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Module outline tool 
Displaying Faculty Handbook module outlines in duo 

Introduction 
This tool should be used in all duo courses for academic modules. It allows staff to deploy the 

approved module outline data held by the University in the Faculty Handbook. For more 

information about Module Outlines see http://www.dur.ac.uk/faculty.handbook/. Note that this 

tool only displays the Module Outline; generating and approving module outlines is a separate 

process.  

The Module Outline is part of the University Education Committee’s required content (duo 

minimum standards). It has been developed by members of the Learning Technologies Team at 

the request of the Academic Office. It is designed to save staff time (no need to retype data the 

University already holds) and ensures that the information in duo always reflects that approved 

by the Education Committees and published in the Faculty Handbook. 

This guide provides a summary of the basic functions. 

Displaying the outline 
You can add a link to the Module Outline anywhere in your course by creating a custom content 

item (for more details, see the Deployment options section). Normally however, the Module 

Outline tool is accessed from the course menu. Regardless of how you get there, its behaviour 

is the same. 

To add a link from the duo site menu: 

1. In your duo module site, click the + in the upper left corner of the menu.  

2. Click Tool Link.  

  

http://www.dur.ac.uk/faculty.handbook/
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3. Under Name, enter a title for the menu item (e.g. ‘Module Outline’).  

4. Under Type, choose Module Outline. 

5. Tick Available to Users if you wish students to see it immediately. 

6. Click Submit. 

7. Click and drag the new item to its desired place on the menu.  

 Tip: What happens when you click on the link depends whether or not you have EDIT MODE 

switched on. With EDIT MODE switched off, all users should see the Module Outline data. With 

EDIT MODE switched on, you see the configuration page. (Remember that only staff can 

see/turn on EDIT MODE.) 
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Configuring the outline 
1. With EDIT MODE: ON, go to the Module Outline via the link you created. 

2. Module Code (required): duo will try to populate this field automatically, but you can enter 

the appropriate code if necessary (e.g. ANTH1011). 

3. Add Multiple Codes: if you need to display multiple module outlines, click this button to 

enter the extra module codes. 

4. Level (required): please indicate whether this is an Undergraduate or Postgraduate course 

(the default is Undergraduate). This is important as the data are stored in different 

handbooks. 

5. Default List Behaviour: indicate whether you want the Module Outline to appear in full or 

as expandable headings, and then whether or not you want users to be able to change this; 

we strongly advise you to allow personalisation. (See the Customisation section below.) 

6. Publication Year: for courses in duo that follow the default naming convention (the course 

code ends with the academic year, e.g. ‘ANTH1234_2017’) you can ignore step 2. If you 

have a non-standard course and want to ensure that the Module Outline displayed is from a 

particular year, then be sure to set the Publication Year. 

7. Click Submit. 
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 Tip: Should you enter an invalid module code, you’ll see this message: 

 
 
…and your students will see this message: 

 
 
Check that you have entered the official module code and try again. 

 
8. Turn EDIT MODE: OFF to see the Module Outline as the students will see it.  
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Customisation by students 
When you set up this tool, you specify how you want the list to appear by default. 

It can either be shown fully expanded: 
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…or just as a series of headings: 

…each of which can be expanded or contracted by clicking on them. 

 Tip: The expandable format may be more useful to users accessing the information on a 

mobile device or computer with a small screen. It may also help users with certain learning 

needs by reducing the amount of information presented at any one time. 

If you choose one of the Default List Behaviour options that allows the user to change this 

setting, then they will see a Preferences button above the list. This allows them to override your 

settings. Note that this user preference setting applies to all courses, on the assumption that, if 

they want/need this view in one course, they probably want/need it in all the others.  

 Tip: in all cases, the page includes a link to the appropriate Faculty Handbook entry at the top 

of the page. Clicking this will open the University website at the appropriate page in the Faculty 

Handbook. 
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Deployment options 

Add a link elsewhere in the duo module 

1. With EDIT MODE: ON, go to the appropriate section of your duo module,  

2. Hover over Tools. 

3. Click Link to the Module Outline.  

 Tip: If you do not see this option, go to Control Panel 

> Customisation > Tool Availability and ensure that 

Module Outline is ticked. 

4. Change the Name of the item if needed and customise 

any other settings. 

5. Click Submit. 

 

 

 

6. A link will now appear, which takes students directly to the Module Outline tool. 

Tools area 

If you have included a Tools link in the course menu, students will also be able to access the 

Module Outline from here. 


