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Acceptable use policy and Disclaimer 
This Monash e-ResearchSakai Virtual Research Environment pilot is provided ‘as is’ by Monash University for use by 
Monash researchers and their research collaborators at other institutions. Use by your research collaborators external to 
Monash University is encouraged and welcomed.  Use of this pilot by all users is subject to Monash University 's 
normal Staff Acceptable Use Policy for IT Services (AUP) available at: www.policy.monash.edu/policy-
bank/management/its/it-use-policy-staff-and-authorised.html.  The Monash team leader of each research group is 
responsible for ensuring that the AUP is adhered to by all members of the group.  Publication of information, 
information access controls and group membership controls are the responsibility of the team leader of each worksite.  
Monash University does not warrant the accuracy of the information provided by the service, nor the fitness for purpose 
of the service for your intended application.  Data is stored and backed-up on the University’s LaRDS research data 
store.  Services are provided to 3rd parties on an ‘all care no responsibility’ basis.  Use of this site indicates 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 for eLearning applications and, as such, this 
can easily hide its many excellent research collaboration features. Therefore, we would like to request that 
users do their best to look past the eLearning features whenever you encounter them, and instead focus upon 
the tools and opportunities that this product offers.  Also, Sakai uses some rather unusual terminology. 

1.2 Important terminology 

Project/Project Worksite  – Means: “Research collaboration work area” 
Sakai uses “Project ” and “Project Worksite ” to refer to a collaborative research work area, or Virtual 
Research Environment (VRE).  This is where users store resources, interact and collaborate with other users, 
and generally complete their work. Due to this, it is important to always create “Project ” sites and not 
“Course ” sites when creating new work areas. In addition, please note that in Sakai’s Help documents, you 
will find “Project Sites” listed under “C” for “ Course/Project Sites ”. 

Resources  – Means: “File sharing”  
The Resources section of a work area is where files are stored for users to view and access.  It should also be 
noted that the “Resources ” function is designed for the bi-directional, multiple file sharing, and should not 
be confused with the similar “Dropbox ” function, which is a private, one-way file transfer. 

Worksite Setup/Site Info  
These sections of the work area are used to change user roles as well as the features and functions made 
available to users through the work area. A series of default functions have been set up for users in order to 
avoid confusion and help to keep initial work areas simple and efficient. Additional features and functions 
can be selected at any time during and after the creation of a work area, and this can be accomplished once a 
page is created by accessing the “Edit Tools ” option from the top menu. 

My Workspace  – Means: “Control panel” 
It is important to note that this area is NOT where users collaborate and complete most of their work.  
Instead, this is a special area set up for users’ personal use and so that users can control their interaction with 
Sakai.  As such, it is best to consider this to be a user’s personal control panel. 

2  Screen layout 

2.1 Work area tabs 
Across the top of any Sakai page, users will find a row of one or more tabs, with each tab representing an 
available collaborative work area. Left-clicking on any of these tabs will provide access these areas. 
 

 
 

2.2 Functions (Tools) 
Along the left-hand side of any Sakai page, users will find a list of functions. Arranged down the left margin, 
these links provide access to all of the available functions (tools) that can be accessed within the current 



Monash Sakai VRE User Guide   - 4 - 

© Monash University   Version 1.22: Last updated 23/6/08 

work area. Clicking on a function’s name (or its mini-icon) in the list will allow users to access to the 
function or tool in question. 

3.0 Important functions1 

3.1 Creating an account 
·  Access http://sakai-vre.its.monash.edu/  

·  Click on the New Account link in the left menu. 

·  Fill in the mandatory User Id  field with your Authcate username (e.g. “jsmith”), your Monash email 
address as well as a password of your choice. The First name  and Last name  fields are optional, but 
it is advisable to complete them as well. 

·  After creating an account you will be automatically logged in, and are free to create a collaboration 
area using the Project Worksite link (see Section 3.2). 

 

3.2 Creating a collaboration work area (creating a “Project Worksite”) 
·  After logging in, ensure that you have selected the My Workspace tab, and click on the Worksite Setup 

link in the left menu. 

·  Select New from the top menu, select Project Website (see image below) and then click on Continue .  

 

·  In this area, enter a Site title  (this will be the name of your new work area), a detailed description in 
the large text box labelled Description , and a brief description of the new area in the 
Short Description  text box. The Icon URL  text box is optional, and is used to specify a logo or 

                                                      
1 Note: In this document Bold text denotes textbox labels, radio button and checkboxes, italics denotes menu options, 

underlined text denotes work area tabs and bold italic text denotes buttons. 
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image that will be displayed above the left menu in the work area. To use an image that you have 
uploaded into Sakai, please see Section 3.6. Finally, ensure that the Site Contact Name  lists your 
account name, or the account name of the individual maintaining the work area, as well as the Monash 
email address for this individual. Once you have completed the above, click on Continue . 

·  This section provides a list of features and functions that can be added to a collaboration work area. 
Select any and all relevant features (additional features can be added later by accessing the Edit Tools 
option from the top menu under Site Info in your new work area), and then click on Continue . 

·  By default, the Publish site  checkbox is checked, but the work area can be kept unpublished until it 
is ready for users. The “Global Access” section allows you to specify who can access the work area, 
and whether or not the work area is listed publicly in the Sakai directory. By default, the collaboration 
area and its content is made available on the Sakai directory to users with accounts on Sakai, but the 
Private  option will allow the work area to remain unlisted. Work areas are set up by default to only 
allow access to the creator of the work area until new Sakai users are added, but the final option 
(“Can be joined by anyone with authorization to log in”) allows users to join a work area without the 
need for authorisation, either as viewers who can only read content (“Access”) or as contributors who 
view content and create new content (“Maintain”). This option should only be used for work areas that 
are completely open and do not contain any confidential files or data. This option can be enabled by 
checking the aforementioned checkbox, and the image below outlines the above options. Once you 
have made your selection(s), click on Continue  to move the final phase. 

 

·  This page provides a summary of the new work area and lists the options and features to be selected. 
Click on Back  to change any options and then click on Create Site  to complete the process and 
create the new work area. 

·  Your new work area should now appear as a new tab across the top of the page. 

3.3 Adding users to your collaboration work area 
After creating a work area as outlined above, it may be necessary to allow other users access in order to share 
files and collaborate in Sakai (if you have added your work area to the Sakai directory and enabled the 
(“Can be joined by anyone with authorization to log in” option, this step is not necessary). In order to add a 
user or users, please follow the instructions below: 

·  After logging in and accessing the tab with the name of your newly-created work area, access the 
Site Info link and select the Add Participants option from the top menu.  
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·  In this section there are two textboxes; Other Official Participants  and Non-official Participants . 
The former refers to people who have already created accounts on Sakai, while the latter refers to 
people who have not created an account and/or are external to Monash University (i.e. academics from 
other institutions, consultants, etc). In order to add users, the email address for each user must be 
entered into the appropriate textbox, with each email address entered on a new line. For “Other 
Official Participants” (i.e. users possessing Sakai accounts) Sakai usernames can be utilised instead, 
but usernames cannot be used for “Non-official Participants”. For this reason, it is highly 
recommended that email addresses be used when adding new users. Once the user(s) have been 
entered, one of the two “Participant Roles” options must be selected. Assign all participants to the 
same role  allows all users to be offered the same role, while the other option Assign each 
participant a role individually  allows each user to be offered a specific role. Once you have made a 
selection, click on Continue . 

 

·  Depending upon the option that was selected previously, you will now be able to select Access or 
Maintain  for all users, or for specific users using the dropdown box next to each username. “Access” 
allows users to view the work area, while “Maintain” allows users to add additional content and files, 
etc. When the relevant level of access has been selected, click on Continue . 

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

·  The final page allows you to confirm the details that you have entered, and also change any erroneous 
entries by using the Back  button. When you are satisfied with the details, click on Finish to complete 
the process. 

3.4 Setting up, expanding and modifying your collaboration work area 
·  After logging in and accessing the collaboration work area via the appropriate tab, access the Site Info 

option in the left menu and then the Edit Tool option in the top menu. Here, simply select/deselect the 
functions and features that you would like added/removed from your web area. When you have 
completed your selection(s), click on Finish  to confirm. 



Monash Sakai VRE User Guide   - 7 - 

© Monash University   Version 1.22: Last updated 23/6/08 

 

3.5 Registering other users 
·  In order to register a user who is external to Monash on Sakai, team leaders or work area 

administrators should consult Section 3.3, and follow the instructions for adding participants. 
Essentially, adding the email address of an external user to the “Non-official Participants” and 
selecting the “Send now” email option will create a new account for the external user (if an account 
does not already exist), and send them an email containing their password. They must then follow the 
links provided in the email in order to access Sakai, and it is recommended that the password be 
changed when the new user logs in for the first time. 

3.6 Adding files to a work area (adding “Resources”) 
The Resources tool allows you to store your files in a central location and make them available to other 
users. In order to add new files, please see the following: 

·  After logging in and accessing the relevant tab, click on the Resources option in the left menu. Click 
on the Add button, and select the Upload Files  option, which will open a new window.  

 

·  Here, use Browse  to locate the file that you would like to upload to the work area and enter a 
Display Name  (i.e. a label or brief description). Additional files can be added by clicking on the 
appropriate option, and email notification can be sent to all users, no users or only to users who have 
requested email notification when new resources are uploaded. When you have completed the 
selection of your file(s), click on Upload Files Now  to complete the process. 



Monash Sakai VRE User Guide   - 8 - 

© Monash University   Version 1.22: Last updated 23/6/08 

 

3.7 Adding an icon (or logo) to your work area 
Please note that icons or logos should be no larger than 100 pixels x 100 pixels in size, although slightly 
larger sizes (e.g. 120 x 100 pixels) may be suitable. Images larger than this will be reduced in size, while 
substantially larger than this are unlikely to work effectively and may also cause problems with the left 
menu.  

·  To find and share the URL of an item, the first step is to login and access the Resources menu item in 
your work area. Select the Actions menu item next to the relevant image file and then click on 
Edit Details .  

 

·  A new page has now opened, and it is a simple matter of right-clicking on the hyperlink under 
Web Address (URL)  and left-clicking on “Copy”, or by highlighting the address and using Ctrl-C 
(in Windows) or Cmd-C (on a Macintosh) to copy the URL. 
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·  Once this has been completed, access the Site Info left menu item and then click on Edit Site 
Information in the top menu. 

·  On this page, right-click in the Icon URL  texbox and left-click on “Paste”, or left-click on the textbox 
and press Ctrl-V (in Windows) or Cmd-V (on a Macintosh) to paste the URL. After this has been 
completed, click on Continue  and then Finish . 

 

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

3.8 Accessing a Sakai work area from Windows Explorer 
·  A work area’s “Resources” folder can be accessed directly from Windows using the instructions 

provided in the Sakai “Help” area under the WebDAV topic. This topic can be accessed by selecting 
the Upload-Download Multiple Resources link in the top menu, which is located by selecting the 
Resources option in the left menu within the Sakai work area (see Step One  below). In addition to the 
documentation, a series of screenshots outlining this process have been provided (Steps One to Ten). 

·  Important:  Please note that in order to access resources from a Sakai work area through a WebDAV 
client, you must use the URL provided at the top of the Upload-Download Multiple Resources page 
mentioned above (Step One), as the URLs are dynamically created for every work area (Step Two). 
Hence, if you have accessed the page from your default work area (“My Work Area”), the URL will 
resemble the following: http://sakai-vre.its.monash.edu/dav/~test1 (where “test1” is your username). If 
however, you have accessed the Upload-Download Multiple Resources link from another work area, 
the URL will resemble: http://sakai-vre.its.monash.edu/dav/1a74d384-8e53-4a59-b1ab-3340171553ac 
(where the alphanumeric value is the unique ID number for the work area being accessed). Entering 
these URLs into the My Network Places wizard as mentioned in the instructions will allow access to 
the uploaded resources available from the work area in question. 
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Step One: 
 

 
 
 
Step Two: 
 

 
 
 
Step Three: 
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Step Four: 
 

 
 
 
Step Five: 
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Step Six: 
 

 
 
 

Step Seven: 
 

 
 



Monash Sakai VRE User Guide   - 13 - 

© Monash University   Version 1.22: Last updated 23/6/08 

 

Step Eight: 
 

 
 
 
Step Nine: 
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Step Ten: 
 

 
 

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

3.9 Troubleshooting WebDAV for Windows XP and Windows Vista 
Note: Due to the Windows implementation of WebDAV on Windows XP and Windows Vista, there are a 
number of known issues that may be encountered. Due to these issues, some users may experience 
difficulties using WebDAV. The most common form of these issues is that a user is unable to log into the 
work area through My Network Places and is continually prompted for a username or password. If this 
occurs, please see the following solutions. 

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

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

·  When continually prompted by "Connect to sakai-vre.its.monash.edu.au ..." windows when 
attempting to authenticate to Sakai, click the Cancel  button and then click the OK button in the 
Window with the message "The folder you've entered does not appear to be valid. Please choose 
another."  

·  Once this has been done, in the "Add Network Place Wizard", which is accessible by clicking 
on the link in the left menu in My Network Places, click the Next button again. A window 
labelled "Connect to sakai-vre.its.monash.edu.au…" will appear, but in this case it should 
include a check box labelled Remember my password . Click on the check box and then click 
on OK. Enter your username and password for Sakai and continue with the instructions as 
outlined in Paragraph 9 of “Upload-Download Multiple Resources” description mentioned in 
Section 3.8.  

·  If these solutions are effective, the login details should be accepted and a Sakai link should now be 
displayed in My Network Places (as demonstrated in the image presented in Step Ten in Section 3.8 
above). 

·  If the problems still persist, please see the DataFreeway Quick Start Guide, which is available here: 
http://www.monash.edu.au/eresearch/activities/sakai/datafreeway-qs.pdf. 


