
Forced Marriage E-learning Tool – Handy Hints
Moodle Homepage (www.fmelearning.co.uk) – allows you to browse the site, access the e-learning tool and further  information relating to forced marriage.

Getting Started

You can browse the moodle homepage site before you create an account.
The e-learning package has been designed in HTML format and will work with the following Internet Browsers:

Internet Explorer Versions: 6,7 or 8
Windows XP,
Windows Vista, 7 and
Firefox 3
Login 
· New Users

· Step 1- New users will need to create an account to login and start using the learning tool.
· Step 2 – New account - Users should complete all the required fields, remembering that usernames and passwords will be case sensitive.
· Step 3 - An e-mail will be sent to the address you supply asking you to verify the account. You must click on the link to confirm your new account. This is your unique login and should be used when you login into the site to work through the learning modules. 

· Exisiting Users

Once you have registered, you should login by clicking this tab and entering the same username and password details you registered with (Remember! usernames and passwords are case sensitive).
· Forgotten your username or password
If you’ve forgotten your username or password you will need to enter either your username  or the email address you registered with into the required box. The system will search the database for your details and  you should receive an e-mail to the address that you originally registered with instructions on how to confirm and complete the password change.
· Guest access 

Will allow you to browse the e-learning Moodle webpage giving limited access to the learning modules. This is currently only set to give guests access to Section 1.
Using the e-learning tool
· The training has been designed so that you can work through the modules at your own pace. The training consists of 5 learning modules and a test. Each module aims to give you an understanding of the issues that you may face when dealing with forced marriage cases. It should take approx 74 minutes to complete the whole course of the training. 
· As you make your way through the case study learning modules you will be asked a number of multiple choice questions to test your understanding of forced marriage. In some places you will be asked to select one or more of the options. 

· Once you submit your answer a tick (√) will appear by the correct answer(s) and a feedback box will be displayed on the right hand side of the page. (Your answers will not be counted towards the final test).
· It is highly advisable that you work through and complete sections 1-4 and choose the case study that best fits your field of work in section 5 before you take the test in section 6. The content of the learning modules aim to help you answer the test questions.
· SCORM Tracking –Your progress through the learning modules will be tracked, allowing you to login back in and continue where you left off and enable you to check your progress (see diagram below). The progress tab is located in the top righthand corner of each of the module pages. The SCORM tracking will also be used by the Forced Marriage Unit to pull together data /information (excluding personal details) on the use of the learning tool.
 For example, the sectors and regions accessing and completing the training. 
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My progress provides a comprehensive list of your current progress through the module. You can view your total
course progress and/or indidual activity progress. This information can aiso be exported ~ select Export Progress
to save these details
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Introducing forced marriages

Note: Your overall course progress percentage does not include the Offine activities checklist.





Troubleshooting
Login

· Q. I’m unable to login?

A. Did you register yourself or was a login provided for you? Have you received an e-mail with the confirmation link and have you clicked on the link? If you still face difficulties loggin in then please e-mail the helpdesk at FMUElearning@fco.gov.uk.

· Q. My login details are not recgonised?

A. How long is it since you last logged in? Accounts that are unused for more than 4 months are automatically unenrolled. You will need to create a new account.
· Q. My password is not accepted?

A. Are you sure you have entered the correct password remembering that it will be case sensitive. You will need to click on the forgotten password tab and follow the instructions.

· Q. I have entered the relevant details to create a new account, but have not received an e-mail?
A. Did you supply the correct e-mail? Could there have been a typo in the address? You will need to contact the helpdesk on FMUElearning@fco.gov.uk and the old account will be deleted. However you will need to create a new account.

· Q. I’ve logged in but the site will not allow me to access some of the learning modules. Why is this?
A. Have you logged in as a guest? Guest access allows to browse the moodle webpage but only gives you limited access to the learning modules. You will need to create an account and login as a user, if you wish to undertake the learning modules.
Pop up Blockers

· Q. When I try to load a learning module – a message appears stating that the pop –up is blocked. What do I do?

A. Some users, depending on their local settings, may because of firewalls experince an error message when trying to access some of the learning modules. You will need to right click on the box where this message appears and from the menu select temporarily allow pop ups or always allow pop-ups from this site. This will allow the page to open in a new window. 
· Q. When I click on a learning module it loads part way or at the end of the section. Why is this?

A. Once you have completed a learning module the tool will save this. So when you login again and re-enter this module it automatically takes you to the page you last visited before you logged out previously. If you want to return to the beginning of the module you will need to click the ‘Home’ button in the bottom left hand corner of the page.
· Q. The font/text size is too small/large how do I adjust this?

A. This will depend on the internet browser you are using. You should be able to select the Zoom or text size options by clicking on the ‘Page’ or ‘Tools’ options in your internet browser.
If you face any other technical issues, then please e-mail FMUElearning@fco.gov.uk outlining clearly what the problem is.
Navigation buttons
· The image (below) should help you identify with the navigation buttons to work/find your way through the e-learning tool. You will find these instructions in the help section in the top right hand corner of each of the module pages. 
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We hope you will enjoy this e-learning module and willfind it easy to use. The navigation works as follows

Select the Menu button to open the menu. Then select a section from the lit to get
Y wenu started. To choose a different section, select Menu again.

Select the Progress button to view and save your overall progression so far in the.

Prog: module. You can also mark down which offine actities you have undertaken.

Select Back or Next to move back and forwards in a section.

Select any text links to access the relevant intemet or document resource, which will

Web link text
‘open in a new browser window.

Word link text
FIPDF link text

m Select Exit to exit the module.

If you are using a screen reader, to move forward you can select alt and n plus enter on a PC or, on a Mac, control plus n. To
move backward, select alt and b plus enter on a PC or, on a Mac, contral plus b. Please note that these shortcuts may not
work on all platforms. Alternatively. tab to the bottom of the page to find these commands

When moving to a new page. reading focus should move to the top of the page. On some platforms focus may remain at the
bottom of the page. Using the tab key you can manually move the focus to the top of the page.
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