 Student contribution and input: raized they were addressed in the curriculum.

the curriculum.

5.2 Community contribution and input:

Service sectors needs were alze used as
examples in the curriculum.
5.3 Service sector contribution and input:

within the module their are various communities,
5.4 What did the lecturer(z) learn from the community? |but the one aspect which realty came through
was rezpect and a sense of caring towards your
target audience.

became clear that the students learn a vast

5.5 What did the studentz learn from the community?  |amount from the community. Some of the
comments =uggest that the students learnt how
to work with people from different culturez and

Nia
5.6 What did the lecturer(z) learn from the service
sector partners?
Nia
5.7 What did the students learn from the service
sector partners?
Figure 15
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¢ From the Select Module drop down list in the top right hand corner, select the appropriate

module code and year.

¢ Any saved input data will appear in the applicable fields.

Student contribution and input. Studies have shown that students gain in terms of empowerment

and ownership if they are given the opportunity to contribute in some way to the development of

the module - before, during or even after the implementation.

5.1

5.2

53
54

5.5
5.6

5.7

Community contribution and input. Explicitly indicating how community members have
contributed to the development of the module, its implementation and the curriculum
content, is aimed at acknowledging their insight, experiential understanding and
knowledge.

Service sector contribution and input. Provide an indication of how the professional
knowledge of service sector staff members have been utilised in developing the
curriculum.

Please indicate what you, as a lecturer, have learned from community members.

What did students learn from community members? (Please note that this question has
been included in the post-implementation SL questionnaire — available via
www.ufs.ac.za/servicelearning)

Indicate what you, as a lecturer, have learned from the service sector partners.

What did students learn from the service sector partners? (Question included in the post-
implementation questionnaire)

What did students learn from the other students that they worked with during the service
learning engagement? (Question included in the post-implementation questionnaire)
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5.8

5.9
5.10

5.11

5.8 What did the studentz learn from their peers?

5.9 De=cribe any local, traditional and/or indigenous
knowledge that was recorded during the
implementation of the module;

5.10 How was this knowledge recorded?

£.11 How weill the knowledge mentioned above be
utilised to enrich and contextualise the curriculum
content?

5.12 What recognition will be given to the partners for
their knowledge =gharing / contribution?

Save

The main themes identified were:

1) How to delegate;

2} How to work with people from different
cultures;

3} How to communicate to a diverse group of

Ubuntu

HiA

Many studentz do not enjoy working in groups
and | think thiz concept allowed students to place
group work in context and allowed the studentz
te appreciate and underztand service lzarning.

At the end of the year the Faculty hosted a
function where partners were thanked for their
contribution to gtudent development.

Figure 16

Describe any local, traditional and/or indigenous knowledge that was recorded during the

implementation of the module.

Indicate how the above knowledge was recorded.

Indicate how the knowledge mentioned above will be utilised to enrich and contextualise

curriculum content.

Please indicate how the relevant partners will be given recognition for their knowledge

sharing and contribution.

Remember to click Save.
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6. Financial implications

Keeping track of the financial implications of implementing service learning modules is essential

from a management perspective. This section allows you to show the amount per item that is

required for the service learning module that you offer in order for you, your faculty and the

institution to budget for appropriate funding. It also provides an input field for the amounts and

sources of funding available for the module.

¢ Click on the drop down arrow next to SL Modules.

¢ Click on the 6. Financial implications link.

¢ The workspace will display fields that have to be completed.

ITRG31 4 - 2006 VI

—| &4 Costimplications |

Financial Imglication:

Implication Cost:

Commernts (English):

| Save w

Financial Implication
Salaries (0544)
Hororariums and grants (05087

Registration fees — caurzes (1541)

Total Expenses:

| Baoks and stationery (1521)

RI1 000

Receptionsz, refreshments & meals (1571)

Internal conferencelfcourse expenszes (2061]

Implication Cost
R 3,000.00

R 500.00
F1,750.00

F: 500.00

R 3,000.00

R 8.750.00

Action

_Edit [ Delete ]
Edit | Delete |
Edit || Dalete |
Edit || Drelets |
Edit || Delete |

Figure 17

¢ From the Select Module drop down list in the top right hand corner, select the appropriate

module code and year.

¢ Any saved input data will appear in the applicable fields.
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6.1 Costimplications (Please note that you will initially submit the amounts as per the budget
submitted in your funding application; after the implementation you will be able to update
the spending according to the actual expenses incurred for the module.)

From the drop down list, select the financial implication and the corresponding account number
of the type of expense.
Enter an amount spent, with no spaces or full stops, in the Implication Cost field.
Enter any Comments that you would like to add at this stage in the field provided.
Click Save.
O The input will be listed in a table in section 6.1.
0 Click on Edit to make changes inside section 6.1 to a financial implication in the
same line.
0 Click on Delete to remove a financial implication in the same line.

—| 6.2 Sources of funding |

Amount Desciption

B.2.1 UFS (irastitutionial):  Rf300.00

6.2.2 UFS (facufty): R|4DD.DD

Department of Industrial Peychology & Division E-learning

£.2.3 UFS (department)); RISDD.DD

6.2.4 Mational
government; RI500.00
5.2.9 Provincial rfronao

government:

6.2.6 Local government.  g[S00.00

6.2.7 Private sector: R[200.00

6.2.8 Cther (please

specify): RIS00.00

| Save |

Figure 18
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6.2

6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.2.6
6.2.7
6.2.8

Insert all applicable sources of funding (amounts and description) for the service learning
module.

UFS funding (allocated via the central budgeting process)

Funding allocated by the faculty (additional to 6.2.1.).

Funding allocated by the UFS department.

Funding by any national government department (describe which).

Funding provided by a provincial government department (describe which).

Funding obtained from local government (please describe which section).

Funding obtained from the private sector (describe which).

If any other funds have been obtained, please indicate here.

Click Save.
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7. Modes of delivery and notional hours

In this section you are required to indicate an estimated breakdown of notional hours per mode of

delivery utilised for the implementation of the module, including both contact hours and self-

directed study time. Please note that the minimum requirement for notional hours spent as active

service learning time (usually spent at a service sector and/or community placement site) is 10% of

the total number of notional hours (i.e. a 16 credit model = 160 notional hours = not less than 16

hours per students spent as active service learning time at a placement site).

¢ Click on the drop down arrow next to SL Modules.

¢ Click on the 7. Mode of delivery and notional hours link.

¢ The workspace will display fields that have to be completed.

ﬂ | Home / Sl Modules / 7. Modes of delivery and notional hours

Version 2.0

Notional hours (Contact)

ITRGBM-ZDUB "I

Percentage of notional hours (Contact)

Lectures:

Practicalz and tutorials:
Co-operative learning
(e.g. groupwork):
Service sector site
placements:
Community =ite
placementz:

Structured reflection:
Formative assessment:
Summative assessment:

Continuous azsessment:

Contact hours sub
total:

Preparation for contact
ze=zions (clazs and
community):
Preparation for
azzezsment
(az=zignments, exams,
etc.k

Dialegue with peers,
partners, etc.:

Online learning

|19
I—
Iﬁ
I—

Notional hours (Self-directed study)

Resource-bazed learning: ISD

Lectures:

Practicalz and tutorials:
Co-operative learning
(e.g. groupwork):
Service sector site
placements:

Community =ite
placementz:

Structured reflection:

Formative assessment:

Summative assessment: ID
Continuous assessment: ID

Percentage of notional hours (Self-directed

study)

|2?.54 g,
|D %
IB.? oy

5.8

Resource-based learning: |32.9? L

Preparation for contact
ze=zions (clazs and
community )
Preparation for
azsezsment
(az=zignments, exams,
ete.):

Dialogue with peers,
partners, etc.:

Onling learning

|32.9T %

|15.4s %

|1?.5s %
IU %%

Other: I— Other: IU—%
Self study hours sulb Im—
total:
Total hours: 160
!?ﬁ%
Figure 19
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From the Select Module drop down list in the top right hand corner, select the appropriate
module code and year.

Any saved input data will appear in the applicable fields.

The subtotals, total and percentage of notional hours are computed automatically when you
enter the notional hours on the left in the fields provided.

Indicate the estimated number of Notional hours per mode of delivery indicated in the table as
Contact time, i.e. lectures; practicals and tutorials; co-operative learning (e.g. group work);
service sector site placements*; community site placements*; structured reflection; and
formative, summative and continuous assessment. Please note that the two modes indicated
with an asterisk (*) represent the required active service learning time referred to above.
Indicate the estimated Notional hours (Self-directed study) that the module entails, i.e.
resource-based learning; preparation for contact sessions (class and community); preparation
for assessment; dialogue with peers and partners; online learning; and other.

Page 24 of 42



8. Strategies for reflection and assessment

In this section you are afforded an opportunity to provide evidence of how structured reflection is
utilised to achieve module outcomes. The module’s plan for appropriate assessment of student
learning, assessment methods utilised and an example of a service learning assessment form may
also be indicated and uploaded in this section. Please note that the ideal is to integrate the reflection

and assessment plans as far as possible.

¢ Click on the drop down arrow next to SL Modules.

¢ Click on the 8. Strategies for reflection and assessment link.
¢ The workspace will display fields that have to be completed.

ﬂ | Home / Sl Modules / 8. Strategies for reflection and aszessment

Version 2.0

8.1 Reflection plan |

8.2 Assesment plan I
8.3 Methodz of azzezzment of

¥ Az=ignment(z) ™ case Study

| TRG314 - 2008 x|

Browse... |‘-.-f'ﬂ
Browse... |1l.l'"ﬁ

¥ Group projectz

student learning v )
(Flease select all applicable ¥ Partfolio ¥ Presentation(z) SBLELT
categories) reports
v Te=st(z) (Ir;t?(;nrr:?me e sl ¥ Examination
}
Other (Pleaze
dezcribe)
8.4 Asszeszment forms utiized I Browse... |‘-.-fi._=,--..-.-
| Saw
Figure 20

¢ From the Select Module drop down list in the top right hand corner, select the appropriate

module code and year.

¢ Any saved input data will appear in the applicable fields.

8.1 If available, upload the Reflection plan for the module.

(0]
documents or images section.

For more information on how to upload a document, refer to the Uploading

8.2 If available, upload the module’s Assessment plan.

(0]
documents or images section.

For more information on how to upload a document, refer to the Uploading

8.3  Select all applicable categories that are used in the module as methods of assessment of

student learning.
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0 Type inside the space provided next to Other (Please describe) box, if you make use
of any other forms of assessment not listed.
8.4 Upload a document as an example of the Assessment forms utilised in the module.
0 For more information on how to upload a document, refer to the Uploading
documents or images section.
¢ Click Save.
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9. Module evaluation

For purposes of reviewing and improving the service learning module after each implementation

cycle monitoring and evaluation of the module should be undertaken collaboratively by the relevant

stakeholders. In this section you are required to report on the evaluation of the module for quality

management purposes and in order to provide evidence of UFS accountability.

¢
14
14

9.1

9.2
9.3

Click on the drop down arrow next to SL Modules.

Click on the 9. Module evaluation link.

The workspace will display fields that have to be completed.

ﬂ | Home / S| Modules / 9. Module evaluation Version 2.0

Module evaluation by students
9.1 (forms of evaluation and
summary of resultz)

Module evaluation by
community (forms of

92 .
evaluation and summary of
results)

Module evaluation by zervice

sector partners (forms of
9.3 :

evaluation and summary of

results)

g4 Module 2elf-evalution by
" lecturer

- Peer or other forms of
" evaluation (summary}

Azseszment of impact of the
9.6 module on participants
(summary}

97 Review and improvement of
© the module

9.8 Notes on the partnership

5.9 Evaluation forms utilized

| Save f,)

ITRGB14—2EIDS Vl

The follewing forms are used to evaluate the course:
1) The Facuty's evaluation form were uitlized;
2) And the service learning pre and post implementation questionnaire.

The summary of results indicates that students struggled with the amount of work and time spent |—

A one page evaluation form iz completed by all the communities.

Approximately 95% of all communities experienced the students and their learning experience as
wery positive. A general comment iz that certain communities expressed the desire that the training
must =pill over to the next year and that the students must carry on with the programme.

The =ervice sector partiners alzo complete a one page evalaution form.
The feedback received is positive.

l— Browse... |\_.-fiew

Students rate each others contribution on a positive and honest way.

A2 part of the training process, all training pre=ented by the students must be evaluated
summatively by the participants.

I— Browse... |

NI&

l— Browse... |

Figure 21

From the Select Module drop down list in the top right hand corner, select the appropriate

module code and year.

Any saved input data will appear in the applicable fields.

Enter details about the Module evaluation by students. Mention what forms of evaluation

are used and provide a summary of results.

Module evaluation by community (the same as above).

Module evaluation by service sector partners (the same as above).
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9.4

9.5

9.6

9.7

9.8
9.9

If available, upload a document providing evidence of Module self-evaluation by the
lecturer (such as the self-evaluation instrument provided in the following publication of the
HEQC and JET Education Trust, A Good Practice Guide and Self-evaluation Instruments for
Managing the Quality of Service Learning Modules (available via
www.ufs.ac.za/servicelearning).

Provide a summary of any peer or other forms of evaluation of the module.
0 For more information on how to upload a document, refer to the Uploading
documents or images section.

Provide a summary of any assessments of the impact of the module on external
participants in the space provided.
Upload a document that indicates the Review and improvement of the module that will
be undertaken in response to the above evaluation.
0 For more information on how to upload a document, refer to the Uploading
documents or images section.

Enter your notes/comments on the partnership.
Upload a document as an example of the Evaluation forms utilised for purposes of
evaluating the module.
0 For more information on how to upload a document, refer to the Uploading
documents or images section.

Remember to click Save.
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10. Celebration and dissemination of outcomes

At the conclusion of every service learning module implementation it is required that a celebration
takes place during which the outcomes of what has been achieved together by the participant are
disseminated and celebrated. It is advised that the “voices” of all the constituencies should be heard
at this occasion, i.e. ensure that representatives of the community, the service sector, the students
and the UFS are given an opportunity to address the gathering.

¢ Click on the drop down arrow next to SL Modules.

¢ Click on the 10. Celebration and dissemination of outcomes link.
¢ The workspace will display fields that have to be completed.

ITF{GSM—ZDDB Vl

10.1 Date: IZUDS—1 0-28
10.2 Venue: IThe Faculty's LAPA

4 celebratory breakfast is planned, towards the end of the
year, where we invite and acknowledge our partners.

10.3 Short description: We alzo hand over a certificate of appreciation to all the role
players

Two or three persons reprezenting the various partners will be
invited to address the audience at the breakfast function.
10.4 Participation of the variouz roleplayers

105 Communications pertaining to the celebratian (e.g. invitation, I— .
"~ programme, speeches, news reports) TOWSE... |
| Save %

Figure 22

¢ From the Select Module drop down list in the top right hand corner, select the appropriate
module code and year.
¢ Any saved input data will appear in the applicable fields.
10.1 Provide the date of the celebration event in the format yyyy-mm-dd.
10.2 Enter the venue where the event will take place or took place.
10.3 Provide a short description of the event.
10.4 Enter information on how the various roleplayers participated in the event.
10.5 Upload a document containing information on any Communications pertaining to the
celebration such as an invitation, a programme, speeches and news reports.
0 For more information on how to upload a document, refer to the Uploading
documents or images section.
¢ Click Save.
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11. Research

Staff members are encouraged to conduct research on or through the service learning modules that
they offer. Involving post-graduate students in these research initiatives further strengthens the UFS
service learning research agenda and serves to further establish service learning as a legitimate
component of the “scholarship of engagement”. In this section the research output, postgraduate
studies and research projects that are linked to your service learning module can be indicated.

¢ Click on the drop down arrow next to SL Modules.

¢ Click on the 11. Research link.
¢ The workspace will display fields that have to be completed.

ITRGS1 4 - 2006 "I

—| 11.1 Research Output |

Research category: |Research avvards and achievementsidcknowledgement of Outstanding research contributions LI

Document: IC:'IDDcuments and Setting:  Browse. . |
-

Date Hame Size Action
_'_F_} Conference proceedings
| | 2006-11-25 The role of ICT's in Service learning doc 28160 Yiew | Delate |
_'_F_} Conference presentations
L @ 2006-11-28 Presertation - 5L ppt 434176 Wiew [ Delete |
Figure 23

¢ From the Select Module drop down list in the top right hand corner, select the appropriate
module code and year.

¢ Any saved input data will appear in a table in each section.

11.1 Research Output
¢ Select the appropriate category in which the research was documented from the drop down list.
Please note that this list corresponds with the list of research outputs provided by the UFS
Research Development Division.
¢ Upload a document relating to the selected category.
0 For more information, refer to the Uploading documents or images section.
¢ Click Save.
0 The input will appear inside the section in a table. (See Figure 26 below.)
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Indicate Postgraduate Studies linked to the service learning module.

Select the Postgraduate Level from the drop down list.

Enter the Field/discipline that the postgraduate research falls in.

Type in the Title of the research.

Supply any available information about the Student performing the research.

The input will appear in the section in a table.

Click on Edit in the table to make changes to a partner in the same line. The current

input appears in the applicable fields in section 11.2. (See Figure 27 below.) Make

the necessary changes and click on Save.

11.2
Click on Save.
(o}
0
o

Click on Delete to remove a partner in the same line. The postgraduate study is

removed from the table in section 11.2.

—| 11.2 Postgraduate Studies |

Postgraduate Level:
Field/discipline:
Title:

Student:

Save {b
Level

Doctoral study

Doctoral study

Ma=ster's study (mini-
dizzetrtation]

| Master's study (full dissertation) ¥ |

5L ¥ Philosopty

[Emational reflection in SL

I2DD234321 0 - B. Brandt

Field/discipline Title Student
) ) A transformative learning model for community 2000937654 - S, van der
Service Learning
Sery Merwe

The Impact of Service Learning Pedagogy on

Service Learning £ CHESD teachin

2001234567 - Q. Khan

Service Learning !
Peycology

The relationzhip bet zociety & community

- 20001 23123 - R. Edwards
zervice

Figure 24

Action
Edit || Delete |
Edit | Delete |

Edit | Deletz |

Page 31 of 42



*

11.3 Indicate any Research projects linked to the service learning module.
Enter the Field/discipline that the research project falls in.

Type in the Title of the research project.
Supply any available information about the Project leader supervising or managing the research

project.

Click Save.
(0]
o

The input will appear in the section in a table. (See Figure 28 below)

Click on Edit in the table to make changes to a partner in the same line. The current
input appears in the applicable fields in section 11.3. Make the necessary changes
and click on Save.

Click on Delete to remove a partner in the same line. The research project is
removed from the table in section 11.3.

—| 11.3 Research projects |

Fieldidizcipline:
Tithe:
Project leader:

=EUT N

Field/discipline

Community Service

fsL

IImpau:t of Service Learning

|M. Fourie

Title Project Leader Action

Approach to implementing SL in Higher Education A, Witched | Edit || Delete |

Figure 25
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12. Collaboration requested

In this section you may indicate any form of collaboration that might be required for purposes of
strengthening the service learning module and the achievement of its outcomes. This information
can be used by administrators and others to make linkages with the relevant UFS departments and
representatives from the other sectors indicated by you as the module convenor.

¢ Click on the drop down arrow next to SL Modules.

¢ Click on the 12. Collaboration requested link.
¢ The workspace will display fields that have to be completed.

ITRG314 - 2006 VI

—| 121 Heed for multi-disciplinary cooperation

School of Education - Meed students in education to help students especially with
vounger children and adults

Description:
Agriculture - great need with upcoming farmers for training.

—| 12.2 Other sectors

Cellphone companies - need involvement to get technologies in communities

Descrigption:

| Sﬂue |

Figure 26

¢ From the Select Module drop down list in the top right hand corner, select the appropriate
module code and year.
¢ Any saved input data will appear in the applicable fields. (See Figure 29 below.)

12.1 Indicate the Need for multi-disciplinary cooperation with regards to the module.

12.2 Discuss the forms of collaboration required from Other sectors.
¢ Click Save.
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13. Links and photo gallery

In this section you are invited to indicate links to a website that is relevant to your service learning
module. You may also upload photos taken during the implementation of the module. Please

provide titles for the photos in the way indicated below.

¢ Click on the drop down arrow next to SL Modules.
¢ Click on the 13. Links and photo gallery link.
¢ The workspace will display fields that have to be completed.

ITRGS1 4 - 2006 YI

[ tinks |
Link Mame: ICummun'rty Service
Lirk: |Hl'tp: Iy LS ac zafacultiesindex php?FCode=14
| Sav% |
Link Hame Link Action
UFS Service Learning hitp: i Lfs ac zalfaculliesicontent php?id=55695F Code=1280C0de=405 | Edit | Delete |

Figure 27

¢ From the Select Module drop down list in the top right hand corner, select the appropriate

module code and year.
¢ Any saved input data will appear in the applicable fields.

13.1 Important Links related to the module
¢ Type in a name to identify the link by in the Link Name field.
¢ Copy the URL Address and ensure that there are no spelling mistakes.
¢ Click Save.
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13.2 Photo Gallery.
¢ Rename your image files to more appropriately description about what the image is about
before uploading, because the name will display in the report.
0 For more information, refer to the Reports section.
¢ Upload an image.
0 For more information, refer to the Uploading documents or images section.

¢ Click Save.

—| 132 Photo Gallery

Image: | Browse... | |E

Page: 1

Figure 28
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Reports

The ultimate aim of capturing module information is to generate reports that can be used for various
purposes. A comprehensive module report can be generated for each individual module. It is also
possible to generate reports that provide collated information per Faculty and for Institutional level
purposes.

Generate a report

¢ Select the type of report from the Select report type drop down list.
0 Choose Module report for Module information.
0 Choose Management information report for information at Faculty and Institutional
level.
¢ Select the year at which data must be extracted from the Select year drop down list.
0 For more information, refer to the 1. Module detail section.

¢ If the report type is a module report:
0 Select the module about which the report must be generated from the Select
module drop down list.
0 Select elements of the module that must be in the report by clicking in all applicable
boxes next to each section title. These section titles corresponds to the links
numbered 1 — 13 on the left hand side navigation. Check all the boxes to have a
complete module report.
¢ If Management information report was chosen:
0 Select the faculty in the University of the Free State from the drop down list.
0 If the report must be at departmental level, select the department from the Select
Department drop down list.
0 Select elements of the module that must be in the report by clicking in all applicable
boxes next to each section title. These section titles corresponds to the some of the
links numbered 1 — 13 on the left hand side navigation. Check all the boxes to have a
complete module report.
¢ Click Generate Report.
¢ A new browser window will open, and the generated report will be displayed in this window.
O Please note that it might take a few seconds to generate the report.
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Print a report

Generate a report as indicated above.

The report will display in a new browser window.
Click File on the main menu.

Select Print... from the list.

* & & o o

A window will display where you can select your print options such as which printer to use,
which pages to print and the number of copies to print.
¢ Click Print.

Save a report

¢ Generate a report as indicated above.
¢ The report will display in a new browser window.
¢ Click on File on the main menu.
¢ Select Save As... from the list.
¢ A window will display where you can specify where the report must be saved.
0 Ensure that you browse to a location that you will remember.
Type in a name to the report in the File Name field.
Ensure that Web Page, HTML only (*.htm; *.html) is selected from the Save as type drop down
list.
¢ Click Save.

Page 37 of 42



Uploading documents or images

It is strongly recommended that you only upload PDF-documents.

¢ Click on Browse... and a Choose file window appears.
¢ Locate the relevant file on your hard drive.

Choose file

Lok in I@My Documents j L] cF B~

2]

=) My Music
(23 My Pictures
|2) OneMote Motebooks
 deskkop.ini
IJ|:I|I:I-E1I:|_tE15t_I:|IJ|:IJI'|'|E1I'|t.*:II:

My Documents

My Computer

Y

File name: IUpload_test_document.doc

L L«

Files of type | &l Files )

Open I
Cancel |

A

Figure 29

¢ Double click on the relevant document or click on Open.

¢ The path to the location of the selected document will display in the field next to the Browse...

button.

IC:DDcumems and Setting: Browse... "

Figure 30

¢ Remember to click Save at the bottom of the page you are on to store the document/image in

the database.

¢ The option to view or delete will display to indicate that the document/image is uploaded.
To ensure that you have uploaded the correct resource, click on View document or View.
Remove an inappropriate uploaded document/image by clicking on Delete next to the resource

you want to delete.
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Please take note of the following:

e Uploaded documents are not included in generated reports. Implementation of this functionality
dramatically increases the time taken to generate a report. Currently, the documents are only
mentioned in the report and if applicable, will have to be printed separately.

e Uploaded images (such as photos) are also not displayed in the generated report; only the
caption of the image is used. (Please note that this functionality will only be developed and
activated at a later stage.)

e |n order to compile an inclusive, complete module portfolio you will have to print uploaded
documents and images separately and add them as addenda.

Thank you very much for your input
and commitment!
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