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Using the LearningField Web Portal 

1 Logging in 
 

To log in to the LearningField web portal, go to www.learningfield.com.au.  

1. Click the login  button 

 

On the sign in screen: 

2.  Enter your email address  
3. Enter your password   
4. Click Submit  
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2 Reset your Password 
 

If you have forgotten your password or want to change your password, go to 
www.learningfield.com.au and click on the login button. 

1. Click the Forgot your password  link and enter your school email address 

 An email will be sent to your school email address with instructions on how to change your 
password. 

 

 

3 Change your Avatar/Photo 
 

To change your display avatar/photo: 

1. Go to My LearningField  
2. Click on the image  in the panel 
3. Upload an image from your device 
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4 Locating Resources 

4.1 Browse for resources by curriculum 
 

LearningField resources are mapped to the Australian and State Curriculums. To browse for 
resources to add to your library or your group library using the Curriculum: 

1. Click on the LearningField Home Page  
2. Select Year level   
3. Select  Learning area  

 

All matching search results will be displayed. If you want to refine your search results: 

4.  Click on the curriculum strands/substrands  to filter and refine search results 
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4.2 Search for resources using search terms 
 

You can search for LearningField resources using specific search terms: 

1. Click on the LearningField Home page 
2. Enter your search term in the Search box 

 

 

3. Select Books  in the dropdown menu 
4. Refine search results by clicking the strands/substrands  displayed 
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4.3 Using the advanced search function 
 

You can improve the accuracy of your search results by using the advanced search function. 
From the LearningField Home screen: 

1. Click  inside the search box 
2. Click on the Advanced  search filter 

 

 

3. Enter  your search terms  using the options provided 
4. Click Search to display the search results 
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5 Add a Chapter to My Library 
 

When you have located the chapter you want to read: 

1. Hover  the pointer over the chapter and click Add to library  

 

 

When a chapter has been added to your library, you will see these confirmation messages: 

A. Message changes to In your library for the relevant chapter 
B. A confirmation message  is displayed at the bottom of the screen 
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5.1 Remove a chapter from My Library 
 

To remove a chapter from My Library: 

1. Click on the My LearningField  tab 
2. Click on My Library   

 

 

3. Locate the chapter that you want to delete, and click on Remove from library  

 

 

When a chapter has been deleted from your library, you will receive a confirmation at the 
bottom of the screen: 
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6 Add a Chapter to Group Library 
 

When you have located the chapter you want to read, if you want to add it to a group: 

1. Click on the chapter title to display the chapter synopsis and options to add to a 
group 

 

 

2. Click Add to group  
3. Select group  from the Add to group pop up box 

 

When a chapter has been added to your group library, a confirmation message will be 
received: 

A. Message changes to In your library  
B. A confirmation message  is displayed at the bottom of the screen 
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Note:  to set up a group, please see section 7.1 
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6.1 Remove a chapter from a Group Library 
 

To remove a chapter from a Group Library 

1. Click on the My LearningField  tab 
2. Click on Groups   

 

3. Click on the Group name  to display the group dashboard 

 

4. Click on Group library  
5. Locate the chapter you want to remove and click Remove from library  
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7 Managing Groups 

7.1 Set up a group 
 

To set up a group: 

1.  Click on My LearningField   
2. Click on Groups  
3. Click on the Course + button to create your group 

 

 

OR if you already have a group created, and want to create a new group: 

 1. Click Create a new group  

 

 

 

The group creation page will be displayed for you to enter the details of your group. 
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Enter the Group details: 

A. Enter Title (Mandatory)  
B. Enter Description (Optional) 
C. Enter Syllabus (Optional) 
D. Enter Instructor Description (Optional) 
E. Click Submit  

 

 

Your new group dashboard will be displayed for you to start managing your group. 
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7.2 Managing your group (overview) 
 

You can manage your group at any time through the group dashboard  located at My 
LearningField  > Groups > Group name : 

 

 

1. Search for students using their name or email address and invite  them to the group. 
They will then be automatically added to the group 

2. Create a group discussion  thread for real-time discussions in the portal and the app 
3. Advanced options including:  

i. Edit group details 
ii. Change instructors 
iii. Delete group 

4. Post announcements  to your group 
5. View all the students in your group 
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7.3 Invite students to a group 
 

You can invite students to a group at any time through the group dashboard  located at My 
LearningField  > Groups 

1. Click on the Group name that you want to invite students to open the group 
dashboard 

 

 

2. In the group dashboard, click Invite students  

 

 

3. Enter all or part of the student name  in the search box. You can also search by 
email suffix, eg. @yourschool to search for all the students that are registered at 
your school at once.  

4. Click Find  
5. Check  the box next to the student that you want to invite to the group 
6. Click Invite . The student will be shown in the Invited students panel. If you want 

to invite another student, you can now type the next student name 
7. Close  the dialog box when you have added all students.  Students will 

automatically be added to the group.  They do not need to accept an invitation. 
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7.5 Create a group discussion using the web portal 
 

To create a discussion with a group using the web portal: 

1.  Click on My LearningField  
2. Click on Groups  
3. Select group   

  

 

4.  In the group dashboard, select Create a discussion  
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5.  Enter the discussion thread Title  
6. Enter details  for the discussion thread 
7. Click Submit  to post the discussion to the group 

 

Members of the group can now respond to the discussion in both the web portal and the  
app. 

Note:   You can also create a group discussion in the LearningField App. 
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7.6 Post an announcement to a group  
 

To post an announcement to a group: 

1.  Click on My LearningField  
2. Click on Groups  
3. Select group   

  

 

4. Under Latest announcements, enter your announcement in the dialog box 
5. Click Send to post your announcement 

 
A. Previous announcements are shown in this panel 
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7.7 Edit group details 
 
To change the name of a group, or to edit the group description or syllabus: 

1. Click on My LearningField  
2. Click on Groups  
3. Select group  that you wish to edit 

 
 

 
 

4.  In the group dashboard, select Advanced options  
 

 

 

5.  Click Edit Group Details, Instructors & Privacy Settings  
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6.  Enter new details   
7. Click Submit   
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7.8 Change Group Instructor 
 
To change the instructor of a group: 

1. Click on My LearningField  
2. Click on Groups  
3. Select group  that you wish to change the instructor for 

 
 

 
 

4.  In the group dashboard, select Advanced options  
 

 

 

5.  Click Edit Group Details, Instructors & Privacy Settings  
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6.  Click Change instructor   

 

7. Enter the teacher name  
8. Click Search  
9. Select teacher  from search results 
10. Click Submit  

 

 

Note:  The new instructor will not show as the group instructor in the group dashboard; 
however the new instructor will be able to see and use the group dashboard management 
panel in the same capacity as the original group owner. 
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7.9 Delete group 
 

To delete a group: 

1. Click on My LearningField  
2. Click on Groups  
3. Select group  that you wish to delete 

 

 
 

4.  In the group dashboard, select Advanced options  

 

5. Select Delete Group  
A. Click Delete to confirm group deletion Warning: this action cannot be undone. 
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8 LearningField Activity Feed 
 

To view your activity feed: 

1. Click on My LearningField  
2. Click on Activity feed  

Your activity feed is the default view of My LearningField. In your activity feed, you can apply 
the following filters: 

A. All.  Click to apply this filter to see all LearningField activity, including your own 
personal activity, group activity, and teachers/students that you may be following 

B. Teachers I follow . Click to apply this filter to display recent activity for teachers or 
students that you are following 

C. Just Me . Click to apply this filter to restrict the display to your own personal activity 
D. Groups . Click to apply this filter to display recent activity from members of your 

groups 
E. Discussions . Click to apply this filter to display recent group discussion activity 
F. Libraries . Click to apply this filter to display recent library activity including the 

addition and removal of books from group and personal libraries 
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9 Changing your General and Privacy settings 
 

9.1 General settings 
 

To change your general settings: 

1. Click on the Settings  button  

 

 

B. Change your Display name  that other LearningField users will see 
C. Change your Time Zone 
D. Manage Blocked Users 
E. Deactivate  Account  Warning: this action cannot be undone. 
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9.2 Privacy settings 
 

In general, there is no need to change your privacy settings. The default LearningField 
privacy settings have been set up so that other LearningField users can find you, but do not 
have access to any personal details. 

The default LearningField privacy settings are as follows: 

Setting  Type Default  About  
Profile Private Your profile, including groups that you are a member of 

is by default set to private. 
Search Public Your search setting is by default set to public, so that 

other users are able to find you and invite you to 
groups. 

Books Private Your books setting is by default set to private, so other 
users cannot see which chapters are in your library. 

 

To change your privacy settings: 

1. Click on the Settings  button  

 

 

A. Change your Profile settings 
B. Change your Search  settings 
C. Change your Books  settings 
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