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Learning Management System (LMS) manual for students

Dear Students,
Welcome to Student’s manual for Learning Management System (LMS). This manual will 
help you to use LMS in an efficient manner. If you have participated in any of our orienta-
tion sessions this manual will prove handy to make your way around our system. We will 
start with brief introduction to LMS followed by step by step process to use various features 
of this system.
What is a LMS?
LMS stands for Learning Management System and is a web-based system to manage various 
learning oriented activities. The LMS contain course management, student management, 
teacher management, activity management and resource management modules. The basic 
theme of a LMS is to facilitate learning by streamlining collaboration between teachers and 
students. Our LMS is based on Open source MOODLE (www.moodle.org). 

Some conventions used in this manual
Red circle with 2  indicated the step you have to perform

(1) Perform some action This rectangle explains what 
to perform in a certain step.
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Introduction to Learning Management System and log-in 
process

Section 

1

The LMS of AIOU is named OLIVE (Open Learning Institute of Virtual Educa-
tion). The system  can be accessed via a website address (http://olive.aiou.edu.

pk). The website requires you to provide log-in credential i.e. username and pass-
word. Please note that if you don’t know your log-in credentials please contact 
us on support.elearning@aiou.edu.pk. The following sub-sections explain how to 
access OLIVE and log-in process.
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1.1 Website address of OLIVE
Type  http://olive.aiou.edu.pk address in your web browser. After the page is loaded click on 
“Learning Management System (LMS)” link as shown in Figure 1.

Figure 1

1

2

(1) Type the URL in address bar of your browser.
(2)  Click on the Learning Management System (LMS) 
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1.2 Log-in into LMS
The log-in process requires username and password. Type your username and password and 
click “Log in” button to enter into the LMS as shown in Figure 2.

Figure 2

1

2

(1) Type your username, student should provide their registration number 
without dashes and spaces in lower case
(2)  Type your password, your password would be communicated to you via 
email.
(3) Click on “Log in” button.

3
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1.3 Home page and LMS blocks
After successful log-in you will see your home page as shown in Figure 3.

Figure 3

2

(1) Your name and profile update link.
(2) The list of courses you are enrolled in as student.
(3) Site news for latest information about course/programme.
(4) Important navigation links.
(5) Your inbox for messages.

1

3

4

5
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Updating your account preferences and profileSection 

2

Account preference option provides a centralized page to update different 
setting of your LMS account. The most important options are “Change pass-

word” and “Edit profile”.
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2.1 How to change your account preferences
In order to change your account preferences, click on your name at top right corner of your 
page and select “Preferences” option as shown in the Figure 4

Figure 4

1

(1) Click on “Preference” link to update account settings.
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2.2 LMS account preferences
Figure 5 shows different settings that you can change on “Preferences” page. The most im-
portant options are “Change password” and “Edit profile”.

Figure 5

1

(1) Click on “Change password” link to change your account’s password.
(2) Click on “Edit profile” link to change profile settings.

2
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2.3 How to change your password
On “Change password” page under “Preferences” you will be prompted to enter your cur-
rent password and new password as shown in the Figure 6

Figure 6

(1) Type your current password.
(2) Type your new password twice.
(3) Click “Save changes” button to update your password.

1

2

3
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2.4 How to edit your profile
Your account profile contains personal information like your first name, email and picture. 
You can update your account information by clicking “Edit profile” link under “Preferences” 
as shown in Figure 7. It is recommended that student update their email address with valid 
one.

(1) Type to change your email address.
(2) Select option to allow other to see your email address.
(3) You can change your city.
(4) You can update your country.
(5) You can provide brief description about yourself.

1

3

2

4

5

Figure 7
3
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2.5 How to upload your picture
On “Edit profile” page you can upload your picture by drag & drop method as shown in 
Figure 8. In order to drag & drop a picture, open the folder containing your picture file and  
drag it by pressing and moving the mouse button towards the windows of LMS area and 
drop it

Figure 8

(1) Drag & Drop your picture here.
(2) Click “Update profile” button to reflect change in your profile.
(3) Your picture will appear here along with your name.

1

3

2
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Log-out and password recovery processSection 

3

After completing your work on LMS it is recommended that you should log-
out from your current session. Furthermore, If you have forgotten your pass-

word, LMS provide a mechanism to reset password using your email address. 
This section describes the process to log-out and password recovery using email.
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3.1 How to log-out from LMS
To log-out, click on your name in top right corner and select “Log out” as shown in Figure 9. 

Figure 9

(1) Click on your name to show drop-down menu.
(2) Select “Log out” from drop-down menu.

1

2
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3.2 How to reset your password 
During the usage of LMS account, it might happen that you forgot your password, LMS pro-
vides a mechanism to reset the password via email address. Therefore, it is very important 
that during your registration process you should provide a valid email address. Follow the 
steps described in Figure 10 to 12 to reset your password.

Figure 11

Figure 10
1

2
3

Figure 12
4

(1) Click on “Forgotten your username or password” link on log-in page.
(2) Provide your valid email address.
(3) Click “Search” button.
(4) Click “Continue” button.
NOTE: After that  your reset link will be sent to your email, which you can follow 
to set new password.
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LMS blocks, Home page and course structureSection 

4

When you log-in to LMS, the first page contains different items grouped in 
form of blocks. These blocks contain links depending upon the location/

context of user. In simple terms these blocks provide suitable links to different op-
tions in LMS. The blocks provide you with different items for updating the home 
page or course settings. 



19Directorate of OEP & e-Learning, Allama Iqbal Open University

4.1 Home page
“Home page” is the first page displayed when you log-in. The Figure 13 contains description 
of different blocks which are contained on “Home page”. The “My courses” section contains 
a list of courses you are enrolled in.

Figure 13

2

(1) Profile block let you to edit profile etc.
(2) “My courses” block contains links to your enrolled courses.
(3) “Main menu” block contains important announcements.
(4) “Navigation” block contains links to “Dashboard” and “My courses”.
(5) “Messages” block contain message in your inbox.

1

3

4

5
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4.2 How to enter into your course
Click on the course you want to enter as shown in Figure 14

Figure 14

2

(1) In “My courses” block choose your desired course.
(2) Click on your desired course.

1
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4.3 Course structure
Once you are inside your desired course, you will see different blocks as shown in Figure 15. 
Here you will find two type of modules i.e. activities and resources. Activities are performed  
to achieve a complete online tasks and resources are the study materials for a course.

Figure 15

1

2

4

5

3
6

7

8

9

(1) “Announcement” activity has important information posted by your teacher.
(2) “File” resources are your course content (in format like MS Word, Power Point, 
PDF etc).
(3) “Assignment” activity is used to upload solved assignments.
(4) “Discussion Forum” activity is used to participate on topics.
(5) “Online Chat session” activity is used to have on-line chat with teacher.
(6) “Your progress” monitor is used to indicate completion of various resources and 
activities.
(7) “Participant” link contains list of participants in a course.
(8) “Grades” contains your grades for various enrolled activities.
(9) “Latest announcements” block contains announcements about your course.
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Downloading resourcesSection 

5

Inside your course you will find two different type of modules. First type of 
module is called resources, it is simply the learning content which you can down-

load to study. Resources can be of different types of format like MS Word, Power 
Point, PDF, Audio, Video or images. Second type of modules is called activities. 
You as a student have to perform these activities to complete a task. The main ac-
tivity type are Announcement, Assignment, Discussion Forum and Chat sessions.
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5.1 How to download file resources
Inside course simply click on the file resource you want to download as shown in Figure 16. 
This method can be used to download any type of file resources.

Figure 16

1

(1) Click on any of the file resource to download it to your PC.
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5.2 How to check announcements 
In order to check announcements you can click on the “Announcements” module and see all 
the announcements made by your teacher. Alternatively, you can see the announcements in 
“Latest announcements” block as shown in Figure 17.

Figure 17

1

(1) Click on “Announcements” module to see all announcements.
(2) Find latest announcements in “Latest announcements” block.

2
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Uploading solved assignments through assignment activi-
ty of LMS

Section 

6

Assignments are one of a core component in AIOU ODL system. Assignment 
contains question about the different learning objective covered in a course. 

You can download assignment questions for your course through the following 
address:

	 http://www.aiou.edu.pk/assg.asp

After downloading questions for assignments, you are supposed to prepare a 
solution in a file format as instructed by your teacher  like MS Word, PDF etc. 

Once you have prepared solution for your assignment question you will upload 
it in your account through assignment activity link.
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6.1 How to upload assignment (Step 1)
In order to upload assignment, you can click on the “link module of assignment” as shown 
in Figure 18.

Figure 18

1

(1) Click on “Assignment” link.
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6.2 How to upload assignment (Step 2)
On the next page, click on “Add submission” button as shown in Figure 19.

(1) Click on “Add submission” button to find and upload your assignment.

Figure 19

1



28Directorate of OEP & e-Learning, Allama Iqbal Open University

6.3 How to upload assignment (Step 3)
On this page find and select the file using drag & drop method and click “Save changes” but-
ton as shown in Figure 20.

Figure 20

1

2

3

4

(1) Locate assignment file in your PC.
(2) Drag & Drop the file in “File submission” area.
(3) Click “Save changes” button to upload the assignment.
(4) After successful submission your assignment will have a ticked check-box in 
front of assignment link under “Your progress” column.
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Participating in discussions using Discussion ForumsSection 

7

Discussion Forum activity is a good way to discuss topics related to a topic. Your teacher 
can use discussion forums to have your views on various topics.
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7.1 How to participate in discussion forum (Step 1) 
Click on the “Discussion Forum” link as shown in Figure 21. 

Figure 21
(1) To Participate in a discussion click on “Discussion Forum” activity.

1
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7.2 How to participate in discussion forum (Step 2) 
On this screen click on the discussion topic you want to participate in as shown in Figure 22.

Figure 22

(1) Click on your desired discussion to participate into discussion.

1
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7.3 How to participate in discussion forum (Step 3) 
After reading the content of a discussion you can also reply back by clicking reply link as 
shown in Figure 23.

Figure 23
(1) If you want to reply to a topic click on “Reply” link.

1
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7.4 How to participate in discussion forum (Step 4) 
Write your response/answer about the topic and click “Post to forum” button as shown in 
Figure 24.

Figure 24

(1) Write your response/question for the topic.
(2) Click “Post to forum” to post your response/question.

1

2
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Dear Students,
This manual is designed to be self-explanatory, however if you still have some queries about 
usage of LMS, please email us at the following address:

support.elearning@aiou.edu.pk
Please specify your name, registration number and programme so that we can help you in a 
better way.

Directorate of Overseas Educational Programmes & e-Learning
Allama Iqbal Open Uiversity, Islamabad

Reference:
•	www.moodle.org
Contributions
•	Compiled by: Muhammad Tufail, System Analyst, DOEP & e-Learning, AIOU.
•	Reviewed by: Dr. Moiz Uddin Ahmed Siddiqui, Deputy Director, DOEP & e-Learning, AIOU.


