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School of History, Classics and Archeology

September 2023

IT and Learning Technology Induction for Tutors



Outline

• Mandatory courses 
• Information Security Essentials
• Data Protection Training 
• Blackboard Learn Ultra
• Turnitin
• Accessible and Inclusive Learning Policy
• Digital Safety and Citizenships (resources)
• Additional resources and guidance



Mandatory IT Training

• Information Security Essentials 
• Data Protection Training 

As of semester 1 2022-23, our training courses for staff are now bookable through the People 
and Money (P&M) Learning app and not the event booking system in MyEd. You can search 
for courses directly in P&M by clicking on the Learning app, found on the Me tab, and typing 
the name of the course or system into the Search for a learning item box. 

LTW also offer a guidance and consultancy service so if the training you are looking for is not 
available or you would like to discuss a more bespoke solution, please get in touch.



Blackboard Learn Ultra

Back to Agenda

Blackboard Learn Ultra is our main 
Virtual Learning Environment (VLE) 
which provides a secure online 
workspace for you and your 
students

Previously, this is where you 
would find the non-course related 
learn sites, UGA students and 
HCA. This information can now be 
found on Microsoft Teams.

https://teams.microsoft.com/l/team/19%3a9h4D1T0XHWvQGKnj6MkS_qH38oQHa_XI2AKeMo_VJ601%40thread.tacv2/conversations?groupId=4482c98c-b2f0-4aed-9e9c-954c3e8a2ce8&tenantId=2e9f06b0-1669-4589-8789-10a06934dc61


Ultra continued

• All courses have a Blackboard 
Learn site (www.learn.ed.ac.uk).
• HCA uses the Learn 
Foundations template for most of 
its courses.
• Blackboard Collaborate is the 
virtual classroom within 
Blackboard Learn for online 
teaching events.
• You are unlikely to need to use 
many Learn tools or edit Learn



Learn Ultra Demo



Turnitin
Our main feedback and 
assessment 
tool for written coursework

• Aside from some assignments in Archaeology which are submitted via Learn assignment, the vast 
majority of written assessments in HCA are submitted and graded in Turnitin in Learn.

• Teaching staff do not set-up or manage inboxes in HCA; course administrators manage inboxes. Any 
questions about where the assessment inbox is located should be directed to the course administrator.

• Turnitin was ALSO upgraded over the summer. If you marked assignments in Turnitin last year, please 
take note of the changes



Turnitin LTI 1.3: Important changes 

• 1. Access the Turnitin submissions in the folder where students access 
and submit the assessment inbox. 

• 2. Use the filter function in the inbox to sort by tutorial groups. 
• a) You do not access the groups on a separate page. You use the filter 

within the inbox. 
• 3. Students must download their digital submission receipt from the 

inbox. 
• a) Students no longer receive an automated email from Turnitin to 

confirm that their submission was successful.



Turnitin LTI 1.3: Guidance for students

• Resources for students 
• Advise students to go through these instructions before they 

upload their submission. 
• Remind students to download their submission receipt! 

https://www.ed.ac.uk/information-services/learning-technology/assessment/assignments/turnitin/help-support


Accessible and inclusive learning policy. 
This policy has implications for how and when you make teaching and learning content available to students via Learn. 

1. Course outlines and reading lists shall be made available at least 4 weeks before the start of the 
course. 

2. Reading lists to indicate priority or relevance. 
3. Lecture outlines or PowerPoint presentation slides for lectures and seminars to be made available at 

least 24 hours in advance of the class. 
4. Key words and formulae to be provided to students at least 24 hours before the class. 
5. Students shall be notified by email of changes or announcements such as changes to courses, room 

changes or cancellations
6. Students shall be permitted to audio record lectures, tutorials and supervision sessions using their own 

equipment for their own personal learning.
7. All teaching staff shall ensure that microphones are worn and used in all lectures, where available, 

regardless of the perceived need to wear them.
8. Related to the Accessible and Inclusive Learning Policy is the University’s position on the responsibility 

for captions on time-based media.



• It is important that we provide students with secure online 
environments for their learning. 
• Every reasonable step should be taken to ensure security of 
online interactions, e.g. use University-licensed platforms. 
• Students also need to be mindful of their use of digital 
platforms and informed of their rights and responsibilities. 
• It is worth signposting the Digital Safety and Citizenship 
University resource to students:

Digital Safety and Citizenship | The University of Edinburgh

Digital Safety and 
Citizenship 

https://www.ed.ac.uk/information-services/help-consultancy/is-skills/digital-safety-and-citizenship


• We have a small subsite within the 
HCA SharePoint.
• Our SharePoint provides quick 

answers to some of the most common 
queries we receive about learning 
technology.
• Don’t have access? Drop hca-

it@ed.ac.uk an email with your staff 
UUN. 

• HCA SharePoint: 
https://edin.ac/3jLjUyQ 

HCA Learning Technology SharePoint



Teaching in HCA

You may be aware that we have been moving information from Learn onto SharePoint. As a 
temporary solution before this information is moved to SharePoint, Teaching in HCA has now 
been moved to a Teams Site with a notebook that contains all the relevant information 
previously housed on the Learn Site.

You will be added to this Teams Site but if you have any issues, please get in touch with 
Director of Professional Services, Caroline Proctor.

https://teams.microsoft.com/l/team/19%3a9h4D1T0XHWvQGKnj6MkS_qH38oQHa_XI2AKeMo_VJ601%40thread.tacv2/conversations?groupId=4482c98c-b2f0-4aed-9e9c-954c3e8a2ce8&tenantId=2e9f06b0-1669-4589-8789-10a06934dc61


Thank you for your attention.

Any questions? 

Contact us at hca-it@ed.ac.uk



Teaching Office Support for 
Tutors
Course Administrator details can be found on Learn Ultra or 
Euclid.

Course Administrators will:

• be your main point of contact for any queries in relation 
to your tutorial groups (e.g. setting up, room issues, if 
you need advice about rescheduling a tutorial, 
coursework marking)

• add you to Learn Ultra pages for courses you are 
teaching/tutoring on

• add you to the course in Euclid so that you can see 
student adjustment schedules

• set up your tutorial groups so that you can complete 
registers 



Learn Ultra
 Learn Ultra hosts the course website with

 Course information 

 Coursework for marking

 To access the course Learn Ultra site log in to MyEd and 
select the appropriate course from your list of courses.  

 If the course does not appear, please contact the Course 
Administrator.



Coursework marking
 To access coursework for marking: 

 open the relevant dropbox in the 
Assessment folder 

 use the filters at the top left of the dropbox 
to view submissions from your tutorial group



Turnitin
 Almost all student coursework will be run through turnitin

software which will check for plagiarism issues. In the 
event that the similarity report causes any concern, you 
must contact the CQA team on: hca-
misconduct@ed.ac.uk

 Academic Conduct and Turnitin checking

 Dr David Lewis, Academic Conduct Officer

 Wednesday 13th - 14.00 – Teviot Lecture Theatre

 Further information on what to do if you suspect 
academic misconduct can be found at: 
https://uoe.sharepoint.com/sites/hss/hca/student_ppp/S
itePages/Academic%20Misconduct.aspx

mailto:hca-misconduct@ed.ac.uk
https://uoe.sharepoint.com/sites/hss/hca/student_ppp/SitePages/Academic%20Misconduct.aspx


Euclid
Euclid is the tool used by the University for recording all 
student information.  This is accessed through your MyEd
account.  Euclid has a two factor authentication process.

Tutors/Demonstrators will use Euclid for:

• Viewing student Adjustment Schedules for courses 
you are teaching/tutoring on

• Accessing registers for Attendance and Engagement 
Monitoring

• Finding Course Administrator (Secretary) details 
and course information



Euclid



Student Learning Adjustments

You can view individual student Learning Adjustments for 
your course under ‘course adjustment breakdowns’ within 
the ‘Maintain Students’ section of Euclid (see slides to 
follow). You will receive an email alerting you if a new 
adjustment has been added, please be aware that this can 
happen at any point throughout the course of the semester.
Course Administrators will be adding all tutors and any other 
internal academic staff teaching on Semester 1 courses to Euclid 
(this process with be repeated for semester 2 courses at the start 
of sem 2). This will mean that any staff involved in the teaching of 
a course will be able to view students’ learning adjustments and 
make provisions to accommodate these where needed.
If you have any problems accessing your Euclid staff account, 
please contact HCA-Teaching-Support@ed.ac.uk.
Learning Adjustments should be visible to see from a few days 
before a tutorial is due to take place, so if you cannot see them at 
that point (but you are able to access Euclid), please contact the 
Course Administrator to let them know.

mailto:HCA-Teaching-Support@ed.ac.uk


Students Tab – see student learning adjustments

To see students on your course with adjustments 
select your course through this option.



Students Tab – see student learning adjustments

Type your course name here



Students Tab – see student adjustments



Mainstreamed Adjustments

‘Mainstreamed adjustments’ must be implemented at *all times* and for *all students*, as part of 
the University's Accessible and Inclusive Learning Policy. Although the Accessible and Inclusive 
Learning Policy is due for review, update and revision, this is unlikely to happen within the next 
year. Therefore, we anticipate no changes to the current mainstreamed adjustments.

The policy, with further guidance, is available at Mainstreaming Adjustments | The University of 
Edinburgh.

1. Course outlines and lists of core readings shall be available at least 4 weeks before the course 
starts.

2. Reading lists to indicate priority or relevance.

3. Lecture outlines or PowerPoint presentation slides for lectures and seminars to be made 
available at least 24 hours in advance of the class.

4. Technical words and formulae to be provided to students at least 24 hours before the class.

5. Students shall be notified by email of changes or announcements such as changes to 
courses, room changes or cancellations.

6. Students shall be permitted to audio record lectures, tutorials and supervision sessions 
using their own equipment for their own personal learning.

7. All teaching staff shall ensure that microphones are worn and used in all lectures, where 
available, regardless of the perceived need to wear them.

https://www.ed.ac.uk/information-services/learning-technology/accessibility/mainstreaming-adjustments


Extensions and Special Circumstances

Extensions and Learning adjustments: All extensions and requests to apply a 
learning adjustment regarding submission MUST be submitted via the Extensions 
and Special Circumstances Service, see www.ed.ac.uk/student-
administration/extensions-special-circumstances.

The School does not have the power to grant extensions. 

From September 2023
• the standard extension length for all coursework assignments will be four days

• language assignments an exception with shorter extensions
• the Extra Time Adjustment approved by the Disability and Learning Support 

Service will allow students with this adjustment an extra 7 days
• The final deadline for students to submit late work will continue to be 14 

days after the published deadline. 
• The very small number of exceptions will be dealt with by the course 

administrator

Make sure you check the Extensions/Late Submissions dropbox during the above period.

http://www.ed.ac.uk/student-administration/extensions-special-circumstances


Students applying for an ‘extra time learning adjustment’

Students who are registered with the Disability Learning 
Support Service and have learning adjustments for extra 
time on coursework or assessments can apply the extra 
time to their assessments using the Extra Time Adjustment 
(ETA) Tool. This includes the extra time adjustment for a 
student to complete their work and for a proofreader to do 
their work.

Information for staff can be accessed on the 
website:
Learning adjustments explained | The University of 
Edinburgh

Students can be directed to the following website for 
further information: 
Apply for extra time using a learning adjustment | The 
University of Edinburgh

https://www.ed.ac.uk/student-administration/extensions-special-circumstances/staff/learning-adjustments-explained-staff
https://www.ed.ac.uk/student-administration/extensions-special-circumstances/students/apply-for-extra-time-using-a-learning-adjustment


Students Tab – course registers

Find your registers here. 
You will be sent a link to this and instructions 
shortly before registers are due to commence 
(week 3).



Students Tab – course registers

Click here to open register



Students Tab – course registers

Mark students as present, 
absent or exempt. Please 
do not leave any blank.



UG and PGT classes

• Registers must be taken from week 3 

• You will be sent an email with instructions shortly before 
registers are due to commence

To access

• http://edin.ac/student-attendance-recording

• In tutorial rooms
1. click on bottom left square Windows icon
2. open _School Applications_ folder
3. click on Student engagement monitoring at the 

bottom of the list
4. enter EASE logon details – STAFF account
5. takes you straight to the Attendance recording screen 

listing your groups as above

Course registers 

1

2

3

http://edin.ac/student-attendance-recording


DPTs and Courses tab:



DPTs and Courses tab:



DPTs and Courses tab:



DPTs and Courses tab:



Welcome!



Line Management
Line management is split between administrative and academic functions. 

• Academic line management 
 Academic line management will include oversight of performance and annual review and academic training

• Academic line management:
• Archaeology – Professor Jon Henderson
• Classics – Dr Benedikt Eckhardt
• History – Dr Zubin Mistry

• Administrative line management 
 Administrative line management will include oversight of 

 allocation of hours 
 approval of time card claims
 absence management
 systems training 

• Administrative functions will be undertaken by the 
Tutor and Demonstrator Co-ordinator, Anne Brockington

• Anne will appear in People and Money as your line manager



HR Policies



Sickness Absence - Summary

• Must make contact as soon as possible, ideally before 9.30am on the 
first morning of absence, so we are aware that you are unable to fulfil 
their tutoring or demonstrating commitments

• 7 days self certification – after this, a Doctor’s note is required

• Special leave policy covers Bereavement Leave, Time off for 
Dependents



Absence
STEP 1: 

Let Tutor and Demonstrator Co-ordinator, Course Organiser and Course 
Administrator know that you can’t make a class.

STEP 2: 
They will then arrange for cover. Don’t arrange cover yourself.

STEP 3: 
Keep in contact with regard to length of illness 

and return to work.

Further information is available in the 
handbook about the University 

absence policy.
Training and support for tutors and 

demonstrators

https://www.ed.ac.uk/history-classics-archaeology/about-us/working-with-us/teaching-support/useful-information-for-tutors/training-opportunities-for-tutors-and-demonstrator


My Ed

• Upload a photo for your staff card
• Access employee self –service

• Payslips

• People and Money
• Update Personal Details

• Register for training course via Learn
• Access various teaching resources



People and Money
• Your should be able to log into your People & Money account in the system via MyEd. Log into MyEd 

using your Staff UUN and Password and select “Staff Resources”- “Human Resources” - “People and 
Money”

• From here select the Company Single sign on option:

• Please ensure you complete all allocated checklist tasks which includes updating your information and 
required training- you can find these under “Me” and “On boarding”.

• If in doubt reach out to hca-hr@ed.ac.uk

mailto:hca-hr@ed.ac.uk


Payslips – P60

In P&M select “Me” and then “Pay” 

From here select “ My Payslips”   

Here you can view your payslips and P60’s in the system.

If you want to change your payment method, from “Pay” select 
“Payment Method” and update the information here.                     



People and Money user guides
People and Money user guides | The University of Edinburgh

https://www.ed.ac.uk/staff/services-support/hr-and-finance/people-and-money-system/people-and-money-user-guides


Training
Continuing tutors and demonstrators

The University has launched an updated mandatory data protection training course that all staff must have enrolled in by September 2023. From the 
date of enrolment, you have 90 days to complete the training. All staff must complete the training on the new system even if they have recently 
undertaken it but once completed, it won’t need to be repeated for two years. The course should take you about ¾ hour (0.75 hour) and you should 
claim for it via your Time Card as usual. The course is accessed via People and Money, please use the link Enrol in course.

New tutors and demonstrators

New employees must complete the following training courses as part of their tasks assigned through the People and Money HR system. Continuing 
employees should keep up-to-date with this information. Please follow the links in P&M and the handbook for more information and login details for 
each course. You may also find it useful to consult the On-boarding - Induction pages on the Human Resources website, especially Making the most of 
your on-boarding.

• Anti-Bribery and Corruption

• Challenging Unconscious Bias

• Data Protection

• Equality and Diversity Essentials

• Information Security Essentials

• Responding to Disclosures of Sexual Violence

Health and Safety

• Induction to the University

• Health and safety awareness

• Fire safety awareness

• Healthy Working

https://edin.ac/43PiFDq
https://www.ed.ac.uk/human-resources/learning-development/on-boarding
https://www.ed.ac.uk/human-resources/learning-development/on-boarding/planning-own-on-boarding
https://www.ed.ac.uk/human-resources/learning-development/courses/other-courses/elearning/anti-bribery
https://www.ed.ac.uk/human-resources/learning-development/courses/other-courses/elearning/challenging-unconscious-bias
https://www.ed.ac.uk/data-protection/training-events
https://www.ed.ac.uk/human-resources/learning-development/courses/other-courses/elearning/equalityessentials
https://www.ed.ac.uk/records-management/training/information-security
https://www.ed.ac.uk/staff/student-support/gender-based-violence/training-resources
https://www.ed.ac.uk/health-safety/training/training-required
https://www.ed.ac.uk/health-safety/guidance/workplaces-general/induction
https://www.ed.ac.uk/health-safety/training/portfolio/expected-learning/staff
https://www.ed.ac.uk/health-safety/training/portfolio/expected-learning/fire-safety
https://www.ed.ac.uk/health-safety/training/portfolio/expected-learning/hw


Useful Contacts

CONTACT EMAIL
Human Resources hca-hr@ed.ac.uk Room: 1M.30

IT hca-it@ed.ac.uk

Finance hca.finance@ed.ac.uk Room: 1M.30

Research, Knowledge Exchange and Impact hca-research@ed.ac.uk Room: 2M.27

Estates hca-estates@ed.ac.uk Room: 1M.30

Reception shca@ed.ac.uk Room: G.06

mailto:hca-hr@ed.ac.uk
mailto:hca-it@ed.ac.uk
mailto:hca.finance@ed.ac.uk
mailto:hca-research@ed.ac.uk
mailto:hca-estates@ed.ac.uk
mailto:shca@ed.ac.uk


Payment



It is important that you do not go back in to view your Time Card once 
you have submitted it.

Timescales for 
Time Cards

The standard timescales for each month are:
1st to last day of the calendar 
month Enter and save entries to Time Card

Last day of the calendar month Submit Time Card

1st of the next month to payroll 
deadline, usually 10th of the 
month

Any adjustments required to Time Card 
email hca-teaching-support@ed.ac.uk or hca-
hr@ed.ac.uk as appropriate

Payroll deadline for ten days, 
usually 20th of the next month No changes to or viewing of Time Cards

At least two days before Pay day Payslip available

28th of each month, unless a 
weekend when previous Friday Pay day

mailto:hca-teaching-support@ed.ac.uk
mailto:hca-hr@ed.ac.uk


Submitting your monthly claim
• In order to be paid you MUST submit a Time Card
• You must submit your claim on or before the last day of the month
• You must only submit one claim per month
• Once you have submitted your claim it is important that you do not go back into 

view your Time Card, as explained on the Timescales for Time Cards slide.

• You can save a PDF copy of your Time Card to refer to once you have submitted it
• In the Time Card scroll to the top
• click on Actions at the top right
• choose Print
This gives you a print preview of your Time Card which you can then save as a PDF. 
All the details you have entered, including Work Category, Course Code etc. are shown, 
though please be aware that the details are shown twice in a slightly different order.

• Any changes or additions needed to submitted or approved Time Cards
• Contact hca-teaching-support@ed.ac.uk
• Additional entries for previous months add to current Time Card with note in Comments, 

do not enter on the previous Time Card

• Please make sure you are checking your staff email once you have submitted for any queries 
about your Time Card

Submitting 
your monthly 

claim

mailto:hca-teaching-support@ed.ac.uk


Website

Teaching support website
• Teaching support

https://www.ed.ac.uk/history-classics-archaeology/about-us/working-with-us/teaching-support/useful-information-for-tutors/training-opportunities-for-tutors-and-demonstrator


Website

Useful information for tutors
• Useful information for tutors

https://www.ed.ac.uk/history-classics-archaeology/about-us/working-with-us/teaching-support/useful-information-for-tutors/training-opportunities-for-tutors-and-demonstrator


Website

Training and support for tutors and demonstrators
• Training and support for tutors and demonstrators

• HCA Tutor and Demonstrator Handbook
• HCA Tutor and Demonstrator Induction

• Recordings
• Slides

https://www.ed.ac.uk/history-classics-archaeology/about-us/working-with-us/teaching-support/useful-information-for-tutors/training-opportunities-for-tutors-and-demonstrator


Tutor and 
Demonstrator 

Handbook

Tutor and Demonstrator Handbook



Teams –
course 

information



Teams course 
information

= Breakdown of Hours

will 
add 

dates 
once 

known



Teams course 
information

once dates 
known will 

update 
weeks 

expected

Example only – dates to be confirmed



Teams -
Teaching in 

HCA 2023-24



Teams -
Teaching in 

HCA 2023-24



HCA Student 
Intranet

HCA Student Intranet
• HCA Student Intranet

https://uoe.sharepoint.com/sites/HCAStudentIntranet


HCA Student 
Intranet

HCA Student Intranet
• HCA Student Intranet

https://uoe.sharepoint.com/sites/HCAStudentIntranet


Room booking

Resource Booker
• https://resourcebooker.ted.is.ed.ac.uk/ or via MyEd

• Click on log in (top right), and enter your details

• Choose the ‘School of History, Classics and Archaeology’ application

• You will now see a list of rooms available to you. There are two ways of making a booking:
• you can specify a particular room and look to see when it is available
• you can specify a date/time when you want to meet and look to see what rooms are 

available at that time

• To book a specific room from the list click on the room you are wanting to book: 
• this will show you when the room is available
• double-click on the timeslot you are wanting to book
• a booking window will now appear in which you fill out the necessary information 
• click book and you will now receive a confirmation on screen and an email

• You can view and amend all your current bookings by choosing ‘My bookings’ in the left-
hand menu

• Full instructions with screen shots in the HCA Tutor and Demonstrator Handbook

https://resourcebooker.ted.is.ed.ac.uk/
https://www.ed.ac.uk/history-classics-archaeology/about-us/working-with-us/teaching-support/useful-information-for-tutors/training-opportunities-for-tutors-and-demonstrator


Any Other 
Queries

Any Other Queries

hca-teaching-support@ed.ac.uk

mailto:hca-teaching-support@ed.ac.uk
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