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Welcome

Welcome to the University of Pretoria (UP). Your classroom experience is extended and supported
by an online classroom called clickUP. clickUP is the in-house name for the Learning Management
System used at UP. The commercial name is Blackboard. In this document, we will explain the
following:

How to access clickUP

The navigation in clickUP

Where to access the self-paced clickUP orientation module

o Please note that you must be registered as a student to get full access to clickUP. During your
first year’s registration at UP you receive a:

e Student number — starting with a lower-case u, followed by 8 digits (for example,
ul12345678). This number also appears on your student card.
e Student email address (administered through GMail). Your default UP email will look like

this: studentnumber@tuks.co.za (for example, u12345678@tuks.co.za) — Refer to the online

self-paced clickUP orientation course, Module 2 to learn how to set up this email (See p. 10

on where to access this course).

6 Clever tip: Knowing your student number off by heart makes administrative processes easier —
you will be required to write this number on numerous forms and tests. It can also make it easier
to remember your student email address.

Always keep your student card on you when you visit the campus, especially when writing

exams. Without it, you may be refused entrance. You will use your student card to swipe in at
turnstile gates on campus, access some of the buildings (IT labs, library), get student discounts
(at participating retailers off campus) and use it to check out books from the library.

To access clickUP you need:

Access to the Internet (there is free access on campus through the Wi-Fi across campus as well

as the computer labs and library).

N
e‘ G
An Internet Browser: e.g. Mozilla Firefox or Google Chrome (latest versions). Do

NOT use Internet Explorer.
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Log into clickUP

There are three ways to navigate to clickUP:

© Method 1: Through the UP Portal
© Method 2: Directly through the clickUP URL
© Method 3: Through the Blackboard mobile app

Method 1: Through the UP Portal

1. Open your browser (Firefox or Chrome).

2. Inthe address bar, type the URL for the University of Pretoria’s home page:

http://www.up.ac.za.

A MyTUKSLogin JuniorTukkie Careers@UP Tenders@ UP AZ Site Index m‘ A ‘éH Quick Links -‘ English - Search Website fo]

UNIVERSITEIT VAN PRETORIA You C
@&y YUNIBESITHI YA PRETORIA

Media Giving Enterprises  Contact Us

AboutUP  StudyatUP  Facultles Schools and Departments Institutes, Centresand Units ~ Research  Library  Publications

Figure 1: The UP website Home Page

3. Click on MyTUKS Login (at the top of the UP home page).

] MyTUKS Login || JuniorTukkie Careers @ UP  Tenders @ UP  A-Z Site Index At

Institutes, Centres and Units Research

About UP Study at UP Faculties Schools and Departments

Figure 2: MyTUKS Login — link

The TUKS login page will display.
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LOGIN

Please log in with your "p" or "u" username.

For example, Username: u01234567 or p12345678

a4 New user

v u01234567

UNIVERSITEIT VAN PRETORIA
UNIVERSITY OF PRETORIA
YUNIBESITHI YA PRETORIA

SUBMIT

Figure 3: UP Portal login page

4. Login using your Portal username and password.

0 Your username is u, followed by your student number on your student card (for example,
u12345678). The first time you log in, you will use your ID nhumber/Passport number as a
password. After you created your own password through the “new user” link, you will use

your own password for future logins.

Do not share your password with anyone, or they will be able to access your account!

Remember that the system is case sensitive. You must make sure that you use upper and
lower case correctly when typing in your username and password. For example, U12345678
will not work.

NOTE: You use the same password for the UP Portal, clickUP and for connecting your own
devices to the Wi-Fi on campus. When you change your password on the UP Portal, it is
automatically changed for clickUP. However, you must “forget” the TUKS Wi-Fi and log into
it again manually on your devices after you changed your password.

If you are logging in for the first time, click on the New users link. The system will take you
through the steps for creating security questions and to set up your password. Read the
steps and information (on passwords and browsers) carefully.

If you forgot your password, use the Lost (forgotten) password link to create a new one.
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5. The Student Portal will display.

Most of the portlets in the portal can be moved around to customise the screen according to
your needs. One of the portlets will give you access to clickUP.

UP STUDENT PORTAL

MY VIEW MY COLLABORATION SPACES

Search the UP Intranet

Q

&

ADD / REMOVE PORTLETS CUSTOMISE PORTLETS RESET PORTAL LAYOUT

8 Human Resources Managemetl =] 8 clickup

[ fool Use the

@r Ui
This application allows students to and stay safe on
access the e-learning material of the campus
B [ How to use this Portal - academic study courses they are
enrolled for. Use of the Green Route
The Portal allows users to personalize clickUP Homepage
their UP Portal view
You may personalize the outlay of clickUP Help ® 00
unur Partal hy using "Add/remaue” ar

Figure 4: Student Portal

6. Click on the clickUP home page link.

=] 8 clickup n E
This application allows students to access the e-learning
material of the academic study courses they are enrolled for.
I clickUP Homepage I

clickUP Hel

Figure 4: clickUP home page link

7. The clickUP Home Page will display.
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Method 2: Directly through the clickUP URL (Quickest login method!)

1.
2.

3.

Open your browser (Firefox or Chrome).

In the address bar, type the URL for clickUP: https://clickup.up.ac.za/

Blackboard N

USERNAME

PASSWORD:

New Users - Create Password

Request Instructor access to a course
Should you require any support, please visit: hittp://eduvation.up.ac za/help

| Forgot Password?

Figure 5: clickUP login page

Log in using your UP Portal username and password.

4. The clickUP Home Page will display

Method 3: Blackboard mobile application

You can also access clickUP from most mobile devices (tablets, smartphones etc.):

1.
2.
3.
4.
5.

Go to the App Store or Google Play App Store.

Search for Blackboard App
Install the app.

Search for your school: clickUP or University of Pretoria.

Login using your Portal username and password.
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Navigate in clickUP

After you logged into clickUP, the clickUP Home Page will display. The top of the page
contains different tabs. Notice the clickUP Help tab. You can click on it to navigate to the

Help page.

s

UNIVERSITEIT VAN PRETORIA
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clickUP Home Organisations

clickUP Help

My clickUP Notifications Dashboard

News Feeds UP Calendar

Figure 7: clickUP Help tab

Courses — your Modules

There are three spaces on the page. The column on the left displays the modules that you

are registered for.

To access the online classroom for a module, click on the link (blue text) for that module.

=
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My clickUP Notifications Dashboard

clickUP Home Organisations Content Teaching and Learning

clickUP Help  clickUP Support  System Admin

Add Module

FIRST YEAR ORIENTATION AND ONLINE REGISTRATION

Since access to the entrances to the University is being impeded by protest action and threats of intimidation and violence continue, the University will remain cl
remain as planned. However, the first year orientation has been moved by one week and the programme revised accordingly. Online registration continues and
consult our staff and student portals for updates. Senior students can continue to register online at www.up ac za/online-registration. Online registration for our fi

clickUP Courses

Courses where you are: Instructor
AHM 771 Y1 2015

AIM 101 81 2015 (nof currently available)
AKG 120 52 2015 (not currently available)

Assessment Workshop (Template)

clickUP Student News

Lol
O REG
€N Availabi

e Click here
BCMP Resilience Resources
BEL 875 $1 2015 (unavailable - Child course of BEL 875 TAX 801 S1 2015) ClickUP Courses
BEL 875 TAX 801 §12015 WTW 161 52 2015
Figure 8: List of your clickUP courses
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Here is an example of a clickUP module:

¥ SPN101Y12013
First Semester
Second Semester
From the tutor's office
MINITEST

From Marene

First Semester

Spanish handbock introduction

Click HERE to read the introduction of the new Spanish handbook.

Exercise Book first activities

Click HERE to do some of the first activities in the exercise book

Figure 6: Example clickUP module

Each clickUP module might look different, depending on how your lecturer has set it up. Let

us look at some of the features:

Home icon

Refresh button

First Semester
Second Semester
From the tutor's office
MINITEST

From Mareng

Menu

SPN 101 Y1 2013 .3

Logout button
First Semester

Spanish handbook introduction

Click HERE to read the introduction of the new Spanish handbook. Conte nt areas

Exercise Book first activities

Click HERE to do some of the first activities in the exercise book

Figure 7: Features in a typical clickUP module

Home icon: Click on the icon to navigate back to the landing page. The landing page is the
first page you will see when accessing the module.

Refresh button: Click on this button to refresh the screen.

Menu: This is the navigation menu which you will use to access the different content areas
in the module. The items in the menu are hyperlinked, so you can click on them to navigate

through the module.

Content area: In this space, you will find all the files, folders, information and quizzes that
are posted in the module.

Logout button: Remember to log out by clicking on this button when you are done. If you do

not logout, anyone can access your account.
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Global Navigation

Click on the Global Navigation drop-down menu in the top right-hand corner of the page,
next to your name. The drop-down menu will open. It contains the following:

el
o

et D -

Figure 8: Global Navigation drop-down menu

Log out of your account

L
Notifications 5 > E (1

Overview — an overview of activities

that took place in clickUP  =——— )
Descobridores COP -

sp13_eslelle
Training FEL May 2013

Training FEL May 2013
(PROD)

Training FEL May 2013

Posts — keep track of recent posts in
communication tools >

Updates — indicates how many updates
were made within your modules ===p-

Grades — indicates your marks =)

Y OTHER

OURSES

' ]

Calendar — indicates dates that have
been captured for submission of =—)
assignments, class etc.

Training Tumitin 2013

People — view other students’ profiles =%
and follow people

Messages — send messages to other —
students

Spaces — create learning groups or .
search for other groups

Settings

UP Home Page

clickUP Helpsite

Figure 9: Global Navigation tools
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Self-paced clickUP orientation module

You have access to a course that will teach you how to use clickUP and the different tools
available.

Go to https://tinyurl.com/clickupselfhelp

1.
2. Login with u+student number (e.g. u12345678) and your UP portal password.
3. ASelf Enrolment page will open.
4. Click on the Submit button.
5. The system will indicate you are enrolled into the course. Click on the OK button.
6. You will now be in the course where you can learn how to:
e Navigate in clickUP
e Access your UP E-mail account
e Use Turnitin
e Do assignments and tests within clickUP

e Collaborate with other students, etc.
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