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Welcome 

Welcome, new students. This guide will provide you detailed information on functionalities of VU 

Collaborate to assist you finding your way around the system. 
 

What is VU Collaborate? 

VU Collaborate is the Learning Management System used by Victoria University Polytechnic. Using VU 

Collaborate, you will be able to access your course materials, assessments, feedback results and you will 

be able communicate with your teachers/peers. 
 

Computer Requirements and Supported Browsers 
 

Component Windows Mac 

 
Internet Browser 

Chrome (Recommended)/FireFox - latest 
version/ Microsoft Internet Explorer - latest 
version 

Chrome (Recommended) 
FireFox - latest version 
Safari - latest version 

Operating System 
 

Microsoft Windows XP, Vista, 7, 8, or 10 
 

Mac OS X/ Mac OS9 or OSX 

System Memory 
 

1GB (Minimum) 512MB or higher (OS X) 

Internet Connection Broadband DSL or Cable-Modem strongly recommended 
56kbs dial-up modem 

Audio Sound Card and Speakers 
Also Recommended: Computer headphones with microphone 

Video SVGA or XVGA monitor 
capable of displaying 1024x768 resolution in thousands of colours 

Software 
 

Microsoft Office 

 
Help and Support 

Your teacher is your first point of contact for VU Collaborate related issues you have. Email your teacher 

the details of the problem you are experiencing with regard VU Collaborate. 

 
If you have, login issues contact the Victoria University’s IT Service Desk through: 
Online : Select this link: Log a job 
Call : +61 3 9919 2777 (select option 1) 
Email : servicedesk@vu.edu.au 

https://vu.saasitau.com/Default.aspx
mailto:servicedesk@vu.edu.au
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Login to VU Collaborate via MYVU Portal 

For new students, log into VU Collaborate is best done by firstly login into the MYVU Portal. 

1. Navigate to: www.vu.edu.au 

 

2. Select Login 
 

 

 
3. Select MyVU (students) 

 

 
 
 

4. Enter the Student ID and Password (Refer to instructions below) 
 

User name: 
 

Use “s” (lower case) followed by your 

student ID number provided in your offer 

email. For example, s4614567. 
 

New user password: 
 

Your default password will be set to “Temp” 

(uppercase T) followed by your date of birth 

in the format TempDDMMYYYY. 
 

Click ‘Log in’. 

http://www.vu.edu.au/
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5. Enter the contact Details 

 

 
 

6. Change the Password 
 

 
 

 If you are unsure of your Student ID, contact the VUHQ on +61 3 9919 6100 

 If you are having difficulty in accessing the MyVU Portal, more information can be accessed here or you 
can contact IT ServiceDesk on 

+61 3 9919 2777 

Type in your personal 

email address and a 

mobile number. 
 

Click ‘Continue’ to go 

the next page. 

Type in current password 

followed by new password. Then 

confirm the new password. 
 

Click on ‘Change password’ to go 

to MyVU. 

https://askvu.vu.edu.au/app/answers/detail/a_id/285


VUPOLYTECHNIC.EDU.AU 
CRICOS Provider No. 00124K (Melbourne) and CRICOS Provider No. 02475D (Sydney). RTO Code: 3113 

VU Collaborate Student Guide Page 6 of 40 

 

7. Once you successfully log into the MyVU Portal you will be navigated to the Homepage of Student 

MyVU Portal. 

a) Select MYVU Portal 
 
 

 
b) Now select VU Collaborate 

 

 

VU Collaborate 
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1. Navigate to: vucollaborate.vu.edu.au 

2. Enter your Student ID and Password, then select login 

 
You will now see your VU Collaborate Home Page and the Courses in which you are enrolled. 

 

Setting up notifications 

Forwarding your VU Student email to your personal email 

 
All email correspondence in VU Collaborate is automatically sent to your VU Student email account. If you 

have a personal email account that you check regularly, you can redirect your VU Student emails to your 

preferred personal email address. This will enable all notifications from VU Collaborate to be 

automatically sent to your preferred personal email address. 

 

To forward your VU student emails into your preferred personal email account, follow these steps: 
 

1. From MyVU Portal, select Student Email 

 

 

2. Select the settings icon in the top right corner of your Student Email 

 

Once you have completed this process and set up your individual password, VU Collaborate can be 

accessed in future by following the steps below: 

https://vucollaborate.vu.edu.au/
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3. Select View all Outlook settings 

 

 

 
4. Select Forwarding and 

Then type your preferred personal email address. 

Select Save 
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Setting up notifications from the VU Collaborate space 

 
Notification control how you receive notifications about activity in your courses. You can receive instant 

notifications as things happen. 

1. From the Qualification home space – select ‘Space Home’ 

 
 

2. From ‘News’ select the downward arrow and select ‘notifications‘ 

 



VUPOLYTECHNIC.EDU.AU 
CRICOS Provider No. 00124K (Melbourne) and CRICOS Provider No. 02475D (Sydney). RTO Code: 3113 

Page 10 of 40 VU Collaborate Student Guide Oct 2021 V3 

 

3. Now you will see the list of instant notifications you can receive from your VU Collaborate space. You 
can select the items you wish to receive notifications. Recommended settings include; Grades -grade 
item released, Grades -grade item updated, News – new item available, News – item updated 

Once you finish selecting the notification items, select Save. 
 

 

 
You will now receive notifications to your email (VU Student email) from selected items in the 

Notifications setting. 
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Brightspace Pulse App 

You can download the Brigtspace Pulse App and access your VU Collaborate space through your 

phone. 

 

 
 

Search for Brightspace Pulse in the Apple App Store or Google Play Store. download it for 

free 

Tap the app to open it 

Tap to pick your School 
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Type in Victoria University, then Tap Victoria University – Melbourne 

Log in with your Student ID and Password 

Review your Course Calendar and Notifications 
 
 
 

 
5 

 
4 

 
6 

4 5 6 



VUPOLYTECHNIC.EDU.AU 
CRICOS Provider No. 00124K (Melbourne) and CRICOS Provider No. 02475D (Sydney). RTO Code: 3113 

Page 13 of 40 VU Collaborate Student Guide Oct 2021 V3 

 

 

Finding your way around 

VU Collaborate Homepage 

VU Collaborate Home is the starting point of your Learning Management System. Once you successfully 
login through MyVU portal you will be navigated to VU Collaborate Home. 

 

MiniBar 

The minibar is the main navigation tool to courses and personal settings in VU Collaborate. The minibar 

contains a link to VU Collaborate Home, the course selector (waffle), alerts, and personal menu. 

 

 

Home Course selector (waffle) 

Personal Menu MiniBar 



VUPOLYTECHNIC.EDU.AU 
CRICOS Provider No. 00124K (Melbourne) and CRICOS Provider No. 02475D (Sydney). RTO Code: 3113 

Page 14 of 40 VU Collaborate Student Guide Oct 2021 V3 

 

 

Space selector 

My Spaces section (in VU Collaborate Home) is comprised of courses you are enrolled at Victoria 

University. You can sort them by course name or by last date accessed. 

 

Select View All Courses to expand the course list if any course space is not visible. You will then be 
navigated to the following page. 

 

 
 

Use the Search bar to find a course (unit) by typing the course name. 
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Waffle in the Minibar can be used to search for courses/units. Select the Waffle and you can see a 

drop down menu of courses/units you are enrolled for. 

 
You can Pin the courses to the top of the list for easier navigation. 

 
 

 
 

Personal Menu 

Personal menu can be used to update your Profile, Notification options, Account Settings and to Logout. 

To access the personal menu select your name in the Minibar 
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Alerts 

Orange circle appears on the alert icon means that you have undead alerts 
 
 
 

 
 

 
For Instant Messenger and Email 

For Updates on news posts, upcoming end dates, due dates, new and updated grade 

items, ePortfolio notifications 

For Subscriptions: New blog posts, and discussion posts in forums, topics, and specific 

message threads you have subscribed to, Comments left on ePortfolio items and 

ePortfolio subscription notifications 
 
 
 

What is a space? 
 

Once you choose a space from the VU Collaborate Homepage you will be navigated to the Course 

Homepage. Each space is a course or unit of study, where you can access content, activities and 

assessments related to that course or unit of study. Within a space, you can: 
 

 Access your course content including eLearning activities and additional resources 

 View and attempt assessments such as assignments, essays, quizzes 

 Communicate with your teachers and peers in the course/unit 

 View feedback, grades and results around your current progress 
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Space/Course Homepage 

This is the first page you see when you navigate to a course. It contains widgets, tool links on the navbar, 

News, Calendar and Updates 

 
The navbar is the main navigation tool within a course/unit space. Navbar provides links 

to : 
 

 Content: All materials, information and assessments related to the unit/course 

 Communication: All channels of communication within the space including 

Discussions, Emails, News and the WebEx, Zoom virtual classroom tools 

 Results : Grades and User Progress 

 Toolbox: Options such as ePortfolio, Calendar, Attendance 

 Help: Learning support, students help, IT Service Desk, Student Tools 

News section is comprised of important messages teachers post related to the course. 

Through News you are able to access important events that teachers have published. You 

are required to visit these news items regularly to keep yourself up-to-date with course 

information. 

The Updates section will display any new emails, dropbox submissions, and new posts in 

the discussion rooms. These updates are related to activities within the space. 

The Calendar is an important tool for displaying upcoming events in the course. Calendar 

will display assessment due dates, in-class events and important event dates published by 

teachers. 
 
 
 

 
1 

 
2 
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Content 

The content area is where you can access all of your learning materials and assessments. To access the 

content area select the Content tab from the navbar 
 

All course related information can be accessed from the left of the screen. 
 

 
Each unit in your course is presented in Course/Unit Navigation Menu. The structure of a unit is comprised of:                         

        

 
a) eLearning 

Activities 
 

b) Additional 
Recourses 
 

c) Assessment 
Tasks 
 

d) Student Survey 
 

Course /Unit Navigation 
Menu 
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eLearning Activities 

eLeanring activities are interactive learning tools, which are designed to present the content of your 

course. 

To access eLearning activities: 

 
Select the eLearning Activities section, which is listed under the unit you are studying. All 

related eLearning Activities will be displayed on the right side of the screen. 

Select the eLearning activity you wish to view 
 

 

The eLearning activity will now load within the same window. If you wish to view the eLearning Activity 

in full screen mode, choose the icon. Once you finish the eLearning Activity close the window to return 
to the VU Collaborate space. 

 
1 

 
2 

2 

1 
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Each eLearning activity is comprised of information on how to navigate through the activity and complete 
it. Read the content of the eLearning Activity carefully. 

 
 

Stop and start again 

If you stop the eLearning Activity without completing and try to revisit it again you will be given the option 
of resuming from where you left off. 
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Completion 

Once you complete the eLearning Activity you will get a completion notification. 
 

 

 

 
Navigate to eLearning Section 

To visit the eLearning Activity section again you can use the breadcrumb trail. The breadcrumb trail allows 

you to identify where you are within a course/unit easily. To return to the content area that you last 

accessed, choose the last active link on the breadcrumb trail. 
 

 

Additional Resources 

Some units may be comprised of additional resources that you are expected to read before you attempt 

the Assessment Tasks. To access Additional Resources: 

 

 
Select the Additional Resources section, which is listed under the unit you are studying. 

All related Additional Resources will be displayed on the right side of the screen. 

Select the Additional Resource you wish to view 

 
1 

 
2 
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Assessment Tasks 

Once you complete viewing the course content, your teachers will guide you on undertaking Assessment 

Tasks of the unit. This section will guide you through how to access and complete some of the more 

common Assessment Tasks in VU Collaborate. 

 
 

To access assessment tasks of the unit: 
 

 
Select the Assessment Tasks section, which is listed under the unit you are studying 

Select the Assessment Conditions link 
 
 
 

 
2 

 
1 

2 

1 
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You will then be navigated to Assessment Conditions page. You are required to read and accept the 

Assessment Conditions for Assessment Tasks to be released. Assessments Conditions provide you with 

information on re-assessment, assessment appeals and plagiarism. If you need further clarification with 

regard to Assessment Conditions, please contact your teacher. 

To accept the Assessment Conditions: 
 

Select the checkbox beside ‘I understand and accept the conditions of my assessments’. 
 

 

To view the Assessment Tasks 
 

Once the checkbox is completed, your response will save 

automatically.   

To return to the Assessment tasks, select the ‘Assessment Tasks’ from the breadcrumb trail or simply use 
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the ‘back button’ in your browser. Assessment Tasks are now available for you to undertake: 
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Undertaking Assessment Tasks:  Quiz Style Assessments 

Quiz style assessments can be in the form of multiple choice, multiple answer, short answer, essay style  or 

matching type questions. You can easily recognise quiz style assessments by the ‘Question Mark’ icon 

next to the quiz name. 
 

To access the quiz select the quiz link, which is listed under the Assessment Task description. 

 

 
 

Once you select the 
Quiz you will be 
navigated to summary 
page, which provides 
you information on 
quiz       assessment 
conditions.  
 
Read the instructions 
carefully and select 
Start Quiz 
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Now you can view the quiz. 

Key Elements: 
 

Number of questions in the quiz and the Save status 

Question and Save status 

Panel to provide your response(s) 

Submit Quiz – Before you select the submit quiz option review all your answers 

 
1 

 

 
2 

 
4 
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Once you select Submit Quiz, you will be navigated to the following screen: 

Select Submit Quiz again. 
 

2 

3 

1 

4 
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Reviewing your submission and feedback 

After submission you will be presented with a summary of the questions and responses. 

Many quiz assessments are set up to self-mark, meaning that your results will be available immediately 

upon submitting. Note: This is only available for multiple-choice and true/false style quizzes. To view your 

response and quiz feedback, follow the steps below: 
 

Select ‘View Feedback’ to view the feedback for the question 
 

 

Feedback will be displayed for your submitted response 
 
 

 

Once you finish reviewing feedback, select Done. 
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Your attempt summary will be displayed as follows: 
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Reviewing Teacher Feedback on Quiz Style Assessments. 
 

When the quiz is not a self-marked type quiz, the teachers will provide feedback for your answers. To 

access the feedback provided by the teachers: 

 

 

 
 

 
 
 
 

Select “Quizzes” 

 

Select “Results” from the navigation bar 

Then select “User Progress” 
 

 
1 

 

 
2 

1 

2 
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Select the “Attempt” you need to view feedback 

 
1 

 

 
2 

Scroll down to the quiz you need to view feedback provided by the teacher 

Then select “Details” 
 

1 

2 
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Select “View Feedback “ 
 
 

 
 
 

You will now be able to view feedback provided by the teacher for individual questions of a quiz 
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Dropbox Style Assessments 

Some Assessment Tasks require you to upload documents as part of the assessment task. The documents 

could be a Report, Spreadsheet, Image, Scanned PDF or anything that is relevant to the Assessment Task. 

Assessment Task description provides you instruction on evidence to be submitted. Such evidence needs 

to be submitted through an Assessment Dropbox. 
 

Upload assessment evidence to an Assessment Dropbox 

 

 

Select the Assessment Task 

Select the Assessment Dropbox listed under the Assessment Task description 
 

 
1 

 

 
2 

1 
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You will then be navigated to the Assessment Dropbox . 
 

Select Upload and attach the evidence from your local file. You can upload multiple 

documents to an Assessment Dropbox up to a maximum of 1GB 

You can type a message for your teacher in the comments section. This is optional. 

Select Submit to Assessment Dropbox 

You will see a notification in the bottom left of the screen “Confirmation Email Sent 

Successfully” once the documents have been submitted successfully. 
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Results 

The Grades area is where you can see results for all the assessments that you have submitted in the space 

and eLearning activities you have undertaken. You can see your individual Grades and your Final Grade 

once they are released. When your grades are published, they appear in the Grades area of your 

course/unit space. 

 

To access the Grades: 

 
Select the Results tab from the navbar 

Then select Grades from the dropdown menu 
 
 

 

 

You will then be navigated to the Grades area 
 

The Grades area will give you an overview of all the graded activities within a unit/course. Following are 

the key elements in the Grades area of a space. 

 
Grade Item- This column includes all grades (eLearning Activities, Assessment Tasks and 

Overall Outcomes) related to your unit/course 

Grade – This column indicates the outcome you have achieved for each Grade Item. Following 

are the possible Grade outcomes 

5                                   You have successfully completed an eLearning Activity 

6                        You have not attempted/completed an eLearning Activity 

Assessment has been graded and you have met all 
7 

assessment criteria 

8 Assessment has been graded and you have not met all 

assessment criteria 
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3 

1 
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Overall Outcome of the unit. This will remain Not Yet 

Assessed until you receive a satisfactory result for all 

Assessment Tasks of the unit/course 

Once you receive a satisfactory result for all Assessment 

Tasks of the unit/course the Overall Outcome will display as 

Competent 
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Accessing work submitted and quizzes completed 
 

Select the Results tab from the navbar 

Then select User Progress from the dropdown menu 
 

 
 

 
Dropbox Style Assessments 

 
Select the Dropbox tab from the menu on the left of the screen 
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Find the Assessment Task title for which you need to view the submission 

Selelct the      arrow icon in the Details tab 

Then you can view all your submissions realted to the assessment task. Select the 

submission you want view. The document will be donwloaded to the bottom of your 

screen 

 

 
 
 

Quiz Style Assessments 
 

Select the Quizzes tab from the menu on the left of the screen 
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Find the Quiz title for which you need to view the submission 

Selelct the    arrow icon in the Details tab 

Then you can view all your attempts realted to the Quiz. Select the attempt you want 

view. 
 
 

 

You will be able to view your responses to the selected quiz as follows 
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Communication 

Communication tools in your VU Collaborate space act as great channels to link your peers and teachers 

to discuss important topics related to your course. 

 
You can access communication tools through the Communication tab in the navbar 

 

 
 

Following table will provide useful links to access information on how to use some key Communication 

Tools in your VU Collaborate Space. 

 
 

Communication Tool Link to access information on how to use the Communication Tool 

Email Compose and manage email messages through your VU Collaborate Space 

Discussions Participating in Discussions in your space 

Chat Room Participating in Chat Rooms 

 

Zoom Classroom 
Accessing a Zoom Virtual Classroom 

 

Participating in a Zoom Virtual Classroom 

https://studentvucollaboratehelp.vu.edu.au/student-guides/communication-tools/email
https://studentvucollaboratehelp.vu.edu.au/student-guides/communication-tools/discussions/473-posting-replying-to-messages
https://studentvucollaboratehelp.vu.edu.au/student-guides/communication-tools/chat-room/464-using-chat
https://studentvucollaboratehelp.vu.edu.au/student-guides/communication-tools/webex-virtual-classrooms/735-accessing-a-zoom-classroom
https://studentvucollaboratehelp.vu.edu.au/student-guides/communication-tools/webex-virtual-classrooms/736-participating-in-a-zoom-virtual-classroom
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