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How do students access a session (2)
There are two options for students to access the session. 
One option is that you could make a link to the Collaborate Assessments tool in the module menu, or in any content area on the module, allowing the students to navigate to their session themselves. Even with the menu item available to all students, it would still only be possible for a student to access their own sessions. Also, a tool link in either the module menu or a content folder is required if the student needs to access any recordings made available to them independently. 
To set up an Assessment Tool as a link, click on the + icon in the menu for the module. Select the ‘Tool Link’ option, give the link an appropriate name, and select ‘Collaborate Assessments’ in the type dropdown. Tick the option to make it available to users, and click ‘Submit’. The link will appear at the bottom of the menu, and can be moved either by dragging it to a different place, or by using the ‘Reorder: Menu Items’ option.
If you prefer setting the link up in a content area, navigate to the content area where you would like the link to appear, click on ‘Tools’, ‘More Tools’ and select ‘Collaborate Assessments’. This option would permit you to set date restrictions and track the data for those using the link if you wish to do so. 
[bookmark: _GoBack]The other way that students can access their session is to use the email function in the Collaborate Assessment tool. To send an email with a link to a student, first navigate to the Collaborate Assessments area, by going to ‘Course Tools’ and clicking on Collaborate Assessments. Select the session you need, and hover over the name of the session with your mouse pointer, to make the dropdown options menu visible. Click on the arrow and select ‘Email Participants’. 
If it is an individual session, the student will already be selected. For group sessions, all the students associated with the sessions are selected, however you can deselect anyone should you wish to do so. 
You can also change the email subject, the message text and you can request a receipt to be emailed to yourself as the sender, and should you wish to attach a file, this is also possible. 
When you are all done, click on ‘submit’ and the email will be sent to the student or students.  
Please note that the email tool can only send emails to a student’s UWE email address.
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