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Introduction to OPENHIVE

Email, websites, online learning systems and parental reporting have become
an essential part of teaching, and their role is only going to grow. Teachers
want tools that do the job without any fuss. That's where OPENHIVE comes in.

OPENHIVEportal - Your gateway into all of OPENHIVE's tools. This can
be a website in itself, where you can publish school documents and
share information.

OPENHIVElearning - Online learning system.

OPENHIVEinsight - Keep parents informed how their students are doing
at school.

OPENHIVEmail - We have adapted Microsoft Outlook's email to make it
teacher friendly.

OPENHIVEID - Change your password

What is this quick tutorial?

This is quick overview of some of the main features of OPENHIVE. We
introduce you to some ways OPENHIVE can streamline your teaching and
engage your students.

Get started right away

Before you begin, make sure you’ve got your log in details, including the web
address for the entry page, the user name and password. If you don't know
your OPENHIVE log in details, contact your network manager.

Find the web page, enter your user name and password. Click ‘Log in'.

Login

Please enter your user name and
password below to continue

User name: |

Password:



All your teaching tools together

OPENHIVEportal

When you log on, the OPENHIVEportal opens. This is your gateway to all the

tools available in OPENHIVE.
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Stay organised

Explore the staff page

On the OPENHIVEportal page, click the Staff tab.

Staff ‘ Parent

On screen, your timetable for today appears.

My Timetable Modify v

Period 3 Period 4 Period 5
Law Law Theatre Stu
12C/Lal 12C/Lal 13ATs1
Susan Williams Susan Williams Susan Williams

11:36-12:36 12:3 5 14:30 - 15:30

Scroll down the page until you see the staff calendar.

Staff Calendar

& % July 2010 Expand &ll C
Monday Tuesday Wednesday Thursday Friday
28 29 30 1 2
05:30 12:00
Weekhy staff Department
Briefing Meetings
156:00
SHMT Meeting
5 1] ¥ 8 9
0&:30 12:00
Weekly Staff Department
Briefing Meetings
16:00
SMT Meeting
12 13 14 15 16
0a:30 12:00
Weeklv Staff Nenartment




OPENHIVE Quick Start Guide

Here you see staff events at your school.
Scroll back up.

Across the top of the display, a number of bee icons link show which
appications are available to you. What you see depends on what your school
uses.

S EEE

/ portal

»» Close OPENHIVE Menu

There's lots to explore here when you finish this tutorial.

OPENHIVEportal - Your gateway to OPENHIVE's tools

OPENHIVEmail - Email for teaching

OPENHIVEinsight - Keep parents informed

OPENHIVElearning - Your online learning system

OPENHIVEID - Change your password

EEEEEE

OPENHIVEtalk. Instant messages

View your full timetable

Click the OPENHIVEmail icon.

1



Get started-Stay organised

OPENHIVEmail opens.
M

IE -

Mail < Inbox (0 Ikems)

= &3 Jeremy Sindair EdNew - -
] calendar
Contacts Search Inbox

|5 Deleted Items
— Arrange by Date -
L7 Drafts 9=y

[ Inbox There are no items to
[ Junk E-Mail

B Motes
(= Outbox

[= sent Items
[Z4 Tacke

As well as containing all standard email features, OPENHIVE's email is fully
integrated with your teaching. Here we will show you one quick example of
how this helps.

Towards the bottom-left of the screen, click Calendar.

EE Contacks

Your timetable appears.

In the row of options along the top of your timetable, click the 'Show/Hide
reading pane' icon and select Right to make sure the reading pane is open.

+ [February 20100

- - Today
o7 OfF
il Fﬁgt\;{n) 1




OPENHIVE Quick Start Guide

Click 'Work Week'.

H i =
8 Monday [:.S 09 Tue

Your timetable for the week appears.

08 Monday 09  Tuesday 10 wednesday 11 Thorsday |12 Friday

Dg oo
English English Art
Foom E6 Foom E& Foom EZ2
1 0 00 o o Cx
English English English English English
Foam EG Foam EG Foam E6 Foom EG Room EG
1 1 00 o L o o X
English English English EnglisF
oo Foam EG Foam EG Foom E6 Foom EG
1 2 o o o o
English English EnglisF
o0 Foom E& Foam E& Foom E&
1 3 o o o
140
English English English
Foam EG Foam E6 Room EG

15EIEI

What have you prepared for your lesson?

Select one of your lessons.
I

EnglisF
Foom E6

L

EnglisF ]

On the right you'll see more information about this class.
Click the link to the class:

PUENTNEILET & | L2 T LS

English

Class: 8x/EnZ2, Subject Code: En
Go to class -= 3x/En2



Get started-Stay organised

Click OK to confirm you are leaving your email.

If this is the first time you have used OPENHIVElearning a welcome message
appears.

Jeremy Sinclair

__——‘_'_'__I
On the welcome message, select 'Click here to continue'.

A
Click here to continue

You enter OPENHIVElearning, OPENHIVE's online learning system, showing any
courses that you have prepared for that class.

English - 8x/ @ W:
En2

O English - 8x/En2
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Close any open tabs or windows until you return to OPENHIVEportal, with the
Staff tab selected.

€9 Nl RaKG, ® ot B
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portal
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Enhance teaching and learning

Here we will introduce you to OPENHIVElearning, OPENHIVE's online learning
area. We'll give you a practical example straight away, showing you how to
create a quick online course for your lessons.

Enter OPENHIVElearning
To open OPENHIVElearning you can just click the OPENHIHIVElearning icon at
the top.

Here we'll show you how to enter the OPENHIVElearning area for one of your
classes.

In OPENHIVEportal, when the Staff tab is selected, towards the top-right, a
list of your subjects appears.

My Subjects and Classes Modify w

I English
Click the subject where you want to create an online course.

My Subjects and Classes Modify ¥

English
=

English

10/EN3

11x/End

A link to the departmental area appears - 'English’ in the case shown here -
followed by a list of all your classes.



OPENHIVE Quick Start Guide

Create a course

10

While creating a course we will keep the instructions non-specific. You can
adapt these instructions to create a course for a class you are about to teach.

Choose a class.

I English

Close the welcome message.

You enter the online course area for the class.

English - 8x/ @ %=

En2

D English - 8x/En2

Click the 'Add course' button to create a new course.

Select 'Create a New Course'.



Get started-Enhance teaching and learning

Select how you want to create your course:

Craeate A Mew Course Use Existing Template

Enter a start date.

Select start date of course  08/02/2010

Click Create.

Create

11



OPENHIVE Quick Start Guide

Enter your course details

The 'My Planning: Create Course’ window is open.

Throughout OPENHIVElearning, instructions are shown on screen. For
example, here it says: 'Enter Course Name'.

To enter the course name, click 'Enter Course Name' and overwrite it with the
name you want. For example: ‘'Introduction to OPENHIVElearning'

Create Course

@ Step 1: Give your course a title and description, then select the

Introduction to OPENHIVEleamning

Enter Course Description

Course start date 08/02/2010 ‘ Upload an image

Over 'Enter Course Description’ type some details about the course. For
example: 'Example course: one activity group, one activity and two
resources.’

Click 'Length of course' to specify how long the course will run. The course
can run for a whole year, or just a week.

Introduction to OPENHIVElearning 10x/En3

Length of course -
Example course: one activity group, one activity and two

resources
1 Week

2 Weeks

Course start date 08/02/2010 ‘ Upload an image 3 Weeks
4 Weeks
5 Weeks
6 Weeks
7 Weelks

Click Next.

You have created your first blank course.

12



Get started-Enhance teaching and learning

Create targets and simplify mark schemes

We won't look at these buttons now. They become active when you create
the first activity group, which we explain next. When you have finished this
quick start tutorial, explore these options to delete a course, assign targets
and create a mark scheme.

Delete course

Assign targets

Mark Scheme

13



Engage your students

The possibilities offered by online teaching are endless. You've created the
course framework, now we will show how to add the content.

We'll show you how to:

« Give your students assignments to work on outside lessons.

« Create a quick quiz, which could be used before and after a lesson to see
how much your students learn.

o Assign students to individual tasks, helping to personalise learning.

Create an activity group

Before adding resources we create the bare bones of the course. First, create
an activity group. Activity groups could correspond, for example, to units on a
course you are teaching.

Enter the activity group name. For example: 'Unit 1'.

Course start ¢ 3d an Image

Start Week
4 Weels

Activity Mame

Click Next.

The activity group is created.
Create an activity

You've created the activity group, now we'll add one activity.
An activity contains all the resources for a topic.

Note the two buttons at the bottom-left of the planning area. You can create
more activity groups for each unit on your course. For now, we will add an
activity to the first group.

Click 'Add an activity'.

ﬁ Add an act;il:y

‘ Add activity group

14



Get started-Engage your students

In the 'Add Activity' window, overwrite:

o 'Enter activity name'. For example: Topic 1'
o 'Enter Description’. For example: Two resources'.

Your students will see these when they open the activity.

e

Topic 1

Twao resources

Select Length of activity:

Drag the squares on the timeline to specify the activity's start and end date.

Add resources

The resources are the content for your course. You can add a whole series of
resources to one activity.

Click 'Add resources'.

Your school's resource library appears.
Click the arrows to explore the folders.

@ T Library

) Curriculum Resources
‘h deskiopimages

15



OPENHIVE Quick Start Guide

Click a resource to select it.

@ M Design and Technology
@ & English
® M Key Stage 3
o W Key Stage 4
M Half Term 1 Introductio
M Half Term 2 GCSE Spq

M Half Term 3 Introductio
M Half Term 4 Introductio
Ml Half Term 5 Functiona
m Half Term & Original
@ TEWeEryour Bk
# Dos and Dontoc

Click the Add button.

The resource appears on the right.

Activity Resources

a

Deliver your talk

Click 'Save to Activity'.
The activity is listed in the 'Add Activity' window.

Order File Name Primary

o2 Deliver your talk.txt L+

Title: Deliver your talk

Change the title here and any other descriptions you are asked to provide.
Your students will see these details when they open the activity.

16



Engage your students 2

Add a quiz

Next we will create a quiz to add to the activity.

We will add a new quiz. We are keeping our instructions general, but you can
customise any details to create a quiz for one of your lessons.

Click 'Add resources'.

< T —

In the library, find the folder where you want to save the quiz.

5 dl ] LJE
& M Citizenship
@ M Design and Technology
© W English
& M Key Stage 3
o W REyoEge 4
-y Halihanﬂ 1 Introductic
Ha cnm 2 GCSE Spd

Click 'New Resource'.

' MNew Resource

The Resource Type area opens.

17
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There are many options to explore when you finish this tutorial. Select Quiz.

Enter details.

Name OF Quiz  p Midsummer Night's Dream - characters

Description This quiz is about some of A Midsummer Night's Dream's
characters

Instruction Choose which is a character out of Midsummer Night's

Cream.

Click Next.

Mext

The quiz window opens.

Click 'Add question'.

7 Add question
N

18



Get started-Engage your students 2

Select True or False'.
Enter:

e Question
o Select which answer is correct
o Enter a mark for this question

The quiz is automatically marked using the marks you set for each question.

Other parts of this window are optional.

Question Titania is a character from A Midsummer Night's Dream.

Save and New Save and Close

Click 'Save and New'.

Save an'hd MNew

Create a new question. Add as many questions as you want for your lesson.

Click 'Save and Close' when you have finished.

Save and Close

19



OPENHIVE Quick Start Guide

The Quiz window lists the questions.

|mX

7 Add question
-

Question Image Marks Action

Titania is a character from A m 0
Midsummer Night's Dream. —

Longaville is a character from A g -

. . 10
Midsummer Night's Dream. L

Click 'Save quiz to activity'.

The quiz is saved to your library and is selected, ready to add to the activity.

Library Resources Activity Resources

@ T Library

r
@ ™ Curriculum Resources l r
@ M Art and Design | r’
@ M Citizenship
& M Design and Technology e . e
© W English Deliver your talk A Midsummer Night's
® M Key Stage 3 Dream - characters
© W Key Stage 4
M Half Term 1 Introductio
M Half Term 2 GCSE Spe
m Half Term 3 Introduction

= I

Click 'Save to Activity'.

Save to Aclivity

20



Get started-Engage your students 2

You've finished your first activity.

The two resources appear in the 'Add Activity' window.

"
Add resources

Order File Name

s Deliver your talk.txt

Title: Deliver your talk

A Midsummer Night's Dream - characters.zip

Title: A Midsummer Might's Description:
Dream - characters

Click 'Save activity'.

In the 'My Planning’ window you can see the first activity group, Unit 1 here,
and the first activity - Topic 1.

Activity Name Start Da Due Dat Graded

Topic 1 08/02/2( 19/02/2( 4

J

e Add an activity

21



Personalise learning

Assign students
Here we show you how to assign students to different activities, personalising
tasks for individuals.

Some students could benefit the activity we just created to back up their
learning.

Click the 'Assign students' button for the activity.

rces  Assign Actions

LB S

Decide who you want to do the quiz. Drag their icons from the left pane to
the right pane.

Year 10 : English : 10x/En3

Drag or double-dick to add students, then assign them targets and add to the Activity

FER

Abby Alistair Annitta Pride
Singleton Bailey

Brian Hartley Bruce Weller Charles Bliss

Or click 'Assign all to Activity'.

ﬁ Assign all to Activity

&

22



Get started-Personalise learning

When you've assigned all the people you want, click 'Save to Activity'.

‘Save to Activity

B

The activity appears in the assigned students’ task list in their email, so they
receive an automatic reminder of the due date.

23



Share your ideas

Templates

You've created your first course with OPENHIVE. Here we'll show you how to
share it with colleagues, and how they can share courses with you.

Click 'Save as a template'.

Your course is turned into a template.

Close the 'My Planning’ area.

A list of templates appears, including the one you just created.

If you can't see your template straight away, try using the filter options to
find it.

Filter by: My Years ~ My Subjects - All Templates -

When you've finished this tutorial, visit here to explore templates created by
colleagues.

Click the Edit button for the course you just created.

Activate Actions

24



Get started-Share your ideas

Select 'Share Template'.

%Ll Share Template

All your colleagues can now use your template.

Click 'Save Course'.

f Save Course
)

You've created:

e Acourse.
o The first activity group.
o The first activity.

You've added two resources to the activity.

You've shared the template.

25



Personalised web spaces

Change the colour and the desktop image

Today's web natives expect to be able to personalise their web spaces.

Here's one way to encourage students to personalise their learning area.

Close down any windows until you reach OPENHIVElearning's desktop.

Hover over the icons in the centre of the screen. There are various options to
explore when you finish this tutorial.

Select Profile.

26



Get started-Personalised web spaces

The My Profile window opens.

R

Colour Scheme

Desktop

Mark Scheme

Click and drag the slider to change the colour used throughout
OPENHIVElearning.

Colour Scheme

Click Save to change the colour.

27
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28

Select 'Apply Now'.

changes will be lost.

ater Apply Now

Open the Profile area again.

Explore the images available for the desktop. Click an image to select it.
Close the My Profile area to view the new image:

All your students can customise their OPENHIVElearning area in this way.

Click the Exit button, in the bottom right-hand corner.

Return to OPENHIVEportal, which will be open in another tab or window.
Click 'Log Out' in the top right corner to exit OPENHIVE.

|_|:||_: Gk He ||:|

)

Search | Advanced S




What next?

We've suggested some areas worth further exploration throughout this quick
start guide.

To help you find your way around OPENHIVE, find out where these options are
and explore how they can help your teaching and your students' learning.

Here are two of the main areas to explore.

OPENHIVElearning's main page:

At the top of OPENHIVEportal, find out which of these icons you have, and
what they do:

OPENHIVEportal - Your gateway to OPENHIVE's tools

OPENHIVEmail - Email for teaching

L]
a

OPENHIVEinsight - Keep parents informed

L]
a

e ® ®© [©]

OPENHIVElearning - Your online learning system

>
-

OPENHIVEID - Change your password

29
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@ OPENHIVEsurvey - Create surveys

=3
-

.’ OPENHIVEtalk. Instant messages

30
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