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Point your browser to: https://vle.brookes.ac.uk  
On the screen there is guidance for checking your browser, pop-up blocker options and Java 
settings available on the login page and it is recommended that you carry these out and make 
any necessary adjustments to your computer system (see separate sheet on browser 
guidance). 

 
Log in with the user name and password that you received. 
You will see listed the course(s) for which you are registered. Click on the course name to enter 
the course. 
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Course entry point 

 
When you first access the course, you should find your way to the Course Overview. Here you 
will find the outline of the course. Details will vary with each course, but the main course 
activities and discussions will be accessed from the week-by-week learning activities areas. 
Week 0 will direct you to the course Induction activities where you can explore key areas of the 
online environment such as posting a message to a discussion, browsing the course materials 
and thinking about your own learning on the course. 
Working through the induction exercises will ensure that you are able to join in the course 
activities discussions effectively. Some material will be added to the course as the course 
progresses. 

Menus 
Click on the menu expand/collapse button to switch between views of the menu: 

Collapsed main menu Expanded main menu 

  

Navigation 
Navigate with the submenus that open for 
each section of the course material… 

… or navigate through material with the 
forward/backward arrows on the top right 
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hand of each screen 

 

 
 

 

Posting to the discussion forums 
You can access the discussions forum(s) either from the link in the course content OR from the 
Course Tools left hand ‘Discussion’ link. From there select the particular forum you wish to post 
to e.g. ‘Arrivals Lounge’ or ‘Unit 1: Learner experiences’, etc. When the next screen displays, 
click on the Create Message button. 

 
The next screen displays the subject and message fields for you to fill in (if you Reply to a 
message the subject field will already be filled in). 
To send your message to the Discussion forum click on the Post button. You have the option to 
Preview the message before you send it OR Save as Draft to return to later and retrieve from 
View Drafts, and most Discussion Forums are set up to enable you to go back to and Edit (to 
make corrections or changes) to your postings even after you have sent them. 
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Saving/printing messages 

 
The ‘Create Printable View’ will enable you to save in a file then print messages you select with 
the tick boxes. A new window then displays the selected messages which you can either Print 
or Save as file to a local folder on your computer. [Note that author names have been blanked 
out in the above image.] 
If you save the messages with any of their ‘attachment’ files, the file will be saved in 
compressed (.zip) format. If the file is only the text messages, the file will save as a .txt file that 
can be read in MS-Word or Notepad or similar. 

The online course calendar 
The online course calendar - linked from the Course Tools submenu – may contain dates about 
key milestones in the course. You are welcome to add your own entries. Choose a date (by 
clicking the link for it) and then choose ‘Add entry’. The default setting for an entry has been set 
to Public. If you want to add a private entry, take care to check the Personal or Course /Access 
– Private options. 

 
N.B. Remember to Save your entry 
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