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     The aim of this guide is to provide an introduction to using the Learning University. 
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 Introduction 
 
The Learning University is the next generation of self-paced learning and online 
accreditation at Liberty.  It has been established to provide you with an online learning 
community that will assist and guide you in an ongoing learning environment to foster 
individual and organisational learning and knowledge. 
 
 
In the Learning University, you will be able to access courses containing learning content, 
accreditation exams and other activities, and also be able to view grade books. 
 
 
 
 
 
Accessing the Learning University Portal 
 

        You can access the Learning University directly by using the following link: 

  http://learning.liberty.co.za/ 
 
 
 
 
 
 
Obtaining Username and Password 

 
Send an email to accreditation@liberty.co.za with the following information: 
 

o First name and surname 

o Email address 

o 13 digit SA ID number 

o Telephone numbers 

o Channel, Region and Branch name. 

 
 
 
 
 
 
 

http://learning.liberty.co.za/
mailto:accreditation@liberty.co.za
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 Logging into the Learning University Homepage 

 
 
In the Login block, enter your 13 digit ID number and Password, as given to you by the 
Learning Coordinator and click on the Login button or press Enter. 

 
 
 
       

 
 

 
 
    You will know that you have logged in successfully when your name appears on the top right  

    hand corner of the screen. 
 
 

           
 
 
 
 
 
 
 
 
 

        

 

 
 
Click here to log out of the 
Learning University. 
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        Overview of the Learning University Homepage 

 
On the homepage you will see a series of “buttons”.  These buttons link to different categories of 
learning and learning programmes. Click on the buttons to access the content.  
 
 
 
 
 
 
 

 
 
 

 
 

 
 
 
 
 
     
 
 
 
 

          
 
 
 

Look out for  important 
messages or new learning 
interventions under the "In the 
Spotlight" section. 
 

You can also access additional learning programmes and courses by clicking on the "Course Categories" 
link on the top menu bar. 
 
A full accreditation list in available in "My Reports". 
 
 

 

You can view and print a 
transcript of all your product 
specific exam results by clicking 
on the "My PST Transcript" 
button. 
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             Overview of the Learning University Homepage   (cont/…) 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 

You can also access the course categories, by clicking on the 
buttons below the "In the Spotlight" buttons. 
 
 
 

Clicking on the "Help" link will provide you with the 
contact details of the Learning University support 
team. 
 
 

An online copy of this guide is also available. 
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Enrolling into a Course 
 
 
When you click on a course link for the first time, an "Enrol Me' button may appear.   
 
Click on the button to enrol into the course. 
 
For some courses, you will be requested to input an enrolment key.  Your Manager or Learning 
Specialist should provide this to you.   
 
You will only be required to do this the first time you access. 
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Navigation through a Course 

 
Now that you are enrolled into a course, you will be able to view the contents. 
 

 
The example below shows that the learner has enrolled into the Experienced Adviser - Orientation 
course.  . 
 
 
There are a number of ways to move around a course.  The best way is through the internal 
navigation bar or “Breadcrumbs”, which are positioned on the top left of the screen. 
 
Each breadcrumb represents a screen you have moved through.  To move back to a previous 
screen, you can use the back button on your internet browser, or click on the appropriate 
breadcrumb. 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 

              

                 

Use this 
"Settings" area to 
view your grades 
for each exam.  

View your Learning 
University Profile. 
 

Click on the links to 
view the learning 
material. 

Any upcoming 
events related to 
this course will be 
displayed in this 
Block. 

Depending on how a course has been set up, this block may appear showing the status 
of activities in your course. 
 
Click on the More Details link to view the status for each individual activity.  
 

Breadcrumbs. Click the home 
button to return to 
the homepage. 
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                Navigation through a Course  (Cont/…) 

 
 

                   Each Course/lesson/activity will have its own set of navigation instructions. 
 

                   It is very important that you read all the instructions, on each activity, very carefully. 
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Exams and Assessments 
 
 
Click on the exam link in the course and click "Attempt quiz now". 
 
 
 

                          
 
 
 
 

    
 
 
 
                      

 
 
                        
 
 
        
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This indicates the 
number of attempts 
allowed on the 
exam/assessment. 

Read the exam 
disclaimer and 
protocol before 
attempting the 
exam. 

This indicates the 
date on which this 
exam opened.  Some 
exams are only open 
for a certain period of 
time and if this is the 
case, a close date will 
also be displayed 
here. 

This indicates the 
time allowed in which 
to complete an exam 
– the exam must be 
submitted within the 
specified time limit. 
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Exams and Assessments   (cont/….) 

 
 
A dialogue box will appear.  Click Yes if you are ready to start the exam. 
 

 
 

 
 

 
The relevant exam questions will be displayed. 

 
 

When you have completed all the questions in the exam, scroll to the bottom of the screen, and 
click on the Next button. 
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Exams and Assessments   (cont/….) 
 
 
A summary review of the questions you have answered will be displayed. 
 
Click the Submit all and finish button. 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If you miss out a 
question or want to 
review a question, 
simply click on the 
question number and 
you will be taken back 
into the exam to the 
relevant question 
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Exams and Assessments   (cont/….) 
 
 

 
The exam will be auto-marked and your result we be displayed as a mark   i.e. 30/35.  
The percentage will be displayed in the grade book. 
  
You will receive feedback informing you that you have passed or not. 
 
You will be able to view your result as a percentage in the grade book. 
 
 
 
 

  
 

 
 
 
  
 
 
 
 
        

Please note  
 
For most exams and assessments you are able to do a 2nd exam attempt immediately after the1st attempt. 
All further exam attempts will have a 12 hour time delay between each attempt. 
 
This rule may vary for exams or assessments in other courses. 

32 
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               Viewing Results 
 
 

1. You can view you exam results by clicking on the grade book link 
2. You can track your activities by reviewing details under the "Course Completion Status" block 
 
 
 

 
 
 
 
Example of a grade book 
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                     Example of Course Completion Status report 
 
 

 
 
 

Important Note: 
 
Only the result for your highest attempt on an exam will be displayed in the grade book. 
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Troubleshooting   
 

There are 3 options as to why a delegate may not be able to get past the “return to course” 
screen. 

1) Allowed Site 
2) Pop-up Blocker 
3) Google Toolbar 

 
 
 

Allowed Site 
 
 

- Allow http://learning.liberty.co.za as an ALLOWED SITE in the Internet  Explorer    
popup blocker 

 
 

- Access Internet Explorer 
- Tools 
- Click on Security tab 

 
 
 

 

 
 
 
 

 
 
 

http://learning.liberty.co.zaas/
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Troubleshooting      (Cont/…)  

 
 
 

- Click on Trusted sites 
- Sites button will activate 
- Click on Sites button 
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Troubleshooting      (Cont/…)   
 

 
 
 

- Learning.liberty.co.za should be in websites  block 
- If not, type learning.liberty.co.za in the “Add this website to the zone”   field 
- Click on Add and then Close. 
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 Pop-up Blocker 
 
 
TURN OFF the popup blocker altogether. 
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Troubleshooting     (Cont/…) 

 
Google Toolbar 

 
 

Make sure that the “Google Toolbar” is turned off (see   screenshot below) 
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Contact Details 

 
 

Should you require any assistance with accessing the Learning University, or experience any 
problems while working through the course, please send an email to accreditation@liberty.co.za. 

 
 

mailto:accreditation@liberty.co.za
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