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A brief introduction to EQUELLA

EQUELLA is a digital repository that provides a central platform on which to house Monash University’s teaching
and learning content. EQUELLA is currently in use in a wide range of schools, universities, colleges, TAFEs,
departments of education, government agencies, and corporations worldwide. One instance of EQUELLA is in fact
already being used at Monash University by the Faculty of Medicine, Nursing and Health Sciences, and the library.

Why are we implementing EQUELLA at Monash University?

EQUELLA is being implemented at Monash University to allow us to establish a central location for teaching
content and to help overcome some of the limitations of file management in Moodle.

Some of the benefits of implementing EQUELLA include:

« Increased capacity for learning materials to be shared/ reused amongst academic staff across the
University

« Reduced time and effort required to search for/ find a particular resource or file

« When uploading a resource/ file to EQUELLA, staff are required to enter some basic metadata about it (ie.
A brief description of the item, units/ course to which the item might be relevant, etc), making it easier for
other staff to search for and locate an appropriate resource/ file

« Single ‘point of truth’ for learning and teaching objects

EQUELLA and your obligations

As Monash staff, you need to be mindful of your rights and responsibilities around issues such as copyright and
privacy in relation to EQUELLA. If you're not sure about the copyright status of an item you'd like to upload, please
visit http://copyright.monash.edu.au/.
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Log into EQUELLA

1. Open your web browser and enter the URL for Monash University’'s EQUELLA interface (URL provided via

email)

Enter your authcate username and password, and click Log in

3. The EQUELLA dashboard will appear in your browser - the key elements of the dashboard are highlighted

below:

@ EQUELLA'

Dashboard

Dashhoard

Favourites

My resources

Search

Contribute

Browse by Faculty f Unit
Code

Browese by Study Areg

Monash University

Monash Lini Library

Monash Uni Research

B

hily tasks

Motifications

-

— Recent contriutions (All resources) v Oqiqk_;’ie_art;)\
There are no recent changes v‘
~ Browse resource:
. Tasks — 5&
&l Tasks (0 Browse by FaCU|MUnitCm\
oy
Tasks assigned to me (0] Browse by Study Area

Tasks sssigned to others (0
Unassigned tasks (0)
Mzt moderate (00
Al notifications (07
Resources which the owner potified you of going LIVE (00
Resources that swere rejected (00
Resources that contain bad URLs (0)
Resources wwhich went LIVE (03

Resources thatare overdue to be moderated (00

Contribute

Click here when you want to add a resource to EQUELLA

Quick search

Use the Quick search function when you want to do a quick keyword search
for resources in EQUELLA

Click here when you want to do more advanced searching (eg. Searching for

Search a resource within a particular University collection, with a particular owner, of
a particular file type, etc.)

Browse Enables you to browse through the EQUELLA resources by Faculty, unit

resources code or study area

Useful websites

Click here to be taken to the various external Monash University websites
listed

000 0 00

My resources

Click here to see a full listing of the resources you own within EQUELLA
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Add aresource to EQUELLA

1. From the EQUELLA dashboard, click Contribute:

B EQUELLA'
Dashboard

Dashboard . Recent contfinutions (4l resources) - Quick search

[ Favourites There are no recent changes n

o
= iy resolrces

Search

- Browse resolrces

 Tasks
© Contribute
AR Browse by Faculte/ Unit Code
Tasks assigned to me () Brawse by Study Area

& Browese by Facultye f Linit
& Code

Tasks azzigned ta athers (0]

E Browse by Study Area Ungssigned tasks (07

2. If you have access to multiple collections, you will need to select the collection to which you want to
contribute the new resource. Otherwise, proceed to step 3

3. The EQUELLA contribution wizard will appear, prompting you to enter information about the resource you
are adding. Mandatory fields are those with an asterisk (*) beside their title:

About the Monash resource (required fields)
Title *

Flease enter a title for this iterm fwords in the title have a high search rank)

Author of the resources *

Flease choose the author for this resource
| aim the authar [] monash =taff [] External authors

Description AKeywards *

Flease enter a short description ar keyweords which swill be displayed with the item
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Your contribution wizard will contain a unique combination of mandatory and optional fields. Please
consider the following when completing these selected fields in the contribution wizard (and please note that
not all of the fields described below will appear in your contribution wizard):

Field

Description

Tips/ Hints for completion

Author of the resource

Individual(s) who developed/
wrote the resource. The
resource can have one or many
authors, internal and external to
Monash University.

EQUELLA will automatically
assume that you are the one
and only author of the resource.
Change/ Add other authors as
necessary.

Description/ Keywords

A means of telling other
EQUELLA users what the
resource contains or is useful
for.

Keep it simple.

Unit code/ Course code/ Faculty
wide#

Units or courses to which the
resource is relevant.

Select all units and courses for
which the resource is relevant. If
the resource is fairly general in
nature, consider selecting
Faculty wide instead.

Discipline/ Area of Study#

Disciplines/ Areas of study
relevant to the resource.

Select all disciplines/ areas of
study relevant to the resource
being contributed. If the
resource is fairly general in
nature, you can keep this field
blank.

Access Group that will have access to Default will be My Faculty. If
the resource once it has been you believe the resource would
published in EQUELLA. be valuable to other faculties,

consider selecting All of
Those granted access under the | Monash instead.
All of Monash and My faculty
options will be given view For more information on the
access to the resource; those Owners and Collaborators
granted access under the only option, please see Restrict
Owners and Collaborators access to a resource in
only option will be granted both | EQUELLA section of this
view and edit access document.

File Upload Where any attachments/ files Consider whether it is

are to be uploaded. appropriate to upload multiple
files to a single EQUELLA
resource. For example, you may
wish to upload both the
Microsoft PowerPoint and
Adobe PDF versions of lecture
notes to the one resource.
Your decision will largely
depend on whether you will be
allowing students access to the
whole resource or just a single
file within the resource via
Moodle (see Appendix B for
further information)

Semester Semester for which this

resource is relevant.

Resource type#

Assessment, case study, lecture
notes, unit guide, etc.

Notes and other fields

A field in which to capture
details about the resource that
could not be captured elsewhere
in the contribution wizard. In this
space, you can record
information regarding the

Do not use this field as a
substitute for any of the fields
listed above and keep it simple
(eg. Theme=mathematics;
Suitable for accreditation).
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resource’s intended audience,
language, associated graduate
attributes or discipline/ area of
study to which it is relevant. You
can also capture general notes
about the resource.

Lnit code f Course code f Faculty wide *
Unit code |:| Course code |:| Faculty wide

LInit code *

fit10

# For these items, you can make multiple selections. Start typing the name of the relevant unit, course, area
of study, etc. into the field, select the item from the dropdown list that appears and hit Enter:

FIT1001 - Computer systems - FACULTY OF INFORMATION TECHMOLOGYWFITT 001 -
Computer systems

FIT1002 - Computer programming - FACLULTY OF INFORMATION
TECHMOLOGYIFIT1002 - Computer programiming

FIT1003 - IT in organisations - FACULTY OF INFORMATION TECHMOLOGYIFIT1003 - 1T
in arganisations

FIT1004 - Data management - FACULTY OF INFORMATION TECHMOLOGYIFIT1004 -
Crata management

FIT1005 - Metworks and data communications - FACULTY OF INFORMATICN

TE b L) S DT O0s  blohesoeles sl olads cmeeeeimie adice o

|

Repeat this for each relevant unit, course, discipline/ area of study, etc.

To delete a selection, click the x corresponding to that selection:

nit code / Course code £ Faculty wide *
Unit code |:| Course code |:| Faculty wide

LInit code *

FIT1001 - Computer systems

ol

Use the Next and Previous buttons at the bottom right of your screen to navigate through the contribution

wizard

When you have completed all necessary fields, click the Save button at the top right of the contribution

wizard:

Additional metadata (optional)

@ Save )

Preview | Cancel
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NB. If you do not want to save the EQUELLA resource, click Cancel (below the Save button)

6.
7.

If you are ready to publish your resource, click Publish
If you would prefer to come back and publish it later, click Save draft
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Restrict access to aresource in EQUELLA

As mentioned in the Add a resource to EQUELLA section, when contributing a new resource, the contribution
wizard asks that you enter information about the resource. One of the required fields is “Access” where you are
asked to select the group that will have access to the resource once it has been published in EQUELLA.

If you are happy for the resource to be viewable by all of Monash, select the All of Monash option; if you would
prefer view access to be restricted to staff within your Faculty, select the My Faculty option.

If you wish to restrict view and edit access to yourself and a select few, you will need to undertake the following:

1. When adding metadata for your new EQUELLA resource, select the Owners and Collaborators only
option under ‘Access’ and proceed to complete the remaining contribution wizard fields as required
2. When you have completed all necessary fields, click the Save button at the top right of the contribution

wizard:

@ Save >

Preview | Cancel

Additional metadata (optional)

3. Navigate to the Actions list and click the Change ownership link on the right of your screen:

e
‘. t]
@ EQUELLA
., = . R
PEARSON esource
Faculty of Pharmacy & Pharmaceitical Sciences = Lecture notes 107 m
B pashooard | Successfully saved | €} hdd to favourites
Favnurites Gl
IELalls
Lecture notes 101 :
;: My resources Cuyvner: Pharmacy Teacher
5% Collaborators: Fit Teacher
Saien Description Collection; Faculty of
~ Lecture notes forWeek 1 Pharmacy & Pharmaceutical
SCiences
Cantribute x Sersion: 1 (show all)
Faculty Linit Code :
— ) Status: Archived
] Faculty of Pharmacy & Pharmaceutical RADZOS2 Moderation bistary
% Eru&/vse by Faculty £ Unit Sciences
i Campus Graduate Attributes
i i Actions
E Brawse by Shidy Arsa Parkuille Communication
Learning Resource Type " i arisin
e Lecture notes ‘ Change ownetship
‘%.q Manash University = e
i
= Aocess g”'; ;
Y. Monash Uni Library S T
# sior Edlit-this version
@ Manasch Lini Research Links to resolrces
2
‘ 'S Wy tasks I | Lecture notes 101 docx |

4. Navigate to the Collaborators section and click the Add collaborators link:
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S EQUELLA'
Resource

Faculty of Pharmacy & Pharmaceutical Sciences = Lecture notes 101 = Crwvner and collaborators

B  oachboard 9 Add to favourites
Owner and collaborators

C Favourites Datail
ELalls
Oimer i
:L_: Wy rasaurtes .Owner.. F‘harmac_:y Teacher
Collection: Faculty of
Pharmacy & Pharmaceutical
~ Search Pharmacy Teacher Change Sriences
Wersion: 1 (show all)
Contribute Status! Archived

Maderation history

Collaborators

& Browese by Faculty f Linit
; Code

Actions
B2 Browse by Study Area There are currertly no collaborators Wk Thi§‘ Wersion !i.ve AGaIr
Change ownerzhip.
C‘a Fa collaharhors > Meww contribution of same
‘@' Monash University type

Create & new version

B Monash Uni Library Edlt this version

5. Start typing the surname of the first individual you would like to grant access to the EQUELLA resource to
and hit Enter
6. Select the individual's name from the dropdown list that appears and click the Select these users button:

Select collabaratars (%)

Share ovenership of thiz tem by chooszing one or more collaborators. The search guery can contain &
name (first, last or logind and a wildcard character (*).

bond
.
Emily Bond [ebond)]
[] Marie Bond [mariebo]
O Molly Bond [hondm]
[0 Nicholas Bond [nickbond] B
W

[
b

SELECT THESE USERS I CANCEL

7. Repeat steps 4 — 6 for each of the individuals you would like to grant access to the EQUELLA resource to
8. Return to the EQUELLA dashboard by clicking on the Dashboard link in the top left of your screen
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Search for aresource in EQUELLA

There are several ways in which you can search for a resource in EQUELLA:

* You can do a quick search by entering key terms into the quick search textbox on the dashboard and
clicking on the magnifying glass button:

S@ EQUELLA'

Dashboard

Dashboard

Fawourites

iy resolrces

Search

Contribute

Browese by Facultye f Linit
Code

Browse by Study Area

* You can browse through the full suite of EQUELLA resources by Faculty/ Unit Code or Study Area:

@ EQUELLA'

Recent contrinutions (Al resources)

~T  Cuick search

There are no recent changes

/\

S ~—

 Tasks

~ Browse resources:

Al Tasks ()
Tasks aszsigned to me (0]
Tasks azzigned ta athers (0]

Ungssigned tasks (07

Browse by Faculty f Unit Code
Browse by Study Area

Dashboard

B Dashboard

Recent contributions (All resaurces)

- Cluick search

Favautites

Wy resolrces

r

Search

There are no recent changes

Contribute \

A

& Browese by Faculte f Linit
3 Code

BE  Browse by Study Area

e
7~ NG
/" Browse resources N\
 Tasks iz =
aillitssid) Browse by Faculty/ Unit Code
Tasks asslgned to me () \ Browse by Study Area
N

Tasks azzignedta athers (0]

Ungssigned tasks (00

* You can use the advanced search function:

\_/
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@ EQUELLA'

Dashboard

B Dashboard . Recent contributions (All resources)
Favautites There are no recent changes
- bl PR S
~ Search ) = .
Ta
~ Contribute
All Tasks(0)
Browse by Faculty f Uinit Tasks aszsigned to me (D)
Code
Tasks assignedto athers (0]
E Browse by Study Area Ungssigned tasks (00

Browse by Faculty/ Unit Code
Browse by Study Area

This user guide will describe searching using the advanced search function only.
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Advanced search
1. From the EQUELLA dashboard, click Search:

18 EQUELLA'
Dashboard

B Dashboard  Becent contributions (Al resources)  Quick search

Fawourites There are no recent changes n

g: My resources

\ Search ) ~ Browse resources
- e

Contribute

Al Tasks(0) Browse by Faculty f Unit Code

Tasks assigned to me () Browse by Study Area

Bromese by Faculte f Linit
Code

Tasks azzigned ta athers (0]

Browse by Study Area

Unassigned tasks (07

2. Remove any existing search filters (if necessary) by clicking clear filters:

T8 EQUELLA
Search

S EREEN-OPTIONS

Dashboard 0 Add search to favourites
Search |
{ Favourites Within Al resources v @ Share search query
5:' My resources 28 records have been filtereqd out - clear filters
| son
« Search I 1

3. Enter key words relating to the resource you are looking for into the Search box:

',":I:EQUEILA”
Search

SEIEREEN A PTIOHE

B oachboard ~ >{} Add search to favourites

——
Favourites Al reSOUrCES @ Share asarchqiizcy

£ Myresources

4. If desired, restrict your search to within a particular collection (ie. Faculty of Medicine, Nursing and Health
Sciences) by clicking on the dropdown box next to Within and making your selection:
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1@ EQUELLA'
Search

{D Add search to favourites

B Dashhoard

Search
p—
- Fawvourites WWithin All resourees = @ Share search query

3: My resources

5. Click Search
A list of resources matching the search criteria are returned (sorted by relevance)
The default number of results per page is 10. If you would like to change this, click Screen options at the

top right of your screen the expand the screen options section:

'é@foUﬂM"
Search

"HELR® CEr=n

{} Add search to favourites

B Dashhoard

Search

Favourites Within All Fesourees v @ fhiare seatch query

8. Click the dropdown box next to Number of results per page and make your selection:

8 EQUELLA
Search

[HELR™ ¥ | SCREEN-OPTIONS

Humber ¢ L 10 results par page ¥

9. Click Screen options at the top right of the page to collapse the screen options section

NB. If the results set returned is large, you may like to filter or sort it (see ‘Managing search results’ below)
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Manage search results

When you run a search in EQUELLA, the number of resources returned in the results set may be very large and
overwhelming. In order to find the resource you are after quickly and easily, you may want to sort or filter the results.
There are a number of ways in which you can do this — you can:

» Sort the returned resources by relevance, title, last modified date or user rating

» Restrict the results to resources owned (ie. developed or collaborated on) by a particular user
» Restrict the results by modification date

» Restrict results to resources of a particular type (eg. PDF document, video)

Each of these methods of managing your search results are described below:

Sort the returned resources by relevance, their title, last modified date or user rating
1. Once you have the results of a completed search on your screen, navigate to the sort section on the right
side of your screen:

@ EQUELLA'

Search

CREEN/ORTIONS ¥ |

G Add search to favourites

Dashhoard

Search

Favourites Within Al resources v @ Share search query

5: My resources

Search

Search results

Shiowing 1 to 10 of 115 results

© Zontribute

2. Expand the sort section by clicking on sort:

N )
‘® ®
{@EQUELLA
-
PEARSON SearCh
RN BPTIONE
Dashboard 3 Add search to favourites
Search
Favaurites Within All resources v @ Share search query
My resources e ——
T .S-Drt \\
Search
Search results Showvini 1 ta 10 01 115 regfits
Contritite
MED4171 week 2 lecture notes Relevance v
Bitwse i FaEuty IR A test piece for the purposes of writing a uzer guide [E]:Biverseicrderof resuls
Code Faculty; Medicine /
Ares of Study: Clinical pharmaey o
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3. Click the dropdown box below Sort results by and make your selection (if you would like the results
displayed in reverse order, check the box next to Reverse order of results)

NB. To return to the original view of the results, select Relevance from the dropdown box below Sort results by

Restrict the results to resources owned (ie. developed or collaborated on) by particular resource
author
1. Once you have the results of a completed search on your screen, navigate to the filter section on the right
side of your screen:

','";-.'EQUELLA'
Search

P ECREENOPTIONS -

n Ciashboard 0 Add search to favourites |
- ) Search

Favourites Within Al resources v @ Share search query
‘E Iy resouUrces

=
~ Search :
Search results Shigwing 1 to 10 of 115 resuits
Contribute F_Jl_te:r

2. Expand the filter section by clicking on filter:

@ EQUELLA'

Search

| SCREENOPTIONS o iy

@ Add search to favourites

Bashhboard
Search lecture notes
Favalrites Within All resources v g Share search query
My resources
~ Sort
Search
Search results Showing 11010 of 347 resutts
© Contribute FesLlE
Lecture Notes Relevance v

Browse by Facully f Linit Lecture Hutes, [ Reverse order of results
Code Facilty: Infarmation Technolagy
Uit Code: FITI005

Campus: Caulfield )y N\

Browse by Study Area Status: Live | Last updated:2 monthsage ==
i 3 us 1 / Filter \

e O comments | Add to favourites \

L Monash University

| SELECTUSER

Lecture Notes

L Wonash Uni Library e o hates

! Faculty: Information Technology
tonash Uni Research Unit Code: FIT2031

Campus: Claytan After ¥

Status: Live | Lastupd:
Iy tasks N - |
Sy G fr O comments | Remove from favourites
Motifications
Week 1 Lecture notes for FIT3031 Filter by resouree tyn
Lecture notes for week 1 |:| Ao
Faculty: Information Technalogy [ images

Unit Code: FIT3031
Campus: Claytan
B e e | s ipdated 2 ot o

|:| MS Cffice Documents
|:| PDF Documents
|:| Wideo (including Flash Video)

O comments | Addto favourites

3. Click the Select User button
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N o g bk

Enter part of the name of the author/ collaborator you would like to restrict the results to and click Search

Select the name of the author/ collaborator from the list and click Select this user

Review the results

To change the author/ collaborator on which the results are filtered, click the Change user button; to

remove the owner filter, click the Clear button:

@ EQUELLA'

9 Add search to favourites

Search

@ Share search queny

— Saort

Lecture Notes - 04 - Computer Architecture
Lecture Hotes - 04 - Computer Architecture

Faculty: Information Technology

Unit Code: FIT200S

Campus: Caulfield

Statds; Live: | Last updated-Z-months 2ge

s O comments | Add to favourites

B Dashboard
J Search lecture notes
Favourites Within Al resources v
; My resources 13 records have been filtered out - clear filters
~ Search
Contribiute
 M— Search reSUItS Showeing 1 to 10-0f 334 tesuts
% Browese: by Faculty §f Unit
3 Code Lecture Notes
Lecture Hotes
B Browse by Study Area Faculty: Intormation Technology
Unit Code: FIT2005
f=— Campus: Caulfield
L y Status; Live | Last updated:2 months ago
‘ﬁ. Monash University = :
D comments | Add tofavaurites
% Monash Uni Library
Lecture Notes
k@. ManashUni Besearch
Lecture Hotes
- Faculty: Information Technology
¥ Unit Code: FIT2034
& Mietasa Campus: Clayten
Status: Live | Last updated-2 manths 20
© notifications
O comments | Remove from favouritas

Relevance v

[ Reverse order of resutts

— Filter

CHANGE USER

After v
==
[ Awdia
|:| Images

[ M= office Documerts
|:| POF Documents
D Yideo (including Flash Yideo)

NB. To return to the original view of the results, click Clear filters at the top of the screen
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Restrict the results by their last modified date

1. Once you have the results of a completed search on your screen, navigate to the filter section on the right

side of your screen:

@ EQUELLA'

Search

P S CREEN'OPTIONS

Dashboard

9 Add search to favourites

Search

Favautites Within All resources

My resources

v @ Share search query

Search

Search results

Contribiute

2. Expand the filter section by clicking on filter:

o gk~ w

@ EQUELLA'

e

Shiowing 1 to 10 of 115 results

— Filter

HE Dashboard

@ Add search to favourites

Search lecture notes
Favourites Within All resources @ Shale st CiLOueLy
My resources

s

Search

Search results Showing 1 to 10 of 347 results
Contritbute FEmLI Y

Lecture Notes Relavance v

Srowse by Facutyf Unit Letture dlotes,
Gode Faculty: Infarmation Technaology
Unit Code: FIT9005
Campus: Caulfield
Browse by Study Area Status: Live | Last updated

th=-ago

f O comments | Add to favaurites
tonash University

Lecture Notes

Monash Uni Library Lettite Haies

Faculty: Infarmation Technology
Unit Code: FIT2031
Campus: Clayton

Status: Liva | Lastupdated®

Maonash Uni Research

Ity tasks

rir O comments | Remove from favourites

Motifications

Week 1 Lecture notes for FIT3031

Lecture notes for week 1

Faculty; Information Tachnalagy

Unit Code: FIT3034

Campus: Claytan

Siztas: Live | lLast updated:® months 2g0

O comments | Add to favourites

|:| Reverse order of results

~ Filter \

After v
—
|:| Ao
|:| Images

|:| M= Office Documents
[ rOF Documerts
|:| Wideo (including Flash Video)

Click the dropdown box below Filter by date modified and make your selection

Complete the date field(s) as required
Review the results

To remove the date modified filter, click Clear:
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@ EQUELLA'

Diashhoard

Favourites

My ragources

Search lecture notes

Within All resources

Search

Contribute

Browese by Faculty £ Unit
Code

Browese by Study Ares

Maonash Lniversity

Marnash Lini Litrary

Monash Uni Research

Iy tasks

Motifications

Search results

Lecture Notes

Lecture Hotes

Faculty: Information Teshnalogy
Unit Code: FITA00S

Campus: Caulfield
Status: Live | Last

& O comments | Add to favourites

Lecture Notes

Lecture Hotes

Faculty: Information Technology
Unit Code: FIT2021

Campus: Clayton

Status: Live | L

iy O comments | Remove from favourites

Week 1 Lecture notes for FIT3031

Lecture notes for week 1

Faculty: Information Technalogy
Unit Code: FIT2021

Campus: Clayton

Status: Live | Last updated:2 mon

“r O comments | Addte favourites

Wieek 1 Lecture notes for FIT3031

Showeing 1 to 10 of 347 resutts

Search

SRREERAPTHHES

9 Add search to favourites

g Share search queny

Relevance v

[ Reverse order of results

~ Filter

‘ Claar
Betwean N
—_—
0122012 |
and
—_
060272013

Fil

[ audia
[ mages

[] ms office Documerts

[] POF Documerts

D Sideo (including Flash Yideo)

NB. To return to the original view of the results, click Clear filters at the top of the screen

Page 18



Restrict results to resources of a particular type
1. Once you have the results of a completed search on your screen, navigate to the filter section on the right

side of your screen:

@ EQUELLA'

Search

P S CREEN'OPTIONS

Dashboard

Search

Favourites

Within All resources v

My resources

o Add search to favourites

@ Share search query

Search

Search results

Contribiute

2. Expand the filter section by clicking on filter:

@ EQUELLA'

Shiowing 1 to 10 of 115 results

e |

— Filter

HE  Dashboard

Favaurites

Iy rESOUtces

Search lecture notes

Within All resources v |

@ Add search to favourites

@ Share search query

Search

Contritbute

Srowse by Faculty f Linit
Gooe

Browse by Study Area

tonash University

Monash Uni Library

Maonash Uni Research

Ity tasks

Motifications

Search results

Showing 1 to100f 347 results
Lecture Notes

Lecture Hotes

Faculty: Information Technology
Unit Code: FIT9005
Campus: Caulfield
Status: Live | Last upda ago

1 O comments | Add to fayouritas

Lecture Notes
Lecture Hotes

Faeulty: Information Technalogy
Uriit Code: FIT3031
Campus: Claytan

Status: Live | Lastupdated Z months-ago

yortrgr O comments | Remove from favourites

Week 1 Lecture notes for FIT3031
Lecture notes for week 1

Faculty: Information Technology
Unit Code: FIT2031

Campus: Clayton

Statis: Llve | Last updatad:2 months ago

O comments | Add to favourites

- Sert

Relevance ¥

|:| Reverse order of results

// Fliter \

After v
—
|:| Ao
|:| Images

|:| M= Office Documents
[ rOF Documerts
|:| Wideo (including Flash Video)

3. Navigate to the Filter by resource type and make your selection(s)

4. Review the results
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5. To change the resource type filter, check and uncheck the boxes in the Filter by resource type section as

required; to remove the filter, uncheck all of the boxes in this section:

@ EQUELLA'

E Dashhoard

Fawvourites

My resources

Search

Search lecture notes

Within All resources

=

80 records have been filtered out - clear filters

Search

0 Add search to favourites

@ Share gearch query

Cantribiute

Browse by Factlty f Unit
Code

Hrowse by Study Areg

manash Liniversity

mMonash Lini Library

Manash Uini Research

My tasks

Motifications

Search results

Leecture Notes - 04 - Computer Architecture
Lecture Hotes - 04 - Computer Architecture

Faculty: Information Technology

Uit Code: FITA005

Campus: Caulfield
Status: L

Sy O comments | Add to favourites

Lecture Motes - 04 - Computer Architecture
Lecture Hotes - 04 - Computer Architecture

Faculty: Information Technology

Unit Code: FITA00S

Campus: Caulfield

Status: Live | Last updatad:2 month=zgo

O comments | Add to favourites

Lecture Motes - 04 - Computer Architecture
Lecture Hotes - 04 - Computer Architecture

Faculty: Information Technology

Unit Code: FITA005

Campus: Caulfiald
Status: Live | Last updatec

Showving 1 to 10 of 267 rastits

Relevance v

|:| Reverse order of results

v
~ Filter
] ; ;
v
Filter by re
[ udio
e r [ images

[ ms office Documents
POF Documerts
|:| Yideo (including Flash Video
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Bookmark/ Save an EQUELLA resource

You may have a resource that you anticipate using multiple times — one that you would like to bookmark or save for
future use. To save a resource to your favourites:

1. Locate the resource you would like to bookmark/ save and open it into the individual Resource screen:

S@EQUELLA'

. Faculty of Pharmacy & Pharmaceutical Sciences = Lecture notes 101 ﬁ

Resource

B Dashboard

o Fawmurites
£ Myresources
\ Search
Cantribute

Browse by Faculty Fnit
Code

Browse by Study Area

honash University

Monash Uni Librand

Lecture notes 101

Description
Lecture notes for Week 1

Faculty

Faculty of Pharmacy & Pharmaceutical
Sciences

Campus

Farkyille

Learning Resource Type
Lecture notes

Access
author

Links to resources

Linit Code
RAD2092

Graduate Attributes

Communication

Monash Uni Research

hiy tasks

ﬂﬂ@ﬂﬁﬂllﬁ iﬁil

‘ Lecture notes 101 docx

%2 Full screen

9 Add to favourites

Details
Comer: Pharmacy Tescher

Collzction: Faculty of
Pharmacy & Pharmaceutical
Sclences

Version: 1 (showe all)
Statuz: Srchived
Moderation history

Actions

Make this version live again
Change owvnership

Mewe contribution of same
ype

Create a nevy yarsion

Edit thiz version

2. Navigate to the Add to favourites button on the right side of your screen:

S@EQUELLA'

. Faculty of Pharmacy & Pharmaceutical Sciences = Lecture notes 101 ﬁ

B oashboard

§ Favaurites
3‘: bty resources
~ Search
Cantribute

Browese by Faculty P nit
Code

Browse by Study &raa

Monash University

Monash Uni Library

Lecture notes 101

Drescription
Lecture notes for Week 1

Faculty

Faculty of Pharmacy & Pharmaceutical
Sciences

Campus

Farkxille

Learning Resource Type
Lecture notes

Access
authar

Links to resources

Unit Code
RADZ002

Graduate Attributes

Communication

Monash Uni Research

tlala=ls ol

] Ity tasks l

| Lecture notes 101 docx

&2 Ful sereen

&

Resource

9 HAdd to favourites ’

Details
wvner: Pharmacy Teacher

Collection: Faculty of
Pharmacy & Pharmaceutical
Sciences

Wersion: 1 (showe all)
Status: Archived
Moderation history

Actions
hdake this version five again
Change ovensrship

ety contribution of same
‘type

Create a new yersion

Edit thiz version
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Click the Add to favourites button and add any tags that would help you search for the resource at a later
date under the ‘Provide tags to help when searching (optional)’ heading
Update the ‘Select version to add’ section as necessary and click Add

You should see a ‘Successfully added to favourites’ message at the top of your screen
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Reuse a favourite/ bookmarked resource

1. From the EQUELLA dashboard, click Favourites:

S8 EQUELLA

Dashboard

B Dsshhoard

(Favourites

Iy resources

— Recent contrinutions (Al resources)

— Cluick search

Search

There are no recent changes

Contribute

 Tasks

Browese by Faculty f Unit
Code

Browese by Study Area

All Tasks10)
Tasks assigned to me (0
Tasks assigned ta athers (0]

Unsssigned tasks (0)

2. Under the Favourites title, select Resources:

S@EQUELLA'

~ Browse resources

Browse by Faculty | Unit Code
Browse by Study Area

Favourites

B paszhboard

Favourites

;—_; iy resolrces

kW

Favourites
| ‘ Resources | Jearches

Browse the list of saved resources and select the one you are after
You will be taken to the individual Resource screen where you can view the resource

5. If you wish to delete the resource from your favourites at this point, click the Remove favourite button on
the right side of your screen:

S8 EQUELLA'

Facutty of Pharmacy & Pharmaceutical Sciences » Lecture notes 101

Resource

B Cashboard

Favourites

=
= hiy resources

~ Search

Contribute

& Browese by Faculty £ Unit
: Code

#E  Browse by Study Area

*ﬁ Monash University

I @ Monash Uni Librany

Lecture notes 101

Description
Lecture notes for'Week 1

Faculty Unit Code

Faculty of Phatacy & Pharmaceutical RADZ092

Sciences

Campus Graduate Aftributes
Parkville Communication

Learning Resource Type
Lecture notes

Access
authar

Links to resources

Details

Gwener: Pharmacy Teacher
Callection: Facutty of
Pharmacy & Pharmaceutical
Sciences

Wersion: 1 (show all]
Status: Archived

Woderation hiztory

Actions

Iake this version live again
Change ownarship

Ple contribution of same.
P

Creste & new version

Eciit this wersion

F8 monash Uni Research

Ay Mytasks I

| Lecture nates 101 docx

&2 Full screen

( 0 Remoue favourite
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View resource moderation information

There may be times when you need to look back at an EQUELLA resource’s history — to see when it was

contributed/ added to EQUELLA, when a new version of the resource was created, or when a new version went

live.

To access a resource’s moderation information:

1. Search for the EQUELLA resource for which you would like to view a history

2. Click the Moderation history link:

@ EQUELLA'

Resource

Facutty of Pharmacy & Pharmaceutical Sciences = Week 1 Lecture notes for PHATD

B Cashboarnd
Week 1 Lecture notes for PHA101
Favourites
Description
!L—- lity resources Lecture notes forweek 1
S8 Ll Faculty
= Faculty of Pharmacy & Pharmaceutical
Contribute :
Sciences
[S—
E Browse by Faculty f Unit Ancess
¥ Gude faculty
W Biuwsa Syt Links to resources
[
‘g. Manash University Lecture notes docx
:‘: Full zcreern
s@. Manash Lini Likrary
{ﬁ, Manash Uni Research
[Se—
yoy by tasks
o Motifications

3 Add to favourites

Details

Cwyner: Emily Bond
Collection: Faculty of
Pharmacy & Pharmaceutical
Sciences

Wersion: 2 (show all)

<

Maderation hiztary

Artions

Change ovwnership

Mesw contribution of same
type

Create a nesy version
Ediit thiz ey sion

3. Adjust the level of detail given in the moderation history by selecting (and deselecting) the options below the

Moderation history table:
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S EQUELLA
Resource

Faculty of Pharmacy & Pharmaceutical Sciences = Week 1 Lecture notes for PHATD = Moderation history
n Dashboard @ Add to favourites
Moderation history
Favourites
Details
Coerer: Emily. Bond
- :
| = iy resources Wient live Ermily Biond 13 days ago Collection: Faculty of
7 : Fharmacy & Pharmaceutical
L Search Contributed Ermily Bond 13 days ago Brianies
Menwy versioned Ermily Bond 13 days ago Version: 2 (show slly
+ Contribute Status: Live
<mm iz due for review in 12 months ) Poderation history
: 3 Basic details Include edits Incluce all moderstion detail -
& Browse by Faculty S Unit k O o
R Actians

NB. Because the date section in the Moderation history table is not specific (ie. 13 days ago, 2 months ago, etc.),
you may like to add a date into the title of each version of your resource so that you can quickly and easily
determine when that version was used/ valid.
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Add an EQUELLA resource in Moodle

Prior to the start of each semester, teaching staff are given the opportunity to update their Moodle units with
content relevant for the upcoming teaching period. With the introduction of EQUELLA, rather than uploading
resources (eg. lecture notes, unit guides, etc.) directly into Moodle, teaching staff can add links to resources
stored in EQUELLA.

When adding a link to an EQUELLA resource, teaching staff can do one of the following:

1. Link to the entire EQUELLA resource (ie. the metadata entered about the resource plus any files/
attachments)
2. Link directly to a file/ attachment within an EQUELLA resource

There are advantages and disadvantages of both — Appendix B explains the difference between linking to an
EQUELLA resource and a file/ attachment within an EQUELLA resource, and when it may be appropriate to opt for
one over the other. Itis recommended that you take the time to understand the differences between and
implications for each option before making a decision. As a general rule, it is recommended that you link directly to
a file/ attachment.

The following section will explain both the process for adding a link to an EQUELLA resource and a file/ attachment
from within an EQUELLA resource:

The rules around linking to an EQUELLA resource vs. a file/ attachment in Appendix B are generic. Please see
your Faculty Administrator about when each is appropriate for your faculty.

Add a link to an entire EQUELLA resource in Moodle

1. Navigate to your Moodle unit page and ensure editing is on.
2. Locate the section where you want to add the resource and click Add an activity or resource:

2 X ‘
B8 Unit guide # &« + - x /
JE tlews farum lunread post & & -

+Add an activity or resource

3. Select EQUELLA Resource from the Resources list and click Add:
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Add an activity or resource »

L gy Affendance il
o g] Chat The EQUELLA module enables a teachertn
© 2 Choice link to content stored in an EQLIELLA,

O @ Database

O "2 Feedhack

O BE Forum

O [ Glossary

O #f Group selection
O Ha Lesson

) Quiz

O W@ 5CORM package
) B Surey

O & Turnitin Assignment
O LE wiki

O g workshop

RESOURCES

] Book
(%) s§ EQUELLAResource >

O [ File

O [ Folder

() & IMS content package

O == Label

) Page

O @) URL 7

[ Add | [ cancel |

repositary, sers are automatically
authenticated to the EQUELLA repository when

they choose'a resource.

NB. If you see two EQUELLA Resource items in your Resources list, make sure you select EQUELLA
Resource and not EQUELLA Resource - Medicine

4. To create a new resource from scratch:

a) Click the Contribute button and follow the instructions in the Add a resource to EQUELLA section of

this document
b) Once you have added the resource, you should see a ‘Successfully saved’ message at the top of
your screen

c) Click the Select item button on the right side of your screen:
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El Adding a new EQUELLA Resource ©

“® Select » Faculty of Pharmacy & Pharmaceuiical Sciences = ifeek 1 Lecture notes for FHAT01 Q
— |
Successfully saved ‘ G Add to favourites
( 0 Select \ter\:\ >
Vyeek 1 Lecture notes for PHA101 E——
Description | Selection @)
Lecture notes for week 1 ——

selected Ditams

Faculty Campus
Faculty of Pharmacy & Pharmaceutical Parkwille
Sciences

d) Click Select in the breadcrumbs at the top of the screen:

'Ej Adding a new EQUELLA Resource @

@ ‘Select= E u}w:-u'i-}‘;'harmasy&P-'haxmacsuiiaal Sciences = Week 1 Lecture nates far PHAT01

—
W Return selections

(x]

Week 1 Lecture notes for PHA101

D) to favourites

0 Unzelect item
Descrigtion ——
Lecture notes for week 1 =

Selection (1)
Faculty Campus
i You have

Faculty of Pharmacy & Pharmacedtical Parkville e e
Soiences

¥ View selected

¥ Unselect all

5. To add an existing EQUELLA resource:
a) Locate the resource you wish to add using either the Search, Browse or Recent functions (see

~—
U Return selections

Search for a resource in EQUELLA section for further information on how to use these functions):

Seluction ()

n You hawve selected 0 items:

RETURN SELECTIONS"

Contribute

Contribute a neve item

CONTRIBL

Fawourites | Contributed | Selectad

Lactura Motes

Saarch results for"Lecture notes zearch"

>

Erowse

Broweze by Faculty § Unit Code
Broweze by Study Area

b) Click the Select item button on the right side of your screen:
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El Adding a new EQUELLA Resource ©

@ ‘Select = Faculty ofinformation Technology .E’E.aoumas = Lectura hotes

Lecture Notes

Description
Lecture Motes

Faculty Unit Code
Infarmetion Technology FIT3031
Campus

Clayton

Links to resources

Lesture_Notes.rar

3

0 Remove favourite

K
@ seiectitem >
&-z

Selection {1)

You hawve
selected 1 item:

¥ View selected

¥ Unsalect all

—
W Return selections

L)
x» Full sereen

Details

c) Click Select in the breadcrumbs at the top of the screen:

Adding a new EQUELLA Resource to Topic1 @&

¥ Select > EQDELLAzer Test Collastion > Lecture Hotes

PR P D

(x]

Lecture Notes

Description
Lecture MNotes

Faculty Unit Code
Infarmatian Technology FIT3021
Campus

Clayton

Authaor

nandita

Links to resources

Lecture_tlotes rar

@ SELECT |

23 Full screen

0 Remuove favourite

g Share with others

0 Select termn

Selection (0)

You have selected
0 items:

—
U Return selections

Details

Cuyner; Abdul khan
Collshorators: Margot
Echuhmacher
Collzction: EALELL Sizer

Tk ALl i

6. Repeat step 4 and/ or 5 above until you have selected all of the EQUELLA resources you wish to add to

Moodle at this time

7. Navigate to the Selection section and review the full suite of EQUELLA resources selected:
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A

El Adding a new EQUELLA Resource ©

(]

N

Selection (2]

N

P select

Bearch |
\

Contribute \

Contribute a new item

CCONTRIBUTE »

‘fou have selected 2 items:

P View selected
* Unzelect all

RETURNSELECTIONS

/

Browse

Browese by Facutty / Unit Code
Brovwse by Study Ares

FauourlteW

o Leoture Motes

¢ Seamh resultsfor"Lecture notes search"

S EQUELLA

8. Once satisfied with your selections, click the Return selections button, followed by a second Return

selections button, to return to your Moodle unit

9. Note that the EQUELLA resource(s) you selected now appear in your Moodle unit:

+ o4 2 x o=
B Unitguide # & + & & 2 x = @
O

Add a link to a file/ attachment within an EQUELLA resource

1. Navigate to your Moodle unit page and ensure editing is on.

+Add an activity or resource

2. Locate the section where you want to add the resource and click Add an activity or resource:

+ &4 42 X = §

B Unitouide # & =+ & & 2 x = ¥

HE Mews farurn luntead post # 4 + & < 2 % = ¥ B

+Add an activity or resource

3. Select EQUELLA Resource from the Resources list and click Add:

Page 30



Add an activity or resource »

L gy Affendance il
o g] Chat The EQUELLA module enables a teachertn
© 2 Choice link to content stored in an EQLIELLA,

O @ Database

O "2 Feedhack

O BE Forum

O [ Glossary

O #f Group selection
O Ha Lesson

) Quiz

O W@ 5CORM package
) B Surey

O & Turnitin Assignrnent
O LE wiki

O g workshop

RESOURCES

] Book
(%) s§ EQUELLAResource >

O [ File

O [ Folder

() & IMS content package

O == Label

) Page

O @) URL 7

[ Add | [ cancel |

repositary, sers are automatically
authenticated to the EQUELLA repository when

they choose'a resource.

NB. If you see two EQUELLA Resource items in your Resources list, make sure you select EQUELLA
Resource and not EQUELLA Resource - Medicine

4. To create a new resource (with file(s)/ attachment(s)) from scratch:

a) Click the Contribute button and follow the instructions in the Add a resource to EQUELLA section of

this document

b) Once you have added the resource, you should see a ‘Successfully saved’ message at the top of
your screen

c) Determine which file/ attachment you would like to link to in your Moodle unit and click the Select

button to the immediate right of the file/ attachment:
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El Adding a new EQUELLA Resource @
T Selert > Facully of Pharmacy & Pharmaceutical Sclerices = Week 1 Lecture fiotes for PHATDT ()

D padiotavaurites

Week 1 Lecture notes for PHA101

0 Salect itam
Description
Lecture notes for wweek 1 = —
Belection ()
Faculty Campus
Faculty of Pharmacy & Pharmacetical Parkville colected 0 items:
Seiences )
Aceess .
facilty W Return selections

Links to resources Details
Owner: Emily Band
Callestion: Faculty of
%% Fullssreen Phammasy &
Pharmaceutical Sciences

Wersion: 2 (show i)

Lecture notes.doox

d) Click Select in the breadcrumbs at the top of the screen:

E] Adding a new EQUELLA Resource ©
pitty of Pharmacy & Fharmaceutical Sciences ~eak 1 Lecture notes for PHA10T e

€D agdto tavourites

Week 1 Lecture notes for PHA101

0 Select itam
Descrigtior
Lecture notes for week 1 —
Selection (1)
Faculty Campus
i ou have
Faculty of Pharmacy & Pharmaceutical Parkville e
Seiences
" View selacted
Access ¥ Unselect all
Taculty
. —
Links to resources O Return selections
Leeturs notes.doox |
Details

22 Fullseizen S
=i Owinear: Emily Bond
Collestion Fasulty of

Pharmmam

5. To add a file/ attachment from within an existing EQUELLA resource:
a) Locate the resource you wish to add using either the Search, Browse or Recent functions (see
Search for a resource in EQUELLA section for further information on how to use these functions):
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Selection ()

n You hawve selected 0 items:

Contribute

Contribute a neve item

CONTRIBUTE »

Fawourites | Contributed | Selectad

Lactura Motes

Saarch results for"Lecture notes zearch"

Browse )

Broweze by Faculty § Unit Code
Broweze by Study Area

b) Determine which file/ attachment you would like to link to in your Moodle unit and click the Select

button to the immediate right of the file/ attachment:

El Adding a new EQUELLA Resource @
(]

D Add totavourites

B Selert - Facully of Prarmzcy & Pharmareutical Seienees = Week 1 Lecture riotes for PHATOY

Week 1 Lecture notes for PHA101

Description
Lecture notes for week 1

Faculty Campus
Faculty of Pharmacy & Pharmaceutical Parkville
Sriences

Access

taculty

Links to resources

Lacturs notes.dicx C ‘
Z

=
w3 Full sereen

o Select item

Selecti m_{@

selacted O items:

=
O Return selections

Ditails

Dwner: Emily Bond
Collestion; Faculty of
Fharmasy &
Phammaceutical Seienses

Wersion: 2 (show all)

c) Click Select in the breadcrumbs at the top of the screen:

E] Adding a new EQUELLA Resource @

{ Pharmacy & Phafmzceutical Stiences = yeek | Lecture notes for PHATOT

Week 1 Lecture notes for PHA101

Dlescription
Lecture notes for week 1

Faculty Campus
Faculty of Pharmacy & Pharmaceutical Parkville
Sciences

Access

facuty

Links to resources

Lesture notes.docx ¥ unseLesT| |
wx
:

xw Fullsereen

@ Addtatavourites

@ selectitem

Selection (1)

You have
selected 1 item:

¥ View zelected
¥ Unselect all

Detailz
Owner Emily Bond
Collection: Faculty of

Pharmac

—
O Return selections
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Repeat step 4 and/ or 5 above until you have selected all of the EQUELLA files/ attachments you wish to
add to Moodle at this time
Navigate to the Selection section and review the full suite of EQUELLA files/ attachments selected:

E] Adding a new EQUELLA Rescurce @

¥ selet )

e

Search A Belestion (1)

‘fou have selected 1 item:
lectur

¥ View zelected
* Unselect all

RETURN SELECTIONS

Contribute
Cortribite 2 rew item Resent
L CONTRI ;
HTRIBUTE: » \ Fauourites | Contributed | Selacted

& arch results for' Lecture notes search" ’
Browse ﬁ

Browvss by Faculty f Unit Corte

Brovwese by Study Area

v
‘. =
S EQUELLA

Once satisfied with your selections, click the Return selections button, followed by a second Return
selections button, to return to your Moodle unit
Note that the file(s)/ attachment(s) you selected now appear in your Moodle unit:

* k4 2K = W
B Unit quide # « - PRI ]

v

Wi Lecture notes.docy # = ¢ 4 <2

+Add an activity or resource
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Update an EQUELLA resource

Once you have saved a resource into EQUELLA, you can go back and edit it at any time or create a new version of
the resource. The situations in which you opt for editing a resource vs. creating a new version vary — Appendix A
explains the difference between editing a resource and creating a new version, and when it is appropriate to opt for
one over the other. The following section will explain the process for updating an EQUELLA resource using both
methods:

The rules for editing versus creating a new version explained in Appendix A are generic. Please see your Faculty
Administrator about when each is appropriate for your faculty.

Edit aresource in EQUELLA
An EQUELLA resource contains two key elements:

I.  Metadata (ie. information about the resource such as title, description, units to which the resource is
relevant, etc.)
II.  Files/ attachments

The steps required to edit each are detailed below:

I. Edit a resource’s metadata
1. From the EQUELLA dashboard, click My resources:

18 EQUELLA'
Dashboard

B Dashboard ~ Recent contributions (Al resources) ~ Cick search

Favautites There are no recent changes

{
& Myresources

Seatch - Browse resources
~ Tasks .

© Contribute
All Tasks (0) Browse by Faculty ) Unit Code

Browse by Study Area

Tasks aszsigned to me (D)

Browese by Faculte f Linit
Code

Tasks azzignedta athers (0]

Browse by Study Area

Ungssigned tasks (00

2. At the top of your screen, you will see a My resources heading with a series of subheadings below:

Page 35




18 EQUELLA
My resources

Jsereenormons v
Dashboard @ Add search to favourites
My resources
; mm—
Favourites < Published | Drafts | Moderation queus | Archive | All resources ) @ Share search otieny

My resources

3. Click each of the subheadings to scroll through the full suite of resources owned by you
4. Locate the resource you want to edit under the Results heading in the centre of your screen

NB. If the resource you want to edit is not visible on the page, use the sort or filter function on the right of your
screen to assist

5. Click the title of the resource you want to edit and review the information recorded about it:

. -
‘. L]
:@EQUELLA
.
Resource
. Faculty of Pharm;:harmaceuﬁcal Sciences = Lecture notes 101 : ﬁ
B Dashboard / 9 L irites
Lecture notes 101
o Favourites / )
/ o ; Details
escription S e
£ Wiesouices Lecture noles for ek 1 e
- Collection: Faculty of
Pharmacy & Pharmaceutical
N Faculty Unit Code Selences
Faculty of Pharmacy & Pharmaceutical RADZ082 Yersion: 1 (showeall)
+ Contribute B noEs Statuz: Srchived
— Campus Graduate Attributes MAdeL A istory
% Browse by Faculbl Unit Farkuille Cormmunication
i Learning Resource Type Actions
& Browss by Study An Lecture notes Make this version live again
Change ownership
| — \ Access Merwe contribution of same
@. Monash University \ author type
= \ Create & nEvy varsion
B monash Uni Libran \Links to resaurces ot this version
@. hMonash Uni Research M notes 101 docx /
3 Fa SM
Ay Mytasks I

6. Locate the Actions list at the bottom right of your screen and click Edit this version
7. Update the metadata pertaining to the resource as necessary and click Save
8. Once you have been returned to the Resource screen, you should see a ‘Successfully saved’ message at

the top of your screen
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II. Edit a resource’s files/ attachments
1. From the EQUELLA dashboard, click My resources:

)
‘. ™
{@EQUELLA
"
Dashboard
B Dashboard  Recent contributions (All resources) - uick search
 Favourites There are no recent changes n
Search ~ Browse resources
~ Tasks :
Contribute
All Tasks (0} Browse by Facultyf Unit Code
2 5 Browse by Study Area
Browse by Faculty f Uinit Tasks aszsigned to me (D)
Code
Tasks azzignedta athers (0]
Browse by Study Area Unassiored tasks (01

2. At the top of your screen, you will see a My resources heading with a series of subheadings below:

18 EQUELLA'
My resources

| SCREEN DPTIONS

Dashboard 9 Add search to favourites
My resources
: pm—
Favourites <. Published | Drafts | Moderation queue | Archive | All resources > @ fihare gearch niieny

My resources

w

Click each of the subheadings to scroll through the full suite of resources owned by you
4. Locate the resource you want to edit under the Results heading in the centre of your screen

NB. If the resource you want to edit is not visible on the page, use the sort or filter function on the right of your
screen to assist

5. Click the title of the resource you want to edit and review the information recorded about it:
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S EQUELLA'
Resource

Faculty of Pharmacy & Pharm: Clences =Week | es for PHATOY

B Oashhoard @ Add to favourites
ek 1 Lecture notes for PHA101
Favourites :
o Details
Descrl DtIOﬂ Cwymet: Emily Bond
= Myresoutces i
&= ¥ Lecture notes far week 1 Gollectioh- Fackity of
Pharmacy & Phanmaceuticsl
A EATH Faculty Carmpus Seiences
5 Faculty of Pharmacy & Pharmaceutical Parkyille el
Contribiute Eelannas Status: Live
Moderation history
pee  Brovwese by Faculty ! Uit Arcess
B2 Code Taculy
Change ownership
Browese by Study Area e
2 | Links to resources blesny contribution of same
type
7% Monash University | bEstlE e Hecs / | Creste & new version
Edit thiz verzion
o Full screen
_ﬁ Manash Uni Library \ / -

\_/

6. Locate the Actions list at the bottom right of your screen and click Edit this version
Scroll down the page to the File Upload section
8. If you would like to simply add a new file/ attachment to the EQUELLA resource:
a. Click Add aresource button
b. Proceed to add your chosen file/ attachment (see Add a resource to EQUELLA section for further
information)
9. If you would like to make a change within the file/ attachment:
a. Click on the Edit link next to the file/ attachment you would like to edit:

N

File Upload

(this includes: Existing EQLUELLA resources, Create new resources, files, IMSISCORM, web sites, Youtube)

Lecture notes docx Edit JReplace | Delete

':}' Add a resource

b. Then click Edit file with default editor

NB. Editing a file with the default editor (eg. Microsoft Word for documents; Microsoft PowerPoint for slide shows,
etc.) requires you to have a Java plug-in installed. EQUELLA will lead you to the appropriate plug-in download
page at this time if you don’t already have it installed.

Update/ edit the file/ attachment in the default editor as required and save the file/ attachment
Close the default editor to return to EQUELLA

Click Save

Once you have been returned to the Resource screen, you should see a ‘Successfully saved’
message at the top of your screen

~® o0

10. If you would like to replace the existing file/ attachment with a new file/ attachment:
a. Click on the Replace link next to the file/ attachment you would like to replace:
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(thizs includes: Existing EQUELLA resources, Create new resources, files, IMSISCORM, web sites, Youtube)

—

Lecture notes doc:x Edit \Eeplace)| Delste

F g
W Addarezource

b. Work through the series of steps to upload a new file/ attachment in its place

c. Once you have replaced the existing file/ attachment successfully, click Save

d. Once you have been returned to the Resource screen, you should see a ‘Successfully saved’
message at the top of your screen

NB. If you replace the existing file in EQUELLA with a new file of the same name, any links to the file in Moodle will
be updated automatically. If, however, the replacement file has a different name, you will need to return to the
Moodle unit(s) in which a link to the file exists and update the links so that they point to the new replacement file.

11. If you would like to simply delete the existing file/ attachment:

a. Click on the Delete link next to the file/ attachment you would like to remove from the EQUELLA
resource:

ithiz includes: Existing EQUELLA resources, Create new resaurces, files, IMSISCORM, web sites, Youtube)

Lecture notes docx Edit | Replaceq Delete ,

) Add 8 resource

b. Work through the prompts and then click Save
c. Once you have been returned to the Resource screen, you should see a ‘Successfully saved’
message at the top of your screen

NB. If you delete an existing file in EQUELLA but then add a new file of the same name, any links to the file in
Moodle will be updated automatically. If, however, the new file has a different name to the deleted file, you will
need to return to the Moodle unit(s) in which a link to the file exists and update the links so that they point to the
new file.

If you are not replacing the deleted file with a new file, please ensure you remove any corresponding links from
Moodle accordingly.
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Create a new version of aresource in EQUELLA

1. From the EQUELLA dashboard, click My resources:

@ EQUELLA'

Dashboard

B Dashboard

~ Recent contributions (Al resources)

— Quick search

Fawourites

>

-—
= My resources

Search

There are no recent changes

- Browse resources

Contribute

~ Tasgks

Bromese by Faculte f Linit
Code

Browese by Study Area

All Tasks(0)

Tasks aszsigned to me (0]
Tasks azzigned ta athers (0]

Unassigned tasks (07

Browese by Study Area

Browse by Faculty f Unit Code

2. At the top of your screen, you will see a My resources heading with a series of subheadings below:

S@EQUELLA

Dashboard

Favourites

My resources

My resources

Published | Drafts | Moderation queue | Archive | All resources

_

EEN DRTIONG

9 Add =earch to favourites

My resources

@ Share search query

3. Click each of the subheadings to scroll through the full suite of resources owned by you
4. Locate the resource you want to edit under the Results heading in the centre of your screen

screen to assist

NB. If the resource you want to edit is not visible on the page, use the sort or filter function on the right of your

5. Click the title of the resource you want to edit and review the information recorded about it:
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@ EQUELLA

Resource

PEARSON
Facutty of Pharmac: rmaceutical Sciences = Lecture notes 101
B Cashboard
Lecture notes 101
Favaurites
Description
& Myresolrces Lecture riotes for Yweak 1
L5 s / Faculty Lnit Code
2 Faculty of Pharmacy & Pharmaceutical RADZ082
© Contribute
Sciences
— Campus Graduate Attributes
% Browse by Faculty ifdnit Farkville Communication
Code Learning Resource Type
Lecture notes
2B  Browse by Study Are
| N\ Access
;a Monash University \\ author
FL Monash Uni Library Links to resources
F. Monash Uni Research ‘w notes 101.docx /
&3 Pl SCN/
A Mytasks |

6. Locate the Actions list at the bottom right of your screen and click Create a new version

jtes

Details
Cvner: Pharmacy Tescher

Collection: Faculty of
Pharmacy & Pharmaceutical
Sciences

“ersion: 1 (shovw sll)

Statuz: Archived
Modersation history

Actions

Iake this version live agsin
Change ownzrship

Newwe contribution of same
type

Creste s new version

Edit this version

7. Adjust the metadata pertaining to the resource as necessary and click Save

NB. Your faculty may have specific requirements when it comes to creating a new version of a resource (eg.

specific naming conventions, the addition of a note in the Notes section, a heed to alert certain individuals to the

fact that you are creating a new version, etc.). Please see your Faculty Administrator about when each is

appropriate for your faculty.

Once you have been returned to the Resource screen, you should see a ‘Successfully saved’ message at the top

of your screen. You will also note that the version number now associated with the item has changed:
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@ EQUELLA'

. Faculty of Pharmacy & Pharmacedtical Sciences = Lecture notes 101 version 2 m

B Dashboard

Favourites

s;f Wiy tesources

Search

7’

Cantribute

Brovwse by Faculty f Unit
Code

Browse by Study Area

monash University

Monash Uni Library

monash Uni Research

Successiully saved

Resource

| 9 Add to favourites

Lecture notes 101 version 2

Description
Lecture notes for Week 1

Faculty

Faculty of Pharmacy & Pharmaceutical

Sciences

Campus

FParkville

Learning Resource Type
Lecture notes

Access
author

Links to resources

Linit Code
RADZ2092

Graduate Attributes

Communication

Detalls
Owener:Pharmacy Teacher

Collection: Faculty of
Pharmacy & Pharmacetical

1.& iy tasks

b lalalales -

‘ Lecture notes 101 docx

To go back and view previous versions of the resource:

1. Click on the show all link next to the current version number

2. Select the version that you would like to view/ edit

“ersion: 2 (show allé >

Status: Live
Mudar"atinn His_tury

Actions

Change ownership

ey Bdhtr'ibth_ion of same
type

Create & newy versian
Ediit thiz version
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Save a search

You may have a search that you anticipate using multiple times — one that you would like to save for future use. To
save a search:

1. Once you have the results of a completed search on your screen, navigate to the Add search to favourites
button on the right side of your screen:

'éﬁngﬂM“
Search

?-I-’:E%‘ErF.‘EEr-{.‘:EIP'H aNs l

B Dpashboard e g Add search to favourites
. Search lecture notes SEARCH

Favourites Within Al fesources v @ Share search query

g—-__ My resaurcas

2. Click the Add search to favourites button, enter an appropriate name for the search and click Add

3. You should see a ‘Successfully saved’ message at the top of your screen

Reuse a search

1. From the EQUELLA dashboard, click Favourites:
S@ EQUELLA'
Dashboard

B Dashhoard ~ Recent contrinutions (4l resaurces) - Cuick search

Favourites There are no recent changes n

iy resolrces

Search

- Browse resolrces

~ Tagks

Contribute
Al Tasks (0) Browse by Faculty | Unit Code

Tasks assigned to me () Brawse by Study Area

Browese by Facultye f Linit
Code

Tasks azzigned ta athers (0]

Browese by Study Area Unassigried tasks (0

2. Under the Favourites title, select Searches:
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T EQUELLA .
Favourites

v | SCREENOPTIONS ol

B paszhboard

_ = Soft ‘
Favouritg ‘ i
Favourites Resour ¥ Tine

s: iy resolrces

3. Browse the list of saved searches and select the one you are after

4. You will be taken to the Search screen where you can review the latest results for that search or amend/
update the search as necessary
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Appendix A: Edit aresource vs. create a new version

Prior to the start of each semester, teaching staff are given the opportunity to update their Moodle units with
content relevant for the upcoming teaching period. With the introduction of EQUELLA, rather than uploading
resources (eg. lecture notes, unit guides, etc.) directly into Moodle, teaching staff can add links to
resources stored in EQUELLA.

It may be that there are resources in EQUELLA that are already fit for purpose and don't need to change
from semester to semester. Examples may include study guides, videos and software. In this case, all the
staff member would need to do is add a link to the existing EQUELLA resource in their Moodle unit (see
Add an EQUELLA resource in Moodle section above).

Where there is a resource that does need to be updated/ changed to be made relevant for the upcoming
teaching period, the staff member needs to ensure a new version of that resource is created before adding
the link to their Moodle unit. The main reason why a new version must be created (and why the metadata
and files within the resource can't just be edited directly) is that as a University, we are required to keep a
record of the files/ resources that were used in each teaching period for each unit. If the resource were to be
edited directly, old Moodle units would link to the updated resource/ file — a resource that was not ‘valid’ at
the time of teaching. This would put the University in breach of its data retention/ archiving requirements.

As a result, it is recommended that the following process be followed when considering an update/ change
to a resource prior to and over the course of a teaching period:

Steps to be undertaken just prior to the commencement of a new semester/ teaching period are as

follows:
1. Forresources that are updated semester-to-semester (eg. tutorial/ lab instructions, assignments, lecture
notes, etc.)

a. The person responsible for the resource in question (eg. the Chief Examiner or lecturer) must
create a new version of the resource in EQUELLA, prior to the start of semester (see Create a
new version of a resource in EQUELLA section above)

b. Once the person responsible has finished creating a new version of the resource as necessary,
he/ she needs to go through their Moodle units for the upcoming semester and update the links
to EQUELLA resources such that they link to the recently created new version

c. If there are others who may have used this resource in the past, the person responsible needs to
advise them to update their links (as required)

2. For items that do not need to be updated semester-to-semester (eg. study guides, videos, software, etc)
a. No action required (ie. No new versions need to be created; no updates to links in Moodle are
required)

If the person responsible for an EQUELLA resource wants to make changes to that resource during
a semester/ teaching period (eg. change the information about the item, update the attachments,
etc.):

3. Determine whether a new version of that resource was created at the start of the current teaching period
(see point 1 above) or whether the resource was retained ‘as is’ from previous teaching period (see
point 2 above). This information can be discovered by looking at the moderation history of the resource
(see View resource moderation information section above)

4. If anew version of the item was created at the start of the current teaching period (eg. tutorial/ lab
instructions, assignments, lecture notes, etc.):

a. Edit the resource directly (see Edit a resource in EQUELLA section above)
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5. If the item was retained from the previous teaching period (eg. study guides, videos, software, etc.):

a. Create a new version of the resource before you make any changes/ updates to it
b. Make changes/ updates to the new version of the resource as required
c. Determine who else had been using the previous version of the resource and advise them that
there is a new version of the item available
d. Go into your Moodle units and change the links to the resources such that they point to the new
version of the item
An example:

Let's say you have a Study Guide that has been used for the past three years and you want to use it
again in Semester 1 2013. You simply retain the link to that resource in your Moodle unit(s).

In the middle of Semester 1 2013, you need to make some changes to that Study Guide. Because it
was used in Moodle units over the past three years, those units need to continue to point to the Study
Guide in its original form. So, you need to create a new version of the Study Guide so as not to
compromise the integrity of the previous years' Moodle units.

This may need to be communicated if multiple units are using that Study Guide for Semester 1 2013
and thus they will need to update their links in Moodle as well so they are current/ valid for that
semester.

KEY MESSAGE

When you want to update/ change an EQUELLA resource that has been used in a previous teaching period,

create a new version first.
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Appendix B: Linking to an entire EQUELLA resource vs. a file/ attachment

When adding a link in Moodle to an EQUELLA resource, teaching staff can do one of the following:

1. Create alink to the entire EQUELLA resource (ie. the metadata entered about the resource plus any files)
2. Create a link directly to a file within an EQUELLA resource

In general, it is recommended that you link directly to a file within an EQUELLA resource but the following table outlines when you might adopt each method of
linking and the advantages/ disadvantages of each:

Linking When you might use it Advantages Disadvantages
method
1. Link to the When it is important/ All updates/ changes made to an Linking to an entire EQUELLA resource means that
entire appropriate for students EQUELLA resource (including any students will see all of the metadata relating to the
EQUELLA to view the metadata for changes to files) will flow through to resource such as title, author, description/ keywords,
resource an EQUELLA resource Moodle without the staff member having etc. They will also have access to the previous
and/ or previous to update any links in his/ her Moodle versions of the resource. This information may not be
versions of the resource units appropriate for students to see
If you have several files in the one EQUELLA
resource, it may be that students have to determine
which is valid for them. The risk here is that they
access the wrong version of a file or the wrong file
altogether
2. Link to an When it is not Linking to a specific file means that When a file within an EQUELLA resource is replaced
individual file/ necessary/ appropriate students will not have access to all of with a file of the same name, the links in Moodle are
attachment for students to view the the metadata relating to the EQUELLA directed to point at the replacement file. If, however,
within an metadata for an resource it belongs to (eg. Title, author, the replacement file has a different name, the current
EQUELLA EQUELLA resource description/ keywords, etc). In addition, links in Moodle units pointing to that file need to be
resource and/ or previous they will not have access to the previous updated such that they point to the replacement file

versions of the resource

versions of the resource

If you have several files in the one
EQUELLA resource, linking to a specific
file means that students do not have to
determine for themselves which is valid
for them. The risk of accessing/ using
the wrong version of the file (or the
wrong file altogether) is eliminated

If the replacement file (with a different name) was
linked to in multiple Moodle units, multiple updates will
be required. And if the Moodle units in which these
links appear are managed by a number of staff
members, each individual needs to be identified and
told of the change so that they may go into their
Moodle units and make their updates as required
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