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Viewing the Learning Unit 
 
In this example, 
click on the 
Assignments 
button to view the 
Learning Units in 
your course. 
 
Note: The 
Learning Units 
button can be 
given any name by 
your instructor. 
This is just an 
example. Your 
Learning Units 
section could be 
labeled Course 
Documents 
instead of 
Assignments, for 
example.  

 

 
Select the 
Learning Unit 
link 
 
The Learning 
Unit page shows 
objectives and 
general comments 
about the content 
of each unit. It 
could also be 
labeled by the unit 
title only, 
depending on 
instructor’s 
preferences. 
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Learning Unit Window 
 
Click on the link to 
one of the units 
and the Learning 
Unit opens in a 
new window 

 
 
Each Learning 
Unit will have 
a Title for each 
page and the  
Number of Pages 
(i.e., Page 1 of 4) 
listed in the 
heading 
 
The content inside 
the page varies 
from instructor to 
instructor. This 
example shows 
documents for 
students to open 
and read, and the 
steps to proceed 
after finishing the 
readings. Students 
may open the 
documents or save 
them to their 
computers. 
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Contents 
 
Click on the  
Contents button to 
see an outline of 
that unit 

 
The Contents 
view shows: 
• The Learning 

Unit page with 
the 
explanations 
about the 
Learning Unit 

• All pages 
included in that 
unit 

 
The highlighted 
page (yellow) is 
the page you are 
viewing.  
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Click Return to go 
back to the page by 
page view 

 
Navigating Inside the Learning Unit 

 
Click the Arrow to 
move from page to 
page.  

 
 
Use the Scroll Bar 
to view the 
complete page. 
 
Use the arrows on 
the top right to 
move forward or 
backward inside 
the Learning Unit.  
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A Learning Unit 
may contain a 
Lecture in 
PowerPoint format 
or other formats 
that include audio.  
 
 

 
 
A Learning Unit 
may contain a link 
to a tool inside the 
course. The link 
will take you 
directly to the tool. 
This example 
shows a link to the 
discussion board.  
 
Select Click to 
Launch  
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The Discussion 
Board opens 
inside the learning 
unit 

 
 
Use the scroll bar 
to view all threads 
 
Click on the 
specific thread you 
need to go to and 
post your message. 
Follow the 
discussion board 
directions given by 
your instructor in 
the Learning Unit. 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 

 6



Open a Document 
 
To open a  
document:  
click on each 
document title to 
open each link. 

 
 

 
The document will 
open inside the 
Learning Unit 
window.  
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If you prefer to 
save the file to 
your local drive, 
right click on the 
link to the file. 
 
Select Save Link 
As … 

 
 
The Save as 
window opens. 
 
Select the folder, 
and click Save 
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To close the 
Learning Unit, 
click on the Close 
Window button or 
the upper right X. 
 
Note: Sometimes 
the Close Window 
button does not 
respond. Use the X 
to close the 
Learning Unit.   

 
Help 

 
For more 
information about 
the Learning Unit 
go to 
Communication 
and select User 
Manual  

 
 
Use Search to 
locate the topic.  
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