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Acceptable use policy and Disclaimer

This Monash e-ResearchSakai Virtual Research Emwiemt pilot is provided ‘as is’ by Monash Univeydibr use by
Monash researchers and their research collaboratather institutions. Use by your research calfators external to
Monash University is encouraged and welcomed. dfskis pilot by all users is subject to Monash \émsity 's
normal Staff Acceptable Use Policy for IT Servi¢a8/P) available atwww.policy.monash.edu/policy-
bank/management/its/it-use-policy-staff-and-autedihtm! The Monash team leader of each research group is
responsible for ensuring that the AUP is adherdaytall members of the group. Publication of imfiation,
information access controls and group membershigrals are the responsibility of the team leadegaxdth worksite.
Monash University does not warrant the accuraghefinformation provided by the service, nor thedss for purpose
of the service for your intended application. Datatored and backed-up on the Universiha®kDSresearch data
store. Services are provided to 3rd parties oalanare no responsibility’ basis. Use of thitedndicates your
acceptance of these terms and conditions.
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1 Introduction

1.1 Please note:Much of Sakai’s rich functionality is intended fekearning applications and, as such, this
can easily hide its many excellent research cotktizm features. Therefore, we would like to redulest
users do their best to look past the eLearningifeatwhenever you encounter them, and instead fgous
the tools and opportunities that this product affeflso, Sakai uses some rather unusual termigiolog

1.2 Important terminology

Project/Project Worksite — Means*Research collaboration work area”

Sakai usesProject ” and “Project Worksite ” to refer to a collaborative research work aread/igual
Research Environment (VRE). This is where usen®gesources, interact and collaborate with atlsers,
and generally complete their work. Due to thiss important to always creat@roject ” sites and not
“Course ” sites when creating new work areas. In additmease note that in Sakai's Help documents, you
will find “Project Sites” listed underC” for “ Course/Project Sites "

Resources — Means!'File sharing”

The Resources section of a work area is wherediestored for users to view and access. It shalgb be
noted that theResources ” function is designed for the bi-directional, mple file sharing, and should not
be confused with the similabDtopbox ” function, which is a private, one-way file traasf

Worksite Setup/Site Info

These sections of the work area are used to cha®gaoles as well as the features and functiomema
available to users through the work area. A safi@efault functions have been set up for usergder to
avoid confusion and help to keep initial work arsimsple and efficient. Additional features and fumes
can be selected at any time during and after hation of a work area, and this can be accomplished a
page is created by accessing tRdit Tools " option from the top menu.

My Workspace — Means!Control panel”

It is important to note that this area is NOT whasers collaborate and complete most of their work.
Instead, this is a special area set up for usersgmal use and so that users can control theiraiction with
Sakai. As such, it is best to consider this t@aliser’s personal control panel.

2 Screen layout

2.1 Work area tabs

Across the top of any Sakai page, users will fimdwa of one or more tabs, with each tab represgrain
available collaborative work area. Left-clicking any of these tabs will provide access these areas.

2.2 Functions (Tools)

Along the left-hand side of any Sakai page, uséltdind a list of functions. Arranged down the fehargin,
these links provide access to all of the availfinetions (tools) that can be accessed within threeat
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work area. Clicking on a function’s name (or itsiivicon) in the list will allow users to accessthe
function or tool in question.

3.0 Important functions’

3.1 Creating an account
Accesshttp://sakai-vre.its.monash.edu/
Click on theNew Accountink in the left menu.

Fill in the mandatoryser Id field with your Authcate username (e.g. “jsmithysur Monash email
address as well as a password of your choiceFirkename andLast name fields are optional, but
it is advisable to complete them as well.

After creating an account you will be automaticddigged in, and are free to create a collaboration
area using th€roject Worksitdink (see Section 3.2).

3.2 Creating a collaboration work area (creating aProject Worksite”)

After logging in, ensure that you have selectedMliyd/NVorkspacdab, and click on theé/orksite Setup
link in the left menu.

SelectNewfrom the top menu, seleBtroject Websit¢see image below) and then click©antinue .

In this area, enter Site title (this will be the name of your new work area) gtailed description in
the large text box labellddescription , and a brief description of the new area in the
Short Description  text box. Thdcon URL text box is optional, and is used to specify alog

! Note: In this documerold text denotes textbox labels, radio button and kihexes italics denotes menu options,
underlinedtext denotes work area tabs duald italic text denotes buttons.
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image that will be displayed above the left menthawork area. To use an image that you have
uploaded into Sakai, please see Section 3.6. Fjraikure that th8ite Contact Name lists your
account name, or the account name of the indivichahtaining the work area, as well as the Monash
email address for this individual. Once you havegieted the above, click @@ontinue .

This section provides a list of features and fuomgithat can be added to a collaboration work area.
Select any and all relevant features (additionatiiees can be added later by accessingdiEeTools
option from the top menu und8ite Infoin your new work area), and then click ©antinue .

By default, thePublish site checkbox is checked, but the work area can belkgpiblished until it

is ready for users. The “Global Access” sectionvadl you to specify who can access the work area,
and whether or not the work area is listed pubiliglthe Sakai directory. By default, the collabarat
area and its content is made available on the Skdaitory to users with accounts on Sakai, but the
Private option will allow the work area to remain unlistéork areas are set up by default to only
allow access to the creator of the work area wetil Sakai users are added, but the final option
(“Can be joined by anyone with authorization to 09 allows users to join a work area without the
need for authorisation, either as viewers who c¢dn iead content (“Access”) or as contributors who
view content and create new content (“Maintain’isToption should only be used for work areas that
are completely open and do not contain any confidifiles or data. This option can be enabled by
checking the aforementioned checkbox, and the irbatmv outlines the above options. Once you
have made your selection(s), click©@antinue to move the final phase.

This page provides a summary of the new work aneldists the options and features to be selected.
Click onBack to change any options and then clickGmeate Site to complete the process and
create the new work area.

Your new work area should now appear as a newdass the top of the page.

3.3 Adding users to your collaboration work area

After creating a work area as outlined above, i in@ necessary to allow other users access in toddrare
files and collaborate in Sakai (if you have addedrywork area to the Sakai directory and enabled th
(“Can be joined by anyone with authorization to ingoption, this step is not necessary). In ordeadd a
user or users, please follow the instructions below

After logging in and accessing the tab with the earhyour newly-created work area, access the
Site Infolink and select thAdd Participantsoption from the top menu.
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In this section there are two textbox@sher Official Participants andNon-official Participants

The former refers to people who have already cteateounts on Sakai, while the latter refers to
people who have not created an account and/oxéemal to Monash University (i.e. academics from
other institutions, consultants, etc). In ordeaddl users, the email address for each user must be
entered into the appropriate textbox, with eachileadaress entered on a new line. For “Other
Official Participants” (i.e. users possessing Sakabunts) Sakai usernames can be utilised instead,
but usernames cannot be used for “Non-officialiBigeints”. For this reason, it is highly
recommended that email addresses be used whergadsinusers. Once the user(s) have been
entered, one of the two “Participant Roles” optiomsst be selectedssign all participants to the

same role allows all users to be offered the same role, ewthie other optioAssign each

participant a role individually  allows each user to be offered a specific rolecédyou have made a
selection, click orContinue .

Depending upon the option that was selected prelyipyou will now be able to selestcess or
Maintain for all users, or for specific users using thepdimvn box next to each username. “Access”
allows users to view the work area, while “Maintaatiows users to add additional content and files,
etc. When the relevant level of access has beented| click orContinue .

In this section, you have an option to send an eimaisers advising them that they have been added
to your work area, and it is recommended that ymea The invitation email is also important for
“Non-official Participants”, as a random passwa@iso emailed to non-registered Sakai users
through this process.

The final page allows you to confirm the detailatthou have entered, and also change any erroneous
entries by using thBack button. When you are satisfied with the detaliskon Finish to complete

the process.

3.4 Setting up, expanding and modifying your collabration work area

After logging in and accessing the collaboratiorrknvarea via the appropriate tab, accessSikeInfo
option in the left menu and then tBdit Tooloption in the top menu. Here, simply select/deddte
functions and features that you would like addedéreed from your web area. When you have
completed your selection(s), click &mish to confirm.
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3.5 Registering other users

In order to register a user who is external to Mtnan Sakai, team leaders or work area
administrators should consult Section 3.3, anav¥olihe instructions for adding participants.
Essentially, adding the email address of an exteisex to the “Non-official Participants” and
selecting the “Send now” email option will creataeav account for the external user (if an account
does not already exist), and send them an emathicong their password. They must then follow the
links provided in the email in order to access §akad it is recommended that the password be
changed when the new user logs in for the firsetim

3.6 Adding files to a work area (adding “Resourcey’

The Resources tool allows you to store your fitea central location and make them available teroth
users. In order to add new files, please see tlewiog:

After logging in and accessing the relevant tailckabn theResourcesption in the left menu. Click
on theAdd button, and select thédpload Files option, which will open a new window.

Here, usa@rowse to locate the file that you would like to uploadtihe work area and enter a
Display Name (i.e. a label or brief description). Additiondkefs can be added by clicking on the
appropriate option, and email notification can éetgo all users, no users or only to users whe hav
requested email notification when new resourcesipi@aded. When you have completed the
selection of your file(s), click obpload Files Now to complete the process.

© Monash University Version 1.22: Last updatecbZB



Monash Sakai VRE User Guide -8-

3.7 Adding an icon (or logo) to your work area

Please note that icons or logos should be no ldhger 100 pixels x 100 pixels in size, althouggrgly
larger sizes (e.g. 120 x 100 pixels) may be swetdbhages larger than this will be reduced in siz@le

substantially larger than this are unlikely to wefkectively and may also cause problems with éfie |
menu.

To find and share the URL of an item, the firspsteto login and access tResourcesnenu item in

your work area. Select thfctionsmenu item next to the relevant image file and ttlaxk on
Edit Details .

A new page has now opened, and it is a simple nmattgght-clicking on the hyperlink under
Web Address (URL) and left-clicking on “Copy”, or by highlighting ¢haddress and usigtrl-C
(in Windows) orCmd-C(on a Macintosh) to copy the URL.

© Monash University Version 1.22: Last updatecbZB
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Once this has been completed, accessSiteelinfoleft menu item and then click d&dit Site
Informationin the top menu.

On this page, right-click in theon URL texbox and left-click on “Paste”, or left-click dhe textbox
and pres€trl-V (in Windows) orCmd-V (on a Macintosh) to paste the URL. After this haen
completed, click of€ontinue and therFinish .

Your new image should now be displayed on theHefid side of the page, just above the left menu.

3.8 Accessing a Sakai work area from Windows Expler

A work area’s “Resources” folder can be accessezttly from Windows using the instructions
provided in the Sakai “Help” area under the WebDi&Yic. This topic can be accessed by selecting
the Upload-Download Multiple Resourcégk in the top menu, which is located by selegtihe
Resourcegption in the left menu within the Sakai work afeaeStep One below). In addition to the
documentation, a series of screenshots outliniisgpttocess have been provided (Steps One to Ten).

Important: Please note that in order to access resourcesdi®akai work area through a WebDAV
client, you must use the URL provided at the tothelUpload-Download Multiple Resourcesige
mentioned aboveStep Ong, as the URLs are dynamically created for everykvemea Step Two).
Hence, if you have accessed the page from youuliefark area (“My Work Area”), the URL will
resemble the followindhttp://sakai-vre.its.monash.edu/dav/~tgsthere “testl” is your username). If
however, you have accessed thoad-Download Multiple Resourcéisk from another work area,
the URL will resemblehttp://sakai-vre.its.monash.edu/dav/1a74d384-8efs3-41ab-3340171553ac
(where the alphanumeric value is the unique ID nemfdr the work area being accessed). Entering
these URLs into thy Network Placesvizard as mentioned in the instructions will allaacess to
the uploaded resources available from the work iargaestion.
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Step One:
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Step Two:

Step Three:

© Monash University

Version 1.22: Last updatecbZB




Monash Sakai VRE User Guide

Step Four:

Step Five:
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Step Six:

Step Seven:
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Step Eight:

Step Nine:
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Step Ten:

If you encounter any problems accessing the resswmn Sakai through Windows Explorer, please
see Section 3.9 below.

3.9 Troubleshooting WebDAYV for Windows XP and Windavs Vista

Note: Due to the Windows implementation of WebDAV on \domvs XP and Windows Vista, there are a
number of known issues that may be encounteredi®tese issues, some users may experience
difficulties using WebDAV. The most common formtbEse issues is that a user is unable to log o t
work area througMy Network Placeand is continually prompted for a username or passwf this
occurs, please see the following solutions.

In order to overcome the issue outlined above, ddicft has released a software update that may help
correct connection problems for some users. Fornmition about the update and how to download
and install it, please see the following articléhia Microsoft knowledge base:
http://support.microsoft.com/kb/907306/en-us

If the update does not solve the problem, the falig workaround has been found to be effective.

When continually prompted by "Connect to sakaiitsanonash.edu.au ..." windows when
attempting to authenticate to Sakai, click @ancel button and then click theK button in the
Window with the message "The folder you've enteleels not appear to be valid. Please choose
another.”

Once this has been done, in the "Add Network P¥sizard", which is accessible by clicking
on the link in the left menu iy Network Placesclick theNext button again. A window
labelled "Connect to sakai-vre.its.monash.edu.awill'appear, but in this case it should
include a check box labellé&®Remember my password . Click on the check box and then click
on OK. Enter your username and password for Sakai amiihc@ with the instructions as
outlined in Paragraph 9 of “Upload-Download MulégResources” description mentioned in
Section 3.8.

If these solutions are effective, the login detalisuld be accepted and a Sakai link should now be
displayed inMy Network Placegas demonstrated in the image present&itep Tenin Section 3.8
above).

If the problems still persist, please seellagaFreeway Quick Start Guigevhich is available here:
http://www.monash.edu.au/eresearch/activities/$ditiifreeway-qgs. pdf
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