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MyIUM Student Manual 

1. Login Interface: 

 

 Use your “student number” for “Username” 

 Use default password “12345-myIUM” 

 Click Login to enter MyIUM Portal 

 

2. Change Password (first time user):  

When logging in for the first time, all users are required to personalize their 

password. 
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a. Enter Current/Default password “12345-myIUM” 

b. Enter the new password of which must have at least 8 characters 

composed of, at least 1 digit(s), at least 1 lower case letter(s), at least 1 

upper case letter(s), at least 1 non-alphanumeric character(s) such as 

*, -, or # 

 

3. Dashboard: 

This section is the first thing displayed when students login and is comprised of 

different blocks each serving a useful purpose as shown below: 

 

a. Navigation: Students can navigate through their enrolled courses, cite 

home, and site’s additional pages. 

b. Online users: This block shows users currently logged into the system. 

c. Course Overview: Students can view their enrolled course and timeline of 

all activities to be done for the different courses. 

d. Calendar: The calendar will highlight important dated of activities to be 

done in all courses for the semester/year. 

e. Private Files: Students can upload and store important documents on the 

system to a maximum of 20 MB. Students can manage by deleting and 

uploading new files. NB!!! Only account owner can view these files. 

f. Upcoming events: This block serves the same purpose as a 

diary/Reminder. Students can create new events for themselves as 

desired. 
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4. Profile 

This section allows the student to change personal details such as name, Email, 

Profile Picture etc. etc. To view/Update profile Go to: 

 

Click “Profile”. 

 

Click “Edit Profile”. 
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Choose the desired section for edit and when complete, Click “Update Profile” 

to save all changes made to the profile. 

5. Change Preferences: 

 

Click “Preferences” 

The preferences section has many other functions that students can explore to 

meet their academic needs. 
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Click “Change password” to set a new password for your account. 

6. Docking /Undocking blocks 

Before attempting to dock/undock or customising the Dashboard. Click the 

button on the right top corner of the Website named “CUSTOMISE THIS 

PAGE”. 

 

 

 If a block has been docked it will be displayed in a narrow bar on the left hand 

side of the page. To undock a block, place the mouse pointer on the side bar 

where the block name appears. The block will pop out. Click the rectangle next 

to the cross. 
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7. Engaging with MyIUM Resources/ Activities: 

All activities and resources in MyIUM have a small icon next to their title 

(link). The icon helps you to see what type of activity or resource it is. Below 

are a few examples of icons and what they mean. 
 

 

 

 

  

The assignment activity module enables a 

Lecturer/Tutor to communicate tasks, 

collect work and provide grades and 

feedback. 

 

Students can submit any digital content 

(files), such as word-processed documents, 

spreadsheets, images, or audio and video 

clips. Alternatively, or in addition, the 

assignment may require students to type 

text directly into the text editor. An 

assignment can also be used to remind 

students of 'real-world' assignments they 

need to complete offline, such as art work, 

and thus not require any digital content. 

Students can submit work individually or as 

a member of a group. 

 

The chat activity module 

enables participants to have 

text-based, real-time 

synchronous discussions. 

The chat may be a one-time 

activity or it may be repeated at 

the same time each day or each 

week. Chat sessions are saved 

and can be made available for 

everyone to view or restricted 

to users with the capability to 

view chat session logs. 

 

 

The forum activity module enables 

participants to have asynchronous 

discussions i.e. discussions that take place 

over an extended period of time. 

There are several forum types to choose 

from, such as a standard forum where 

anyone can start a new discussion at any 

time; a forum where each student can post 

exactly one discussion; or a question and 

answer forum where students must first 

 

The choice activity module 

enables a Lecturer/Tutor to ask 

a single question and offer a 

selection of possible responses. 

Choice results may be 

published after students have 

answered, after a certain date, 

or not at all. Results may be 
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post before being able to view other 

students' posts. A Lecturer/Tutor can allow 

files to be attached to forum posts. Attached 

images are displayed in the forum post. 

 

published with student names 

or anonymously. 

 

 

BigBlueButtonBN lets you create from 

within MyIUM links to real-time on-line 

classrooms using BigBlueButton, an open 

source web conferencing system for 

distance education. 

Using BigBlueButtonBN you can specify 

for the title, description, calendar entry 

(which gives a date range for joining the 

session), groups, and details about the 

recording of the on-line session. 

 

 

The survey activity module 

provides a number of verified 

survey instruments that have 

been found useful in assessing 

and stimulating learning in 

online environments. A 

Lecturer/Tutor can use these to 

gather data from their students 

that will help them learn about 

their class and reflect on their 

own teaching. 

 

The quiz activity enables a Lecturer/Tutor 

to create quizzes comprising questions of 

various types, including multiple choice, 

matching, short-answer and numerical. 

The Lecturer/Tutor can allow the quiz to be 

attempted multiple times, with the 

questions shuffled or randomly selected 

from the question bank. A time limit may 

be set. 

 

 

8. Assignment Download & Submission: 

There are 3 different types of assignment that can be given to students i.e. 

Online Assignments, Offline Assignments and/or Group Assignments 

depending on the preference of the Lecturer/Tutor. However, they all follow the 

same procedure to download and submit. 

Students will be required to submit assessment tasks online. These tasks are 

found on the dashboard in the “Timeline Tab”. Due dates for these tasks can be 

viewed in the timeline section as well as in the calendar block. 
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To open an assignment, click on the assignment link. 

  

The link will direct Students to the page below, Read the instructions provided 

in the assignment description (top on page). 

 

Assignments will sometimes be set with supporting documents/files that can be 

downloaded by clicking on the file as indicated above.  
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Submit an Assignment: 

Click ‘Add submission’ button. 

 

This brings up a file uploaded. 

You can drop and drag a document into the submission area or click ‘Add’ to 

use a file browser. Some assignments may have been setup with a text box for 

answers (in addition to the file uploader). 
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When you are ready to submit your assignment, click on the ‘Save changes’ 

button. Once you have ‘Saved changes’ a submission status page will open.  

 

Note: You can add comments to your Lecturer/ marker on this page. You can 

also edit your submission (such as changing the uploaded document to a newer 

version). You will be able to edit your submission up until the due date. 
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When a student is ready to submit his/her final work, Click “SUBMIT 

ASSIGNMENT”. 

 

 

Students will be required to click the check box before continuing, no further 

changes can be made to work after this stage, therefor students have to be sure 

it’s the right work being submitted (students will have to consult their 

lecturers/Tutors if a wrong file has been submitted). 

 

Once the page above has been displayed with the message “Submitted for 

grading”. The process has been completed successfully. 
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