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1. Introduction 
The purpose of this manual is to give a general knowledge about the Ethiopian civil service 
university online campus (eLearning system). In order to understand the system anyone who has 
interest in the system must have some basic knowledge on computers, internet browsers, websites 
and emails. 

 

1.1.The Internet 
The term “internet” derived from the standard protocol the internet uses to link billions of 
device worldwide Internet Protocol. It is a global system of interconnected computer 
networks. In another word, it is  an international network of networks that consists of 
millions of private, public, academic, business, and governmental networks, linked by a 
broad array of electronic, wireless, and optical networking technologies. 

The internet is one of the main ways people share information and resource across the 
world. It is also the fastest way to communicate with people from any part of the world. 

1.2.Internet Browsers 
Internet browser or web browser is a software application for retrieving, presenting and 
traversing information resources on the World Wide Web (WWW). It is a software that is 
used to access the internet. Firefox, Google Chrome, Opera, Safari, and Internet Explorer 
are some of the most common and popular web browsers. 
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Fig 1.1 different types of browsers 

1.3. Website 
A website, also written as web site, or simply site, is a set of related web pages typically 
served from a single web domain. A website is hosted on at least one web server, 
accessible via a network such as the Internet or a private local area network through an 
Internet address known as a Uniform resource locator (URL). All publicly accessible 
websites collectively constitute the World Wide Web. 

A webpage is a document, typically written in plain text interspersed with formatting 
instructions of Hypertext Markup Language (HTML, XHTML). In a simple word, it is a 
page or collection of pages on the World Wide Web that contains specific information 
which was all provided by one person or entity and traces back to a common Uniform 
Resource Locator (URL) or web address.  

  Here are some of the world’s popular websites:  
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 Fig 1.2 some of the most popular websites 

 

 

1.4. Email 
Short for electronic mail, the transmission of messages over communications networks. 
Email address is aname that identifies an electronic post office box on a network where e-
mail can be sent. Different types of networks have different formats for e-mail addresses. 
The messages can be notes entered from the keyboard or electronic filesstored on disk. 

Email addresses are identified by their domain name or email service provider. For 
example, google email address is identified by the suffix that follows your username 
@gmail.com(tolosa@gmail.com, abebe@gmail.com, bekele23@gmail.com ). The same 
works for other email address from other email service provider (tadesse@yahoo.com for 
yahoo email addresses, ashenafi@hotmail.com or @live.com or outlook.com for 
Microsoft email addresses,chane@ethotelecom.et or @ethionet.et for ethio-telecom email 
addresses and so on). 
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2. Ethiopian Civil Service University ELearning System 
The Ethiopian civil service university eLearning system is called Online Campus. It a 
web based system that provides different educational tools for students like reading 
materials, lecture presentations, videos, forum discussions, and quizzes and so on.  Before 
we go to the details of the system let us look at some basic points.  

  

2.1. ELearning 
ELearning is electronic learning, in which thelearner uses a computer to learn a task, 
skill, or process. It is also referred to as computer-based training, web-based training, and 
online learning. 

Advantages of eLearning: 

 Lower cost 
 Faster delivery 
 More effective learning 
 Lower environmental impact 

2.2. The Online Campus address or URL (Uniform resource locator or 
Identifier) 

URL is another name for a web address. It is made of letters, numbers and other symbols 
in a standard form.People use them on computers by clicking a pre-prepared link or 
typing one into a web browser, to make the computer fetch and show some specific 
resource (usually a web page) from another computer (web server) on the Internet. Here 
are some example of URLs: 

 www.google.com 
 www.ertagov.et 
 www.ecsu.edu.et/contacts 
 www.facebook.com 

 

The address or URL of the Online Campus of ECSU is online-campus.dlc-ecsu.org. To 
access the system: 

 Steps 

1. Open web browser 
2. Write the online campus URL(online-campus.dlc-ecsu.org) on the 

browser’s address bar 
3. Click on the arrow or green play button or “GO”button depending on 

the web browser at the end of the address bar or press Enter from the 
keyboard. 
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Fig. 2.1 how to go to ECSU online campus 
 

 

2.3. Online Campus Homepage 
Homepage is the first page of a website. The ECSU Online Campus homepage has a link 
to each program on the University with thumbnail cover image of each program, degree 
level of the program and the credit hours each program takes each semester. In addition to 
that the homepage has a filtering mechanism for the programs. This filtering tool filters 
the programs either by institute or by degree level or both. There are also links to 
registration page, ECSU official website and Login to the ECSU homepage. 
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Fig. 2.2 Online campus homepage 

 

2.4. Student Registration 
To register in the ECSU online campus: 

 

 

Fig 2.3 Student registration link 

Steps 
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1. Click on student registration link from the homepage 
2. The registration page include user profile form where users fill basic 

information about themselves. Fill the form. 
 
 

Field in the registration form Description 
Username It is the login name the students are going to use to login to 

the Online campus system. It can be any name, nickname or 
any word, but for ease of use it is preferable if students use 
their name and their father’s name separated by full stop. 
Example: firstname.fathersname 

Email address This is an electronic mail just like post office mail. Email 
address is like P.O.Box number. This a general address any 
person (not only students) must have to communicate with 
another person or company. The requirement of email 
address in the registration form is for the purpose of sending 
useful information to the students (assignment notifications, 
notifications from the teacher or from forum discussion 
rooms in the system). Generally, the email is used to inform 
students what is going on in the Online Campus. 

Section  This is important if there are more than one section in a 
program. It is used to identify students by their sections. 

Name, Father’s Name and Grand 
Fathers Name 

These are basic data used by the system or the teachers to 
identify the students.  

ECSU ID Number This is also a basic datum the system or the teachers use to 
identify the students. If the students do not have ECSU ID 
number, they can put hyphen (-) in the field. It is not allowed 
to leave empty field. 

Mobile number This is the number the teacher is going to use to contact the 
student. 

Group Membership This is the program the students are member of. 
 
 

3. After filling the form according to the table above, click on Create New 
Account at the end of the page. 
 
 

8 
 



 

 

 

Fig 2.4 Registration form 
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4. Then the system will display the message “A welcome message with further 
instruction has been sent to your email address” on the homepage. If this 
message is not displayed, the registration has some problem. If that happens 
read the message displayed in red color on the home page to fix the problem. 
 
 

 

Fig 2.5 Message after registration 

 

5. Open anew tab or window on the browser 
 

 
Fig. 2.6 New tab 
 

6. Type your email provider’s URL (if your email address ends with 
@gmail.com, use www.gmail.com, if it ends with @yahoo.com use 
www.yahoomail.com and so on.  
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Fig. 2.7 Gmail website address on an address bar 
 

7. Write your email username on the field Username 
8. Write your email password on the field password 

 
9. Click on Login, or Sign In depending on the email provider 

 
 

 

 
Fig. 2.8 Gmail login and password being entered in their respective addresses 
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10. After login, go to spam, and click on the email sent by ECSU Online 
Campus.The spam folder sometimes hide under more in gmail. 
 

 
Fig. 2.9 Gmail spam folder 
 

 
11. Read the message sent from the system and click on the link provided below 

the message. The link is one time link. It will not work if it is clicked more 
than once. It is used to set password for your new account. 

 

Fig. 2.10 link sent from ECSU online campus 
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12. The link leads you to reset password page. Click login to go to profile page to 
set password. 
 

 
Fig. 2.11 reset password page 
 
 

13. Add new password at “Password” Field and repeat the password on the 
“Confirm password” field. 

14. If password match is “Yes”, go to the end of the page and save it. If not, make 
sure the password and the confirmation are the same. 

 

Fig. 2.12 New password and Confirmation fields 
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2.5. Requesting new password 
After a student becomes the ECSU online campus member, he/she may forget his/her 
password for some reason. In this case the system has a way in which the studenteasily 
regainhis/her password. 

Steps 

1. Go to the online campus homepage and enter your username and 
password (if you don’t remember any part of the password, enter a wrong 
password) in the login form. 

2. If the username and the password are correct, you will log in. If one of 
the name or password or both are wrong, the system displays “Sorry, 
unrecognized username or password. Have you forgotten your 
password?”.  

3. Click on “…Have you forgotten your password?” 

 

Fig. 2.13 link to request new password page in which the student enters his/her email address or 
username 

4. Enter your username or email address in the files “Username or e-mail 
address” and Click “E-mail new password” 

 

Fig. 2.14 Request new password 
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5. A message will appear that says “Further instructions have been sent to 
your e-mail address”. The steps following this are all similar to section 
2.4 student registration (form step 5 to 14). You go to your email address, 
then spam folder, click on the email sent by online campus, click on the 
password reset link, enter password, confirm password and save. 

2.6. Logging in and out of the system 
Logging in to any system is like going to your house. For this analogy takeusername as 
your room number and password as your door key. If you go to the wrong room and use 
your key, it won’t open. The same is true if you use the wrong key on the right room. To 
access your room, you must be on the right room’s door step and use the right key to open 
it. Our eLearning system also works the same way. To access your account you must use 
the right user name and password. 

Logging in: the process of entering username and password in their respective fields and 
accessing an account. 

Steps 

1. Go to the online campus home page 
2. Click on login  
3. Enter your username and password in the login form and click login 

 

Fig. 2.15 logging in 

Logging out: Logging out the process of getting out of the system (user account) you 
have been using. 

 Steps 

1. From any place inside your account (home, batch page, or module page, or 
anther) go to the top right corner of the page find “Logout” button. 

2. Click on logout button. This will make sure that you are out of the system. 

NOTE: When you login to the system, the login button on the top right corner changes to logout 
and vice versa.This can be taken as an indication whether you logged in or not to the system. 
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2.7. My Account 
My account is a page in which students see and edit their profile (basic personal 
information like name, mobile number, and section and group membership). This page 
has five tabs. For this section we will see two of these tabs. 

 

 

Fig. 2.16 my account 

Views Tab: views tab is used to display students’ profiles. This page has four groupsof students’ 
information.  Main profile (which include student’s name, father’s name, grand father’s name, 
mobile number, ID and profile picture), Student profile (which include Section and Group 
membership),  and History( which includes the student profile history). 

Edit Tab: the importance of this tab is to allow students to make changes to their profile 
information. For some reason a student may want to change his/her phone number, profile picture 
username, password or any other information. The edit tab makes that possible. 

 To make change to your profile information use the following steps. 

 

Steps 
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Click Edit tab.Insidethe tab, there are three buttons on the top right corner. Account, 
Main profile, and Student profile. If you want to change username, password or 
profile picture, click on Account button. If you want to edit main profile, click on 
main profile button. If you want to change student profile, click on student profile 
button. 
 

 
Fig. 2.17 Edit tab  
 

i. Password Change 
1. Click Account 
2. Write your old password on the field “Current Password”. 
3. Write new password in the field “Password” and repeat the new password 

in the field “Confirm password”.  
4. Finally click save at the end. 

ii. Profile picture upload or change 
1. Click Account 
2. Go to picture box and click on “Browse” 
3. Go to the location where your picture is and select it. 
4. Click open at the bottom left corner of the page. 
5. If there is previously uploaded picture in the system, click on delete        

check box to delete the previous picture. 
6. Click save at the end of the page 

iii. To change username 
1. Click Account  
2. Double click on the “username” field or click on the field and use the 

backspace key from the keyboard. 
3. Write the new username  
4. Click save at the end of the page 

 

2.8. Batch page 
The word batch represents students of the same program and the same year of entry.In the 
online campus, students of the same program and the same year have their own batch 
page. On another word, students from the same group have their own batch page that has 
the batch name on top of the page followed by the batch cover picture. This picture 
represents the program. Below the cover picture, there are modules (courses) separated by 
the semesters they are to be taken by the group. After the modules the page shows a 
description of the program. This gives some general overview about the program. Exit 
level outcomes is the one that follows description of the batch. This lists out points the 
students are going to achieve when they finish their program. Finally there is a list of 
members of this batch with their profile picture.  
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Fig. 2.18 the patch page 

2.9. The module page 
This page the same as the batch page with the exception of some slight differences. This 
on the contrary to the batch page is all about the module, not about the batch. Each 
module in the online campus has its own page that describes about the module. The 
module page include name of the module, cover picture that represents the module, 
description of the module, prerequisites need to be taken before students take the module, 
learning outcome and content of the module. On the left side of the module page there are 
module evaluation, basic data, didactic design, time frame, files and group detail boxes.  

The module evaluation box has pre and post questionnaires to be filled by students at the 
start and end of the module respectively. These questionnaires are important to increase 
the quality of the module and the lecturers.  

The Basic data box gives basic information about the module. Like the batch name that 
takes the module, module number, educational level, module type, mode of delivery of 
the module, and the credits of the module. 

The didactic design box is important for the teachers. It consists a pdf document that 
describes the module in detail. It includes the way in which the module is delivered to the 
students in detail. 

The timeframe box include contact hour (the time students and teacher spend in class), 
non- contact hours (the time students spend on the module outside the class), and the total 
hours (the sum of the contact and non-contact hours) of the module. 
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The files box a place where the teachers upload files like power point presentations, 
readers and other reading materials to the students. From this box students can download 
any file they want by clicking on the file they want.  

 

 

 

Fig. 2.19 the module page 
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Note:  If a student is not logged in to the system, some of the details of the batch page (like 
semesters and their modules, Home, Forum and Groups buttons from the top of the page, 
member students and so on) will not be displayed in the batch page.  

 

2.10. Forums 
An Internet forum, or message board, is an online discussion site where people can hold 
conversations in the form of posted messages. They differ from chat rooms in that 
messages are often longer than one line of text, and are at least temporarily archived. On 
the ECSU online campus there are two types of forums.  

The “General discussion” form and “What is your question?” forum. The general 
discussion is a forum where the students create discussion topics and other students 
discuss by replying and commenting on the topic. The discussions can be on any of the 
modules they take or on the program in genereal.  

The “What is your question?” forum is only for the module MPM 5024. We will discuss 
about this in the next chapter. 

  Steps 

1. From the batch page, click Forum from the top of the page or directly go to 
forums box from the left side of the page. 

2. Click General discussion. 

 If students already started discussing in different topics, you will find a table with 
topics, replies, views and last posts columns.  

The topics column shows the discussion topics posted by different students 
followed by their names. 

The replies column shows how many students gave reply or comment to the 
topic. 

The last post column shows who gave the last comment to the topic. 
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Fig. 2.20 general discussion page 

   

To create a new topic for discussion 

  Steps 

1. Click new topic button. 
2. From create forum topic form, write the subject of your discussion topic. 

Subject is the title of your discussion topic. This going to be displayed for 
other students from general discussion page in the table we saw earlier in this 
section. It is advisable to use specific, brief, clear and interesting topic. 
Because, other students are going to reply or comment on your topic if and 
only if your topic is clear and interesting for discussion. 

3. When you finish writing the subject, go to the body and write the details of 
the discussion topic.  

4. Finally, go to the end of the page and click save. 
5. To go back to the general discussion page, follow the thin red line of page 

links separated by “>>” sign and click on “General discussions” from the top 
of the page. 
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Fig. 2.21 create new topic 
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Fig 2.22 posted topic  

 

To make changes/to add on already created topic or comment you gave 

  Steps 

1. From “General Discussion” page, click on your topic or post or go to the 
comment. 

2. Click edit under the body of your discussion topic or under your comment. 
3. Make changes to your topic 
4. Click save 

To give comment/reply on an originaltopic(not comment) 

1. From “General Discussion” page, click on the topic you want to give 
comment. 

2. Above the topic click on quick reply button. It will take you to the end of the 
page where there is a field for response. 

3. Add your comment. 
4. Click save. 

To give Comment to Specific comment given to you or others 

1. From “General Discussion” page, go to the discussion topic page by clicking 
the topic. 

2. Go to the comment you want to give comment on. 
3. Click reply under the comment. And write your comment in the field 

provided. 
4. Click save 
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3. ELearning Modules 
ELearning modules are modules delivered to students by the eLearning system (online 
campus) rather the teachers of the module.They can also be delivered in a blended 
manner mixed with class room lecture. At the time when this manual is written, there is 
only one eLearning module in ECSU “Ethiopian Public Administration, Governance 
and Ethics”. Fifty percent of this module is given by teachers in class and the other fifty 
percent by the eLearning system.ELearning modules have one additional box to other 
modules; “Module Outline” box. This box shows units and chapters of the module. In 
contrary to other modules, to take eLearning module students must register or signup 
for the module in ECSU Online Campus. 

 

 

Fig. 3.1 eLearning Module 

3.1. Signing up for the eLearning module 
To sign up for eLearning module,students must open the module page of the eLearning 
module by clicking on the module name from their batch page. From the eLearning 
module’s module page, the students must click on “Take Course”. 
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Steps 

1. Go to your batch page 
2. From listed modules of the semesters,  click on the eLearning module you 

want to register to 
3. From the module page, click on “Take Course” from the top of the page (See 

Fig. 3.1 to find take course button). The system show sign up confirmation 
message in green color. 

 

Fig. 3.2 Sign up confirmation message 

 

As we can see from fig. 3.1 there is no active link in the module outline box. The picture 
of the module page is taken before registration. After registration, “Introduction” link 
from the module outline box gets activated (the color changes from black to red). Now we 
can start our lessons by going to introduction page. Unless we finish Introduction we 
cannot go to Unit one. The teaching learning process continues in this manner. 

 

Fig. 3.3 Active link and Inactive links 
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3.2. Introduction 
Introduction is a lesson prepared to train students on the eLearning module(s). It is 
given to students before they start unit one. To go to unit one, a student has to finish 
all sub-lessons from introduction. 

To start your training on the eLearning module(s): 

1. From eLearning module’s module page, go to “Module Outline” box 
at the left bottom of the page  

2. If “Introduction” link is red, click on “Introduction”. If not, go up and 
click on “Take Course” to register to the module 

 

Fig. 3.4 Introduction page 

 

Just like module outline, each lesson (in this case introduction) has its own unit outline. 
The unit outline works with the same rule as the module outline. It is not allowed to go to 
the next lesson before finishing the previousor current one.   
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i. Critical Questions (Polls) 
Critical question are meant to engage and activate students. There is no wrong answer 
in critical questions. Its main focus is to teach students how they can defend their 
opinions and share their opinions with other students. Students can compare their 
opinion with the opinion of their peers. They are no part of formal assessment. 

Steps  

1. Click “Critical Question” link either from unit outline or from the 
main page 

2. Read the question, and select one of the choices under the question 
3. Click “Vote”. It will lead you to the result page. The result page 

shows how many votes each of the choices got from the total students 
who voted. This is where you defend your opinion if you do not agree 
with the result or you give additional comments to result by adding 
your comment. There is a link “Add Comment” under the result.  

4. Now if you see the “Critical Question” links under unit outline, you 
will find added in front of the links. This means you finished the 
sub-lesson and you can go to the next one. 
 
 
 

 

Fig. 3.5 Critical Questions 
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Fig. 3.6 Result page for critical questions 

ii. Module Introduction 
Module Introduction is a page that gives brief introduction to eLearning terms. In 
addition to that it has a detailed lesson plan for each week.   

Steps 

1. If you have  in front of “Critical Questions” click on the next red 
link “Module Introduction”. If not finish “Critical Questions” first. 

2. In the module introduction page you will find eLearning terms and 
their definitions. 

3. From module introduction page, you will see a link to another page 
on the top right side of the page in Introduction box. To go to the next 
page (Lesson Plan), Click on “Next” or click on “Lesson Plan” from 
Introduction box.  

4. Now a new link is active. You cannot go to the next sub-lesson 
without opening both Introduction and Lesson plan (page 1 and 2) 
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Fig. 3.7 Module Introduction (page one) 

 

 

Fig. 3.8 Lesson plan (page two) 

30 
 



 

iii. Quiz 
Quizzes are questions that evaluate students’ progress. They are important for 
self-evaluation. Students can measure how much they understood the lessons by 
taking the quizzes. 

Steps 

1. Click “Quiz” form unit outline 
2. Click “Start quiz” from the quiz page to start the quiz. 

 

 

Fig. 3.9 Start Quiz 

3. The first type of question is multiple choice. Read the question and 
choose one or more answer from the choice list 

 

Fig. 3.10 Multiple Choice 
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4. Click on “Next” to go to the next question. 
5. The second type of question is matching. There will be terms to be 

defined. You select best matching definition by clicking the blank 
space under each term or word to be defined.  

 

Fig. 3.11 Matching 

6. Click on “Next” to go to the next question. 
7. The third Type of question is True/false. Read the question and click 

on true or false 
8. Click on “Finish”.  This will take you to the result page where you 

can see your result. 

 

Fig. 4.12 True/false 
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Fig. 3.13 User Result Page 

The result page show how many questions the student got right and how many he/she missed. It also show 
the questions and answers including the student’s answer. 

Note: the pass score for students is 70%. If a student score less than 70% the system will not allow the 
student to go to the next sub-lesson. Therefore, the student takes the quiz again until he/she score more 
than 70%. 

iv. Forum Discussion 
This is a page in which students confirm that they did what the instruction on the page 
asks them to do. The instruction tells the students to go to “What is your question” 
discussion page and post a discussion topic and give two comments to other students. 

When they finish what the instruction tells them to do they go back to the Forum 
Discussion page with the instruction (the page below quiz in the unit outline) and submit. 

Steps 
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1. When you finish quiz, click on “Forum Discussion” link under quiz in the 
unit outline 

2. Read the instructions 

3. From the bread crumb (  ) 
above unit outline, click on “Batch”. It will take you to the batch page. 

4. If the module you are taking is Ethiopian public administration governance 
and ethics, go to “Forums” box from the left side of the batch page. 

5. Click on “What is your question?”   
6. Now create topics and give comments as the instruction told you to. If you do 

not know how to create topics and give comments, refer lesson 2.10 Forums. 
7. When you finish doing what the instruction told you to do, from the bread 

crumb link click on batch. 
8. From batch page click on the eLearning module (in our case Ethiopian public 

administration) 
9. From module outline in the module page, click on “Introduction” 
10. From  unit outline, click on “Forum Discussion” 
11. Click on the circle below the instruction. By clicking on the circle you are 

confirming that you completed what the instruction told you to do 
12. Click on “Submit”  

 

Fig. 3.14 Forum Discussion Instruction 

Note: the discussion page “What is your question?” is prepared only for module MPM5024 or 
Ethiopian public administration governance and ethics. The topics and comments in what is your 
question page should be around module MPM5024. 

  

v. Form Test 
Form test is page in which a section or a program divides in to yellow, red, blue and 
green groups and choose assignment titles. Each group will choose a different title. 
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The groups work on their assignments, when they finish they submit it to the teacher 
using the form test page. 

 

Fig. 3.15 Form Test (a)  

 

Steps 

1. Click on form test. 
2. Select your group from the four colorslisted under “What is your group?” 
3. Write the reason why your group chose the title you are working on under 

“Please explain why you have chosen this challenge?” 
4. Click on “Choose File” to go to the folder where you put your finished 

assignment (can be a flash drive, cd, or hard drive). 
5. Open the folder of location where you put your assignment and select the 

file. Then click “Open” 
6. Click “Upload” 
7. Write how much time I took your group to finish your assignment in the 

field “How much time did you require for you group work?”  
8. Click “Submit” 
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Fig. 3.16 Form Test Example 

vi. Critical Questions 
This critical question is the same as the one we saw above with the exception of 
the questions. If you want to know more about critical questions refer the first 
critical question(i). Read the question, choose answer, vote and give comment. 

vii. Introduction Videos  
These are introduction videosby your teacher. To see the videos: 

1.  Click in the middle of one of the video or click at the play sign at the 
left bottom of the video.  

2. If you want to see the videos in labs, don’t forget to use ear phones.  
3. Sometimes there may not be a sound in the videos. At this case check 

the volume of the video and add volume. 
4.  If it is stillnot solved check, the volume of the computer.  
5. To go to the second video you must first start to see the first video. 
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Fig 3.17 Introduction Videos 

 

viii. Pre-questionnaire 
We send questionnaires to students via email at the start and end of each 
semester. This page is where you confirm that you filled out the pre-questionnaire 
that is sent to you via e-mail. 

Steps 

1. Check your emails if you got emails about questionnaires 
2. If you got emails, follow the link in the emails and fill the 

questionnaires.  
3. If your class mates got emails and you did not get one, wait for 

two day. If you did not get an email still, contact Development 
Learning Center. 
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4. Go to the web form or the Pre-questionnaire section. 
5. Click on the  circle “Herewith I confirm that I have filled out the 

pre-questionnaire for the Module Ethiopian Public Administration, 
Governance and Ethics” 

6. Click “Submit” 

   

 

Fig.3.18 Pre-questionnaire 

When you finish the last sub-lesson of “Introduction”, “Complete” at the end of the unit 
outline gets ticked. Now we finished introduction. We can go to the next lesson (Unit 
One). 
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Fig.3.19 Introduction Complete 

Go back to the module page and you will find that Unit One in the Module Outline is 
active.  

 
 

 

Fig. 3.20 Module Outline Unit One Activated 
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