
SP:  
How to Open and Complete 

A SP Checklist to Assess Student Performance 
In LearningSpace 

SIGN IN TO 
COMPUTER 

Turn on computer, press the space bar, 

select “Other User” in lower left corner 

of screen  

 

 

 

 

Sign in to the computer 

• Use your DMU provided credentials (SP 1st initial last 

name@dmu.edu) [this is not case sensitive and there are no spaces] 

and password [this is case sensitive] 

o If you have problems with your DMU credentials - contact 

DMU ITS 

SIGN IN TO 

LEARNING 

SPACE 

Use icon called “LearningSpace” that is on the computer dashboard 

 

 

 

 

 

• This will automatically open the CAE Learning Space dashboard 

KNOW THIS 

INFORMATION 

The following information will be provided to you by SPAL staff: 

• Activity name - Title on training script 

• Case name - Name of the patient 

• The names of the students you are to assess – will be found in your cubbie 



Find Activity on Dashboard 
 
 
 

Find the Activity on your dashboard. We are using COM2022 CRS Cardio SPAL for this example. 

• Click the SP Data Entry button after the Activity name. 

Select Case name and name of student performance to assess 

 

The checklist is attached to a recorded video. To open the checklist: 

• Find the case for the activity – If multiple cases are playing you will need to select the case name for your patient role 

• Click on the student name that needs to be evaulated 

Tip: Ensure you are selecting the correct student. This is very important! 
Students that have already been evaluated will have a (X) behind their name. 



Completing Checklist 
 
 
 

The checklist opens automatically. It displays: 

• The Activity name 

• The Case name 

• The student’s name 
 
Complete the checklist by clicking on the appropriate answer, which will fill in with black. 

• Instructions that pertain to the entire section will appear just under the blue section header bar. 

• The black circle with an “i” to the upper right of a question will provide instructions pertaining to that item 

• Squares indicate multiple answers can be selected, circles require single answer only 

• Remember to click the blue Submit button at the bottom of the page when you are done 



Missing required responses 

 

If you missed selecting an answer on a question and hit submit, a message will pop up telling you to answer the highlighted 
questions.  

• Complete responses and click submit again 

Tip: Verify answer submission 
 

 
 

You will automatically be returned to SP Data Entry but you will see the message at the top if your answers were captured.  

• Select your next student and repeat the process.  



Other Items to Note 
Note: If your computer is attached to a docking station (example - inside the drawer in an exam room) you need to be out of the student 
evaluation before you undock the computer, or you may lose the information. 
 

Log Out of LearningSpace 

To log out of LearningSpace: 

• Click your name in the upper right corner of the screen. 

• The Account Settings box opens. 

• Click the blue Logout. 

• LearningSpace logs you out. 

• Close the browser by clicing the X in the upper right hand corner. 
 

 
 

To log out of the computer 

• Click the windows box in the bottom left corner of the screen 

• Select the “Power” icon  at the bottom of the list 

• Select Shut down 

• If in an exam room, turn the computer monitor off before 
leaving 

 


