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1 A Systems Overview 
 

1.1 What is the Learning Hub? 
 

The Learning Hub is a type of Learning Management System (LMS) used by learning 

institutions to facilitate online course access. It enables you to manage your courses by 

viewing course content, taking online assessments, checking grades, submitting 

assignments, monitoring class progress, and engaging in discussions with your classmates. 

 

2 Getting Started 
 

2.1  How do you access the Learning Hub from the BCIT website? 

 

           To access the Learning Hub, go https://my.bcit.ca 

 

2.2  How do you view your registered courses in the Learning Hub? 

 

Click on myCourses, found on the top left-hand side of the page to open your course list. 

 

 

 
 

 

2.3  How do you select a course? 

 

a. Click on the house icon for the course you want to access under My Courses to open 

the Learning Hub page for your course. 

 

https://my.bcit.ca/
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b. Select the course you want to open and click on the course in the Home Page column 

to open the course page. 

 

 

                         
 

 

The Learning Hub Interface: 
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3 Course Content 
 

3.1  How do you access course content? 

 

 To access course content, click on Content in the menu bar. 

 

 

 
 

 

3.2  How do you view, download, and print course content? 

 

a. Click on the course content you want to access underneath the Course Schedule list 

found on the left-hand side of the course page to open the list of documents for that 

week’s session. 

 

 

 
 

 

b. Click on the document you want to open, which will allow you to view, print, and 

download your document to your computer or device. 
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c. Click on download, view, or print at the bottom of the opened document. 
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4 Course Activities 
 
Click on Activities to open the drop-down menu of available options. 

 

 

 
 

 

4.1  Discussion forum 

 

Open the discussions interface by clicking on Discussions in the Activities menu and 

select the topic you want to submit your discussion for. 
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4.1.1 How do you submit an item to the discussion forum? 

 

a. Click on Start a New Thread to open the discussion window. 

 

 

 
 

 

b. Type the subject’s title in the Enter a subject field and type the content in the text 

box below. 

 

 

 
 

 

c. Click on Post to post your discussion for others to view, Save as Draft if your post 

still needs to be edited before you want others to view it, or Cancel to exit the post. 

Add any attachments before you post, if applicable. 

 

 

4.1.2 How do you read another user’s discussion post? 

 

To read a user's discussion post click on the user’s discussion post title. The author of the 

post is named under the subject title. 
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4.1.3 How do you respond to a discussion post? 

 

Click on the discussion post you want to respond to, and click on Reply to Thread to 

submit a response to a user’s post.  

 

 

 
 

 

 

 

 

 

 

 

 

 

4.2 Submitting Assignments 

 

4.2.1 How do you submit an assignment to the Learning Hub? 

 

Note: Alternatively, you may click on more to open the entire post, but this will still 

indicate that the post was unread and will not increase the view count shown at the 

bottom. 

 

 

Note:  If you do not want to see all the posts at once then you may filter which 

threads you want to see in the Filter by: All Posts drop-down menu, which allows 

you to select unread or flagged posts only. 

The Show: Threaded drop-down menu allows you to select specific posts such as 

newest first, oldest first, or to select by subject or author alphabetically. 
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a. Click on Assignments under the Activities menu to open the assignments page that 

contains the list of all assignments. 

 

b. Select your assignment from the assignment list and click on the assignment to open 

the Submit Assignment page. 

 

 

 
 

 

c. Click on Add a File, or Record Audio, or Record Video to add your assignment, and 

click on Submit for the assignment submission. 

 

 

 
 

 

4.2.2 How do you know that your assignment has been successfully submitted? 

 

Check the submission status in the completion column, which will indicate the number of 

submissions and the number of files submitted. 
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4.2.3 How do you complete a quiz or midterm in the Learning Hub? 

 

a. To open a quiz, click on Quizzes in the Activities menu. Most quizzes consist of 

multiple choice and written answers.  

 

b. Click submit once your quiz answers are complete.  

 

 

  

Note: You will also receive an e-mail indicating that your assignment has been 

successfully submitted and a submission ID number to confirm your submission. 

Note: Quizzes are usually timed, and some quizzes may not allow you to change 

answers after you have answered your question, because the next question loads 

immediately afterwards. Make sure you read the instructions for your quizzes, 

midterms, and exams carefully before attempting these assessments. 
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5 Grades 
 

5.1 How do you check your grades in the Learning Hub? 

 

a. Click on the Grades tab on the menu bar to access grades. The graded item will be 

listed along with the points, and any comments from the instructor. 

 

 

 
 

 

b. Click on the bar graph icon under the assignment to view the assignment statistics for 

the grade distribution and the class average. 

 

 

 
 

 

c. Hover over the bar graph to view the number of students per score range. 
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6 Course Tools 
 

6.1 Class lists 

 

The class list contains the names and contact emails of all your classmates, instructors, and 

administrators in your course. 

 

6.1.1 How do you access the class list? 

 

Click on Classlist in the Course Tools drop-down menu to open the list of course 

participants including classmates, instructors, and administrators. 

 

 

 

6.1.2 How do you contact individual classmates? 

 

a. Contact a classmate by clicking on the student’s name, in the Last Name, First 

Name column to open an email page to contact your classmate. 
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b. Click on the Email Classlist button at the top of the page to email the entire class. 

 

6.2 Groups 
 

Click on Course Tools to open the drop-down menu and click on Groups to show your 

groups and the number of members under the Members column.  

 

 

 

6.2.1 How do you view what groups you are in? 

 

Click on View Available Groups to show My Groups, if you have been put into a group 

for your course.  

 

6.2.2 How do you email all your group members? 

 

Click on the Email icon to open the email interface and contact all your group members. 

 

 

 

Note: You may filter the list by students, instructors, or administrators for your 

course, by using the View By: User drop-down menu and clicking Apply. 
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7 My tools 
 

7.1 How do you monitor your class progress? 
 

a. Click on My Tools to display the drop-down menu and click on Class Progress to 

open the Progress Summary page for your course.  

 

 

 

b. Click on grades, content, discussions, assignments, course access, login history, and 

system access history to view the specific details of your progress in each of these 

areas. 

 

                 

Grades: shows your graded items and the feedback 

for your assignments. 

Content: shows your content progress that indicates 

how much of the total content you have accessed, 

total visits, and time spent. 

Discussions: discussion progress indicates the 

number of posts you have read, the number of posts 

or threads you have authored, and the number of 

posts you have replied to. 

Assignments: Shows the number of assignments you 

have submitted, and which assignments are still 

awaiting grades. 

Course Access: Indicates how often you have 

accessed the course materials. 

Login History: Shows how often you have logged 

into the course. 

System Access History: Indicates how often you 

have accessed the Learning Hub. 
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8 Notifications 
 

8.1  What are notifications used for? 
 

Turn on Notifications to be informed when assignments are due, when grades are 

available, and when new content is available. 

 

8.2  How do you turn on notifications? 
 

a. Click on your initials to open the drop-down menu and click on Notifications. 

 

                 

 

b. Select which notifications you want to receive for your courses, and which courses you 

want to receive notifications for. You may also indicate the frequency that you want to 

receive notifications and the timing of the notifications. Options include to receive 

email notifications, SMS notifications, or both. 

 

c. Download the Pulse App to stay updated on notifications on your smart device by 

visiting the Google Play or App Store. The same notifications you receive via email 

will then display on your smart device so you can be updated on the go. 
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 Notifications page 
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9 Conclusion 
 

Getting Started with the Learning Hub is a beginner’s guide to help you complete commonly 

required tasks for online learning and to teach you the skills necessary to be successful in 

managing your distance and flexible learning programs.   

Please visit BCIT Tech Help | Education For a Complex World (techhelpbcit.ca) for further 

information on how to use the Learning Hub including video tutorials to help you be 

successful with online learning. 

         

           

  

               

 

 

 

 

 

 

https://www.techhelpbcit.ca/
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