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1. Access to the LMS 

First method: 

Go to AOU website: https://www.arabou.edu.sa , from homepage, click on the icon “e-Learning (LMS)”. 
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Alternatively, from “Students” drop-down menu, click on the “Learning Management System” option. 

 
 

From the next page, click on the "Staff" option to be moved to the Learning Management System (LMS) website. 
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Second method: 

Go directly to the LMS website through this link: https://mdl.arabou.edu.kw/ksa 
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2. Log in to the LMS 

To log in, type the "username" and "password" of your account on the system in the space provided for that then click on the "Log in" 

button, either at the top right corner of the webpage, or in the middle. 

 

At the top right corner of the webpage: 

 
 

In the middle of the webpage: 

 

For new teachers, they can contact the technical support department of their branch to obtain their account data on the Learning 

Management System (LMS). 
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After first log in for new tutors, the system will ask to change the current (temporary) password as in the image below. 

 

 

Type the current password in the first field, then type a new password in the second field, then retype the new password in the third 

field to confirm, then click on the “Save changes” button. 

 

The password must have at least 8 characters, 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 as *,  & ,  # ,  @  , $  or %. 
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3. Reset LMS Password 

The tutor can reset the LMS password in case of loss and obtain a new one, by following the below steps: 

1- Click on the link "Lost password?" or "Forgotten your username or password?" 

  
 

 

2. You will be moved to the next page: 
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3- Type in the username and then click on the "Search" button. 

The system will send a message to your email, containing a link to reset your password. 

 

4. Open your email to access the message.

 

5. Open the message and then click on the link to go to the "reset password" webpage.  
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6. On the "reset password" webpage, type a new password in the first field, then retype the new password in the second field to 

confirm, and then click on the “Save changes” button. 

 

 

The password must have at least 8 characters, 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 as *,  & ,  # ,  @  , $  or %. 

  



  

Information Technology department, Arab Open University, Kingdom of Saudi Arabia. Title: LMS Tutor Manual - V1 EN 

Last updated on 15 JULY 2021 Version: 1 EN Page: 11 

 

4. LMS Homepage 

Upon successful login, the tutor is moved to the LMS homepage. 

 

At the top of the webpage, there is a set of useful icons and links for tutors, as shown below: 

1- Tutor name: When you click on this link, a drop-down list is displayed with several options such as Dashboard, view profile, 

preferences, and logout. 

2- Language: Through this menu, you can switch between Arabic and English as the display language of the system. 

3- Toggle messaging drawer: Access to messages sent to you from your students. 

4- Notification Menu: View the menu of notifications. 

5- Search: Display the search box within the system. 

6- View mode: to switch between standard view and full screen view. 

7- Hide and show blocks: To control hiding and showing blocks on the webpage, which contain useful resources and functions for 

tutors. 

8- My Courses: to display a list of your courses that you are teach this semester, from which you can go to the LMS page of each 

course. 

9- Dashboard: To go to the dashboard webpage. 

10- Home: to go to the homepage of the LMS. 
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5. Access to the Courses 

Each course has a page dedicated exclusively for its participants, namely the tutors and the students enrolled in this course. 

All courses you teach will appear under “My Courses” list. 

 

 

In addition, the same list can be accessed through the "My Courses" block displayed within the contents of the system homepage: 
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To go to any course page, click on the course name from the list, to be moved to the page of this course: 
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6. Course Page Content 

A course page will usually have three columns: two narrow ones on the sides and a wider one in the middle. 

The main column in the middle is where all your course materials will be located, laid out usually in topics or weekly format. 

The left column will display various “blocks” designed for quick and easy reference and navigation, while the right one will have other, 

useful functions and resources, depending on your course coordinator. 

Page layout may vary from one course to another. 

 

 

 

(The current layout of course pages is a left column for blocks and a main column for content) 

  

Blocks left column Content main column 
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The main column in the middle of the page includes all course contents and includes some or all of the following: 

1- Course coordinator: He is the general supervisor of the course, and his data (his name and e-mail) are often found at the top 

of the course page. 

2- Course calendar: It includes the distribution of the course materials as well as the various course events such as assignments 

and quizzes over the weeks of course study. 

3- Forums: such as the announcement forum or the forum for assignments or quizzes, and we will explain this part in some 

details later on. 

4- Links to the virtual classes: Links to the virtual classes of the course are located in the middle of the course page, either 

directly on the main page, or in a file for the links of virtual classes, where each section has its own VC link. 

 

VC Links directly on the course page: 

 

VC Links in a separated file: 
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5- Course material: In the middle of the course page, you will find all course material. It is usually formatted in the form of topics 

or weeks, including the course material in the form of PowerPoint, Word, and PDF files. 

 

6- Assignments: Allow teacher to submit an assignment (also known as TMA) to students, asking them to prepare an electronic 

document (such as a Word file) and submit it on the system within a certain period, and we will explain this part in some details 

later on. 

7- Quizzes: The course coordinator can prepare one or more quizzes and include them on the course page, and we will explain 

this part in some details later on.   
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7. Forums 

Forum: It is a means of communication between course participants, and it is a page on which topics and replies can be posted by 

course participants (students and tutors) to discuss among themselves and exchange opinions, ideas and notes. The course page may 

contain one or more forums such as announcement forum, TMA forum, and quizzes forum. 

The forum is distinguished from other activities on the course page by this icon: 

 

 

Such as the "Announcements" forum, which deals with all announcements for the course: 

 

 

To view the forum content, click on the forum link, and you will be moved to the forum page: 
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To add a new topic in this forum, click on the "Add a new topic" button, and the section for adding a new topic will appear as shown 

below: 

 

Type the topic subject, then type the topic message, then click the "Post to forum" button to post the topic in the forum. 
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All topics posted in the forum appear on the forum page, as shown below: 

 

It shows the title of the topic, the publisher who started the topic, the author of the last comment on the topic, and the number of replies 

to this topic.   
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To view any of the forum topics, click on the topic title to be moved to the page for that topic: 

 

 

On the topic page, the topic and all replies to this topic appear, any student or tutor in the course can add a reply to the topic or to 

other replies, and the topic author can modify or delete it. 
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8. Grading Assignments 

Assignments (TMAs) allow teacher to submit an assignment to students, asking them to prepare an electronic document 

(such as a Word file) and submit it on the system within a certain period. 

Receiving and submitting the assignment (TMA) is only from the course page on the system. 

 

Access to the assignment file: 

1-  Log in to the LMS. 

2- Go to the course page by choosing the course from the list "My Courses". 

3- On the course page, click on the assignment (TMA) link to download the file and save it on your device. 

 

 

Access to students’ answer files: 

1- Log in to the LMS. 

2- Go to the course page by choosing the course from the list "My Courses". 

3- On the course page, click on the link for submitting (uploading) the TMA. 
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You will be moved to TMA grading summary page. 

 

On this page, there is information about the TMA such as the total number of students "Participants", the number of students who 

have submitted the TMA “Submitted”, the "due date", and the "time remaining".   
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After the deadline for students to submit the TMA ends, the tutor can start grading the assignment by following these steps: 

Click on the "View all submissions" button to be moved to the next page: 

 

On this page, a list of all the students of the sections you teach in this course appears, and the students of each section of the same 

course can be listed separately to organize the grading process by selecting the section (group) from the "Separate groups" menu: 

 

After selecting a particular section, only a list of all students for that section appears: 
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This list contains all section students, the TMA submission status for each student, the submission date for each student, and the TMA 

response file for each student. 

The TMA response file for any student can be viewed and saved on your device by clicking on the file next to that student. 

It is also possible to download TMA response files for all students of this section at once by clicking on the “Download all submissions” 

option from the “Grading action” drop-down menu at the top of the page: 
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When you click on this option, the system downloads all the TMA files for all students of this section into one zip file and saves it in the 

“Downloads” folder on your device: 

 

Then you can open the zip file and review the TMA files for all students and start the grading process. Inside the zip file, you will find a 

folder for each student with his TMA file: 
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9. Quizzes 

The LMS allows the course coordinator to prepare electronic quizzes and add questions of various types to the quiz such as true, false 

and multiple-choice questions, with the ability to automatically correct non-essay questions such as the aforementioned types. 

If the course coordinator offers a quiz on the course page, the quiz can be accessed as follows: 

1- Log in to the LMS. 

2- Go to the course page by choosing the course from the list "My Courses". 

3- On the course page, click on the quiz link to be moved to the quiz page. 

 

 

On the quiz page, information related to this quiz appears, such as the number of “Attempts allowed”, as well as the time of opening 

and closing the quiz and the time allowed to perform the quiz. 

 

 

The tutor can review the attempts of the students registered in the sections he teaches by clicking on the "Attempts" link as shown in 

the image above, to be moved to the next page: 
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On this page, all students' attempts are shown, and the way results are displayed can be controlled through the following filters: 

• Visible groups: To control the display of students of a particular section or all sections. 

• Attempts from: To control the way students display, the options available are (all students, students who have attempted the quiz, 

or students who have not attempted the quiz). 

• Page size: To control the number of students displayed per page. 

When you change one of these filters, you must click on the "Show report" button to apply the new changes, and show the results on 

the same page as in the image below: 
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Where all students' attempts appear with its details (student's ID/name, email, submission status, start and completion time, time taken, 

total grade, and the grade of each question of the quiz). 

Tutor can review any attempt by clicking on the "Review attempt" link below the student's name. 

He can also download a file with the students’ grades, by choosing the required file format such as Excel or PDF file from the "Download 

table data as" drop-down menu at the top and then clicking on the "Download" button to get the grades file. 
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10. LMS Blocks 

LMS block is a square that loads in the right-hand or left-hand side of the page. 

The blocks provide a system service or show information, such as the "AOU Courses" block through which the e-book can be accessed, 

and the "People" block that displays the course participants (coordinator, tutors and the students). 

 

 

In the following, we will review the most important blocks in the LMS. 

 

  

 (Block) ةلتك +*س) ع&رم ل"

Each square called block 
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11. Sending Messages to Students (Quickmail) 

The "Quickmail" block is a mean of communication among course participants (coordinator, tutors, and students) where the tutor can 

send messages from within the course to his students enrolled in this course, and these messages are sent through the system directly 

to the students or to their emails. 

 

To send a message to students, follow these steps: 

Click on the "Compose Course Message" link from the "Quickmail" block displayed on the left side of the course page. 

 

 

 

You will be moved to the next page: 
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From this page, fill in the required fields as shown below to send the message to your students: 

1- (To): Select the recipients from the list, you can select all your students or choose one or more sections (groups). 

 

2- (Exclude): Exclude some recipients who were selected in the previous field. 

3- (Subject): The title of the message. 

4- (Body): The message. 

5- (Attached files): Add attachments to the message if needed. 

6- (Signature): Add a signature to the message. 

7- (Send message as): Select the message type from the menu, either a message that reaches students through the system, or an 

email message to students. 

 

8- (Send at): The tutor can send the message later by activating this option and specifying the time of sending the message. 

9- (Receive a send report): With this option, the tutor can receive an email message confirming the sending process. 

After filling in the fields, click on "Send Message" button to send the message to your students.  
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12. People 

The "People" block displayed on the left-hand side of the course page allows you to see the list of your students, with the ability to send 

messages to them through the system. 

 

 
 

 

 

13. Activities 

"Activities" block displayed on the left-hand side of the course page provides quick access to the following course activities: 

- Assignments: Display all the assignments for this course on a separate page. 

- Forums: Display all forums for this course on a separate page. 

- Quizzes: Display all quizzes for this course on a separate page. 

- Resources: Display all course materials on a separate page. 
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14. Navigation 

Through this block, you can move to any part of the course, or move to another course of your courses. 
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15. Access to E-Book 

1- Log in to the LMS. 

2- Go to the course page by choosing the course from "My Courses" list. 

3- Go to the "AOU Courses" block from the left-hand side of the course page, through which you can access the e-book. 

 

4- Click on the “CLMS” icon to be moved to the course page on the central learning management system. 

 

5- Click on the "McGraw-Hill Campus" link to be moved to the e-book website. 
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(If you log in for the first time, the following screen will be displayed): 

 
 

6- Agree to the terms, then click the "GET STARTED" button to be moved to the next page. 
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7- Click on the "connect" button to be moved to the next page. 

 

 

8- Click on the "CONFIRM" button to be moved to the next page. 

 

 

9- Click on the e-book link to be moved to the e-book page. 
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16. Access to E-library 

To access the e-library, follow these steps: 

1- Log in to the LMS. 

2- From the LMS homepage, go to the "ELibrary & Online Exam" block, and then click on the e-library icon "AOU e-Library". 

 

 

 

You will be moved to the e-library website and automatically logged in to it, and you can now benefit from the multiple resources 

available in the e-library. 
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17. Change LMS Password 

In the event that you need to change the current password of your account on the LMS, follow these steps: 

1- Log in to the LMS. 

2- From the LMS homepage, and at the top right corner of the page, click on your name, a drop-down menu will be displayed, 

from which click on the "Preferences" option. 

 

 
 

3- You will be moved to the Preferences page, and from the user account menu, click on the “Change password” option. 
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3- You will be moved to the change password webpage. 
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Enter the current password in the first field, then type a new password in the second field, then retype the new password in the third 

field to confirm, then click on the "Save changes" button. 

 

The password must have at least 8 characters, 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 as *,  & ,  # ,  @  , $  or %. 
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18. Log out of the LMS 

When you finish your work on the LMS, you must log out in case the login is from a computer other than your personal device in 

order to keep the confidentiality of your account secret. 

 

To log out, follow these steps: 

1- From the LMS homepage, and at the top right corner of the page, click on your name, a drop-down menu will be displayed. 

2- From the drop-down menu, click on the “Log out” option. 
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