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1. GENERAL INSTRUCTIONS STAGES

Tour of the DLE

Welcome to our new Digital Learning Environment named Stages. Navigate through this environment

using the instruction below.

1.1 LOG ON:

» Sign in to myahk.nl with your MyAHK account.
» Click on the shortcut to Stages.
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1.2 HOMEPAGE
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Top menu: access to Courses, Tasks, Profiles and Resources. See below for more explanation about these
menu-items.

Left menu: here you will see personal menu items; My messages (messages posted in Courses in which
you participate) and My courses (Courses you are assigned to).
Middle menu: Feed. Here you see (general) messages from Academy staff.

Right menu: My calender: shows upcoming lessons. All lessons and locations are visible in this item.
Deadlines: shows outstanding tasks, such final work for projects that need to be handed in.

1.3 COURSES

Stages @ Instructions students @ Support
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Courses: provides access to the learning environment of the courses.
My Courses: provides access to the courses where you are assigned to.
All Courses: provides an overview of all courses from the curriculum.

Course environment >

Messages: here you can see all messages sent within this course environment and addressed to you.
These include both messages from academy staff for all students and tutors and messages sent
within your own group environment. You cannot read messages sent within group environments
that you are not a member of. At the moment you can see a welcome message. Description: here
you can see the relevant course descriptions from the study guide.

Participants: here you can see all members of this course: students and tutors who participate in the
course and academy staff supporting it.

Groups >
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o Courses Tasks Profiles Resources
J o) = 23
S gl
Y3~ 12~ 12~ 1
L GO S o
f". P L )3~ I Groups

LA $ -

) N m W p-
= 'Qiﬁ' L oa, § * |
-£ - i‘! -“: ' 7.Jacques Abelman (AUL)

& Messages

Project P3a / Groups
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‘= Tasks
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Here you can see the course groups. You will see a grid with buttons of all groups with the group names
(consisting of the group number and name of the tutors). The buttons give access to the separate group
environments. You have access to all groups, but you can only send messages or upload resources in
your own group. Below we explain the menu items at the group level:

Messages: here you can read messages from members of this course (from your fellow students or your
tutor). You can also send messages to students and the tutor in your own group. We kindly request that
all group communication be conducted through Stages.

Members: portrait gallery of the students of your group. The portraits give access to the student-

or tutor profiles (see 4. Profiles for more information about the profiles).

Description: here you'll find the assignment description of this group, written by your tutor.

Tasks: show tasks such as final work that needs to be handed in.



Resources: this is the environment where students, tutors and academy staff share relevant
resources for education. If you have substantial information (this can be articles or films) that
may be interesting for your group members, it can be shared here.

1.4 PROFILES
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Profiles oo
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Via the menu item ‘Profiles’ you can view all students, tutors and academy staff who are active within
Stages (you can also view the profiles of students and tutors from the groups that you are assigned to via

the group environments).

Your profile:

You can access your own profile via the icon at the top right:
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this Stages-message. If someone [..]

ncategorized Qb P3b

Pilot P3a

In the academic year 23-24, the Academy will gradually
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Monday. Qctober 23,2023
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930 e O1
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No upcoming deadlines found.

go to overview




Please check your first settings: here you can adjust your theme (light/dark) or e.g. enable the dyslexic
font. If you want, you can change your avatar picture.

In the description of your profile, you can give a short bio. You can give for instance information about
your (study) background, your office or highlight some of your projects. Information that might be of
interest to your fellow students or tutors. It might be a good idea to publish a link to your linkedIn page if
you have. It’s up to you!

Stages @ Instructions students @ Support

e Courses isks Profiles

N
vﬁ 4

Stu Dent

Miro  Calendar  Progressreport ~ Summativefile  Settings  Leerdoelen

student.avb@leerpodium.nl

Blogposts

Groups: Test accounts

Allyears v All categories v Alltags v O Reset filters

Open portfolio: access to your portfolio environment. Students have the opportunity to create and share
their portfolio in this Wordpress environment. Feel free to share designs for work at the office or study.
You can also share content with ‘blogpost’.

Your profile will soon also be the environment where you can upload your final work for the projects as a
replacement for the application MyWork. Instructions follow later.

Miro: provides access to your Miro Board

Calender: Here you will find the lessons and locations for your courses.

Progress report: Here you will find your final work for the projects you have uploaded. In the future you
can find here your online assessment forms.

Settings: here you can change your profile settings.

Summative file: to be developed.

Learning goals to be developed.

1.5 RESOURCES

In the near future this menu provides study material and other study-related content. Think of
assignments, project presentations, thesis proposals, readers etc. This database of educational resources
is searchable by search criteria.
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2. INSTRUCTIONS HANDING IN FINAL WORK IN DLE STAGES

2.1 NAVIGATION
The drop-off point/ point of submission for your work is located in the course environment under the

menu ‘Tasks’:

(R
0%

Zo Messages
© Description
.2 Participants
&+ Groups

AP Resources

2 Settings

I Copy

‘Tasks’ is the place in the course environment where tasks are ready, in this case the task of handing in
the final work for your project.

You can navigate to the submission point in two ways:

1: Navigate to the Course Environment: click on the menu-item ‘Tasks’:



@ Instructions students >_ Stages-DEV @ Support

o Courses Tasks Profiles Resources Tutor v MyWork Administrator v
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1§ Copy
2: On the homepage, right menu under Deadlines:
cademy of Architecture @ instructions P3a pilot @ Support (4 I
o Courses  Assignments  Profiles Resources
My courses Messages Calendar My calendar
. Project P3a Q searct Categories v Tags v O Reset filters September 24 - 30, 2023
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Pilot P3a Monday. September 25,2023

In the academic year 23-24, the Academy will gradually
implement this new digital learning environment that will

Project P3a Pilot
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replace Teams. This new learning environment -developed to Wednesday September 27,2023
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My messages online support for our education. The Academy staff, students 730-1030/ '@ Pla
and tutors [..] Eriday se 7
sgust 456 prm | Pilg g
® 2 Sanne Blok 0% 12-09-2023 9:30- 430 e Ol
P3a Lecture link o~ = a
® 0 Jutta Grabowski 036 Deadlines
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Upcoming ) Passed @
® L Irene Noordkamp 0% 17:08-2023
October 9, 2023 6:00 pm
Welcome

Handing in Final Work for P3a

Deadlines

Upcoming £) Passed @

9 October, 2023 6:00 pm
Handing in Final Work for 2
P3a weeks

Course: Project P3a



When you click on the deadline, you will be linked to the submission point in the course environment of
your project> menu-item ‘Tasks’.

2.2 SUBMIT WORK

Click on the Task title ( see image below: ‘Handing in Final Work for P3a’)

Click on ‘create submission’:

Handing in Final Work for P3a

Workform: Submission:
Individual Submit to assignment

Deadline: October 9, 2023 6:00 pm

Submissions

No submissions found.

B create submission

Click on 'Add Media’ > Select Files. Then choose the files you want to upload. You can choose from
different formats.

Select the uploaded file/the file you want to hand in. Click on ‘insert into post’ to upload the file. You can
only upload one file at a time.

If you want to delete the work, click on the link in the ‘content field’ and then on the ‘remove link’ icon.
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Title

Submission for: Handing in Final Work for P3a

Content
°,J Add Media
Paragraph v B I £ £ ¢ = = ::E = B
Original request
avb.testleerpodium.nl/./Original-request _a44a6fbaafch9c4156af635cef93bf9alaSb42e5f54036a3.... gg

If you want to submit your work definitely, click on ‘Submit'. You can’t edit your work after that.

Content

-

"
I
]

paragaph ~| B I £ £ 66

P3a-AUL-Neighbourhood-nw_bsafafoseseaffagae7g235badscciddé6doga8scqsidoaca(s)

Savnnsdmh:

If you want to save the uploaded files and edit them later, click on ‘save as draft’.

2.3 PUBLISH WORK IN YOUR PORTFOLIO

After submitting your work, you can publish your work in your portfolio. This is your online environment
where you can present your work/designs (study work or designs from your office). You can set up your
portfolio according to your needs. It is not mandatory to make use of your portfolio, but perhaps a nice

way to present yourself to your tutors, students, and Academy staff.

Click on the button ‘Copy to portfolio’

11



Project P3a Pilot / Assignments / Handing in Final W... / Submission for: Ha...

Submission successful.

Submission for: Handing in Final Work for P3a

Click again on ‘Copy'.

Copy to portfolio: Submission for: Handing in Final Work for P3a
Title
Submission for: Handing in Final Work for P3a

Description
n,: Add Media

Pasgaph v B I £ £ 6 = = = £ = -

Status

Published

Copy

Then you can view your work in your online portfolio.

Project P3a Pilot / Assignments / Handing in Final W... /Submission for: Han... / Copy

Submission for: Handing in Final Work for P3a

Submission copied successfully. Click here to view the copied submission on the portfolio

In the horizontal bar above are settings to edit your blog post, or your portfolio in general.
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3. INSTRUCTIONS HANDING IN PAPER (05/06) FOR PLAGIARISM TOOL IN STAGES
For plagiarism control of papers, the academy uses the tool Turnitin.

Turnitin is integrated in the Digital Learning Environment Stages. The O5 and 06 (Extra/Fall) tutors have
an account in Stages.

All students who participate with the O5 or 06 (Extra/Fall) will upload their papers in Stages. A dropp-off
point has been created where they will submit their work. There the O5 and O6 Fall tutors have access to
the papers and the Turnitin plagiarism report (see instructions below).

If you have questions or if you need support, please contact Jutta Grabowski from the study secretariat
via jutta.grabowski@ahk.nl

The drop-off point/ point of submission for your work is located in the course environment of the O5 or
06 (Extra/Fall).

Research Ob5 /
06 Example

£8 Messages
© Description
£:2 Participants
‘= Groups

%" Program
AP Resources
L Report

& Settings

I§ Copy

‘Tasks’ is the place in the course environment where tasks are ready, in your case the task for handing in
your paper.

You can navigate to the submission point in two ways:

1: Navigate to the Course Environment: click on the menu-item ‘Tasks’ (see picture above):
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2: Go directly to the submission point for the paper. On the homepage, right menu under Deadlines (see
example deadline on image below):

Academy of Architecture @ instructions P3a pilot @ Support (< IR
o Courses Assignments Profiles Resources
My courses Messages Calendar My calendar
Project P3a Q searct Categories v Tags v O Reset filters September 24 - 30, 2023
2023-2024
. PBilotP3a Monday September 25,2023
Project P3a Pilot _
20232024 In the academic year 23-24, the Academy will gradually 730-1030 e P3a
implement this new digital learning environment that will
replace Teams. This new learning environment -developed to Wednesday. September 27,2023
our needs by Leerpodium- is called Stages* and will soon be the
My messages online support for our education. The Academy staff, students [0SO ie s
L ¥ andtutors[.] Eriday & o
6 pm | Bilot g =
® 0 sanne Blok 0 - 12-09-202 9:30-430 e Ol
P3a Lecture link wma =A%
@ 0 Jutta Grabowski - Deadlines
Lecture Sept. 4 & and a helpful tip
Upcoming f) Passed @
@ L Irene Noordkamp -
October 9, 2023 6:00 pm
Welcome

Handing in Final Work for P3a

go to overview

Deadlines

Upcoming £) Passed @

9 October, 2023 6:00 pm
Handing in Final Work for 2
P3a weeks

Course: Project P3a
When you click on it, you will be linked to the submission point in the course environment of in the
menu-item ‘Tasks’.

If you use the plagiarism tool for the first time, you will see a notification to accept the Turnitin End-User
License Agreement (EULA). You are obliged to accept this in order to be able to use the plagiarism scan.

For this task, Turnitin plagiarism detection is activated. Before you can view the report, you must accept the Turnitin End
User Agreement. Click on the link below to go to the form

Turnitin EULA form

14



Then accept the agreement:

Turnitin End-User License Agreement

Turnitin End-User License Agreement
*Users who are not in the European Union refer to_Section A only.
**Users in the European Union refer to Section B.

Protecting your personal data and privacy is our top priority. We are fully to and using y, no matter what changes
emerge from our rapidly evolving digital world. We implement appropriate technical and organisafional measures to protect your personal data.

*Section A (For Users who are not in the European Union)

Turnitin and its services (the "Site” or the "Services") are operated and maintained by Tumitin, LLC ("Turnitin"), and provided to you. the user ("You" or "User" or “End-User”),
it upon Your of the terms, it and nofices i herein without ification (the "User ).

You should review this User A fully before inuil If You breach the User Agreement, Your authorization to use the Site will automatically

terminate.

1. Acceptance of Terms
You accept this User Agreement by using the Services or clicking to accept or agree to the Terms, where this option is made available to You by Tumitin in the user
interface for any Service. You may not use the Service and may not accept this User A if (1) You have i been informed by Tumitin that it no longer
wishes to make the Services available to You, or (i) You are a person barred from using the Services under applicable law. or (i) You are not an Authorized User
(defined below).

&)

. Eligibility - Authorized Users
Use of the Site and Services is limited to Authorized Users (as defined below) who are eighteen (18) years of age or older and/or have legal capacity to form a binding
contract or, as set forth below, Authorized Users who are under 18 years of age with consent of a parent or guardian.

[ 1accept the EULA

Accept

Now you can upload your paper.

Click on the title of the tasks:

-

Courses Tasks Profiles Resources

Research O5/ O6 Ex... / Tasks / Submit Paper O5/...

Display

Research O5 /

06 Example

Submit Paper 0O5/06 for Plagiarism Tool

€

&6 Messages Workform: Submission: Assessment:
© Description Individual Submit to assignment Check

Participants Deadline: November 24, 2023 8:00 pm

*& Groups Submissions

%" Program

No submissions found.

Rl Resources

Click on ‘create submission’:

15
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Submissions

No

ubmissions found.

)

Click on 'Add Media’ > Select Files. Then choose the files you want to upload. You can choose from
different formats (Word or PDF).

Actions Add media

Add media pioac fles  Media Library

Drop files to upload

For ol materiah

Select the uploaded file/the file you want to hand in. Click on ‘insert into post’ to upload the file. You can
only upload one file at a time.

Description

)

File URL: ‘ https://avb.leerpodium.nl; ‘

Copy URL to clipboard

ATTACHMENT DISPLAY SETTINGS

Link To ‘Media File v ‘

URL ‘ https://avb.leerpodium.nl; ‘

Insert into post

If you want to delete the work, click on the link in the ‘content field” and then on the ‘remove link’ icon.

16



Submission for: Submit Paper O5/06 for Plagiarism Tool

Content
Paragraph v B I £ £ ¢ = = = =
DLE Stages Pilot P3a Instruction SitEne(2)

avb.leerpodium.nl/./DLE-Stages-Pilot-P3a-Instruction-students-2_7f5fc810818bd84205b7cbdece

If you want to save the uploaded files and edit them later, click on ‘save as draft’.

P»A

(oo Lo o

If you want to submit your work definitely, click on ‘Submit'. You can’t edit your work after that.

Research O5/ 06 Ex... / Assignments / Submit Paper O5/O... / Submission for: Su...

Submission successful.

Submission for: Submit Paper O5/06 for Plagiarism Tool

';% Stu Dent

October 12, 2023 4:12 pm

g a v

-+ Automatic Zoom

v

& I2Z2 | »

-

Welcome to our new Digital Learning Environment named Stages. Navigate through this environment
using the instruction below.

1.LOG ON:

» Sign in to myahk,nl with your AHK account.
» Click on the shortcut to Stages.

Academy news

il AHK news

o ik Link
EIND =



4. TIP: HOW (NOT) TO RECEIVE NOTIFICATIONS OF MESSAGES.

Never want to miss a notification in Stages? From now on students can add a second (personal) email
address to your profile!

From updates and messages in Stages you will receive a notification in your AHK email account. If you do
not check your AHK email often, it is advisable to add a second (personal) email address in your profile,
where you will receive Stages-notifications.

How to add your second email address?

Navigate to your profile> settings tab and then 'Profile settings'.

Scroll down to ‘Custom e-mail address’.

Custom e-mail address.
Here you can specify a custom e-mail address. Any notifications will also be sent to this email address

This email address is not shown anywhere within the platform

Add your personal email address.

Click on the ‘save’-button.

18



5. Costumizing your profile

In the description of your profile, you can give a short bio. You can give for instance information about
your (study) background, your office or highlight some of your projects. Information that might be of
interest to your (fellow) students or tutors.

You can access your own profile via the icon at the top right:

Academy of Architecture @ Support [0) . v
o Courses Profiles Resources
My courses Messages My calendar view

. Project P3a Categories v Tags v 1- 31 augustus 2023

2023-2024

D Reset filters o o
My messages Pilot P3a 18:45-1930 @ P3aPre-
In the academic year 23-24, the Academy will meeting
gradually implement a new digital learning tutors
environment Stages. Stages will be the online
19:30-2230 @ P3a4. Luca
No messages found support for education. The Academy, students and S
tutors will be in contact with each other through this
study platform in which all information about 10N _IIN & DZa
education will [..]
Deadlines
Upcoming @ Passed @

No upcoming deadlines found

go 1o overview

Than go to settings:

Profil Resources

Blogposts  Miro  Calendar  Settings

Stu Dent

dium.nl
Profile settings Account details

studentavb@ice

Groups: Te:

& Open Portfolio

est stud General
Language.

English v

Theme.
Light Dark

Avatar.

&
About me.
)

vBI EEGEE=EPLST B

Tam a test student
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Also nice to know: in your settings you can adjust your theme (light/dark) or enable the dyslexic font. If
you want, you can change your avatar picture.

6. TIP: USE MIRO-BOARD IN STAGES

Through your profile you have access to your personal Miro Board. You can edit your Miro Board in this
page, or open the board in the webversion of Miro (click in ‘View in Miro).

Blogposts Miro Calendar Progress report Summative file Settings Leerdoelen

Mir azmmD
miro { . _’.. :-AvB- Continuous = Q Do more with Miro SR, S | O

oo
+>
v,

X 4 w HEN Do B W EE RN
0 i juﬂ R OB LT
& ¥ Moo i LR
T - i-i"
— e
2 L4Ev. B

You can share your miroboard by copying and pasting the url of your board. For example, you can share
your miroboard with your fellow students and teacher via the messages in your group environment.

During the pre-meeting of the P3a, a question came from 2 tutors about the possibility of creating a
group Miroboard. For these two groups, the links were shared via messages in their group environment.
Upon request (from the educational support department), joint miro boards can also be created and
shared in the Course/group environment.
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7. SUPPORT

If you have any questions or problems, you can submit a ticket via 'Support'. This will take you to a form
where you can describe and submit your question or problem. The form will be sent to the support desk
of the supplier of Stages. At the Academy, Jutta Grabowski (jutta.grabowski@ahk.nl) from the study
secretariat will also be available for questions. For feedback please contact Irene Noordkamp
(irene.noordkamp@ahk.nl) . Your feedback is more than welcome!

Stages @ Instructions students @ Support

< Courses Tasks Profiles Resources
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