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This project has been funded with support from the European Commission. This
publication reflects the view only of the author and the Commission cannot be held
responsible for any use which may be made of the information contained therein.

All rights for pictures in this content showing pictograms with white figures, by Fotolia
LLC, New York, USA

Licensing
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Standard Training and Education for Professionals concerning ICF and visual
impairment by STEP-IVI project consortium within the ENVITER network is licensed
under a Creative Commons Attribution-NonCommercial-ShareAlike 3.0 Unported
License.

The ICF codes are not licenced under the terms of a Creative Commons Attribution-
NonCommercial-ShareAlike 3.0 Unported License.

ICF codes, terms and text used by permission of WHO from: International
Classification of Functioning, Disability and Health, First Edition. Geneva, World
Health Organization, 2001.

Official ICF codes and licensing http://www.who.int/classifications/icf/en/

Disclaimer

The authors and editors (hereafter mentioned as: "The author") reserve the right not
to be responsible for the topicality, correctness, completeness or quality of the
information provided. Liability claims regarding damage caused by the use of any
information provided, including any kind of information which is incomplete or
incorrect, will therefore be rejected.

All offers are not-binding and without obligation. Parts of the pages or the complete
publication including all offers and information might be extended, changed or partly
or completely deleted by the author without separate announcement.

Production and Publishing

This course material is produced and published by the STEP-IVI project consortium
of the ENVITER network.

This Tutorial is the official course-handbook for the STEP-1VI certified E-Learning
course.
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1 Welcome to the STEP-IVI project

In this Module "Introduction" you'll find detailed information about the course, it's aim,
structure and content, We'll also introduce you into the use of the learning
environment and the features it offers for an efficient learning.

To navigate to the next or previous page you can use the following shortcuts:

Operating

System Keys Effect Remark

In case of alternative use of this
Windows: [Shift][Alt][.] + [return] ||To next page combination, it may be necessary to
add the [Ctrl] Key

In case of alternative use of this
Windows: [Shift][Alt][,] + [return] ||To previous page combination, it may be necessary to
add the [Ctrl] Key

|MAC OS X: ||[Ctr|] [AIt][.] + [return] ||To next page || |
|MAC OS X: ||[Ctr|] [AIt][,] + [return] ||To previous page || |

Of course you can also navigate with the mouse and the graphical navigation Icons
on the right corner on top of the page and the bottom:

1.1 Aim and content of this ICF course

This course is intended for professionals working in the field of education with people
with vision impairment. Those professionals can be:

« Medical experts working with visually impaired people (henceforth
abbreviated: VIP)

- Teacher, trainer in education of VIP

« Psychologists, Social professionals working with VIP

« Mobility and ADL trainer

« Consultants working with VIP

The aim of this course is to facilitate the course participants in understanding the
principles of the bio-psycho-social model of the ICF.

SrrEP : IVI © The STEP-IVI Project Consortium - diion
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After this course you should be able to link the ICF terms with your daily work and
use them in appropriate way. This e-learning course is structured in the present
module which introduces you into the course and the utilisation of the Learning
environment and three further, ICF oriented modules:

Module 1: Introduction

This module gives you an introduction about the course aim and it's structure.
Furthermore you'll find information how to use the E-learning environment of the
Learning Management System (Abbrev. LMS) you are logged in right now. At the end
of this module you should be able to use this LMS according to the learning
requirements of this course.

Learning duration of this module (Including exercises and online lessons): approx.
4 hrs.

Module 2: ICF Basic

This module informs you about the background and purpose of the ICF. At the end
of this module, yout should be able to reproduce the aim and the basic elements of
ICF.

Content of this module are:

« General aim of ICF

« ICF domains

« ICF as international classification

- ICF as international standard

« The model, components and structure of ICF

Learning duration of this module (Including exercises and online lessons): approx.
14 hrs

Module 3: ICF Advanced |

In this module, you will learn the structure of ICF, in particular the meaning of the
domains and their chapters and categories. A special focus will be put on the
components activity and participation. An introduction into the classification will build
the basis for the following module. At the end of this module, you should be able to
identify and work with the terms of the ICF definition. Furthermore you should be able
to make a transfer of their work to the ICF components.

Content of this module are:
« Structure of the ICF classification

«  Model of Functioning and Disability
« Introduction in the use of qualifiers

European Commission Programme:
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Learning duration of this module (Including exercises and online lessons): approx.
12 hrs

Module 4: ICF Advanced Il

In this module you will intensify your knowledge concerning the classification of the
components. In particular the coding of the constructs “Activity” and “Participation”
will be explained.

At the end of this module, the participants should be able to use the classification and
the related qualifiers. They furthermore should be able to reproduce the coding for
the various components in exercises focused on visual impaired people (e.qg.
Fictional case studies, CV’s or examples).

Learning duration of this module (Including exercises and online lessons): approx.
12 hrs

1.2 How to use the E-Learning environment

) i

[m

1.2.1 Features and function of this Learning Management System

After you succeed to login and enter our LMS, you might be a bit surprised by the
various menus and elements. But don't be scared:

[ 2

The aim of every modern LMS is to:
1. provide students and trainer with all learning tools and -media which are
required for the learning process
2. provide communication tools which enable a synchronous or asynchronous
communication
3. facilitate the course-administration and -monitoring for the trainer and the
training organisation
To put it in a nutshell: A LMS is similar to a virtual campus. Unlike to a real campus
the structure of this learning environment is quite simple and almost self explaining.

We will introduce you to the main structure and key elements of the Environment.

S.—r,E P ‘ |V| © The STEP-IVI Project Consortium —— o
KT ot re 1. Version * 14-01 European C()ﬂllllls‘_amln Learning

Programme:




-8—
STEP-IVI Tutorial Introduction

1.3 Main elements of the Learning Environment

Overview about the screen

The screen of the environment is separated in 3 main frames. The main frame is in
the center and alters corresponding to the selected element. The two frames which
remains the same are:

1. On the top in red coloured frame: The menu with various tools

2. On the left screen with blue coloured frame:
a) The content navigation with the available learning content. Usually the page
which was read during the Ist visit of the student remains opened and scrolled
up. In the picture below, it was the page 1.2
b) Various student tools like actual threads in the forum, search engine, list of
students who are actually logged in and quick polls

In addition to the main frames there are navigation elements which are located on the
right side of the screen (in green coloured frame)

BFW Dueren Lernserver

STEP-IV1 i

rse Home Forums

My Start Page S Jump 7 Inbox Search Help

Chat Glossary

My Start Page > STEP-1VI English version > Course Home

O v

frourse Home

= Module 1- Introduction
1. Welcome to the STE...
1.1 Aim and content o.
1.2 How to use this E...
1.3 Main elements of...

@ Module 2 - ICF Basics

@ Module 3 ICF Advanced 1

@ Module 4 Advanced 11

orum Posts
Content in devedpme..

Welcome

earch

Match:
All words.

Search

eb Search

Daten absenden

sers Online

[Suest User
Guests are not listed

olls

The structure and Layout of this

# | Guest User | Log-out

Q
Content and /

Studenttools Navigation

| | L' 2L
. . . .o . . .
. .o . o . . .
. . . .o
concerning ICF and Visual Impairment
ICF Training course for professionals
3 Site-map Forums ‘ / Chat
7
Browse through the whole course site from one ‘W, General Subjects (March 7, 12:02) Neone Found.
location. ‘W, ICF Basics (June 27, 7:58)
Announcements

Welcome on board!

My Tests and Surveys Links File Storage

Menu

Course Ho,

_

Standard Trainirx

Welcome to the LMS of the BFW Dueren. This platform will host all course materials for the STEP-IVI course.
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1.3.1 The menu of the Learning environment

A) General

At the upper screen, there is a row with tabs. This row is the main menu. In this main
menu you'll find the essential communication and learning tools for your course. You
can activate those Tabs either with your mouse or with an Access Key combination.
If you are using a Microsoft Windows operating system, the function key for the
Access Key is usually the left [Alt] key. Using an Apple Mac OS Operating system,
you have to combine the left [Alt] plus [Cmd] key. You just have to combine it with the
number key of the requested Tab.

Example: if you want to activate the Menu "Chat" on your Windows computer, you
have to press the left [Alt] key plus the [3], because the chat is the third menu item.
Mac user press [Alt][Cmd] plus [3]. After doing this, you will see, that the menu "Chat"
is instantly highlighted and activated. If you use a screenreader or a special
keyboard, it might happen, that the menu Tab is only selected and highlighted. In this
case just press the "Return” key and the Chat screen will be activated.

Navigation
You can navigate with the Tabulator key sequentially through all elements and
objects of the visible page.

B) Communication tools

These menu items are the Chat and the Forum in Tab-position 2 and 3.

The Forum is a message board and enables asynchronous communication between
all enrolled student and trainer of the course. The forum works similar to those you
may know from other web-services. There are several main topics to structure the
message board and within those topics you'll find several Threads. All students and
trainer are privileged to answer to existing discussion and open new threads.

The Chat is a discussion platform for synchronous communication between at least
two users who are logged in. This communication is text-based and will be executed
via text message. All users are privileged to start and join a chat session.

Beides the above mentioned communication tools, which can be also initiated by
students, the LMS offers further tools to enable communication between trainer and
student. Tose tools are not part of the menu. On the bottom you'll find the
Announcement area. Announcements are news from the trainer, he wants to
disseminate to the students. In the lower left corner you may find the Quick Poll
area. Those polls are simple tools for the trainer to receive instant feedback from the
student.

SrrE P : IVI © The STEP-IVI Project Consortium - diion
J I LT =1V 1. Version * 14-01 Co-financed by the nLeunung
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BFW D

0 yueren Lernserve My Start Page =] kmp Inbox Search Help
STEP-IVI English version
Course Home Forums . Chat Glossar Y My Tests and Surveys Links File Storage
— \ 7 | Guest User | Log-out
: Communication tools
Course Home
Standard Training and _Educationfor Profissionals
Sea
.
.
als
Sear
Web # Forums Chat

Announcements

polls Welcome on board!

Welcome to the LMS of the BFW Dueren. This platform will host all course materials for the STEP-IVI course.

C) Learning tools

The menu offers additional Learning Tools, which are provided additionally to the
pure content. Those tools might be helpful for you and are not part of the content.
The main tools here are the Glossary, Link and File Storage.

In the Glossary you'll find the explanation to technical terms which are used in this
course. In the content, those words are highlighted with a dotted line, which are
implemented in the Glossary. As soon as the Focus or the mouse pointer is on this
highlighted term, an explanation is shwn at the edge of the pointer.

In the menu Link you'll find a list to external websites, which might be useful for you.

In File Storage you'll find files which might be necessary or useful and you can
download to your computer.

My Start Page -] Jme Inbox Search Help
STEP-1IVI English version
—
Course Home Forums Chat Glossary My Tests and Surveys (:n’k? File 5(0-«,9
— i — = /7 | Guest User | Log-cut
Rart Pag B.IVI Englich v > Course Home \ ‘
Content Navigetion " Lea rning tools
& Module 1- Introduction Course Home
Module 2 - ICF Basics
@ Module 3 ICF Advanced |
@ Module 4 Advanced 11
Standard Training and _Education for_Professionals
STEP-IVI
* Welcome
—
Search
. . . . ey =g .
. . . s . o S
. . . e
’ulu s concerning ICF and Visual Impairment
A s 2 2
ICF Training course for professionals
Searc!
W Bearch site-map Forums Chat
Bromse VDU e mRoE CouTse 516 from one .G
Oats h
Usars Oni
Guests are not listed Announcements
Welcome on board!
of b
Welcome to the LMS of the BFW Dueren. This platform will host all course materials for the STEP-IVI course.

4 Learning
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1.3.2 a Communication Tool - Forum

-
. 4

A) Activating and using the forum

After entering the Forum you will see a list of main subjects in the forum. On the left
side you see the headline and below a short description what is discussed in this
board. In the centre and on the right you'll find information about the number of
threads and comments in this board and when the last message was made here. The
option "Subscribe" offers you a message service via e-mail, which generates an
information mail to inform you about a new posting in the subscribed thread. This
message will be send to your e-mail address of your registration.

Forums Forum threads (headlines)

Forums Search

Subscribe
General subjects not dedic; a certain ICF topic
ICF Basics 0 0 2013-02-20 15:05:04
About Module 2 Basics of ICF

Go to Top

F Number of Threads Number of Posts Last Post

1 2 2013-03-07 12:02:48

B) Reading threads and postings

You can open the board and the related thread by activating the headlines with
mouse or Tab and Return key. Example: you want to read the postings in the thread
"ICF Basics". Just activate the headline "ICF Basics" and a new page will be opened.
Here you can access the available postings by activating the related headlines.

C) Writing a forum posting or a new thread

Writing a posting is very simple. After activating the headline, you'll can read the
requested posting. Directly under this element you find the editor where you can
reply to the activated message.

If you want to start a new thread, you simply activate the Tab "New Thread". Then
you have to edit a new headline for the subject and in the text field below your
message. By activating the button "Post" your posting or thread is published. Within a
timeframe of 2 hours after creating your comment it will be possible to update your
message.

European Commission Programme:
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New Thread

®  ICF Basics New Thread

| PostM e |

* Subject
|Con(em in devedpment

* Body
Content Basic is now in implementation to content. I expect completion until 5th July |

- All words starting with http:// are made into links.
- All emall addresses are made into links.
- HTML Is disabled.

Click on the code or emoticon you want to use.

Emoticons: D OB OB F QDO

Codes:Bold, [talic, Underline, Center, Quote, Link, Image, Media

Subscribe to this thread to receive notification via email of replies.

Post Cancel

1.3.2 b Communication-Tool Chat

Opening and using the Chat

After activating the "Chat" Tab in the main menu, an almost empty frame appers in
the center of the LMS. Just activate here the link "Start Chat" and the following
window appear:

Messages Options

system: User icfguest has logged in. Edit Preferences | Exit C

Refresh Messages

User List and History
* icfguest (you)

Message window Full History | Refresh User |

Quick Keys
o Alt + C: Jump to Compose Message
e Enter: Post a completed message
* Alt + R: Refresh Messages
e Alt + M: Jump to Messages
e Alt + Q: Quit Chat

Compose Message

= Edit Field

The "interactive" and most important elements can be found on the left side f the chat
window. Top left, you'll see a system information about the people who are actually in
the chat room.

Below this information you'll see all messages leading with the user name of the
sender.

Sr P lVI © The STEP-IVI Project Consortium _ diion
> | E =iV 1. Version * 14-01 Co-financed by the -Led,,..ng
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Bottom left you'll find your edit field where you can type your message. You'll send
the message to the chat room by activating the "Return” key. After pressing "Return”
your message is "on air" as it is. At this point you have no opportunity to change or
delete it.

On the top of the right side you'll find the list of those users who are actual in the
chatroom.

Below this information there are a list of Access Keys which are useful to operate the
chat without mouse.

The Access keys are:

1. [Alt] + [C]: Jump to Compose Message
2. [Return]: Post a completed message
3. [Alt] + [R]: Refresh Messages

4. [Alt] + [M]: Jump to Messages

5. [Alt] + [Q]: Quit Chat

The listed commands are for User with Microsoft Windows operating system. User of
Apple MAC OS just press the [Ctrl] key simultaneously with the [Alt] key instead.

1.3.3 The File Storage

"

Purpose of File Storage

The main purpose of this feature is to provide an area, where all kind of files, which
are useful for the course and which don't belong to the content can be stored for
download. The File storage can be organized and separated by different thematic
folders, like any file explorer on your operating system. The access to folders can be
restricted by the instructor. The logic of the systematic of filing is in responsibility of
the administrator or trainer. So far the structure and volume of this feature will
increase and change permanently during the course. Considering this, the picture of
the file storage below is only an example and can change from the present design.

Downloading Files

In the present course uploading files is yet restricted to administrators and trainers.
But all users are privileged to download the stored files.

After activating the Menu "File Storage" with mouse or Access key, the main window
appears. In our course you'll see various folders in alphabetical order. If you want to
download a complete folder, you must activate the checkbox before the name of the
folder and activate the button "Download". The following procedure of selecting a
target folder is similar to common download procedures.

STEP-IVI e
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If you want to download a certain file from a folder, you must activate the folder with
mouse or by selecting the folder with the Tab and Return key.

]
L)
File Storage
Workspace | Course Files ~| | Go!

Path to Current Directory: Home

File Author Revisions Comments Size Date
] Content EN
Ca Curriculum
& Learning Material DE
] Learning Material EN
& Pictures

] Project Templates

t Download

Go to Top

In our example, we want to download the curriculum document. So we activate the
identical folder. The subordinate structure will be opened. In our example this looks

like:
L]
File Storage Available documents
Workspace | Course Files v| | Go!
Path to Current Directory: Home » Curriculum
File Author Revisions Comments Size Date
& Back
¥ STEP-IVI_Product_Curriculum.doc Juergen Huellen - 0 Comments 348 KB 2013-06-25 13:01
STEP-IVI Curriculum V1 English

ﬁ Download

Go to Top

Now we activate the checkbox before the filename and activate the download button
again. Again we are requested to select the target location of the file. Then the file is
loaded.

European Commission Programme:
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1.4 Setup and personal preferences

_‘(\

|

P -

1. Customizing your LMS setup

Well this sounds great... doesn't it? Customizing your learning This meant for most
students in traditional schools, misshaping the school walls or textbooks with graffiti.
Don't worry your computer screen stays untouched.

As a matter of fact, this LMS offers you various options to change the design of your
learning environment. These are the main elements of the LMS which can be
adjusted according to the individual preferences:

Language of the LMS

Design and layout of the LMS

Personalizaton of your user account

Maintenance of personal data and acces details (e.g. password, e-mail
address)

PwpdPE

The language of the LMS can simply be changed, by selecting the required language
at the bottom of the page. But be aware that only the language of the menus and the
user interface can be changed. The language of the content will remain as it is.

2. Setup of your personal profile

You can change your personal profile either directly after your successful login or
during you are in a course room. In this case you have to jump back to the start

BFW Dueren Lernserver @ge :@ Inbox Search Help
STEP-1IVI English version
Course Home Forums Chat Glossary My Tests and Surveys Links File Storage
# | Guest User | Log-out

1y Start Page > STEP-1VI English version > Course Home
Content Navigation (I=
Course Home

@ Module 1- Introduction Course Home

@ Module 2 - ICF Basics
@ Module 3 ICF Advanced I
@ Module 4 Advanced II
Standard Training and Education for Professionals

Sorum Posts rv
© Content in deveépme...
° Welcome S
. . . oo . . .
. oo . . . . .
. . oo

Search

Match: concerning ICF and Visual Impairment

All words

@any word ICF Training course for professionals
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After activating the "Jump" button you'll be again in your entry page, where you can
find the menu Tabs "Profile" and Preferences".

BFW Uueren Lernserver

My Start Page Configuration of layout -

My Courses Browse Courses Networking MediaWiki

= < U RSP

Activation of the "Profile"” Tab enables you to get access to the area where yon can
change your password and your e-mail address. Just follow the instructions and
insert the data according to the announced recommendations of the system.

Profile

Profile @ssword Chm Picture
——— /

| Required Information |

Required Information

Selecting the "Preference" Tab offers you the option to change the Theme/Layout
and certain setups of the page.

Try some of these options and experience which changes are most effective for your
work!

Now you should know how to use this LMS in an appropriate way during the course.
You should continue to module 2

1.5 Outlook

.

//’

Congratulations

Dear Reader, you should now be able to use the Learning environment of this course
without any problems.

European Commission Programme:
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