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Laulima is the University of Hawaii’s online collaboration and learning environment.  

Laulima provides students with accessibility to course content and communication tools 
within the course.  A course offered through Laulima can be accessed 24 hours a day, 7 
days a week, via the Internet (except daily from 3:00am‐4:00am when the site is down for 
maintenance).  Some instructors use Laulima as a supplement to their traditional face‐to‐

face (f2f) courses while others teach fully online courses with all course material, testing, and 
communication delivered through Laulima.   
 
This manual was created with the intention of introducing Laulima to students taking online classes and 
to provide basic information and instructions to perform various tasks in Laulima. 
 
This manual will begin with the very basics, and then move on to detailed instructions on how to use 
some of the more commonly used tools. 
 

We hope you will find this guide useful as you learn to use Laulima for your classes. 

 

 

 
Many thanks to the Leeward Community College Educational Media Center for permission to adapt and 
use many of their fine educational activities and resources. 
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What do you need to use Laulima?  
 

1. A computer with an internet connection (broadband, or high speed internet is recommended). 

2. An updated web browser.  Internet Explorer, Google Chrome and Safari will work, but Mozilla 
Firefox is recommended to ensure the best compatibility with Laulima features and tools.  If you 
don’t have Firefox, it can be downloaded for free at http://www.getfirefox.com). 

3. Your UH username and password.  Your UH Username is the part of your UH email address 
before @hawaii.edu.  (For example, if your email address is student@hawaii.edu, your UH 
username is student.)  

4. Depending on the type of content used in your classes, you may also need additional resources 
such as a word processing program, PDF reader, PowerPoint or PowerPoint reader, 
speakers/headphones, etc.  Check with your instructor if you are unsure, and always inform 
your instructor as soon as possible if you have difficulty opening or accessing course materials. 

 
Pop‐Up Blockers  
 
Laulima uses pop‐up windows to display information, such as documents, in a new window.  Sometimes 
the settings on the computer you are using may be set to block pop-ups for security reasons.  If you click 
to open something and it does not appear on the screen, check the top of the page, under the toolbars.  
You may see a message bar (such as the one shown in the screenshot below) to temporarily disable the 
pop-up blocker or to download the file.  If the message is a security message asking to allow or display 
content, it is usually OK to allow it for content in Laulima.   
 

 
 

 
 
 
 
 
 
 
 
 
 

 

 

Getting Started 
 

http://www.getfirefox.com/
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Logging In to Laulima  
 

1. Using a supported Web browser (preferably Firefox), go to https://laulima.hawaii.edu.  You can 
also log in to your MyUH portal and click on the link to Laulima, but be aware that if you access 
Laulima through MyUH you may get recurring MyUH inactivity warnings if you stay in Laulima 
for extended periods of time. 
 
On the Laulima homepage you will see four tabs under the Welcome to Laulima page heading.  
These tabs provide updates from the UH System Lauilma Support staff. The default tab you will 
see is Recent Announcements.  Click on any of the tabs to view important information regarding 
Laulima and to access additional assistance. 
 

2. On the left side of the screen, you will find a list of tools (links).  Notice there is tool called 
Request Assistance.  Clicking on it will open a form that you can fill out and submit.  You will 
receive a response via email.  There is also a tool called Student Docs.  Student Docs will take 
you to the Laulima Support for Students website.  You can also access this website directly at 
http://www.hawaii.edu/talent/laulima_students.htm. 

 
3. At the bottom of the page (and all Laulima pages), there is also the link to Request Assistance.   
 
4. Enter your UH username in the user id: text field and your associated password in the password 

text field.  Click Login.   
 

 
 

 
 
 
 

https://laulima.hawaii.edu/
http://www.hawaii.edu/talent/laulima_students.htm
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My Workspace  
 
After you log in, you will be placed in your My Workspace site.  My Workspace is your private online 
area.  It is not shared with anyone else.   
 
In My Workspace there are several important tools on the left menu bar: 

 Schedule – View and print a consolidated schedule from all of courses that use this tool.  You 
can also create your own private schedule items.   

 Announcements – View announcements from all of your courses.   

 Resources – Save files in the Resources area which only you can access.   

 Preferences – Set preferences for tabs and how you receive notifications from your courses.   

 Help – Access a general help database for Sakai, the parent software to Laulima.  Keep in mind 
that because this database is generalized, some of the features and functions that you read 
about here may not apply to our version of Laulima.  Should you need further assistance, 
remember that at the bottom of this page (and all Laulima pages) there is a link to Request 
Assistance. 

 

The Message of the Day channel (outlined in blue) includes updates and announcements from the UH 

system regarding Laulima. There are also three links (outlined in green) that provide more information 

and assistance. 
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Accessing Your Classes  
 
Once you have logged into Laulima, there will be tabs along the top of the page.  The white tab indicates 
the site that you are currently in, while the blue tabs indicate other sites (classes) in which you are 
enrolled.  Access your classes by clicking on the tabs.  If you do not see a tab for your class, click on the 
My Active Sites tab for a listing of all of your courses.  If you still do not see it, it may be because your 
instructor has unpublished the class (made it unavailable to students).  Check MyUH to see if the course 
is unpublished. Detailed instructions on how to do this is available on the following website: 
https://www.hawaii.edu/talent/laulimatutorials/laulima_missing_course_stdt.htm#MyUH.  If it is not 
there, fill out a "Request Assistance" form and provide detailed information about the course you are 
looking for. Note that instructors have the ability to unpublish courses.   
 
 

 
 

 
Logging Out of Laulima  
 
When you are done working on Laulima, click Logout to exit the program and return to the login page.   
 
 

 
 



Student Guide to Laulima Page 7 
 

 
Syllabus 
 
Your instructor will provide you with a course syllabus.  Usually, you will find it in the Syllabus tool.  If 
the Syllabus tool is not listed in the left tool menu, your instructor may be storing it in a different tool.  If 
you are unable to locate the course syllabus, ask your instructor for assistance. 
 

1. Click on the Syllabus from the left 
menu of your course site.   

2. Click on the file you want to view.   
The file will open up in a new window.   

 

Inform your instructor as  
soon as possible any time  
you have difficulty opening  
or accessing course materials. 

 

 

Announcements 

Your instructor may post announcements to 
the class.  You can view announcements in 
several places: 
 

 Recent course announcements will 
be displayed on the Home page of 
each course.   

 A complete listing of course 
announcements is accessible in the 
Announcements tool. 
 

 

 Announcements from all of your 
course sites are consolidated and 
displayed on your My Worskpace 
site. 

 
 
 
 
 

 
 

Course Information Tools 
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Gradebook 
 
To check your progress and view your grades, click on 
Gradebook from the left menu of your course site.   
 
 
 
 
 
 
 
 
 
 
 
 
 
Each graded item will be listed, along with your score and the maximum possible points for that item.   
Your instructor may also choose to include comments for certain items.  Scores with dashes indicate 
items that have not yet been submitted.  If your overall course grade is displayed at the top of the page, 
items with dashes in the score column are not used in calculating that grade.  Keep in mind that if those 
items are not submitted and those dashes are changed to “0s” (zeros), your course grade will be lower. 
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There are several ways your instructor can present course content and materials.  In this section we will 
cover three commonly used tools: Modules, Resources, and Web Content. 
 

Modules 
 

1. Your instructor may use Modules to organize and present 
course materials.  To access, click Modules from the left menu 
of your course site.   
 

2. The Modules tool is organized in an outline format.  The area 
outlined in red below shows the Week 1 module, which 
contains four sections.  The blue area indicates the start and 
end dates for the module.  Click on the module title (Week 1: 
Getting Started) link to open the module.  You can also click on 
any of the underlined items below the module title to open 
specific sections. 

 

 
 

3. The screenshot below shows an example module page.  You can navigate through the module 
using the links found at the top and bottom of the screen.  You can also go directly to a section 
by clicking on the links located in the area outlined in blue. 
 

 
 

Content Tools 
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Resources 
 

1. Just like the Resources folder you have in your My Worskspace site, most course sites also have 
a Resources folder where files can be uploaded, stored and used by your instructor.  Your 
instructor may want you to access a file for class purposes.  To access files, click Resources from 
the left menu of your course site.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

2. There may be individual files or folders listed. 

3. A “+” on a folder icon indicates there are files in the folder.  The column at the far right of the 
screen indicates how many items are in each folder. 

4. If necessary, click on the folder name to open the folder to locate the file you are looking for. 

5. Click on the file name to open file. 

 

 
 

 
 
 
 
 
 

Inform your instructor as soon as possible 
any time you have difficulty opening  
or accessing course materials. 
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Web Content 
 
Your instructor may choose to link to outside websites using Web Content.  Web content will display 
information from the Internet within Laulima.  Unlike the other tools, this tool will probably NOT be 
labeled Web Content in the left tool menu.  Instead, the instructor will most likely change the label to 
reflect what the content is.  One way to identify Web Content is by the icon to the right of the tool 
name.  Web Content tools use an icon of a page with a globe.  For example, there are two Web Content 
links in the screenshot to the right: “HawCC Website” and “Distance Education @ HawCC.” 
 

 
 
 
To access the content, click on the link from the left menu of your course site.  The linked webpage will 
be displayed. 
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There are several tools in Laulima that can be used to communicate with your classmates and instructor.  
Your instructor will choose which tool(s) will be used, and not all instructors will use the same tools.  
Communication tools in Laulima can be grouped into discussion tools and email tools:   
 
 Discussion tools: Discussions and Private Messages 
 Forums 
 

 Email tools: Messages 
  Mailtool  
 

Discussion Tools 
 
Course interaction often takes place in discussion areas where the instructor creates a discussion topic, 
and students reply.  Laulima has two discussion tools: Discussion and Private Messages, and Forums.  
These discussion tools are asynchronous, meaning communication is not necessarily occurring while the 
participants are online at the same time.  Just like a bulletin board you’d see around campus, messages 
are posted and can be read at some point in the future.   
 

Discussion and Private Messages (D&PM) 
                                                                                                          
 
Open a Forum and Read Messages (D&PM)  

1. Click Discussion and Private Messages from the left 
menu of your course site.   
 

2. There will be categories (such as Class Discussions) in 
gray bars, and forums (such as Week 1 Discussion) in 
white areas organized under the categories.   
 

 
 

3. Click on a Forum name.  This will open up the forum and you will see the topics that have been 
posted to that forum.  Topics are organized chronologically. 

Forums 

Communication Tools 
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4. Click on a Topic name to open and view the messages (this includes the original message and 
any replies).  Messages are organized chronologically, with newest messages placed at the 
BOTTOM of the list. 

 

 
 

 
Post New Topic to Reply to a Forum (D&PM) 
 

1. After opening the forum in which you 
want to post, click New Topic.  This 
button can be found at both the top and 
the bottom of a forum. 

 

 

 

 

2. Enter a subject for your message. 

3. Enter your message. 

4. Click Submit. 
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Reply to a Topic Message on the Discussion Board (D&PM) 

1. Click on a forum name, then a topic to open and read the messages.   

2. Click Post Reply, or Quote.  Post Reply will only post your response.  Quote will also include a 
copy of the original message in your response.  (NOTE: You can also use Quick Reply at the 
bottom of the message, but this will only open a simple text box with no editing features.) 
 

 
 

 

 
 
 

3. Enter your message. 

4. Click Submit. 
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Forums 
 
Read a Topic Posting from the Instructor  

1. Click Forums from the left menu of your course site.   

2. There will be forums (such as Week 1 -Module 1) and 
topics (such as Student Introductions) listed.  A topic is 
where similar messages (threads and replies) will be 
organized.   

3. Click on the Topic name to see the instructor’s message.  
Click Read Full Description to read more details about the discussion topic. 

 

 
 
 
Post New Thread to Reply to a Topic in Forums  

1. After opening the topic that you want to respond to, click Post New Thread.   
 

 
 
 

2. A text editor box will open.   
Enter a title for your message. 

3. Enter your message. 

4. Click Post Message. 
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Reply to a Thread Message in Forums  

1. Click a Thread message to read it.   

2. Click Reply.  A new window will open.  Locate and click    to include 
the original text in the reply. 
 

 
 

3. Enter your message. 

4. Click Post Message. 

 
 
Email Tools 
 
Laulima has two internal (built in) email tools, Messages and Mailtool.   

 
Messages  
 
Messages is Laulima’s internal email system.  It allows the instructor and students to communicate 
privately with each other.   
 
Read an Email Message (Messages tool) 

1. Click Messages from the left menu of your 
course site.   

2. Click Received to view messages sent to 
you.   

3. Click on the message subject to open and 
read the message.   
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Compose an Email Message (Messages tool)  

1. Click Messages from the left menu of your course site.   

2. Click Compose Message from the Messages toolbar.   

 

 

 

 

3. Select the name of the message 
recipient.  If you want to select 
more than one person, hold down 
the Ctrl (or Cmd) key and click on 
the names of the recipients. 

4. Enter a Subject for the message 
(Required).   

5. Enter your message.   

6. If you want to send an attachment 
with the message, click on Add 
Attachment located below the 
text box and follow the directions.   

7. Click Send when you are ready to 
send the message  

 

 

 

 



Student Guide to Laulima Page 18 
 

MailTool  
 
The MailTool is a tool used to send email out of Laulima to a person’s or group of people’s linked 
external email accounts (e.g., UH account).  When the recipient replies, it will be sent to your linked 
external email account.   
 

 
 NOTE: This tool does not have received or sent folders like the Messages tool 

discussed previously.  If you want to keep a copy of the sent message, you must  
send yourself a copy. 

 
 

Compose an Email Message (MailTool)  

1. Click MailTool from the left menu in your course site.   

2. Select the recipient(s) you wish to send the email message to.  You can select an individual or 
multiple students, instructors, and/or TAs by clicking on the group’s “Select” link and checking 
the boxes for the desired recipient(s).  You can also send an email to the whole group (e.g., 
“All Students”) by checking the group’s check box.  Be sure to expand those groups to check 
 who you are sending the email message to before choosing to send to an entire group.   

3. Enter a subject in the subject field and your message in the text box.  (Required) 
 

 

4. If you want a copy sent to you, check the Send Me a Copy box.   

5. Click the Send Mail button to send your email message. 
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There are many tools in Laulima that can be used to submit work, and take quizzes and tests.  Your 
instructor will choose which tool(s) are used, and not all instructors will use the same tools. 
 

Assignments 
 
The Assignments tool allows you to submit work to your instructor for grading.  Your instructor may set 
up assignments that require you to type response(s) directly into a text box, require you to attach a file, 
or both.  Only you and your instructor are able to see your submitted work. 
 

 
Students using Mac OS should use Firefox for submitting assignments that require the use of 
the text box to compose their responses. 

 
 
 

1. Click Assignments from the left menu in your course site.   
 
 
 
 
 
 
 
 
 

2. A list of assignments will appear with information for each assignment.   
 

 
 

 Open Date - Date and time when an assignment will become available. 

 Due Date - Date and time when the assignment must be submitted by.   

 Accept Until (not shown) – An instructor may choose to allow “late” submissions by setting 
an “accept until” date. This is the latest date and time an assignment can be submitted.   
The date and time when your assignment was submitted is automatically recorded, and 
your instructor may choose to deduct points from your assignment if submitted after the 
Due Date.  Check with your course syllabus or your instructor regarding his/her policy on 
submitting late work. 

Assignment and Testing Tools 
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3. Click on the title of an assignment to view details including the due/accept until dates, the 
grading scale, and the assignment instructions.  The bottom of the page will vary depending on 
the settings selected by the instructor.  You may see a text box for you to compose a response.  
You may see a place to attach a file.  Or, you may see both options.  Refer to the instructions to 
find out how to properly submit your assignment. 

 

4. If attaching a file, click Add Attachments.  Click Browse to locate and select the file on your 
computer.  Once selected, the file will automatically upload.  Click Continue to return to the 
submission page. 
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5. Click on Submit when you are ready to submit your completed assignment to your instructor for 
grading. 
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Drop Box 
 
Your instructor may choose to use the Drop Box tool.  This tool provides a way for you to share 

documents with your instructor through a private folder.  To use this tool, click Drop Box from the left 

menu in your course site.  You will then see a folder with your name on it.  Click on your name to view 

files in your folder, or click on the arrow next to Add to display a menu of options.  Use the Upload Files 

option to upload a file into the folder which your instructor can view.  Use the Create Folders option to 

create folders to organize the files in your Drop Box folder. 
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Tasks, Tests and Surveys (TT&S) 
 
Instructors can use this tool to create a variety of activities.  The testing function in Tasks, Tests and 

Surveys can be used as a graded or non‐graded assessment.  Be sure to carefully read all test 

instructions because tests can be configured in many different ways.  Tests can have time limits, have 

specific testing windows (dates when tests must be taken), require proctoring, allow one or multiple 

tries, and provide feedback for immediate scoring and comments.   

1. To take a test, click Tasks, Tests and Surveys from the left menu in your course site.   
 

 
 

2. A list of assessments will appear with information for each assessment. 
 

               
 

3. Click Begin under the assessment you want to take.  If the Begin link is not available, either the 
test has already been taken (see the Status for information), or it is not available (see the 
Open/Due/Accept Until dates). 
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4. A page will appear to allow you to decide whether to begin the assessment or not.  It will have 
standard information regarding the test, and a section where your instructor can opt to insert 
specific information and directions.  Click Begin to open and see the assessment.  Once an 
assessment is opened by clicking Begin, it must be taken.  If timed, the clock will start counting 
down even if you open the assessment by mistake and close it immediately. 
 

 
 

5. Questions types can vary.  Tests can include multiple choice, true/false, matching, fill in the 
blank, likert (rating) scale, essay, or task type questions.  Below is an example of a multiple 
choice question.   
 
NOTE: You may or may not be able to return to previously answered questions to change your 
responses.  If allowed by the instructor, you will be able to mark questions for review before 
submitting, access a Table of Contents to quickly move between questions. 
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Tests and Quizzes (T&Q) 
 
Another tool Instructors can to create assessments is called Tests and Quizzes.  Be sure to carefully read 

all test instructions because tests can be configured in many different ways.  Tests can have time limits, 

have specific testing windows (dates when tests must be taken), require proctoring, allow one or 

multiple tries, and provide feedback for immediate scoring and comments.   

1. To take a test, click Tests and Quizzes from the left menu in your course site.  Tests and quizzes 
that are available for you to take will be displayed in the top area.   
 

 
 

2. Click on an Assessment Title to open the 
assessment. A new page with detailed 
information about the assessment will 
open.  It will tell you the time limit of the 
test, how many times you can take the 
test, when feedback will be available, as 
well as the deadline for you to take the 
test.  If your instructor has secured the 
test with a username and password, 
check the test instructions; you probably 
need to take the test at a testing center 
and have the test proctored. 
 

3. Click Begin Assessment when you are 
ready to start the test.  Once an 
assessment is opened, it must be taken.  
If timed, the clock will start counting  
down even if you open the assessment by  
mistake and close it immediately. 
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Adding an Avatar to Discussion and Private Messages 
 
An Avatar is a graphic image used to represent a user.  An avatar does not have to be a real-life photo of 
a person.  The image can represent the users’ personality or sometimes an alter ego.  An avatar can 
bring more personality to your class or group discussions, and helps everyone feel more connected. 
 
NOTE: You cannot add an avatar to your messages in the Forum tool. 
 

1. To add an avatar to your Discussion and Private Messages posts, go to the Discussion and Private 
Messages tool in any of your Laulima sites.  It does NOT matter which class.  Once you add an 
avatar, it will appear in all of your sites and will be added to all messages you have already posted.   

 
2. In the Discussion and Private Messages tool, click the “My Profile” link. 

 

 
 
 
 
 
 
 
 
 

3. A new window will open.  At the top of the 
screen is your Account Information, as well 
as some options for other information 
about yourself that you can make available 
to others such as your Instant Messaging 
account and the address to your personal 
website.  The General Information section 
is optional, but any information entered in 
this section will be publicly viewable to all 
members of your course sites.   
 
You will also have some choices in the 
Preferences section. 

 
 

 
 
 
 

Tips & Tricks 
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4. At the bottom of the screen you will see the Avatar Control Panel. 
 

 
 

5. Upload your avatar from your computer.  Click Browse, then locate and select the desired image.  
The location of the file will be entered in the field next to the Browse button. 
 

6. Click Submit to upload the image. 

  

 
 

7. You will see the image of your avatar.  If you are satisfied with the image, go to step 8.  If you are 
not satisfied, you can check the Remove this Avatar box, click Submit, and repeat steps 5 and 6. 

 

 
 

8. To return to the main Discussion area, go to the top of the page and click Discussion Home.  Or, 
you can refresh the tool by clicking on the double blue arrows to the left of the tool name. 
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Copying and Pasting from Word 
 
If you are writing more than a few sentences into a text box, it is often recommended that you compose 
your message in a word processing program such as Word, then copy and paste it into the text box to 
submit.  This recommendation is made to hopefully avoid the following situations: 
 

 You have spent over an hour typing your response into the text box, and then you lose your 
Internet connection (power surge, wireless connection issue, frozen screen, etc.).  If you lose 
your Internet connection, you will lose your work.  Depending on the situation, you may be able 
to salvage the situation if you can copy/paste it out of Laulima before the screen closes and 
safely save it using another program (e.g., Word). 
 

 You have spent over two hours working on a lengthy response for an assignment. You hit 
submit, and your work vanishes. This will happen because Laulima will automatically log you out 
after two hours if it does not detect any activity. Unfortunately, the system does not detect 
typing within a single message or document unless it is saved or refreshed.  
 

In addition, using a Word will provide you with tools that you can use while composing your message 
that are not available in the text box.  However, students have reported that copy/pasting text from 
Word into the text box results in errors, and illegible text.  This happens because Word hides formatting 
code into the text which does not paste well into the simple text box in Laulima.   
 
If you use Word to compose your text, we recommend you keep things simple.  Try not to use fancy 
fonts or too much formatting.  The more complex your text is, the greater the chances you’ll run into 
formatting issues after you paste your work into the text editor. 
 
The following steps will show you how to copy and paste from Word into a text editor box in Laulima.   
 

1. Compose your writing in Word and when you are ready, ready highlight and copy the text 
(Ctrl+c, or Edit>Copy).   
 

2. Go to the text editor box in Laulima where you want to paste your writing.  Click the 
(Paste from Word) icon.   
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3. A pop-up window will appear.  Paste your text from Word into this window (Ctrl+v).  Click OK. 
 

 
 

4. Your text will appear in the text box, complete with some of the formatting you had applied 
in Word.  You can still use the editing buttons at the top of the text box to continue 
formatting the text you pasted in from Word. 
 
REMINDER: Word is a sophisticated program with a lot of bells and whistles.  Not all of the 
formatting you apply in Word will carry over.  You may have to reformat parts of your work.  
If available, use the preview button to see how your finished text will look before submitting. 
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 Online in Laulima:   

1. Help – Click Help from menu on any Laulima site or click on the blue question mark  icon on 
any Laulima page. 

 
2. Request Assistance - Click Request Assistance from the left menu from your My Workspace site 

or at the bottom of any Laulima page for an online form will that you can fill out and submit. 
 
3. Student Docs – Click Student Docs from the left menu from your My Workspace site. You can 

also access this website directly at: http://www.hawaii.edu/talent/laulima_students.htm. 
 
4. Contact Us – Click Contact Us on the bottom of any Laulima page to open the default email 

program on your computer to send an email to UH Laulima Support. NOTE: This may not be 
available on public computers. 
 

Online Videos: 

1. Laulima Orientation - http://www.hawaii.edu/talent/laulima_help/student/orientation.mov 
2. Laulima Video Topics - https://www.hawaii.edu/talent/laulima_tab/laulima_tab.php#system 
3. iLearnAtLeeward's YouTube Channel – http://www.youtube.com/user/iLearnAtLeeward#p/u 
 

 

 

 

 

 

 

 

For more information about distance education at Hawaii Community College, visit: 
https://sites.google.com/site/destudentsite/ 

 

 

Additional Assistance 
 

http://www.hawaii.edu/talent/laulima_students.htm
http://www.hawaii.edu/talent/laulima_help/student/orientation.mov
https://www.hawaii.edu/talent/laulima_tab/laulima_tab.php#system
http://www.youtube.com/user/iLearnAtLeeward#p/u
https://sites.google.com/site/destudentsite/

