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INTRODUCTION

myeLearning is the standard online learning platform for the University and all Banner courses are
automatically loaded onto the platform along with those students who are registered.

Faculty members gain editing access their courses through course enrolment keys and the
myeLearning Teaching Access Keys (TAK) self-service is a new service that allows teaching staff to
access Teacher Enrolment Keys in the shortest time possible.

Please note that as of January 2021, only the Teacher role would have a key and non-
editing teachers can be enrolled as needed by using the instructions here: How to enroll Non-
editing Teachers.
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MYELEARNING TEACHING ACCESS KEYS (TAK)

Step 1: Open your web browser and go to the following link (ON CAMPUS or OFF CAMPUS):
https://apps.sta.uwi.edu/portal/myelkeys/index.php

Step 2: Enter your credentials (Staff ID, Smartcard ID, and the unique Security Code) as
requested and select login in the myeLearning Teacher Access Keys login page as seen below.

MyeLearning Teacher Access Keys

Login using your Staff ID and Smartcard 1D credentials to request the
Teacher & Non-Editing Teacher enrolment keys for your course(s).

Staff ID

°
-
ﬂ Smartcard ID

“ Security Code

Unauthorized access to this system is not permitted and is a breach of
niversity ICT Policies. Permission to access these keys should bej
obtained by your Dean and/or Head of Department, Examinations, o
ampus IT Services where applicable. By accessing this site, youl
acknowledge that your requests are logged for auditing purposes.
iolations shall be treated in accordance with applicable Universityj
Statutes, Ordinances, Rules and Regulations



https://apps.sta.uwi.edu/portal/myelkeys/index.php

Step 3: Once you have successfully logged in, select your course code, course name
and course semester.
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USER TYPE: STAFF
FIRST NAME: I
LAST NAME: I

View Previous Keys

Course Year. Select the Year.

Course Semester. Select your Semester.

By clicking submit, | agree that these enrolment keys would not be shared with Students as it would provide them with elevated access to the
course and would be considered a breach of U

Contact Support

Step 4: After you have successfully selected all your course details, select submit.
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USER TYPE: STAFF

FIRST NAME:
LASTNAVE:

View Previous Keys

Course code. FOUN1210
Course Year. 2020/2021
Course Semester. Summer

-

By clicking submit, | agree that these enrolment keys would not be shared with Students as it would provide them with elevated access to the
course and would be considered a breach of

Contact Support
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Step 5: Please wait while your request is being processed as seen below:

USER TYPE: STAFF

FIRST NAME:

O

View Previous Keys

Request Successful...Please wait

Course code.

Step 6: Once your key has been retrieved, it would be displayed as seen below:

Previous myelLearning requested Enrolment Keys
USER TYPE: STAFF

FIRSTNAME: |
LAsTNAME: I

Request Another Key

Request Date Short Name Course Name Enrolment Key Role
28052021  [FOUN1210_202030 S’;;:?;f;gmfn:f"::g;;;?e and Technology In e
13012021  |MGMT3310_202020 Sﬁmi:w i nc:? :;rza;:(;;x i L I S
13012021 |MGMT3310_202020 Sﬁﬁ;ﬁ:’&;x‘s;:ﬁ’;;’2"(;7;(;;";3“399’"9"‘ — ;‘::;:::'"9
26112020  |ACCT1002_202010 '(:ccnoozlj e e IHencalA e
26.11.2020 ACCT1002_202010 "ACCT1002I ‘ Izrz:;:?;gg;n to Financial Accounting | ] :::;:j:iug
20112020 |ACCT1002_202020 '(:ccnooz"i ';'g;::;;;";’; JeiFancial Apcounting o
20.11.2020 ACCT1002_202020 'IACCTT?,Z!E,I;’L’?P/ZQE1) 7'° Hnanchal , | ;‘:’C::r"'"g

You have successfully retrieved vour editing-Teaching Access Keys using the Self-service




KEYS NOT FOUND

However, if you have selected all the required options and selected the “Submit” button, and the
course does not exist within myeLearning, you will be presented with the following screen:

“Keys not found. The course does not exist in myeLearning. Please follow up with the Banner
SAS team to ensure that the course is built in Banner. For any queries, please contact
myel earing@sta.uwi.edu”.

USER TYPE: STAFF
rrsTNAvE: [
LAST NAME: | ]

View Previous Keys

Keys not found. The course does not exist in myelearning. Please
follow up with the Banner SAS team to ensure that the course is
built in Banner. For any queries, please contact

Course code Select your Course
Course Year Select the Year
Course Semester, Select your Semeaster




PREVIOUS KEY RECORD

Step 1: Users are also given the option to view previous reports. If you have just completed
requesting a key, click on Request Another Key.

Previous myelLearning requested Enrolment Keys

USER TYPE: STAFF

FIRSTNAME: |
LASTNAME:

Request Another Key

Request Date Short Name Course Name Enrolment Key Role
28052021  [FOUN1210_202030 S’;‘;:?;(zggm;::’";;zzl;:';’;e and Technology in | [
13012021 |MGMT3310_202020 Sﬁmi:w i nc:? :;;a;:(i)czx — L R T
13012021 |MGMT3310_202020 Sﬁmi:’("se:::‘::::ﬁf’ :(;'2"‘(;729;;";3“399’"9"‘ — ;‘::;:j:i"g
26112020  |ACCT1002_202010 '(':ccnoozl_: el o wEencalA 9 L e
26.11.2020 ACCT1002_202010 "ACCT1002I ‘ Izr;:;:;;g;;n to Financial Accounting | | ?::;:j:ing
20112020 |ACCT1002_202020 '(':ccnooz:li ';;2’(‘:;;;';’)‘ ToiFinancialAccounting I
?0.11.2020 ACCT1002_202020 "ACCTT‘V)?Z!IE "2792(;/29‘21) V'° Hnanchal , | ;‘;‘C::r'""g

Step 2: Next Click on “View Previous Keys” button. Once this button is clicked, it will display
all the courses requested by the user with up to 20 items per page. Alternatively, the “View
Previous Keys” button is also available when you have logged in without requesting any
additional keys on the home page.
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USER TYPE: STAFF
FIRST NAME: I
LAST NAME: I

View Previous Keys

Course code. Select your Course.
Course Year. Select the Year.
Course Semester. Select your Semester.

By clicking submit, | agree that these enrolment keys would not be shared with Students as it would provide them with elevated access to the
course and would be considered a breach of

Contact Support




Previous keys requested would be listed as seen below:

Previous myelearning requested Enrolment Keys

USER TYPE: STAFF
FrsTNamE:
LasTname I

Request another key

Request Date Short Name Course Name Enrolment Key |Role
~ 2 3 I {Semester I
14.07.2020 ACCT2014_202020 f\CCl'IZ‘D‘Id : Financal Accounting | (Semester I Tor - Ew Toacher
2020/2021)
= = ACCT2014 : Financial Accounting | (Semester II- Mon-Editing
14.07.2020 ACCT2014_202020 - Ek, =~ b
3 2020/2021) - 9 [feacher
ACCT3015: A d i tion Sy 5 1=
14.07.2020 ACCT3015 202020 HECT3085 1 Accounting ipfommation Systems, Gemestex UFT W¥d  [Teacher
2020/2021)
13015 : fermation Systems (Semester |I- (on-=
14.07.2020 ACCTI015 202020 ACCT3015 : Accounting Infermation Systems (Semester || EYE s Non-zditing
= 2020/2021) Teacher

Total 4 Record(s} : 1 Paqe(s): 1

Instructions to use keys:

Step 1: Login to myelearming using your Staff ID (30013866} mysicarning.sta.uwiadu

Step 2: Click nn "Scarch for Courses Here', Incated on the upper nght side of your Dashboard.

Step 3: Search for your course using the "Short Name' provided above, Crample: FOUNTIQI_262G10
Step 4: Click on the course with the approoriate academic year/tarm,

Step 5: Enter the appropriate enrciment key for (e desired role. Then cick "Enrol Me'.

Notes on Teaching Roles

Teacher: A Teacher cun do almost unything within o coure, including odding or chunging the selivilies and grading Students,
Non-Editing Teacher: A Non-[aiting Teacher is able to view and grode Students' wark, but may not glter or delete any of the aerivities ar
resources within the course

Any further assistance for managing your course content should be directed to the Blended Leamning Team at the Ceatre for Excellence in
Teaching and Leaming (CETLY catl_bi@stauwiedy




LOGOUT

Once you are complete, please select “Sign out” as highlighted below:

an m

Previous myeLearning requested Enrolment Keys
USER TYPE: STAFF

FIRSTNAME: |
LAsT NAME: N

Request Another Key

Date |Short Name Course Name Enrolment Key Role
"FOUN1210 : Science. Medicine and Technology in | ]
28.05.2021 FOUN1210_202030 Teacher"
= Society (Summer- 2020/2021) bk
"MGMT3310 : Advanced Strategic Management —
13.01.2021 T331 Teacher"
MONT3210.202020 Simulation (Semester II- 2020/2021) eachel

For further assistance, please contact the CITS myeLearning Team: myelLearning@sta.uwi.edu
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