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1. GENERAL INSTRUCTIONS STAGES



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

using the instruction below.

1.1 LOG ON:
A. With AHK account

» Sign in to myahk.nl with your MyAHK account. > Click on the

shortcut to Stages.

o ol

SharePoint £ Search in SharePoint

Home Academies

Student Affairs Practical For employees Organisation

HomeEN
How does MyAHK work?  Diversity end inclusion Social Safety  Educat
Academy news seeall  AHK news

® Academy of Architecture
Have you re-enrolled?

EIND

Have you

or (S15)

See all

HomeEN

Nominate graduation werk for

re-enrolled?
-y W E R K the AHK Graduation Prize
(i
Mildred Zomerdijk P R I J S
Eva Kol
Reinwardt Academie
In het EU project CENTRINNO HomeEN

heeft de Reinwardt Academie...

Rowyda Zakaria

| Academy of Architecture
Library closed? Bring a book
# with you on vacation!

Wildred Zomerdijk

Academy of Architecture
New magazine listing / journal
alert no.2 of 2023

» Select ‘Amsterdamse Hogeschool voor

Now available: Dyslexia
handbook and font

Nynke Yong
HomeEN

Innovation and learning
organisations at Marineterrei...
Fokke Uiterwaal

HomeEN

Celebrate 20 years of Pop with

de Kunsten’

Login via SURFconext

Selecteer een account om in te loggen bij E-portfolio
Platform

|

oeken... Q
‘ s————  Amsterdamse Hogeschool voor de Kunsten
ArtEZ

ArtEZ University of the Arts

|

B. Without AHK account

» log in via https://ahk.leerpodium

.nl/stages/

» choose: Geen AHK account en toch inloggen

Quick Links

2

E-mail

@

Teams

o

~

GoodHabitz

-

Educator

e Roosters AvB

Q ®

OneDrive Architecture
L a
Spend Cloud HR2day
TOPdesk Partal AHK Libraries
I,
s

Kaltura Architecture  Studiegids Bouwku.

AvBWerkt

Not follow

NB. The first time you will need to install two -step verification using a authenticator



http://myahk.nl/
http://myahk.nl/
http://myahk.nl/
https://ahk.leerpodium.nl/stages/
https://www.bouwkunst.ahk.nl/media/avb/docs/docenteninfo/2024-2025/Stages_Logging_in_without_AHK_Account_instructions.pdf
https://www.bouwkunst.ahk.nl/media/avb/docs/docenteninfo/2024-2025/Stages_Logging_in_without_AHK_Account_instructions.pdf
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1.2 HOMEPAGE

Stages @ support ® b~
o Courses  Tasks Profiles Resources  Tutor v MyWork
My messages Feed Calendar My calendar
Q search Categories v Tags v O Reset filters December 3 -9, 2023
® £ Jutta Grabowski 0. 06:12-2023
Call for submission final work P3b in Tip: add a second email address to Stages Monday, December 4,2023
Stages
Never want to miss a notification in Stages? From now on, you can 7:30 - 10:45 @ O3b Architecture
@ 2 Almiqui Deetman 19 04-12-2023 add a second (personal) email address to your profile: From
P3b/O3b (A) Final Presentations updates and messages in Stages you will receive a notification in FEriday December 8,2023
your AHK email account. If you do not check your AHK email often,
December 15th L 930-1230 @ P3b Architecture
@ 0 Sanne Blok 0®.17-11:2023

November 3, 2023 5:08 pm | P3b Pilot

Rooms Friday 24th of November

@ L Henri Snel 0. 09112025 : : "
l Update: notifications second email address
Homework . U ' 1
. | ° . Stages has a new functionality: a second (your personal) email
@ L2 sanne Blo] 030102023 address is added to your profile. This means that notifications go
2 Sanne Blok ddress is added file. Thi h ficati Deadlines
Class location Friday the 3rd of (J . not only to your AHK mail but also to your personal mail, so you .
Novernber N0 \ never have to miss updates or messages from Stages again. How Upcoming @) Passed @
l' Jod # to[.] December 22, 2023 11:59 pm
Final work P3b 2 weeks
My courses November 3, 2023 5:03 pm | Pilot
4 Gil=nY Course: Project P3b/03b Architecture

f é$§ Project P3b/O3b Architecture go to overview

O 2023-2024

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 as handing in assessment forms.

1.3 COURSES

Stages @ Support

o Courses  Tasks  Profiles  Resources  Tutors  MyWork

Courses oz

My courses All courses

Q_ search Disciplines v 20232024 v Types v Semesters v Course Years v O Reset filters

o

Final Examination Graduation Practice module 4th year Professional experience 4th year

Year Master 4

Study years: 2023-2024 Study years: 2023-2024 Study years: 2023-2024 Study years: 2023-2024

LG
:x 5.!5;, TS

h't&'t&'

Year Master 3

Switch back todutta




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.

Description: here you can see the course description for the relevant course 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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Courses Tasks Profiles

Resources Tutor »

- w®, Courses/Psios / Groups

Groups Add

1. Hanna Prinssen & Aura Lu...

Administrator »

2. Berte Daan & Jeroen Wier...

3. Alex de Jong & Renee Roo...

4. Josse Popma & Hedwig va...

-

-

£ Messages ’ {

© Description

£:! Participants

= Tasks

5. Andrew Kitching & Anna Fink 6. Sofia Koutsenko

\ Resources
Calendar

L Report

2 Settings

& Copy

B Remove

Image above is an example of what a groups menu looks like.

Here you can see the Course groups. You will see a grid with all group pictures with the group names
(= group number and names of the tutors). The buttons give access to the separate group
environments. You (as a tutor) 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 a specific group. In your own group, you
can send messages to students. We kindly request that all group communication is conducted
through Stages.

Members: here you can see a portrait gallery of the students of a specific group. The portraits give
access to the (student) profile (see 4. profiles for more explanation).



Description: here you can see the assignment description of a specific group. In the menu item
‘description’ in your own group, you will find the assignment description written by you (and maybe
also your fellow tutor.

Settings: here you can upload or change an image for the group button of your group. If

you have substantial information (e.g. articles or films) that may be interesting for your

lesson, it can be shared here with your students (or fellow tutor(s)) from your group. (In

the future resources will be published and ordered in the top menu item resources.)

Program: Contains all assignments, assessment forms and sources organized in a folder
structure.

Tasks: show tasks such as final work that needs to be handed in by the students (which

can be used by tutors with writing their assessment) and assessment forms that need to

be handed in by tutors

Resources: This is the environment where students, tutors and academy staff share relevant
resources for education for all participants of the course.

1.4 PROFILES

Academy of Architecture @ support ® .

o Courses Profiles Resources

Q sear Student v All disciplines v Allyears All groups v

D Resetfilters

Ruben Bos Joyce Bakker Mikki Broeren Ruben Voogt Birant Evren ‘Wout Velthof

Landscape Architecture Urbanism Architecture Architecture Urbanism
Architecture

& s & 2 &

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).




@ Academy of Architecture  Bouwkunst @ Support

- ] Courses Assignments Profiles Resources Tutor »

Blogposts

student.avb@leerpodium.nl

Blogposts

Groups: Test accounts

& Open Portfolio ch by name Allyears v All categories v Alltags v

| am a test student ) Reset filters

Students and tutors can share a description about themselves.

Open portfolio: access to the portfolio environment of the student. The students have the
opportunity to create and share (work/content of) their portfolio. Students also can share blogposts;
messages about their work or education. Please note that these profile items are not in use at the
moment of writing this instruction, since we are just getting started with Stages.

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

Stages @ Support 6} . N
N A~
o Courses Tasks Profiles Resources Tutor v MyWork
My messages Feed Calendar My calendar
Q search Categories v December 3 -9, 2023
° Q Jutta 0 - 06-12
Grabowski 2023
Tags v ) Reset filters

Monday. December 4, 2023

Call for submission final

work P3b in Stages 20 - 10-
Tip: add a second email address to Stages_ 7RIS L O

A Almiqui L Architecture
® i o Never want to miss a notification in Stages? From
Deetman 2023 " .
now on, you can add a second (personal) email FEriday, December 8,2023
P3b/O3b (A) Final address to your profile!  From updates and P ——
Presentations December messages in Stages you will receive a notification SR p———
15th in your AHK email account. If you do not check renitecture
® L sanneBlok 0% 17112023 your AHK email often, it [.]
Rooms Friday 24th of November 3, 2023 5:08 pm | P3b Pilot Deadhnes
Nevember Upcoming Passed @
® [ HenriSnel 0% 09112023 %. "."; E@| Update: notifications second email December 22, 2023 11:59 pm
Homework .g@#. | address Final work P3b 2 weeks
3 - i ity: Course: Project P3b/O3b
® L[ Sanne Blok 0% 30102023 '&. L il { Stages hl)as N njwdf:nctl(?nal(ljt;/, Ziecond (yOL:.I A - N
i - personal) email address is added to your profile. Architecture
Suich el Shensld, 2EERNY O S .

Please check your settings: here you can adjust your theme (light/dark) or for instance enable the
dyslexic font. We kindly ask you to upload an avatar picture of yourself.

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 students. It might be a good idea to publish a link to your linkedIn page if you have.
It’s up to you!

Blogpost: you can also share content with ‘blogpost’.



1.5 RESOURCES

In the near future, this menu provides study material and other study-related content (e.g.
assignments, project presentations, thesis proposals, readers etc.) This database of educational
resources is searchable by search criteria.

Stages @ Support ® . -
o Courses Tasks Profiles Resources Tutor » MyWork

Resources

Q search Categories v Tags v O Reset filters

Jutta Grabowski Jutta Grabowski ‘ 7’ Irene Noordkamp ‘ ::’ Irene Noordkamp
November 22, 2023 1:07 pm October 3, 2023 10:58 am August 24, 2023 4:13 pm August 24, 2023 4:12 pm

Instruction Tutors Plagiarism To... Instructions digital submission ... Instructions pilot students Instructions pilot tutors

2. LEARNING GOALS FORMS

From the academic year 2024-2025, we will use a newly developed learning goals
assessment form for the Masters, integrated in Stages. The form is basically a single
point rubric. Once submitted, each students can see its own assessment forms in the
Course environment under Tasks AND in the student's profile under the 'progress
report' tab. Competences are linked to each assessment form. In the student's profile
(under the tab) 'Learning goals', each student will have insight in the development of
it's competences during the study.

On this page you can find a brief guide (below) and a comprehensive instruction (for
tutors) in the blue box -

And we also have a video tutorial explaining how to use the assessment forms!



https://avb.leerpodium.nl/lms-avb/wp-content/uploads/sites/1367/2024/10/avb_teacher_instruction_assessment_form_232f275cd93afc7cc106fab7f7573aede73d7ee468e8119c.gif

2.1 A brief guide

- Open Stages

- Open the Course(upper menu, left)

- Open the tab Tasks* (you will see the tasks assigned to you)

- Open the task you will assess*

- Open the tab Assess

- Click on a student in the list* on the left (this will open the assignment for the student)
- Choose Add assessment(this will open the assessment form)

- Fill in the (single point) rubric and the feedback fields

- Once the assessment is complete and correct, choose Submit

- Repeat the steps for each student you want to assess

* Only when the task is assigned, these instructions can be followed. If you do not see any students, please
contact avb-education@ahk.nl



mailto:avb-education@ahk.nl

3. INSTRUCTIONS PAPER 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 06 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

3.1 NAVIGATION
Log on (see step 1.1)

Navigate to the course-environment of the O5 or 06 (Extra/Fall). On the homepage, click on your
course in the menu item My Courses (down left):

Stages @ support @ . >

o Courses  Tasks  Profiles  Resources  Tutore  MyWork
My messages Feed Calendar My calendar
Q search Categories v Tags v 9 Reset filters. December 3 -9, 2023
® 0 Jutta Grabowski 0 06:12-2023
Call for submission final work P3b in o = :
& Tip: add a second email address to Stages Friday. December 8, 2023
ages
Never want to miss a notification in Stages? From now on, you can 9:30-12:30 @ DP3b Landscape
@ A Sanne Blok 0% - 30-10-2023 add a second (personal) email address to your profile! From Arehiteotiire
Class location Friday 3rd of November 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
® A sanne Blok 024102023 [
Start P3b Landscape Architecture
P3b Pilot
My courses
a' T ™ | Update: notifications d email add
BBzt Project P3b Landscape Architecture # Ay ' ] Stages has a new functionality: a second (your personal) email
L, 20252024 . v (I address is added to your profile. This means that notifications go not Deadlines
» . 1AL~ | sntytoyour Aicmailbut slso toyour persoral sriil, so Yol never
Research O6 Fall . ‘ have to miss updates or messages from Stages again. How to [..] Upcoming Passed @
20232024 | 00
e | overnber 3, 2023 5:03 pm | Rilot December 17, 2023 8:00 pm
LA N

06 Fall Paper

i e e b e December 22,2023 11:59 pm
In the academic year 23-24, the Academy will gradually implement a P3b Final Work

¥ new digital learning environment that will replace Teams. This new
@ » )
learnina environment -developed to our needs bv Leerpodium- is

The drop-off point/ point of submission for your paper and plagiarism tool is located in the course
environment of your course under the menu ‘Tasks':



=1 Messages

@ Description
£:2 Participants
e OTroOuUps

s Program
BB Resources
L Report

2 Settings

1B Copy

‘Tasks’ is the place in the course environment where tasks are ready. In your course environment,
you'll see the tasks for your students to upload their paper.

Click on the menu-item ‘Tasks’, and then the title of the assighment (on the image: ‘O6 Fall Paper’):

Stages @ Support

o Courses Tasks Profiles Resources Tutor MyWork

“4Y  Research 06 Fall / Tasks

List Add

06 Fall Paper = 3
S Messages type submission assessment deadline assigned submitted assess

Individual Submit to No December 17, 2023 oD o [ o ]

©® Description assignment 8:00 pm
£:2 Participants
&+ Groups
%® Program
Bl Resources
L Report
@ Settings

1§ Copy

Click on the yellow button under ‘Assess":



List Add

Submit Paper O5/06 for Plagiarism Tool

type submission assessment deadline assigned submitted
Individual Submit to Check November 24, i &
assignment 2023 8:00 pm

Project P3a Pilot / assignments / Test Plagiaatscan ...

Deadline: May 10, 2023 3:00 pm
Submission: Submit to assignment

Assessment: No

Select a student:

Project P3a Pilot [ assignments / Test Plagiaatscan ...

Display Assess

(mev )

Select a participant

Stu Dent

Student Landscape
Architecture

Now you can see the paper submitted by the student. Scroll down.

3.2 EULA

If you use the plagiarism tool for the first time, you will see a notification to accept the Turnitin
EndUser License Agreement (EULA). You must accept this 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

After that 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 persenal data and privacy is our top priority. We are fully to D ' ility and using Y vy, no matter what changes
emerge from our rapidly evolving digital world. We i ppropriate technical and i o 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 fo you, the user {"You" or "User" or “End-User”),
upon Your of the terms, i and nofices herein without (the "User ).

You should review this User A ly before inui 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 opfion 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 if (i) You have previ ly been informed by Turnitin that it no longer
wishes to make the Services available to You, or {ii) You are a person bamred frem using the Services under applicable law. or (i) You are not an Authorized User
(defined below).

ba.

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 15 years of age with consent of a parent or guardian.

[ 1 accept the EULA

Accept

Now you can open the plagiarism report. Click on the button ‘View report'.

Similarity check

title Author Date Submission status Similarity Status Scorg

DLE Stages Pilot P3a Instruction students (2) Stu Dent 12-10-2023 1612 Complete Complete 0%

3.3 Quickscan

You can also check a document for plagiarism yourself.

Courses Assignments Profiles Resources Tutor »

Assessment — instructions

Studentreports S€




In the menu go to the dropdown menu Tutor’, click on Turnitin Quickscan. 'New Similarity Report'. You
can then submit a document or text for plagiarism control:

Click on ‘Nieuw rapport’

Assignments  Profiles  Resources

: Courses itor e inistrator v
N ==
sulk actions v

Submission Similarity
title Author Date status Status Score Report

DLE Stages Pilot P3a Instruction students  Stu Dent 12-10-2023 1612 Complete Complete 0% Vi
{2) report

lias Kerkeni Jutta Grabowski 10-10-2023 Complete Complete 2% [ View

0925

Plagiarism Tool Instructions for students Student Landscape 05-10-2023 Complete Complete 0% View
concept Architecture n:33 Feport

5
2

4. PROCEDURE AND MANUAL ATTENDANCE AND ABSENCE REGISTRATIONS

For courses like lectures and reflection clinics, the study credits are awarded to students based on attendance. For
this reason, it is essential that the study secretariat receives this information from the tutors via the attendance
module in Stages.

Brief instruction:

In your course you can find the list of students in your group per scheduled class date in the Calendar.

Choose:

Course

Menu Calendar

Open the scheduled event (class) in the Calendar

Select your group

Change status Unknown per student to Attended or Absent per class date

VVVYVYVYVY



c1

Start: May 22, 2025 00.00 End: May 23, 2025 00:00

Courses: Cl

Alle Disciplines orts. AlleYears v AlleClasses v Alle Groups

AlleResults v Alle Coursegroups.

Alle Coursegrouy

P
a Zine Al-Tamimi
e Josef All

' Marcus Allen

9 Ilyas Zouai

@ Maaike Zweedijk

Attendance registration C1

search by name Alle Disciplines N Alle Cohorts v Alle Years v Alle Classes v Alle Groups v

Alle Roles v Alle Results v Alle Coursegroups

Unknown

g Azado Abdien

Unknown
Attended

a Daria Agranovskaya
Absent

.
0 Zine Al-Tamimi
e Josef Ali Unknown

5. TIP: NOTIFICATIONS second email address

Too late

“Unknown v _

Stages has a nice functionality: a second (your personal) email address is added to your profile.
This means that notifications go not only to your AHK mail, but also to your personal mail, so
you never have to miss updates or messages from Stages again.

How to adjust your second email address?

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



Teacher AvB
iz Pl
Group Tost o

General

Language

Ught  Dark

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

Adjust (or add) your personal email address.

Click on the ‘save’-button.

6. TIP: 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

o Courses Profiles Resources

Project P3a e
2023-2024

D Reset filters

My courses Messages

My messages

No messages found

Than go to settings:

Courses  Profiles  Resources

Stu Dent

Categories ~ Tags v

Pilot P3a

In the academic year 23-24, the Academy will
gradually implement a new digital learning
environment Stages. Stages will be the online
support for education. The Academy, students and
tutors will be in contact with each other through this
study platform in which all information about
education will [...]

o @ -

My calendar view
1- 31 augustus 2023

28 augustus 2023  maandag

18:45 - 19:30 @ P3aPre-
meeting
tutors

1930 -2230 @ P3a4. Luca
de Stefano

102N _ 22N - NZa
Deadlines

Upceming @ Passed

No upcoming deadlines found.

go to overview

Qleerpodium.nl

Groups:
Profile settings
& Open Portfolio 2
Laim s test szuck General
Language.
English
Theme.
Light ODark

Avatar.

About me.
[ asameds

h + B I E E &

Tam a test student

Account details

=

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.

7. SUPPORT & FEEDBACK

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. For feedback and questions please contact

avbstudysecretariat@ahk.nl.




Stages © Instructions students @ Support

- 1 Courses Tasks Profiles Resources
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