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Class Notes

Chapter 1. Introducing the Guide

This guide is a source of information on the general functionality that exists within the
learning management system (e-Racer) allowing faculty members and administrators to
effectively facilitate courses.

You may use the sidebar identified as Class Notes to keep write your own notations for
future reference.

Within this guide, you may find one or more of the following graphics and format to
identify a particular fact, aspect, or detail:

izlj

A Note will be used to identify specific information related to the text
preceding it and will be recognized by the icon shown in this example.

A
s

A Tip will be used to point out a suggestion or recommendation that will
assist you with the task or function preceding it and will be recognized by
the icon shown in this example.

|

A Warning will be used to alert you to the consequences of a specific
process, step, or its results and will be recognized by the icon shown
in this example.
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Chapter 2. Explaining the Course

This chapter will provide an overview of the topics that will be addressed during the
length of the course.

Agenda
= Creating basic content online using the e-Racer tools
o Setting up your course pages
o Creating a syllabus
o Understanding the default course templates
= Sharing information with current/future students and updating your personal
information
o ldentify office hours
o Change your password
o Attach a photo to your profile
o Choose the information that will be shared with students
» Placing assessments online
o Determining the types of assignments needed for your class
o Creating a quiz, test, or exam
o Developing your coursework
o Understanding and using the test builder functionality
= Utilizing the file cabinet to store and manage your course materials
= Copying content from one course to another course
= Printing a class roster
o Send an email to your entire class at one time
= Tracking student attendance
o Send notifications when a student is late or absent
= Utilizing course administration tools
o Developing a course calendar
o Creating announcements using HTML content
o Changing the default layout of a course
= Using the collaboration tools
o Creating chat rooms
o Initiating forum discussions

Objectives

At the end of this course, you will be able to:
»  Set up your learning management system
= Create your online coursework
= Effectively utilize your file cabinet to store course materials
= Duplicate course content

Summary

The course goals are to:

= Focus on the beginning concepts of utilizing the learning management system for

faculty members

Page 7
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Chapter 3: Developing Basic Content

This chapter will provide details on using the tools available within the e-Racer
component for placing basic course content online for your students to access.

Objectives

At the end of this chapter, you will be able to:
= Understand the manner in which courses are initially created in e-Racer
= Recognize the structure of default templates and how they are used
= Identify and place basic content in the learning management system
= Create a syllabus and make it available for students

Using Default Templates
When Jenzabar Internet Campus Solution is installed, four xml files will be found in the
Templates folder in the Program Files\denzabanICS.NET\Portal\ClientConfig\ directory:
= DefaultCourse.xml
= DefaultCourseSection.xml
= DefaultDepartment.xml
= DefaultPersonalContext.xml

Whenever a new course, section, or department is created in JICS, these xml files will
determine the layout that will be applied to this new course, section, or department. The
layout will affect several elements:

= Format and style

= Roles to which access is granted

= Pages created

=  Specific portlets on each page

The DefaultCourseSection.xml file is shown below — notice the structure that will be
applied to all new course sections as they are created on JICS and the default pages that
will already be created.

For example, the highlighted section of the xml file below indicates that the Attendance
portlet will be displayed on the Attendance page for students. Also, the Collaboration
page will be available for students including the Forums portlet along with the
permissions to add messages. These defaults will automatically be applied whenever the
default template is used.

You may change any of the xml files but remember that only new pages created after the
changes have been made will use the modified template. Any pages that have already
been created using the previous default template will not be affected by the modifications.

<?xml version="1.0" ?>

= <Context Name="Replaced by system"
DisplayName="Replaced by system" IsSystemQObject="true"
Hidden="false" Type="CourseSection"
ShowChildNodesInSidebar="true" Order="1"
DefaultPage="Main Page" Grant="Faculty"
xmins:xsi="http://www.w3.0rg/2001/XMLSchema-
instance"”
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../../../../../../../Program%20Files/Jenzabar/ICS.NET/Portal/ClientConfig/Templates/DefaultCourseSection.xml

xsi:noNamespaceSchemalocation="D:\scratch\ ContextTempl
ate.xsd">

<Role Name="Faculty" IsSystemObject="true" />

<Role Name="Students" IsSystemObject="true" />
= <Page Name="Attendance" IsSystemObject="true"
Grant="Students">

<Portlet Name="Attendance" Column="1" Order="1"
Template="[LMS] AttendancePortlet" />

</Page>
= <Page Name="Collaboration" Grant="Students">
= <Portlet Name="Forums" Column="1" Order="1"
Template="[ICS] ForumPortlet">

<Operation Name="CANADDMESSAGES" Grant="Students"
/>

</Portlet>

<Portlet Name="Coursemates" Column="1" Order="2"
Template="[ICS] GroupDirectoryPortlet" />

<Portlet Name="Chat" Column="2" Order="1"
Template="[ICS] ChatPortlet" />

</Page>
= <Page Name="Course Information" [sSystemObject="true"
Grant="Students" GrantGlobal="Everyone">

<Portlet Name="Course Information" Column="1" Order="1"
Template="[LMS] CourseInfoPortlet" />

</Page>
= <Page Name="Coursework" IsSystemObject="true"
Grant="Students">

<Portlet Name="Coursework"”" Column="1" Order="1"
Template="[LMS] CourseworkPortlet" />

</Page>
= <Page Name="Gradebook" [sSystemQObject="true"
Grant="Students">

<Portlet Name="Gradebook" Column="1" Order="1"
Template="[LMS] GradebookPortlet" />
</Page>
= <Page Name="Main Page" Grant="Students">

<Portlet Name="About This Course" Column="1" Order="1"
Template="[ICS] CustomContentPortlet" />

<Portlet Name="Calendar" Column="2" Order="1"
Template="[ICS] CalendarPortlet" />

<Portlet Name="Announcements" Column="2" Order="2"
Template="[ICS] AnnouncementPortlet" />

<Portlet Name="Handouts" Column="2" Order="3"
Template="[ICS] HandoutPortlet" />
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Class Notes

<Portlet Name="Bookmarks" Column="2" Order="4"
Template="[ICS] BookmarkPortlet" />

</Page>
= <Page Name="Syllabus" Grant="Students">

<Portlet Name="Course Syllabus" Column="1" Order="1"
Template="[ICS] CustomContentPortlet" />

<Portlet Name="Downloadable Version" Column="2"
Order="1" Template="[ICS] HandoutPortlet" />

<Portlet Name="Readings" Column="2" Order="2"
Template="[ICS] ReadingPortlet" />
</Page>

</Context>

You can change any of these xml files so that any new course section that is created will
use the modified file to determine the default template. However, keep in mind that this is
NOT real time; therefore, pages that were created prior to using the modified template
will not be affected by the changes that you may make to the xml files.

Setting up Pages
In the example provided below, the ACTG 1002 01 — Beginning Accounting | course is
used for illustration purposes.

In this case, a faculty member (Isaac Baker) has logged in to the system and is ready to
start placing content online for his course.

Welcome Dack Issac (FN) MI Baker (LN) TTT { Awsona? 2 | Logoul )

[ [T ot

AUTG 1002 01 -
Attandance
Collaborution

Course Indormation

Cuursework

Foriets that me cuvsntly

L L ambable 0% the main page of

the ACTG 002 01 cowrsa

Main Page

©20d o Handout il e is 1= b0 12 19

There ara no Handouts for ths portet

“LiaMan kusen

o - = - !
i r 15 i 3
Bookmarks we
Mul San Celecdn

G ©200 & Sackmak

- _ Anpouncementy we

hars are no Bookmarks for this portiac

m You have no lfv:-:"tﬂg announcements
- 3 da M, o Suaen
My Courses SR T [ )
LR R T L T B P PO —— B S S PSP ST PR ———

As the screen capture shows, the DefaultCourseSection.xml template file (described
earlier in this chapter) has been used; therefore, the sidebar displays the default pages
that have already been created in addition to the portlets that exist on each page for
ACTG 1002 01 — Beginning Accounting I.
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../../../../../../../Program%20Files/Jenzabar/ICS.NET/Portal/ClientConfig/Templates/DefaultCourseSection.xml

Right now, the main page for the course is displayed above with the following portlets:

About This Course
Handouts
Bookmarks
Calendar
Announcements

To take a look at this
page more closely, click
on the Edit Page link in
the upper right corner of
the page

Click on the Content tab
and notice the portlets
that are currently on the
page as defined by the
default template

Notice that About This Course is
actually the Custom Content portlet
that has been renamed to provide a
more intuitive name for the portlet.

Identlfylng the Course

Customize page Main Page

Properties | Content | Layout Permissions

Portlets on this Page

Calendar (Calendar)

Announcements (Announcements)
Bookmarks  (Bookmarks)

About This Course (Custom Content)
Handouts (Handouts)

gPAdd 3 portlet
fPAdd custom content

%Reorder

i o A e AN A e 5 A A gt B a0 AN B

eaed

P

& adde L aah o

You may want ACTG 1002 01 - Beginning Accounting

to start by

adding About This Course

information
related to your

There is no content in this portlet.

course — click You can add content in the following way(s):

the Create Create Coetent
Content link on

About This
Course

i’ MWAMWMMMM-M ~

Page 11

=

Class Notes



=

Class Notes

Add a new element As mentioned

l earlier, About This
An element can have any combination of three types of content: a header, an image, and te’ Course is aCtua”y

content you want below. the Custom
Content portlet —
therefore, you can
[“IDisplay a header for this element with the following text add a header, an
¢ image, and text
related to the
Image course.

Header

P

Header Text: |Accounting

Vool

[“I Display the following image within this element

Image: C:\Documents and Set'

(Image must be less than 250KB, a maximum of 400x400 pixels and in one of the
IPG)

® within the text, to the left

O within the text, to the right
Image Placement: - ;
9 (0 Above the text, aligned to the left

O Above the text, centered

Text

ek DefaultFont ~ Sze + % | B Z UA - . g EEEE|iZ = —
This course offers an introduction to the basic concepts in accounting and standar

accounting principles.
LR NP PRSIV P A S S 0 SRS QR Y YNV Y S P~ ST DU NP0 SO PP S SR YT S ST I PO Y

2 After you have defined all of the components for About This Course,
click Save and you will be able to view the portlet as it will be

displayed to others as illustrated below
About This Course

Accounting

This course offers an introduction to the basic concepts in accounting and standard}
accounting principles.

e ot s Bene 208 oot n ok At cocaliae n ot o iR A Bhrmmdions Sy A A QLR & BN - B 20 0me m AR AR A AR A S B s o €

N

Keep in mind that not only students but anybody looking at the Web site
will be able to view this description of your course.

3 You may also define specific handouts (files, documents, PowerPoint
presentations, etc.) or bookmarks (links to Websites, articles, etc.) for
your course
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ACTG 1002 01 - Beginning Accounting ¥

Thare is no content in this portiet,

Returning back to the main page, we will

begin to place content online for this
course.

You can add content in the folowing way(s):
Create Content

4 Click Add a Handout from
the Handouts portlet

Handouts %)
add a Handout

There a}e no Handouts for thes portiet.,

S0 to Main Sogqn
Bookmarks %)
®add 3 Bookmark

Thers are no Bookmarks for this partlet.

In this case, the Accounting Procedures document is identified as a handout and will be
displayed in the Basic Resources set:

ACTG 1002 01 - Beginning Accounting I

@Edit page é Printen;
Handouts - Manage Handout View

Manage File Tools

Name: ;Accountingﬁ Procedures

File: |c:\Documents and Set|

Diesenplion: DefautFont ~ Sze ~ | B 7 U A-¥. 5 | =

1— a—

EEE|TiT—@&Hapo i
Read this document to understand the basic accounting procedures that are recommended practice. 1
4
{
GEtormal] 2 1
(Max Characters: 2000
25 I L3 2 AR e A v L

i e L

After you save this handout and exit the Manage Handout View screen, you will see that
the document has been added for this course.

ACTG 1002 01 - Beginning Accounting I

@’Edit page % Printer Friendly

Handouts - Edit View
File Tools
. ¥
Basic Resources @ (& [

O Accounting Procedures (.doc, 25K, Downloaded:0 times) i
Read this document to understand the basic accounting procedures that are recommended practice. 7B

Manage

[Move \:] selected items to | Basic Resources JZI [ Submit ] f¢ Add a Handout

Import Handouts from File Cabinet

C% Add a set

T e a0 Ao s anil ot kMoo Skt A S SRt eyl

SN A m AP~ B a5 B o Ot NS -

Instructors can continue to add handouts (documents, files, presentations, etc.),
bookmarks (such as a link to a Website or article), or readings using the same procedure.
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If you already identified such items in your file cabinet, you may also import one or more
for a course by clicking on the Import link.

Creating a Syllabus

You will also notice that a Syllabus page is ACTG 100201 -
available from the left navigational pane for all Hegmaing Acconkting
courses. Attendance 3
Collaboration
As illustrated in the screen capture below, the CoUFss Entofmdtion
Syllabus page will automatically display three DR WO
porﬂets; Gradebook ’
= Course Syllabus (the Custom Content Main Page
portlet) e About This Course
= Downloadable Version (the Handouts e Handouts
portlet) e Bookmarks
= Readings e Calendar
e Anncuncements
Here, an instructor can identify course materials Syllabus 1
for a class and make them easily available for P b 3

students.

1 Click the Create Content link from the Course Syllabus portlet .
Syllabus & Edit page B printer Friendly |

Course Syllabus Downloadable Version

There is no content in this portlet. Add a Handout

You can add content in the following way(s): There are no Handouts for this portlet.

Create Content
Go to Main Screen

Readings %)
% Add a Reading

There are no Readings for this portlet.

Go to Main Screen

i T i I e LV AN o ANDAN DA~ RAD AR

2 Enter text for the course syllabus, format as necessary, and save
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Syllabus & Edit page B printer Friendh

Course Syllabus

#Edit Content

The Beginning Accounting | class will focus on general accounting principles and practices.
At the end of this course, you will be able to:

e Recognize the terminology that is used within the accounting field
e Understand the required elements for accounting purposes
« Apply general accounting principles to your practice

In preparation for this course, be prepared to discuss any personal issues you may have encountered that
may help you understand the need for following the principles menticned in this class.

3 If necessary, you may click on the Edit Content link in the upper right
corner to modify the text at any time

In the example shown above, the text for the course syllabus was actually added to the
Custom Content portlet and is displayed immediately. When a course syllabus consists
of a large amount of text, you may want to attach it as a file using the Downloadable
Version option which is actually a re-named version of the Handouts portlet.

Downloadable Version 4 Click Add a
Handout from

frAdd a Handout : the
Downloadable

There are no Handouts for this portlet.

Version portlet

Page 15
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Class Notes Downloadable Version - Manage Handout Vj "
. Enter name as it
File Tools will appear on the
portlet

Name: |Syllabus - Basic Accounting ;
File: [c:\Documents and set|[ Browse... ]
Set: | syllabii [¥] O add a set
Description: T sze - %W B I UA-W. 5 =

Alabus for Basic Accounting I

: Default Fg
Print th?
Choose the name of the

group (set) under which
this syllabus will appear

Choose timeframe to
display the syllabus

EIHTML

Start: (@ pisplay now
O Display later manually
Display on:

Choose to delete or inactivate
syllabus when ending date
has been reached

[12[v]:[00[v][am|v]

\ 8 [12[v]:[00[v][am[y]

After End: | Make Inactive v

Save [ Save and Add Another ] Cancel
R SN P SN e vy y g s A~ vy

5 Looking at the screen capture above, add the information that
will identify the syllabus file

6 Click Save when all of the details have been completed
o Your students will now find a link to this file which can easily be
downloaded and printed
Downloadable Version £y

Syllabii

Svllabus - Basic Accounting I (.docx, 1494K)
Print this syllabus for Basic Accounting I

e, PRy e A AT n AR o, St Admsa a0 gs

Use the Manage menu (only available to those who have been granted the
appropriate permissions) to view a list of available options. In this case, since you
are a faculty member, you will have access to the Manage menu.

Downloadable Versio
Manage l File Tools

Show Editing Tools

Page 16




=

Class Notes

On the Edit View screen, you will be able to perform several tasks:

Downloadable Version - Edit Viaw
Add, edit, or
delete the set

Expand or
collapse the set

View the number of
times the syllbaus
has been downloaded

Manage File Tools

Syllabii & ' (T

[0 svllabus - Basic Accounting I (.docx, 1494K, Downloaded:2 times) Pl
Print this syllabus for Basic Accounting I 4

Basic Accounting Materials & (i’ [ Edit or delete =
Select syllabus the syllbus i

[ principles of Accounting (.docx, 14f and move or copy [times) 78

Identifies the basic principles of a to a different set t

|Move |¥TSelected items to | Syllabii 2 [ Submit | % Add a Handout

Import Handouts from File Cabinet C# Add a set

o e ——_—t o

S P S PSP PG Sy -

You will also be able to use the Readings portlet to identify a book (including a Web site)
that is relevant to the syllabus.

Recap Checklist — Creating Basic Content
1. Log into Jenzabar Internet Campus Solution using your instructor
user name and password

Password:

o i s

2. Click on the Faculty tab and select a specific course from All My
Courses (portlet) or My Courses (Quick Links

back Issac (FN) M1 Baker (LN) III ( fersona' Info | Logout

v ] Cavtpun LS | Acaidesmics | Stwdesst TLTRUR] Adviaurs | Ainetviions | Abemrot | Fiancos | Empioyes tui | Py Popes |

vre hare: Tarury Tex Page

Faculty ¥ Ectt poge 8 2nn

All My Courses

* AlMy Couies

Show: Current Courses j{]

Faculty Portiets Faculty Courses
P ad = Foge 2009-2010 Fall =
~‘;'v néeal Mansger Course Code Course Gradebook Schedule

ACTG 1002 (01 ACcon Gradobook Tue-Thu 8:00 AM Tue 10:00 AM Mon-Wed-Fn 3:00 PM
Em_ ACTG 2002 (01) o A Lediale Accounting | Gradebock  Mon- Wed-Fri 2:00 PM
ACTG 3042 (01) Maoagsoal Accounting ] Lladalicck Unknown

5 My Courses
ACTG 4002 {01) Advance Accountng | Sradshock Mon-Wed-Fri 2:00 PM
El My Pages ACTG 4062 (01) Accounting intershie Il Graskebock Mon-Wed-Fri 8:00 AM
5 Cogy Courses ACTG 4091 (01) Independant Study | Gradehock  Unknown 1
ARY 1001 (02)  Art for Begresrs Gradehock Tue-Thu 11100 AM x
A st b et A A Db b A RS . o SRR, MO WA P 200 B -J
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3. Examine the pages and portlets that are delivered through the
default template that is applied to all courses

ACTG 1002 01 - :
Beginning Accounting I
Attendance :

In the example illustrated to the left, the ACTG 1002 01
— Beginning Accounting | course was created in e-
Racer with the following pages:

» Attendance

= Collaboration

= Course Information

Collaboration

Course Information

Coursework = Coursework

Gradebook =  Gradebook

Main Page * Main Page
= Syllabus

e About This Course

The default template also created default portlets on
each page — for example, the Main Page already
contains the following portlets:
»=  About This Course
o Introduce your course
» Handouts and Bookmarks

e Handouts
e Bookmarks
e Calendar

e Anncuncements

Syllabus o Upload from your file cabinet or create
‘ new

gﬁqo" 5 Page
S = Calendar

o Add events specific to your course (such
as dates for exams, deadlines for
homework assignments, etc.)

Announcements

o Create any type of announcement
specific to your course (such as
cancelled classes)

(1 study Groups

Qf Context Manager

My Courses

My Pages

» Copy Courses

Y e

4, Click the Edit page link in upper right corner of page to perform any
of the following:
= Change page name
= Add or reorder portlets on the page
= Change layout of page and arrangement of portlets
= Assign permissions to the page
] ACTG 1002 01 - Beginning Accounting I

Attendance R Aoyt This Course e

Callalmg dbow s o -~ - SE——————
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5. Click Add a page to create new pages for your course

ACTG 1002 01 - ;
Beginning Accounting I
Attendance

In the example illustrated to the left, you will be
able to add new pages in addition to those that
already exist (such as Attendance,
Collaboration, Course Information, etc.) for
the ACTG 1002 01 — Beginning Accounting |
course.

Collaboration

Course Information

Coursework

Gradebook

Main Page

e About This Course

e Handouts
e Bookmarks
e Calendar

e Anncuncements

Syllabus

gAdd a Page
4 2 9= SE
(& Come@ Manager

N S e et e mtn Marm Ao AIE A mon T A
6. Click Context Manager to add new sub-sections (also referred to as
a context) for your course
ACTG 1002 01 - :
Beginning Accounting I When you click Context Manager, you will be
able to perform any of the following tasks:
= Change the properties of the context
= Rename the Collaboration, Main, or
Syllabus page
o Other pages cannot be changed

Attendance

Collaboration

Course Information

Coursework since the information is imported
Gradebook from your ERP

. = Delete the Collaboration or Syllabus
Main Page

page
o Other pages cannot be deleted
since the information is imported
from your ERP

e About This Course

® Handouts
e Bookmarks

e Calendar

=

Any page that has been identified as
the Main Page cannot be deleted

e Anncuncements

Syllabus

& 4dd = Page

(1 study Groups
EZ"’ Con@ t Manager

i e

= Create new sub-sections which will
appear as folders in the sidebar (such as
Study Groups)

= Assign viewing permissions to individual
pages within the sub-section
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7. Develop new sub-sections, if desired

Default Page StUdy Gl‘OUpS When you create a new

sub-section, you will

@ Add 5 Page have the ability to add
5 any portlets (by clicking
(& Context Manager the Edit Page link) or

pages (by clicking Add

Quick Lin

Basically, you will start
out with a clean slate
My Pages and can customize to fit
your needs.

My Courses

@M

The Princeton Review

2.0 a8 Samont A0 Sms L PR Py
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Chapter 4. Sharing Personal Information

This chapter will explain the process for utilizing the personal information area to share
specific details with students.

Objectives

At the end of this chapter, you will be able to:
= Define and identify the personal information that will be displayed to others
= Change your password
= Upload a photo of yourself to display on My Info
= Display your office hours

My Info

You can view information about yourself that the school has on file as well as update,
save, and share your personal information with others by using My Info.

Throughout the portal, you will notice the icon O that, when clicked, will display
information that has been identified in the My Info portlet — this is referred to as the My
Info pop-up.

N

Any portlet or link that begins with My indicates that the information is
specific to you. For example, My Info will display information that has
been gathered from your biographical profile, My Courses will display a
list of courses in which you are enrolled or have been identified as the
instructor, and My Groups will list all of the groups to which you belong.

Click on the Personal Info link that is displayed next to your name after you have logged
in to the portal.

A1 Jenzabar University!

Welcome back Issac Baker III ( Personal Info | Logout )

N

The tabs that are displayed to you will be determined by the permissions
that have been granted to your role by the administrator.

Account Info

Available for all users, you can change your first name as it will be displayed within the
portal as well as other name and email data.
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Password Photo Custom Info Office Hours

Account Info

Preferred First Name:

Hide Middle Name: []
Prefix: |None v

Suffix:

You will see the change to your preferred name online immediately, but i
only your preferred name, and will not change your actual name on reco®

Email

Email:

Save

L e st S e e AP R AAS LD AED ARG Aem It B Aan BRI 1800 b Dol s i te

Cancel |&

Your Preferred First Name is the name that will be shown after you log in to the portal
and will also be displayed to others. If nothing is entered here, your first and last name
will appear.

While you can make changes on this screen that will be displayed within e-Racer, keep in
mind that the actual data is stored in the ERP system and will not be updated.
= If Prefix, Suffix, and Email cannot be edited on this screen, it indicates that this
data is brought over from your ERP software and therefore cannot be changed
= If Prefix, Suffix, and Email can be edited on this screen, the data is stored and
updated directly within JICS

After making the necessary changes, click the Preview My Info pop-up link at the bottom
of the screen to view this data as it will be displayed to others.

Password
Available for all users, you can change the password used when you log in to the portal.

e,
¥

The Password tab will not be available if your school has decided to use
external authentication such as LDAP.
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At any time, you can

change your JICS
password on this

Account Info | Password | Photo Custom Info Office Hours Biographical

Password i screen.
The new password you choose must be between 4 and 10 characters long. Enter yOUT current
{ (Old) password, enter
old Password: your New password,

and confirm it.
New Password:

Confirm Password: 1

Password Hint {

Sodh

Exit Admin Preview My Info pop-up

You can also click the Password Hint link to provide a question and answer which
ensures that a new password will only be sent to you when you respond with the correct
hint answer. If you choose to use the Password Hint, and you cannot remember your
password when you log into the system, click | Forgot My Password link.  You will be
asked for the answer to your hint question and, when the correct answer is provided, you
will receive an email with your new password.

You can also choose not to utilize the Password Hint feature — in this case, you will not
be asked to provide any information after clicking on | Forgot My Password and the new
password will be sent directly to your email account.

Photo

You can choose to have a photo in either GIF or JPG format uploaded and used in
several situations throughout the portal.

My Info - Manage Photo

Account Info Password | Photo | Custom Info Office Hours Biographical Info Academic If

X Replace Photo:
B 133x133 pixels and GIF or JPG format;

9

i

Delete Photo

Ao onfe o aokd o

Preview My Info pop-up 3
Tk AR oA 0B AR A O 0 Ap oA A Bt o ABAIARAIN 3ol 8 A0 APV At 50 O Bt Sl T 5 Ay ol e gl 8 3t oo A M-U‘-‘j
1 Click Browse... to navigate to the file you wish to upload and click
Save after your selection has been made

After making the necessary changes, click the Preview My Info pop-up link at the bottom
of the screen to view this data as it will be displayed to others.
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Custom Info
You may enter additional personal information about yourself that will be displayed in the
My Info pop-up. This information is not stored in the ERP.

Account Info Password Photo | Custom Info @ Office Hours Biographica

(%add Category | Reorder
fAdd an Item

Hobbies & .’ &
2

[[] Reading : I enjoy reading science fiction novels. #

0 = [O

Ungrouped Items & ,”

;;MOVG “:VJ selected items to \ Hobbies “:‘1‘

| Exit Admin ' Preview My Info pop-up

e "l —fou Aendo R ARDA . SRS St R Ay e b g B Bten e A0 BB M e M i R AT~ A e D BRI D

In the example above, you'll notice that a category of Hobbies has been created with one
item: Reading. You can add, reorder, edit, or delete categories and items. Use the drop
down menu at the bottom of the screen to move or copy items from one category to
another as well as to delete them.

Office Hours

Faculty members can identify available office hours that will be displayed to others. A
note can also be created to reflect vacation, holiday, or an extended absence. This
information is critical for your students so they can be aware of the time you are available
for meetings and consultations.

FLN
s

When using e-Racer, this information will also be displayed on the Course
Information portlet.
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1 Select a Start and
End Time

2 Using the radio
buttons and check
boxes, identify
whether these hours
are valid for an
entire week,
individual days, or
for one day only
and click Save after
your selections have
been made

After making the necessary
changes, click the Preview My
Info pop-up link at the bottom
of the screen to view this data
as it will be displayed to
others.

What is a session?

Account Tefu  Password  Photo  Custom Infn

Office Hours = Biogeaphica

I Office hours updated.

Add a Session

Start Time: 12 v|. 00 /x| am v]

End Time: 12 : 00 \;} l.M'vr

) Weealkly

Valid:
O Sunday
Flmonday
O Tuesday
Flwednasday
O Thursday
FlFnday
[ saturday
One Day Onily

Note: Call to schedule specific 2ppontments

7] Show the note only, without any day/tene

information

[save ! | cancel |

| Bxg Admun |
T e I e RO e TR

Ermaen My Ife 2o uR

You may identify more than one schedule — for example, you may need to define a
regular weekly schedule as well as vacation days that may occur during the weekly
schedule. In this case, you can create two sessions and, when a student clicks on the
My Info pop-up, both sessions will appear.

When you click the Office Hours tab, all sessions that have been defined will be
displayed and you can edit or delete one or more as needed as displayed in the screen

capture below:

My Info - Manage Office Hours

Account Info Password Photo

Custom Info |

Call to schedule specific appointments
Monday, Friday 11:00 AM to 2:00 PM

= A et endan M0 Ca MINED . Ao a0 ALt N O St £ T AN 1O s 10 L Bl 70002 6 60 AN S DO 5

office Hours?
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Biographical Info
All of the data displayed on this tab exists in the ERP; therefore, if you are not using a
Jenzabar ERP, this option will not be available.

Account Info Password Photo Custom Info Office Hours | Biographical Info

Name and Address .~

Sherri Braxton

165 E Street

Harrisonburg, Virginia 22802

Birth Date: 02/01/1979

Gender: Female

Ethnicity: Hispanic

ID Number: 709

T T el A0t A e3Beat B Rea BB R0d M = et Aneeamf D A SAR R BB arhl e A an 020 Buadshita M A o Be 200 A8 2o AL S0 Rns 0y 0D 20 nnn

Your biographical and constituent information that exists in the ERP is displayed on the
Biographical Info tab.

¥
You can edit this information by clicking on the ¥ icon wherever it appears and then
clicking on the Submit button.

Your changes will be sent to the ERP during the next data import and stored in a
temporary table. According to the configuration setting, an email can be sent to one or
more persons in the admissions, development, or registration office notifying them that
changes have been submitted. These changes can be reviewed by the individual office
and processed which means that the data in the ERP will be changed. During the next
data import, the changes that have been made in the ERP will be reflected on the
Biographical Info tab.

Academic Info

All of the data displayed on this tab exists in the ERP; therefore, if you are not using a
Jenzabar ERP, this option will not be available. The data displayed cannot be edited;
however, you can view the contents to verify its accuracy.

The Academic Summary, Holds, and Exams information displayed on the Academic

Info tab is the same information displayed in the Advisee Details and Academic
History screens accessible from the Advisee Roster portlet in CRM Faculty.

Page 26



Privacy Settings
You can choose to display or hide certain personal information about yourself to others
with the exception of the administrator who will be able to view all data.

1

Account Info Password Photo Custom Info Office Hours Biographical Info

Privacy Settings

Show the selected items in my My Info popup and in the Constituent Search portl
O Email
[J Photo

Show the selected items in the Constituent Search portlet
[0 Phone

Employer

Major

Address

City

State

Zip

T ] o (]

Country

[¥] Show me in campus directory

[ Submit ] [ Cancel

Exit Admin Preview My Info pop-up

o R nPrn i A A S AT A S AV r B 13 e 5, e ) s DR o o - Byt SRS S Rm 000080 AR Ry Bt R 2 ARAR

Select the checkbox for each item you wish to display

You can choose to hide any of the elements from other constituents when a search is
performed. If you school is not using CRM Constituent, the ability to show or hide this
information will not be utilized in any other portlets; therefore, choosing the checkboxes
will not matter one way or the other.
By selecting the Show me in campus directory checkbox, your name will
appear with the My Info pop-up icon and any person can click on the icon to view

your details.

If you do not select the Show me in campus directory checkbox, only your

name will appear in the campus directory without the My Info popup icon.

After making the necessary changes, click the Preview My Info pop-up link at the bottom
of the screen to view this data as it will be displayed to others.
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Chapter 5:

Objectives

Creating Assignments

This chapter will provide details on creating assignments for students and using the
Coursework portlet as a delivery method.

At the end of this chapter, you will be able to:
= Understand the manner in which coursework is integrated into the gradebook
= |dentify assignments associated with a course
= Utilize the test builder functionality to create a quiz
= Create, organize, manage, and maintain coursework
= Store your course materials in a central location (file cabinet)
= Copy course content from one semester or course to another

Setup Overview

Two main components that affect a student's grade are attendance and coursework;
therefore, data from both the Attendance and Coursework portlets are automatically
imported into the gradebook.

Before you can begin to work with your gradebook, you must identify coursework for your
students. The diagram below will provide an overview of the steps that need to be
performed in the Coursework portlet, and then illustrate the next series of steps that
must be performed in the Gradebook portlet so that these two components can function
together. Each of these steps related to coursework will be explained in further detail

within this chapter.

In the Coursework Determine if assignments
portlet... ' are organized by Units =

or Types since you need to
select one organizational

imethod when setting up your

gradebook

Create assignments and
identify format, grade
method, points, when grades
are displayed to students,
and instructions

]

Activate in order to
preview and verify
assignments as they will be
displayed to students

In the Gradebook Determine assignments to
portlet... ‘ be graded and choose =

basic mode (weight taken

from original point value) or
advanced mode (use
percentage weights)

Identify % of grade that
will be determined by
tcoursework and % of grade
that will be determined by
attendance

Identify grade scale by
associating letter grade
values with a number
equivalent (use + and - for
additional categories)

In the Coursework
portlet. .. T

Enter grades for each
assignment

Developing Coursework

An assignment is any type of graded work including a test or quiz. Assignments are
categorized according to the manner in which they are administered.
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After you have completed the setup on the Coursework portlet, you can then work with
the Gradebook portlet to establish the connection between these two components.

Prior to setting up the Coursework portlet, determine if the components of the final grade
are weighted according to your syllabus and, if so, will you be using an equal point or
percentage system.

4%
A

The Attendance, Coursework, and Gradebook links in the sidebar will only
be available from within one of your course contexts. Therefore, you will
need to click on one of your courses from the My Courses quick link and
then the sidebar will display all three of these portlets for your use.

As a faculty member, you can enter, organize, and grade your assignments by using the
Coursework portlet. You can group your coursework by unit — for example, you may
want to create several units for a course such as First Semester, Second Semester,
etc.

Within each unit, you can identify many different types of assignments such as Exam,
Homework, Lab Report, Paper, Quiz, Reading, or Test. Each type can be further
identified by its format — Offline, File Exchange, or Online.

|

_ @

All grading will take place in the Coursework portlet and will then be
reflected in the Gradebook.

ACC126 001 - 1 Click on the Coursework link
Introduction to in the sidebar from within a
course context

Attendance

2 Determine how your
Collaboration assignments should be
organized on the page - by
default, assignments will

Course Information

Mﬂ-ﬁ“—rk always be grouped by the
Gradebok unit headers as illustrated
Main Page below

« About This Course
ML LR Y b ST E e R e
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Coursework

Organize by: | Unit ‘LI C add a unit  C Reorder Units

Click to enter other ) ) f
g8 _Ad headers or mport test from File Cabinet
categories for this }
Assik course _Jormat  Due Date 14 Click to edit the
pe name of the unit 3
Test 1 2 g8 7/1 T . :
Click to add, edit, or 2
R
Journal 2 £ T 4 8/7 delete any types Homewaork Required
Journal 1 P - 4 8/3 Homewark Required

e 8Pt BB o AN MRA o ah e AR B A ol AemanSam AP, S, B ha ARR mmam A A m A L S e am AT A el e e o f

Each assignment must belong to a unit — therefore, if you have only one unit, it cannot be
deleted. If you delete a unit, any assignments within that unit will also be deleted.

|

_ @
If you do not plan on identifying individual units, use Unit 1 for all

types of assignments.

At least one type must be defined — therefore, if you have only one type, it cannot be
deleted. If you delete a type to which an assignment belongs, the assignment will
automatically be assigned to the next type listed alphabetically.

What types of assignments will be required for your course?
Offline assignments are those that are not completed online such as an exam
that is conducted in class. Students can view information including instructor
feedback and grades for offline assignments.

= File Exchange assignments can be defined as some type of file or document that
is submitted to the instructor such as a term paper. An electronic file can be
submitted through the Coursework portlet where the instructor can make revisions
to the file and return it to the student.

= Online coursework assignments are those that will be completed entirely within
the portal framework such as a quiz. This type of assignment is completed online
and automatically submitted when it is completed. Usually, a time limit is
associated with online assignments.

While these assignments can be identified with their own point value, they are not usually
applied towards the weight for the overall class grade.

!

All of the weighting is done within the gradebook.
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How is a
Coursework

quiz, test, or exam created and graded?
An online assignment can be created
through the test builder functionality.

Organize by: LUnit

1 From the Coursework
portlet, click Add an

Assignment

Unit 1

gt Add an Assignment

~ e AR D AT e B

The top portion of the screen contains the following information:

Coursework - Add an Assignment BNE
New Assignment b
Name:
Format: | Online 2 1
Type: \EXTE] # Add an Assignment Type J
Required: |Required ﬂ
unit: [Unit1]v] (% add a unit

Description: Default Font = Size ~

“w B ZIUA-Y.5

Description:
== S The description of an
Pt AL BT assignment is always shown.

=
i= .

EIHTHML

Instructions: Default Font ~ Size ~ Instructions:
The instructions for an

REG | ab E=E=E=|iT i — 25 5% 10 ;
YIBIUA-P-FIEEES|EIE S 2 ap W assignment are only shown
once the assignment is
active.
C3parmal| E HTML
RS SEREV SAPYSP R WY PPN SN ¢ PR NP TR PR wre gy it A, BB ARATR w e s oM AN bR e e s A 4 DEIA

2 Enter the Name of the assignment
3 Choose a Format (Online, File Exchange, or Offline)

4 Select an assignment Type
o If you need to create a new type, click on Add an Assignment Type — the
new type will be available for the current and any future assignments for
this course

5 Select a status
o Required — factored into the Gradebook and the weighted course grade
o Extra Credit — only benefits the student
o Optional — practice quiz or test and the grade will not be factored into the
weighted averages in the Gradebook

6 Grade Method will only be displayed for Offline and File Exchange
assignments with the following three options:
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o Graded —requires an additional step of entering the point value for the

Offline or File Exchange assignment — all grading will occur out of this total
point value for this particular assignment
o Credit/No Credit — similar to pass/fail, the assignment will not be identified
with specific points but rather a full credit or zero credit value
o Not Graded - indicates the assignment is more for informational purposes
only and will not be associated with any credit

7 Select a Unit to which this assignment will be associated

o If you need to create a new unit, click on Add a Unit — the new unit will be
available for the current and any future assignments tied to this course

8 Enter a Description which will be displayed with the assignment

9 Enter Instructions which will be displayed when the assignment is

active

The bottom portion of the screen contains the following information:

Password Protect:

Start:

Due:

Show Grade:

Allow Review:

Relevant Files:

11 The Start option differs according to the format that has been chosen
- Online assignments are activated from the Test Builder functionality

You can password-protect this test, which will require students to enter a specific passwordy

before they can start taking it. To activate the password protection, enter your desired

password for this test below:

Password:

Online assignments are made active from the Test Builder. However, you can choose to hav

this assignment display while it is inactive.
[J pisplay While Inactive

[12]x]: (00| [am[v]
[ include this assignment's due date in the course calendar

[ Allow Late Assignments Until:
#P 12 |v|. 00|v| am v

_ ®Total OPer day late
[ penalize Late Assignments: % ]

As soon as grade is available, and due date has passedtiﬁ

As soon as grade is available, and due date has passed Z[

Add a File
File:
Label:

Description:

Save | | Cancel
NN PN ARNTIRAN A St a Ddn a2 e i .

TN oA Mo oA sl ool & & e e ANy AT .‘MM.--MMM”J

10 You can choose to protect an online test by utilizing a password that
must be entered by the student before the test can be viewed

whereas Offline and File Exchange assignments will require an activate
selection on this screen from one of the following options:

o Activate Now - indicates that the assignment can be taken immediately

and submitted by students
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Activate Later Manually — indicates that you will revisit this assignment to
activate at a later time (by choosing Activate Now or a specific date)
Activate From — requires the selection of a specific date and time upon
which the assignment will become active

Select the Display While Inactive checkbox to inform students of
upcoming assignments — in other words, an Active status will always be
displayed while an Inactive status can be displayed or hidden

12 Click on the calendar to select the Due date (you can also select the

time)

o

You may choose to display the due date for the assignment on the
student's course calendar by selecting the checkbox

Online and File Exchange assignments will allow you to accept late
assignments from students by choosing this checkbox and selecting the
last date for which an assignment will be accepted

You can also select the Penalize Late Assignments checkbox and enter
either a point or percentage deduction that will be applied when the student
does submit an assignment after the due date

13 Select from the Show Grade drop down menu if you allow students to
view their grades for this assignment

@)

This option is not available for Offline assignments

14 Use the Allow Review drop down menu to allow students to review
their graded assignment including any feedback you may provide

@)

This option is only available for Online assignments

15 The Relevant Files section allows you to upload an unlimited number
of files that will be presented as part of the assignment

o

When the assignment is activated, these files are displayed below the
instructions on the Assignment Info page

16 Click Save

o

The Test builder opens for Online assignments

Working with Test Builder

4’ Edit this assignment 1 Click the Show settings link

Show settings | Edit settings

in the upper right of the Test

S Dt e B e B AR AT Arh 4 DA Adn. 2B,

Builder screen to view all of
your options

Consider the following:
= How do you want this assignment organized for you and your students?

How many questions will be created for this assignment?
How should the questions be asked?

Should all questions appear on the first page?

Will extra credit be available?
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Let's examine the Test Builder screen and all of its components.

Change properties of
assignment such as name,
type, description,
instructions, due date, show

grade, attach files, etc.

7 Edit this assignment
Show settings | Edit settings

Click to save test to

Format: Online :
your file cabinet

Grade Method: Graded

Click to activate
assignment

Choose fime limit, number
of attempts allowed,
shuffle order, lock out, and
assign extra credit

Set a future activation date

Seetestas it will
be displayed to
students

Total Questions: 1
Total Points: 10

Status: Inactive Preview this test

Add Questions:

z - - ; Other options for adding questions
Question Type: l Multiple Choice/Answer {EI
Number of Questions: ’ 1 El Import questions from vour File Cabinet
Add to Section: ’ Examij‘v

Add
questions to
the test

Sections:

Group questions within a test to
organize content and workflow -

create a question pool and assign
order of questions or a random
shuffle of questions within a section

(% Add a Sectidn [:@ Reorder Sections

Import saved
items from your
file cabinet into
this test

Exam Assign point
Section Type: Regular & Edit Section q‘ﬁggg;gs Edit this
Source Material: None i
(Tpelete Section question

Randomize: Do not Shuffle Questions

Change point value
Question of questions Type

1 What is accumulated depreciation? mC

Delete this

# Edit All Questions  #_Edit Question Point'Values % Reorder/Move Questions question

By default, every Online
assignment contains one
Eam section and the assignment _
type will be used as the naming

Section Type: Regular & Edit Section :
Source Material: None e convention.
_.__Randomize: Do not Shuffle Questions Lelele Sécliol

WA amimes® 2 Click the Edit Section
link to edit this name
and take a look at
other options that
are available

Page 34




=
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Coursework - Test Builder
 Test Builder: Midterm

Unit 1 Sections are groupings of questions within a test. They are
Eopnat: Online used to organize test content and workflow. They also
allow you to enter text and/or image information specific to]
a subset of the questions in the test, as well as allowing
for Question Pool and Extra Credit behaviors.

Grade Method: Graded
Total Questions: 0

F
]
b
Total Points: 0 i

Edit Section:
Name: Exam

Position: ‘}first _:J

ial: “ : - A ¢ - = = . 4
Source Material: If you would like to provide section specific directions, a description, or other source material to which all ‘

the questions in this section will relate/refer, use the fields below.

Source Browse...
Image: 3
Source Default Font ~ Size ~
Text:
w B IUA- .G EESEEE|TE=Z—289 1
g
e e o SRS D £ AP D B 2, Mh.wgw;q&»~&--ww~.*WMM}M-‘J&—\.J

3 Modify the Name of the section to fit your needs
4 Select the Position in determining the order of your sections

5 Use Source Material to identify an image and/or text that can be
associated with the specific set of questions assigned to this section
o Remember that any questions added later to this section should most likely
refer to this uploaded image

The bottom portion of the screen contains the following information:

Section Type: () Regular: A regular section type has no restrictions or special features.

¢ Question Pool: Questions from a Question Pool type section are not all given as part of the
test. A pre-defined number are selected at random from the overall pool of
questions. All questions in this type of section have the same point value.
Number to Select:

Point Value Each:

Extra Credit: [] Questions from Extra Credit sections do not contribute their point value to the total point
for the test. Instead any points earned from correct answers here are given as extra
credit bonus points. Be sure to check your "Perfect Score" test setting if you want to
allow Extra Credit points to be earned above and beyond a perfect score.

Randomize: @) Do not shuffle -- present questions in the order they are given within the section.

¢ Randomly shuffle the questions within the section.

B N Y Y N X YCRPRR YRS WO SN SABIN S A R i AR AB I 5 B ohor e R AR 2t A B0 o LA B

6 You can choose either a Section Type of Regular (all questions are
shown with each question having its own point value) or Question
Pool (randomly selected a preset humber of questions from the
section)
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7

o The Question Pool makes cheating difficult since students will receive
different questions; however, in order to make the grading equal, all
guestions in a pool must have equal value

Extra Credit allows students to benefit from answering the questions
in this section and incorrect answers will not impact their grade

Randomize is another mechanism that can be used to avoid possible
cheating since all questions in the section will be different from student
to student

Repeat this process for any other Sections that may be included with this assignment.

Now, let's take a look at the settings.

47 Edit this assignment ' 9 Click on the Edit Settings
: : : link within Test Builder
Show settings | Edit settingss
SN e ARt R X = Y

10

11

Coursework - Test Builder
Test Builder: Midterm
Unit 1

Format: Online

Grade Method: Graded

Total Questions: 0

Total Points: O

Edit Coursework Settings:
Time Limit: }r;Minutesri'i‘
Attempts Allowed: ;»_C_)_rjelgtAtemp‘t_ A‘ll

Pagination: ;One section per page 7:|

Section Order: | Do not shuffle section ora;r _VJ
Lock Out: Allow students to resume anlnterrLLptedattempt\Z

Extra Credit: | Allow better-than-perfect scores (e.g. 22/20) v
Save Cancel
TRt aBtne s on e A an8h .. 2o faad. 47 s r 2 Dande Dameh A0 o mmm D ro e oo

Time Limit is the amount of time a student has to complete the test
once it has started
o When the time limit expires, the student will be kicked out of the
assignment

You may select between one and five Attempts Allowed - this is very
useful for practice assignments and students can possibly improve their
results by using this feature
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12 Pagination identifies how the assignment will be displayed during the

process

o Pagination is not required and you may choose from one of three options:
one question per page, five questions per page, or one section per page -
remember that a section can have as many questions as you like

o Pagination can be useful since all questions are not displayed at the same
time (which also prevents cheating) and timeouts will occur less frequently

13 Section Order is only relevant if you have created or are planning to
create more than one Section in this assignment since it allows you to

shuffle the order of the sections

A
£

Class Notes

This may not be beneficial if you have an extra credit section or any
section that you want to show up at the end of the assignment. In some
cases, you might have a specific order in mind and this would change that

order.

14 Lock Out can allow students to re-enter an assignment if they are
kicked out for any reason such as a computer crash or software issue

15 You can choose to allow extra credit which would by selecting the
option from the drop down menu - if not, select the Do not allow

better than perfect score option

16 Click Save and return to Test Builder - you can now begin to add

questions to the assignment

Add Questions:

Question Type:

Add to Section:

Multiple Choice/Answer "(

Number of Questions: | 1 -v'(

Exam |v|

o A s oates s

Question Types

= Multiple Choice/Answer is an automatically graded question. You can choose
one or more than one correct answer. This type has many options for providing

automatic feedback to your students.

= True/False is an automatically graded question that has two answer choices and

only one can be selected.

= Essay is a manually graded question that allows for open text-based responses
from students.

= Short Answer can be graded automatically (student must spell the word
EXACTLY as it is displayed in the answer field, not case sensitive) or manually

(shorter essay question).

Other options for adding questions

@* Import questions from your File Cabinet

A Anotlitne D85 DI Rt rn Arrerad b B g d . B0 ABRE coar, BRI et N DA A SO0 AL c i n ren A VAN AN A AN e S ,,f,-’(j
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= Ordering can be used to have students unscramble the answers and place them
in the correct sequential order.

= Matching can be used to pair up the left column (Objects) and the right column
(Correct Match). You do have the option to add Incorrect Options as well so that
more choice appear on one side than the other (this is true of most questions

types).
17 Now click on the Add button to begin adding you questions — choose

the highest Number of Questions to add for each type (the limit is 5) to
speed up this process

e,
¥

Use the Add more Questions option when saving rather than returning to
the Test Builder screen each time.

In the illustration below, one multiple choice question has been created for this online
exam.
Coursework - Test Builder &N

Test Builder: Fundamentals of Accounting & save to File Cabi

Unit 1 Feedback text entered for indiui
show up during the studsg Click to save
had selected that answe| this test to your

file cabinet

Format: Online
Grade Method: Graded

Total Questio Enter test question
Total Points:

Edit Multiple Choice Question:\\
Multiple Choice Question

Question Text

I
0]
il
1]

DefaultFont ~ Size ~ VIiB 1 U A,ay,g

[Ei= —eod & @
‘What is accumulated depreciation?

[Briormal] @

] ] Enter possible feedback text
Enter multiple choice that will be displayed to student

answer text and when answer is chosen
Aeads identify correct
response
Correct Text Feedback
0 TR€ accounting process of f*i No, this describes reciation
ecognizing that the cost of v
Fhvar et mf e e mi | Correct!
expense that has been [sel
ST ISR T L W g =
0 Increase in net assets fron .V'ti No, this describes gains
incidental transactions that A

Add more answers

[[] Randomize: If you se
given. Otherwise they w

[ partial Credit: (with
given partial credit for th
answer is correct and you sele

presented in a different order each time the test is
bove.

Click to display feedback
identified above when
student chooses a response told how many correct answers there are, and will be
y e answers they selected are correct. If only one
s option, the question will be graded as a single-answer multiple choice.)

Add automatic feedback
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18 After all of the questions have been created, added to the correct
section(s), and ordered properly, you will need to assign point values -
the assighment cannot be saved until all questions have a saved Point
Value
¥
Exam
Section Type: Regular & Edit Section
Source Material: None @D | ;
Randomize: Do not Shuffle Questions Dalziz Sechion
Question Type Point Value
1 What is accumulated depreciation? MC 10 Vi @
# Edit All Questions % Reorder/Move Questions
LY JEPEPS BB B A A TS AR A e, PRR—YS BT A e 2 P R e I B s DA AN N A R A

19 Click the Preview this test link - this will
allow you to see how the current
assignment will appear to students

Preview this tes}

“‘\M»ibﬂam Saba.

Status: Inactive | Activate | i

oy Bt 8atann AN A St AN oA . 5000 AR Fr o MDaTe 520 o

21 An online assignment can be saved
to your personal File Cabinet once it
has been activated - the link will

appear in the upper right of the
Test Builder screen

20 Click Activate and choose
the activation timeframe
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Chapter 6: Managing Course Materials

This chapter will provide detailed information about the file cabinet and how you can use
it to manage all of your course materials and assignments.

Objectives

At the end of this chapter, you will be able to:
= Populate your file cabinet with course materials

Using the File Cabinet

You can store your course materials in one central location for easy access — very similar
to an actual file cabinet. There is no shared file cabinet — every faculty member has their
own for individual use.

]
Bookmarks
o Readings
Articles from the Web Handouts
PDF files Coursework
Documents
Textbooks

Materials can be stored directly in the file cabinet or created in another portlet (such as
Bookmarks, Readings, Handouts, or Coursework) and then saved to the file cabinet.
You can also create questions in Test Builder and save the entire test or individual
guestions to your file cabinet.
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Your individual file cabinet can always be

accessed by clicking on the File Cabinet
link from My Pages.

My Courses

E My Pages
File .Cabinet
Mai-Page
Message Center

o matees o Ak asin s enh oma G Ao,

In the screen capture below, you'll notice that the File Cabinet will display four tabs

across the top so you can organize your materials accordingly. In the example provided

below, the exam entitled Fundaments of Accounting has been saved from the

Coursework portlet. Click on the title to view each individual question within the exam.
File Cabinet

| Coursework | Bookmarks Handouts Readings

Coursework Search for questions

[ Coursework Format Type Edit Delete
(| Fundamentals of Accounting % Exam V4 @

N et n et e 8 A AN s BRI i B A DO A B st AN AB e 1 Ran AN S DA, BB el SR IO & ARt N 0 A AT & BRI A e DA A A,

Click on the Bookmarks tab — the example below displays a folder entitled Accounting.
Within this folder, you may find links to Websites, articles, etc. related to the accounting
subject.
File Cabinet 2 )

Coursework | Bookmarks | Handouts Readings
Bookmarks
il Bookmark Date Modified Edit Delete
O (2 Accounting & 2}
C# Create a New Folder @ Add a Bookmark
ot B ne R ot T R e T T REX N St A SDA- B 0y MASE £ D Ao LAk SRS

For example, the Basic Accounting Principles article has been placed in the folder.
File Cabinet %)

Coursework | Bookmarks | Handouts Readings

Bookmarks

[[] Bookmark I?l:::ﬁfie d Edit Delete

Basic Accounting Principles
This article provides information on the four basic accounting principles that,

[ along with four basic accounting assumptions and four basic accounting 10/30/2009 & ®
constraints, make up the generally accepted accounting principles (or GAAP) in
the United States.

[ Delete Selected ]

(% Create a New Folder $ Add a Bookmark

e PRRT PN . PRy st BB A3 A T Bl e AT BBBon A B P Y ey
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As you identify materials in the
Bookmarks portlet, you have the
option to save these materials to
your file cabinet by choosing the
option from the drop down menu
as illustrated in the screen capture
to the right.

S A eaRie S .

Bookmarks - Edit View

[1 web Articles @ (2 (T
Basic Accounting Principles
This article provides information on the four basic

accounting assumptions and four basic accountind
principles (or GAAP) in the United States.

Save to File Cabine selected items

Import Bookmarks from File Cabinet

a0 A e d e 1o B BGOSR

Depending on your own preferences, you may also decide to populate your file cabinet
and then import the appropriate items into the Bookmarks, Handouts, or Readings

portlet respectively.

Readings - Edit View

For example, the Basic
Accounting Principles reading
was identified directly in the File
Cabinet on the Readings tab.
When the Readings portlet is

There are no Readings for this portlet. accessed, the Import Readings

from File Cabinet link is

& Add a Reading? available as displayed in the

Import ReadinqiI from File Cabinet (% Add a Set screen capture to the left.

)

Click on the link and select the
item to be imported into the
Readings portlet.

You can also use the Custom Content portlet to display information that exists in your
file cabinet. For complete details on this process, see the chapter entitled Customizing

Content.
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Chapter 7: Copying Course Content

This chapter will explain the process for copying all of your course materials and content
from one course to another including bookmarks, readings, handouts, forums, calendars,
coursework, gradebook, etc.

Objectives

At the end of this chapter, you will be able to:
= Select materials from one course and copy them to another course

Copying Courses

You can easily copy all of the materials for one course to another course including
bookmarks, readings, handouts, forums, calendars, coursework, gradebook, and any
other course content that may have been identified.

Keep the following in mind:

=  When copying Forums, all categories, topics, and only the first post of any thread
started by a faculty member will be copied over into the new course

= When copying Calendars, only the actual portlet can be copied — the information
that was listed in the calendar will not be transferred to the new course

= You can copy all of your assignments as well as the configuration and settings of
your gradebook

your Quick Links section My Courses

My Pages

f:b COQ{ Courses

e AR R o ok IR

=i
LK v,
1 Click Copy Courses located in ¥

The Copy Course Materials screen will provide a series of three steps to select the
information you would like to copy. In addition to course materials, you can also copy
pages, portlets, and sub-sections.

The top section of the screen will display the first two steps.

2 Select the year/term and course from where the information will be
copied
In the screen capture below, ACTG 1002 01 — Beginning Accounting | will be copied from
the 2009 — 2010 Fall semester

3 Select the course (including year/term) to which the information will be
copied
In the screen capture below, the 2010 — 2011Fall semester for ACTG 1002 01 0-
Beginning Accounting | has been selected
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You can use the Ctrl key to select more than one course.

Copy Course Materials

This tool allows you to copy course content (including pages, portlets, layouts, roles
or future courses. Follow the steps below to copy your course materials.

Step 1: Where do you want to copy from?

12009-2010 Fall  |v]

i_AC’TG 1002 01 - Beginning Accounting I '\V

Step 2: Where do you want to copy to?
Select one or more courses (up to a maximum of ten):

ACTG 1002 01 - Beginning Accounting I (2009-2010 Fall) a)
ACTG 1002 01 - Beginning Accounting I (2009-2010 Spring) ’

ACTG 1002 01 - Beginning Accounting I (2010-2011 Fall)

ACTG 2032 01 - Intermediate Accounting I (2009-2010 Fall)
ACTG 3032 01 - Intermediate Accounting II (2009-2010 Spnng)
ACTG 3042 01 - Managerial Accounting I (2009-2010 Fall)
ACTG 4052 01 - Auditing (2009-2010 Spring)

ACTG 4062 01 - Advance Accounting I (2009-2010 Fall)

ACTG 4082 01 - Accounting Internship II (2009-2010 Fall)
ACTG 4091 01 - Independent Study I (2009-2010 Fall)

0 R o ol MR 0 08 RSO D Pl 0 AR 2505300 1 52 0 BRI MRS Y A I OV YN

4 The bottom section of the screen contains the last step of the copy
process
o The options displayed on the right side of this screen will change
depending on the selections that are made on the left side of the screen

5 In the example provided below, the Selected Course Content radio
button was chosen which provided a list of all pages that exist for the
course that is being copied

o Notice that the Coursework, Gradebook, and Attendance checkbox was
selected as well as the Accounting Activities sub-section
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Stup 3: What do you want 1o copy? 4’

L Everything = Selacted Course Content

acyseog i C = Conflicting Page Names !
[ Caltaboration If & page in your target course has the 1
Same name as a page you are copying,
1 Course [nformation you can do one of two things:
o Merge - Portlats from the copied
i Page

() Main Pags page ara added to the target page, !

1 Syllabus retaning any existing portiats, 1

L =X 3

O

] Study Groups

1 Coursework, Gradebaok, and Attendance

3]

F < Accountng Activities

NOTE:

[copy| [ cancel |

B e L R P T

o If you select the checkbox, the page and its respective portlets will be
copied — however, you can also click on the page and select specific
portlets within the page to be copied to the new course

6 Itis important to remember that after the materials have been copied
to the new course, the assignment dates will need to be adjusted - this
can be done by clicking Edit Assignment to change the dates and

activate the assignment

7 Faculty members may have created a forum of frequently asked or
discussion questions that are always used to initiate discussions - in
this case, the Faculty radio button should be selected in the Forums

section

8 You can completely overwrite anything for a new course that was
created with the default template by copying an existing course - in
this case, choose the Overwrite radio button from the Conflicting

Page Names section

o If you select the Merge radio button, any new portlets or pages that you
added to the previous course will be added to the default layout

- Overwrite - Delates the target pags
and replaces it with the copied page

[ 1

If you are copyng one of more Forums

portiets, there are three options for

copying intiad posts {

() No Posts - Only Categones and
Topics are caopied, no user-created
post conltent

~ Faculty - Any nital post in 3 thread {
made by a faculty member 5 copied

All - The first post of every thread in
the forums is copied, 1

B e “&—-MAJ
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Chapter 8: Identifying Classmates and
Tracking Attendance

This chapter will provide information on working with classmates and utilizing the
attendance feature.

Objectives

At the end of this chapter, you will be able to:

= Change the name of the Coursemates portlet
Send an email message to one or more class participants
Print a class roster
Configure your Attendance portlet
Send attendance notifications to students and/or instructors
Choose an attendance status for each student

Classmates

You can determine the type of interaction you would like to encourage between your
students.

The Collaboration page — which is easily accessible from the left sidebar from within a
context — will automatically be created for every course.

BIOL 161 A -
POPULATION

Attendance

FOOD and

1 Click on the Collaboration link

Collaboration
e Couh _fmates
e Forums

e Chat
- Serdl et e At T .

The Forums, Chat, and Coursemates portlets will automatically be displayed on this
page. Forums and Chat are included with the base Jenzabar Internet Campus Solution
product whereas Coursemates is made available through the e-Racer component.

You may want to change the name of the Coursemates portlet.

2 Click the Edit page link on the Collaboration page

Customize page Collaboration

Properties | Content | Layout Pe 3 Click the pencil icon for the
Coursemates portlet (notice
that the original name is
Group Directory displayed
within parenthesis)

Portlets on this Page

o}
Chat (Chat) m

B 2 R A A s m MRS AT 0 A R ARG Ar 2 2 A ARG B

Coursemates  (Group Directory) QE? @
Forums (Forums) P

7

&
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Customize page Collaboration

Properties | Content i Layout

Rename Portlet: Coursematey

Name can contain letters, digits, spa

Name Classmates

RenameJ [ Cancel ]

" ', 2B A 0 A AENE 508 Sutane iBomn, Ina0mAN A

In this example, Classmates
has been entered as the new
name for this portlet

Click Rename
o When you return to the
Collaboration page, you will
notice that the new name now
appears

All registered students and instructors for a course are displayed on Classmates — as
illustrated below, you can quickly see that there are 11 students and 1 faculty member

enrolled in this course.

Collaboration

Classmates

There are 12 members of this Course (1 Faculty, 11 Students)

Go to Main Screen

—rr._

=N A e 8 SRR AP OO o D o TN BRI R . o A Lrrn SraSeRO nola, DrdmAN w;mm&i&l

6 Click the Go to Main Screen link to exiand the view

There are 12 members of this Course (1 Faculty, 11 Students)

Show Images

[0 Allen, Geor
Students

Click here to display
images on each

member if available Billiam &

[0 Bond, Jesse 8
Students

[0 Roth, Lydia @

Select one or more
members and click

here to create an email

M message

Students

[0 Yoder, Micl{ el 6
Students

[0 Gilmore, James @

[0 shafar, Timmy 8 [ steadman Jr,

Click here toview }°
personal
information about a
member

Hamilton, Tyloer

Students

Jessica B
Faculty

Click here to print
a roster of all
classmates

(configurable with
Permissions)

[0 wetzel
Students

ary @

Yellow highlight
identifies faculty
member or group

leader({configurable

[ select All //

Email Selected'Members
View Printable Roster

\ with Permissions)

mail All: | Students [w| [__Open Email |

7 5W~MMWM—WWWW%W'M

As illustrated above, you have many options on the main screen. As a faculty member,

you will be granted administrative privileges.
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7 Click the wrench icon in the upper right corner of the portlet and click
the Preferences tab
Customize portlet Classmates

Preferences | Setlings Permissions

Change portlet preferences.

Highlight Faculty/Leaders:

[“ Highlight Faculty/Leaders

Check this box to have the faculty members to be displayed with a
highlight.

i ey T L WL TSR TS R SRR SV LYY PR SRR NN S EINCY SR E LS TR P T PR VSR U Y NOYERE SN W TS PN P

If you would like your leaders and faculty members to be identified by a highlight on the
main screen (as illustrated earlier), select the Highlight Faculty/Leaders checkbox

8 Click the Permissions tab
Customize portlet Classmates

Preferences Settings Permissions |

Define Permissions

Permissions for: Members of BIOL

Role OperAaItIions g:i:t\g&:
Roster
(OGroup Leader ; O
[JFaculty
(JStudents O
grAdd a Role

Permissions for: Global User Roles

All Can View
Role Operations Printable
Roster
(D Administrators

[JAdmissions Administrators
(JAdmissions Counselors
((JAdmissions Officers
(JAdvancement Officers
(JAdvisor Administrators

(JAdvisors
=+ Sdmas i oar AR 8 AIRAN RS Ao Argn SER A 4.8 AR A% A ohas _Lyen B e Bt B 0 0en

If you would like your students to be able to print a roster (as illustrated earlier), select the
checkbox next to the student role
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Notice that you can create your own roles in the upper section of this Permissions tab
for your course. In this example, the Group Leader role has been created which then
allows you to edit or delete the role at any time using the pencil or trash can icon.

Tracking Student Attendance

You may track daily class attendance for students either by session, hour, or minute. If
you do not plan on tracking class attendance, you should not make this link available to
your students. To do this, go to Context Manager, click on the Permissions tab, and
remove the checkmark from the Attendance page for the student role.

_ @

Do not delete the Attendance page or portlet from the page since you
will not be able to add it back to the course.

Do you plan to have class attendance affect the overall grade of the course? If so, how
will attendance be tracked?
= If you do plan on tracking class attendance but not have its data impact the
overall course grade in the Gradebook, use the portlet as you normally would
and then modify the weights and settings within the Gradebook portlet.
» If you do plan on using class attendance to affect the grade of the course, you will
need to define certain elements.

Let's start by setting up your Attendance portlet and reviewing all of the options that are
available.

BIOL 161 A - FOOD and
POPULATION

Attendance b

Collaboration \

Attendance

Attendance

= From within your
Course Information ™\ course context, click Most Recent S
Syllabus on the Attendance
Cotrecmork link from the sidebar Name
Main Page - IEIEIE: | 2 Allen, George 8 §
Gradebook Z 8 2 10 11 12 13 | 5 phy, gilliam €
Test Images 14 /15 16 /17 18 19 20

Bond, James &
Course Content 21 22 23 24 25 26 27 ;
& Add = Page Bond, Jesse 18
Sl 28293031 1 2
&’j’ Context Manager Click on the
Weekly View Settings link 3

My Courses

g8 Add a Session

#” Manage Sessigfs

Settings /

Export Full View to Excel
U T AR T P 0 R e B oD AT RN B OO it A% A _a i B itarn A s e AR, MRS AN i s ey G

My Pages

@ Copy Courses
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Attendance Method
This setting allows you to track how you want to mark and track attendance for each
session in this course.
= Whole Sessions will track a student as being Present or Absent
= By Hour will track the amount of time a student attends class to the quarter hour
— if you choose this option, Tardy will not be available from the drop down list
when selecting a student's attendance
= By Minute will track to the minute — this option will also remove Tardy from the
drop down list when selecting a student's attendance

Attendance Display

This setting determines if you want to use the current sessions to date (To the current
date) or all sessions (Full Course) when the ratio is computed to display current
attendance data on the View a Student screen.

Notification
A notification can be sent to the student, instructor, and/or others for each session in
which a student is absent.

Select a number of Unexcused Absences or Percentage Missed and identify those
who will receive the natification. You can also choose to resend all warnings by clicking
on the Send button at any time. The Warning Highlight will clearly identify those
students who have been warned about their absences; however, choosing this option will
affect the performance of the Weekly View screen.

. 9 Now click on the Manage
4 Add a Session Sessions link from the
Attendance portlet

& .
+ _Manage Sessions

A list of all sessions that have been identified for your course will be displayed.
Attendance - Manage Sessions

Main Screen > Manage Sessions
All Sessions

fk Add a Session

Total Sessions: 39 4

Session Record E
Date Status
Monday, November 30 {12:00 AM) | As Scheduled h;;[i
Tuesday, December 8§ (12:00 AM) As:Sehedinad l
Cancelled |
Wednesday, January 6 (6:00 PM) iCancelled (School HOﬁdaV)i;[ ..... :qf
|Cancelled (Instructor Qut)¥ |
Monday, January 11 (6:00 PM) (Cancelled (Rescheduled)
Wednesday, January 13 (6:00 PM) :As Scheduled —C[ ‘F
Monday, January 18 (6:00 PM) | As Scheduled \:5
o LA A AR A D At s et ne B AR NS Slen s oA et MBS An A0 A% A0 bab 2 ot Bt An st s S o BB B B B A e A BB ot

You can change the status of a session by clicking on the Status drop down arrow and
selecting one of the available options. Click the Save button and the View a Session
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screen will display the attendance roster. The Attendance column will now display the
Cancelled status.

N

You can only delete the sessions that you added as the instructor — official
sessions will not display the trash can icon which indicates that they
cannot be deleted.

After you have defined these options from your attendance component, you will be able
to view a session and select the attendance status for each student.

Attendance
< February 2010 > Most Recent Session
M| TIWIT | B8 Name Wednesday 2/3
23123 3 | 8 || Allen, George @ Present }:]
Z|8|9|10|11(12)13 s Present
|2 | ——— Bobby, Billiam & Absent (Excused) ‘
1415 16 17 18 19 20 | 0 Jiies @ Absent(Unexcused)ﬂ’
2122 23 24 25 26 27 Tandy |
Bond, Jesse 18 Late Start
28 |72 2 |34 | 5|6 = -
Gilmore, James Robert & ‘VPresent
Weekly View :
SRRl e Hamilton, Tyloer @ ‘Present
# Add a Session Roth, Lydia Leigh @ | Present.
#’_Manage Sessions Shafar, Tim John & ’__Present
Wetzel, Brad Lee 8 "Present
Settings ————
) Wetzel, Mary Louise @ [Present
Export Full View to Excel :
Yoder, Michael @ | Present

'~ 0 At e RS s Arednse AR, A2 A A S50, ABIT AL 2R aAsb Sk AATNS amBha AN A s s ATA R AR SRS vt 2D rNr AN DIN IR, A n 2o A
Different points are not given to students according to the selection that is made above.
In other words, if a student attends class, they are assigned the points that have been
identified on your gradebook — if the student does not attend class, they are not awarded
the points.

After a session has been marked, you can edit the student's attendance.

1 Click on Manage Sessions

2 Click on the session record e e Yotan

that needs to be modified Date :
Monday, November 30 (12:00 AM)

Tuesdaercember 8 (12:00 AM)

D X e B
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3 Click on the Edit saved entries link on the bottom right of the screen

Attendance - View a Session

Main Screen > Manage Sessions < Previous Session Day | Next Session Day >3
Wednesday, May 12, 2010 y
Student Attendance ¢
Name Attendance
Allen, George & Present y
Bobby, Billiam € Present !
Bond, James 8 Present
Bond, Jesse 180 Present
Gilmore, James Robert & Present
Hamilton, Tyloer & Present
Roth, Lydia Leigh @ Present
Shafar, Tim John & Present ’
Wetzel, Brad Lee 8 Present
Wetzel, Mary Louise & Present
Yoder, Michael @ Present ]
i i B T

4 Make the necessary changes to the student's attendance record

5 Save the modified information

Page 52



Chapter 9: Utilizing Course Administration

Tools

This chapter will provide details on performing administrative tasks on calendars, groups,

and course layout as well as assigning permissions to students.

Objectives

At the end of this chapter, you will be able to:
= Add events to a course calendar
Subscribe to other calendars
Send announcements to students using HTML

Manage the group page

Choose a group leader to manage the group
Assign permissions to sections and pages
Modify the default layout for your courses

Developing Course Calendars

Create student groups, invite students to join a group, drop students from groups

Every section of a course is identified with its own calendar which is automatically
created by the system. The course calendar is populated with the dates and time that the

class is in session.

For example, looking at the BIOL 161A — Food and Population calendar below, you will
notice that the Monday and Wednesday blocks in the month of February are shaded

which indicates an event exists on those days.

BIOL 161A - FOOD and POPULATION

Calendar

< February 2010 >

Sun Mon Tue Wed Thu Fri Sat
31 1 2 3 4 5 =]

z 8 S 10 11 12 13
14 15 16 17 18 15 20
21 22 23 24 25 26 57
28 1 2 3 4 5 (<]

PP Y SR SCC X S UL P S R E LSRN T Y T PR SR Y SR N ,Q..M

Click the Calendar link from the toolbar or click the Full Size Calendar link in the bottom
right corner of the portlet. If you choose the week view, you will be able to see that the

class meets on Monday and Wednesday from 6:00 P.M. until 9:00 P.M.
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BIOL 161 A - FOOD and POPULATION

< February 2010 = Day Week Month Yoar Event List

== § M T W 1 r s <Sunday, January 31, 2010 -- Saturday, February 06, 2010 >
1 2 3 2 5 & |sunday, 31 January Monday, | Febiruary
7 8 5 10 11 12 13

6:00 PM - 5:00 PM Clags Sezsion (M0 161 AN
14 15 15 17 18 18 20 ]

> 21 22 23 24 35 26 37 {

]
Calandars Tuesday, 2 Feliruary Wednesday, 3 February
¥lstoL 161 & 100 £ - 5:00 PN Clage Sazson (RICL 141 m!
i g Add » Calendar
Subscriptions 1
No Subscnptions ‘
Thursday, 4 February Friday, S February

Expoc Sxants for this aew
CNASLa P Ao s 2% B S aemn

e R R T A,A.-a-..oww“..a“-bJ

Calendars . .
The calendar that is currently being

BIOL 161 A viewed will be selected in the Calendars

section.

ﬁAdd a Calendar
 AheehoAdDa cln ol et.r g MD.Cond R B2 AA

=

All faculty members and students will automatically be subscribed to the
calendars that correspond with their current course sections.

You cannot make any changes to the course schedule since the information is imported
into the calendar through the data import service. You also cannot delete a course
calendar. However, as an instructor, you can add events or include assignment due
dates on a course calendar.

BIOL 161 A- FOOD and

POPULATION

1 Click the Coursework link
; Attendance
from the sidebar

Collaboration

;;x Course Information
Main P

Remember that you need to be on o i e

the main page for a specific _,{_Cour ework

course. Sylld_ks
Gradebook
Test Images
-CousagLontent .
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2 Click the Edit link for a Assignment
specific assignment

Biology Fundamentals ,{5

b s imemmind.

e

=N

3 Select the checkbox to include the due date on the course calendar as
displayed in the screen capture below:

Due: 1/20/2010

Include this assignment's due date in the course calendar

A

ST men e gefianme MBI R & ARSI S BBardn i AL S AnBtia ey A n § 20Dt R <A AD A 5 BAIAED P B L BPARID o0 AND N n ke b0 4

4 pm
Now when you return to
BIOL 161 A - Biology Fundamentals test is due the course calendar for
4:55 PM - 5:00 PM BIOL 161A, you will see
5 pm a new event indicating

that the Biology
Fundamentals test is
due on the date that has
been identified for the

6 pm Class Session (BIOL 161 A)

6:00 PM - 9:00 PM assignment.
MAIN SC 106

7 pm

8 pm

S pm

= WA g o R AR A A e 20 R Dot oD A a ey Mo S0 mmpBNRIREN S

If a test is not yet active, the due date will not yet be displayed on the course calendar
even if the checkbox has been selected for the assignment. Therefore, for the
assignments shown below, you can choose to display the 5/15/2010 due date on the
course calendar but it will not be displayed until the assignment has been activated.

Assignment Format Due Date

test 2 (Inactive; Not visible to students) /7 ® & 5/15/2010 12:00 AM
test 3 (Inactive; Not visible to students) /7 @ & 5/15/2010 12:00 AM
test 4 (Inactive; Not visible to students) ,/ @ & 5/15/2010 12:00 AM
test 5 (Inactive; Not visible to students) 7 ® & 5/15/2010 12:00 AM
test 6 (Inactive; Not visible to students) /7 ® & 5/15/2010 12:00 AM
test 7 (Inactive; Not visible to students) 7 ® & 5/15/2010 12:00 AM
test 8 (Inactive; Not visible to students) 7 ® & 5/15/2010 12:00 AM
test 9 (Inactive; Not visible to students) ;7 ® & 5/15/2010 12:00 AM

B N N R T L N ]
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You can also subscribe to a calendar that Calendars
has been shared.
BIOL 161 A

4 Click the Browse Shared
Calendars link that appears
beneath the Subscriptions Subscriptions
section on a calendar

%Add a Calendar

@Brcwse Shared Calendars

L o e 4 AP e s e ST A e o e

5 In this case, navigate to the |[EeE Vil ETESIT] i TTeli s i s el 1 s

Campus Life Calendar
and click the Subscribe link | Browse Calendars

. Portal / Campus Life
Now all of the events that exist on the

Campus Life Calendar will be Campus Life Calendar | Subﬁcribe

displayed on the BIOL 161A calendar. B e B

(Back to Top Level)
* o e Seatte Sdenen oMo p B femah 43 20t N st onasn St A0 28

Calendars
When you return to the BIOL 161A BIOL 161 A
calendar, you will see that the Campus M
Life Calendar is displayed beneath the Add a Calendar
Subscriptions section. ——
Subscriptions

.
Campus Life Calendar E42

@Brcwse Shared Calendars
St ol af_ A ocad Matt-fon s aom s tiihlh A,

Creating Announcements with HTML Content

You can use announcements to communicate specific information that your students may
need to know, such as:

= Calculating your final grade based on the class curve

= Estimating the cost of financial aid you'll need for your education

= Determining what constitutes plagiarism and how to avoid it

By using HTML, you will have more control over the appearance and readability of the
announcement.

1 Expand My Courses from Quick Links and select the course for which
you need to create an announcement

2 Click the title bar link or click Show All Announcements from the portlet
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3 Click Manage - New
Announcement

BIOL 161 A - FOC,

Announcements

Announcements

Manage Enter nama of
announcement

Title: Piagernsm

Chocze ndwduals or
roles who wil recere
the senouncament

Send To: €l add indivicual Users
[Jall users in BIOL 161 A - EOG®

ClAce 135 09 [l Students
CFaculty

Cheose from rolss in all my courses

Click HTML tab and
enter the code for the
aonpuncament

Details: Q145 X BEM v -
<N ZATE YOU pIagenang (< al >
<p><strong>Plagersm<'strong>, as defined i the 1995 <emzBamion
of close imitation of the language aod thoughts of anothee=tfior and the represetnation of them a3 one’s own original work ’
Within academia, plagerism by stadents, professes® or researchers &5 considered academic dishonesty or academic fraud and ‘

a~l

offenders are subject 10 acadenic censygee® 1o and incloding exphusion. ‘
<p>Therefore, we recommend (hat?oa access <a lwef="http. ‘www checkforplagerism pet. ">Check for Plagensm</a> to /!
‘dﬁmuheiﬁ’ouwes y such rules. </p> -
4
LA sad ne A a hbm et A A AN A, - e

4 Click on the Normal tab to preview the text as it will appear and make
any necessary changes

5 Select the start and end date for your announcement

After saving your announcement, it will appear as illustrated below:

Active

O Curved Grades 2/1/2010 12:00:00 AM g ¥

) Plagensm 1/25/2010 12:00:00 AM V' g
Are you plagerizing?

Plagiarism, 2= defined in the 1995 Random House Compact Unabridged Dictionary, is the “use or dose imitation of the language and §
thoughts of another author and the representation of them as one's own ongmal work.” within academia, plagianism by students,
professors, or researchers is considered scademic dishonesty or academic Iraud and offénders are subject to academic censure, up
to and ncluding axplusion, ¢

Therefore, we recommend that you access Check for Plagenan to determine ¥ you are violating any such rules,

R e e Y T -~ Preea. PRV S,
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Creating Groups

During the initial setup of Jenzabar Internet Campus Solution, the Quick Links section is
automatically created for each user. Both students and faculty members will see one or
more of the following links: My Courses, My Pages, and My Groups.

1 In order to
browse through

the groups that
may be available, EEECREEIECTENEISQECER )

join a group, or ssions | Admin | Academics | campus Life Mg Pages |§
even submit an My Pages > Persgnal = Main Page
e AR s 2 S 0 s oD e A RN DG Snan v 2l Voo vk

application to
create a new
group, click the
My Pages tab

2 You will be able to view a list of public groups that may be available or
private groups to which you have been invited to join from the My
Groups portlet

3 Click the group name itself to view more information or click Join Now

My Groups

My Groups
Eat Natural Join Now
Raw Foods Join Now

Browse Groups Create New Campus Group

T i ST WPV C N VI RPN S SV

4 After you have joined a group, a Drop Group link will then be displayed
so you may choose to leave the group at any time
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All of the groups to which you belong, have
created, or have been identified as the
group leader will now be listed when you
expand the My Groups Quick Link.

In this example, the faculty member created
the Eat Natural group which is now being
displayed in the Quick Links section as
illustrated in the screen capture to the right.

When you create a group or have been
identified as the group leader, you will also
see the following links:

g,ﬂdd 3 Page
m Manage This Group
m Manage Groups

e

(& Context Manager

Click Manage This Group

Group Collaboration

Main Page

e Custom Content
* Announcements
e Calendar

e Bookmarks

e Handouts

Public Page

glm’d a Page

@ Manage This Group

!ﬁ Manage Groups

(& Context Manager

My Courses
My Pages

B My Group

Eat Natural
=t e B AR Ao

6 To change the leader/member role of group members, choose it from
the drop down menu next to each member name

o Drop current group members by clicking on the respective link next to the
member's name.

Current Members

Name Role

Administrator Administrator &
Timmy John Shafar B

Jessica Jean Steadman Jr &

Save Changes ]

| Leader |v drop member
E'MEE?E[E drop member
}Memberiv drop member

Date Joined
12/3/2009

12/3/2009

2/8/2010

Send an Invitation
X

] Exit Group Manai
BB e ae jubistban oD S GAAL SEeAS,,
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7 You can also click the Send an Invitation button, select individual

users, and invite others to join the group
Manage - Send Invitation

Invite Users to Join mike

You can send invitations to one or more users by selecting them below. These users will t
normal application process. Please note, it may take up to 30 minutes for the selected use

ﬂi Add Individual Users

Invitation to Join Campus Group Outgoing Message
If you would like to edit this message you can use the Manage feature above.

(<div class="wysiwygtext">Hello, We would be thrilled if you ?
'would join our group,&nbsp;Eat Natural&nbsp;. Please visit

'the group's home page at ./Campus_Life/Campus_Groups/Eat
\Natural/ to join. Sincerely,&nbsp;Eat Natural&nbsp;Group

Leaders </div>

[ Invite Selected Users to Join Campus Group ]

2 e & o R Ak

Manage 8 From the Manage menu, you
W can change one or more
—_— outgoing messages or edit
Edit Outgoing . membership settings
Messages :
Edit Membership
Settings

9 Now, click Manage Groups @ 2dd 5 Page

€% Manage This Group
@ Manage Groups

Qj’ Context Manager

You can perform many different tasks here such as:

View all of your groups according to their category

Change group category and enrollment status

Create a new group

Create a new category

View, approve, or reject the groups that have been requested by others
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Manage
Current Groups

gk Create a New Campus Group % Create a New Category

Requested Groups (0)

Art, Art History »” @

There are no Campus Groups in this category.
Business & Finance »” @

There are no Campus Groups in this category.
Computer and Internet .’ &

There are no Campus Groups in this category.
Cultures & Community »” @

There are no Campus Groups in this category.
Education & Training »” @

There are no Campus Groups in this category.
Entertainment »” @

There are no Campus Groups in this category.
Government & Politics »” &

There are no Campus Groups in this category.

Health & Wellness »”

Eat Natural Open - by Invitation v
Hobbies . &

There are no Campus Groups in this category.

Music »” @

There are no Campus Groups in this category.

other .’ @

There are no Campus Groups in this category.

Recreation & Sports »” @
There are no Campus Groups in this category.

Regional »”

Raw Food | Open - by Application ITI
Science »”

Homeopathy ‘ Public |ﬂ

98 Create a New Campus Group % Create a New Category

When a new group is created, a page will be generated for the group and several portlets
will automatically appear on the page.

As the screen capture below illustrates, you can quickly start a new group by following a
few simple steps once the framework has been established.

Page 61

=

Class Notes



-

Class Notes

Eat Natural

Step 20 Cekto add
Informaton about the group
such as purpose and
sugoesied meeting Imes

Thara 15 na content

You can add contey

C [eats G potent

Step 1 Clck Ede pageiCondent tab ana
thange e narne of the Cu C

oot (for scample, Aboul T
WOl have more mesrsng in 1he Ste bar
of the portiet han Custom Content

Conterd
oup

Slep 4 Click %o 1dentity a LWL
that groud members can
0 relaiad o the purpose
0 erd 07 s group

Stop 3, CHck1o access
mak page and creale &
NEw BNNOLNC A rend fof

3

Etep 5. Clchlo idenity a Sle,
PowerPoinl pregentation, POF, elc
that group membeeg (a0 (885
miatad %o the purpnss or content of
the group

m Manage This Group
ﬁz Manage Groups
Qi'Contexf Manager

Context Manager

Define Permissions

Permissions for: Members of Eat Natural

Hookmarks

Hnndﬂun %

®ads 3 Handout f
Thare ara no Handouts for this portiet J
e e T Y Jr— B I A Bt B e, et Aot £

Q4add 3 Bookmark

Thare ara no Bookmarks for this portlet

Step 6 Click % creste ang
idantiy events for the
group Tt will appear on
the calendar

Step 7' Clck EdA page to acd other
portiets such ne Chat anc Forums
hal wik encourage group
codahoraton and panicipation

gfﬁdd S et After you have created your group, you
% can click on the Context Manager link to:

Change the name of the page
Add pages

Add sub-sections

Assign permissions

10 Click on the

Properties Pages Sub-Sections Permissions Permissions tab

and you will be
able to assign the
appropriate

Role

[JLeader
(OMember

HeAdd a Role

Permissions for: Global User Roles

permissions for the
group leader as
well as for
members of the

group

11 You can also
determine if you
would like other

Role

(JAdministrators
(JAdmissions Administrators
[ Admissions Counselors

. o Radmizsions Officers
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12 Click on the checkbox next to the role to identify the pages that can be
administered or viewed by the group leader, group members, and
other user roles

As illustrated in the screen capture below, the group leader can administer all pages and

group members can view the Main page:
Permissions for: Members of Eat Natural 7 1

Can '
. Admin Group Main Public

Collaboration Page Page i
(OLeader |

(CIMember ] ] O

| ST

Setting Permissions
As illustrated earlier, you will be able to control and assign permissions for the sections
and pages for which you have been granted administrative privileges.

If the Context Manager link appears in the left sidebar,

I (& Context Manager § C = ; o
O R A PR this indicates that you can assign permissions for the

section.
@iEdit age i If the Edit page link appears in the upper right of a
[ mmj%ng:j page, this indicates that you can assign permissions for

the page.

1 Click the Context Manager link
o Change the name of the section on the Properties tab
o Add or re-order pages on the Pages tab
o Add or re-order sections on the Sub-Sections tab
= Notice the Display Sub-Sections in Sidebar checkbox. You
may choose to create sub-sections without allowing users direct
access to it from the sidebar. For example, you can place
portlets on the main page of a sub-section and create shortcuts
on other pages to these portlets. You can certainly use this
strategy by not choosing the Display Sub-Sections in Sidebar
checkbox.
o Grant permissions to view or administer individual pages associated with
the section on the Permissions tab
= You can also create a new role, assign users to the role, and
grant permissions to the role. This strategy can be useful if you
would like to add a Teacher Assistant role, for example, and only
grant access to view or administer a specific page or pages to
that role.

2 Click the Edit page link
o Change the name of the page on the Properties tab
o Add portlets to the page on the Content tab
* You can also change the name of an existing portlet that resides
on the page.
o Change the arrangement of the columns and portlets on the Layout tab
o Grant permissions to view or administer the page on the Permissions tab
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= You can also create a new role, assign users to the role, and
grant permissions to the role. This strategy can be useful if you
would like to add a Teacher Assistant role, for example, and only
grant access to view or administer the page to that role.

N

When you assign the Can Admin permission, the Edit page and Context
Manager links will be displayed for members of the role or the individual
user to whom the permission was granted.

After you have created the appropriate pages for your students, you can use the emulator
to verify the portlets, pages, and sections that will be viewed by your students.

From the upper right of the application,
notice that you are currently viewing
information as a faculty member.

3 Click on the drop
down arrow, select

h¥ View as: Students :;l Change View the View as
Current view: Faculty i Students option,

U L R Y and click the Change

View button

The emulator will allow you to verify the permissions that you have set for your students
and, if necessary, you can make the appropriate changes.

Page 64



Manipulating Course Layout
Whenever a course is established within JICS, the
application will automatically use the default layout
to create pages and place portlets on pages.

In the example displayed in the screen capture to
the right, you can see that the BIOL 161A course
contains several pages (Attendance,
Collaboration, Course Information, Main Page,
etc.) and the default portlets that already exist on
these pages.

According to your needs, you may want to remove
some of these pages and portlets or re-arrange
the order in which they are displayed on the left
navigational pane.

In this case, you have been assigned
administrative permissions to this context since
you are the instructor for this course; therefore,
the Context Manager link is available.

1 Click Context Manager and then
click on the Pages tab

Context Manager
Properties

Pages  Sub-Sections

Defau!.t Page Page Name

change the order in
which pages are
displayed Test Images

Course Content

Permissions
All Current Péges in BIOL 161 A - FOOD and POPULATION

Main Page (currently is default page) 47

4 Context Manager

click pencil icon to
edit page name

lick trash can icon
to remove page

@) identify the default page Attendance
that is displayed )
O whenever the course is Collaboration
O aeceassl Course Information
®
O Coursework
O Syllabus
click Reorder link to
O Gradebook
O
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e,
¥

Notice that the Default Page does not automatically appear in the highest

order.

Context Manager
Properties Pages

Sidebar Order Page Name

1 Attendance

2 Collaboration

3 Course Information
4 Main Page

5 Coursework

6 Syllabus

7 Gradebook

8 Test Images

9 Course Content

[Save] [ Cancel ]

After clicking the Reorder link,
you will be able to enter
numbers next to each page to
determine the order in which
they will be displayed.

ﬁ

If you enter the same
number for two different
pages, the system will list
them in alphabetical
order.

N AN LD s Ak dima S_ARRONES o0 o8 omBonn e B AABRITIAA st com S Bt

Therefore, if you enter number
4 next to both the Main Page
and the Coursework page,
the system will display
Coursework in the fourth
position and Main Page in the
fifth position.

The Context Manager link provides you with the ability to manipulate the layout of the
pages as displayed within the course by performing any of the following actions:

= Adding pages

Adding portlets to pages
Deleting pages

Deleting portlets from pages
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Chapter 10: Encouraging Collaboration

This chapter will provide information on using the collaboration tools within e-Racer to
create online discussions, real-time chat rooms, and asynchronous threaded forum
topics.

Objectives

At the end of this chapter, you will be able to:
= Create individual chat rooms
= Initiate topics for discussion

Using Chat

Chat - Chat &Y
Chat Rooms .
; You can encourage real-time
€2 General Discussion (0) i  participation in conversations
i between your students by
using the Chat portlet.

Our chat rooms open in a pop-up window. You must turn off
your browser's pop-up blocker (or set it to accept pop-ups ‘1
from this site) to use our chat rooms. }

Admin Chat
NOTE: The Chat Admin only works in Internet Explorer (5.5 and

later) for ows OS
b et Dot odad A O, o R e T P R TR N S PR A AnA A mad

To use the functionality that is available, you will need to disable all of your pop-up

blockers in both your browser as well as in your Yahoo, Google, or any other toolbars. If

you click on any of the chat rooms and nothing appears to happen, this could indicate
that you have not allowed pop-ups to be displayed.

When the chat room pop-up is displayed, the icon displayed to
the right will be displayed in your toolbar at the bottom of your
browser indicating that pop-ups are not blocked.

|

_ @

If you are using Firefox, Safari, or any other browser except IE, this
icon may not appear in your toolbar.

1 Click on any of the chat rooms displayed on the main Chat portlet to
enter into discussions
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In this example, we will click on the General Discussion link.

P g chat
¢ Diane_S_Common_Jr

& Users currently
online 1
Chat room
Available
chat rooms [Rooms |
€7 General Discussion (1)

activity

To begin discussion,
enter message here
and click Send button

P

Ready Powered by |
AN Al =7 P PR PR PR

|

|

[}
gvu

2 Click on the name of a person
currently online, and you will see

Chat L« three options
& piane_s_ Private Message .
—— You may choose to send a Private Message only
Ignore to one person by selecting this option and
Un-Ignore entering text in the Message area. The message
will be displayed in the chat discussion with the
0 o ST S e person's name highlighted to indicate it was sent

as a private message.

3 Click on the Admin Chat link (if your Administrator has not assigned the
proper permissions, this link will not appear)

Page 68



You can create
new rooms, modify
the settings, ban

certain users from - e - , _

rooms, etc. o e [Room Topic  (MTVYIY, | elete | Manage | 4, S50
Room name . 15 Moderated

For additional L) VG O

details on these

features, click on ,
L . Cha in ha-sdmin be .f1
the site-admin help — T P

Global Functions age to ALL users:

i Room Topic

e ragured

| creste |

Max rocen [L=T Max User Max Ite
link and the online Site name Url Pattems nama N,  (0OMS  ROOMS  USSPS  sorrecured]
help system will be - : " - i
i Abu PN M SLrC T :
displayed. Socsive mords o S - e
site-admin help: ¥ wpdate patterns onby toa

HTTP Pattem

[reguler expraseisn)

Flags

Clwhite board  [[JRegisterad users only [T Show gresting
CIshow/replacing abusive [_|Display prvate rooms

chot I [re-vet sie comiigursiive [

Barned USEIS (1 ser Ine) Barned 1P (1 pe 4ne) 1

e

 wohite

Pedagogical Benefits of Chat

By utilizing chat rooms, several benefits will be recognized by your students:

Real-time communications

Active involvement

Student interactions with their peers

Improved interactive competency

Skills development and practice for language learning students

As an instructor, you can create specific chat rooms that can be geared towards a variety
of situations and use the chat feature as a learning tool. For example:

Scenario Solution
=  Students are not familiar o Utilize various chat room functions
with using chat rooms o Gain confidence in asking and

answering questions
o ldentify possible language problems
and improve vocabulary

Students have poor o Create an exercise that encourages

socialization skills students to respond to a series of
questions about themselves

o Ask students to create an alias and
enter the chat room using the alias

Additionally, the chat rooms can help students transition to college life and helps them to
build a strong social support network among their peers. If a student is unfamiliar with a
policy or procedure, they can use a chat room to learn from more experienced students.
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Instructors can encourage this behavior by creating specific rooms where students can
engage in discussions related to specific situations.

Creating Forums

You can use the Forums portlet as a discussion area anywhere within the portal. As an
instructor, you can create your own topics to start a particular conversation among
students.

For example, you can raise the question "Do you regularly visit
art galleries"” to your ART students. As you begin to read the
threaded discussion, you may determine that an art gallery visit
might be a suitable assignment for your students.

Usually, an administrator or leader of this section of the site will create the Categories
and Topics under which threads will begin and a broader range of participants will
discuss these varying topics.

The characteristics of both the Bulletin Boards and Forums portlets are extremely
similar; therefore, the same type of functionality is available in both.

The highest level of grouping displayed on a bulletin board or forum is called a Category.
Each category can contain multiple Topics with several Messages posted to the topic.

Forums

General @ .” @

Name . Threads Messages Last Message
(3 open Discussith &~ & 0 0 8/24/2009 3:58:16 PM
S e Atenaa i te Boe A LA AR ASTASBL AN £ arB B A N B A0S 288N e AN 2D L0 s e RSN S DARA LR AN A o ARa o SR Aa, - Mo

In the illustration here, the General category currently has one topic called Open
Discussion. Click on the topic and you will be able to view the messages associated
with this topic.

1 Maximize the portlet by clicking on the Forums
portlet title -

o The Manage menu allows you to __I\iaEg_e_‘hﬂ_.
perform several tasks such as adding Add Category £
a category, adding a topic, etc. W'

o The Search menu allows you to -
explore specific topics, authors, or to Order Categories
locate the exact information you need Add a Topic

- eyl
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Working with Categories
1 Click on the Add Category option from the Manage menu

Forums - Manage Category View

Label: ngx_tbropk_s

Enter label that will
identify the category

Description:  DefautFont ~ Size ~ % | B 7 U A-¥. 5 | =

M
(il

Choose position for which
the category will appear on Expand view of selected users to
the Forums portlet choose roles or users that will be
able to view the category - if no

checkboxes are selected, the

category and its topics will be
visible to everyone who views the
Forums portlet

Position: m;er Geﬂ?ﬂ@

Permitted Users: Choose the groups that are allowed to see this Catego
Selected Users
= = MmN e Snche o Aohon ST SRR re STt AR A~ BmdostMie- Aamee At noth oot 2R ma o G e B Bt Rk A on v

2 Click on the green plus sign next Forums
to the category to add topics _
Search
3 Click on the pencil icon to edit the 5%
category General %7 .” @

Name
4 To delete a category, you will : : P
need to go to Manage - Order 03 Open Dlscus.fnon .
Categories and then click on the Textbooks @;«‘ T
trash can icon

0 Ron e DT e 806 S, Al At S ary, A

5 Click on Edit a Category from the Manage menu and choose the
category you wish to modify

Each category is assigned a number to indicate its position within the portal — the lower
numbers appear higher on the page.
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6 Click on Order Categories
from the Manage menu

Forums - Order Categories

! 1 General & .’ @

Manage

7 Enter a number next to any
of the corresponding
categories to indicate its
position within the Forums
portlet

2 Textbooks® .’ &

Add a Category

IN
The numbers do not need to be
consecutive.

[Save] [ Cancel ]

N0 Mg 6ol 4 nad Aia i A AR Men s n S RID NS am ot

8 Click on Add a Topic from the Manage menu
Forums - Manage Topic View

Manage Enter name of topic

Name: |

Descrif’ Enter descriptionofthe 7 | B 7 U A.-¥. g | =
topic - choose either
Normal or HTML format

Choose the category in
which this topic will be
displayed

EHTML
Choose the position |
of the topic within the
Category: |General |v category

Histthis Topic Choose Start and

End dates and time
for this topic to
appear

Start: @ pisplay now
O Display later m
O Display on;

; After the end date has been

End: e reached, you can choose to delete
ONG end date the topic or continue to make it

@End on: available for "read only" purposes

19/24/2009 .| GOTeTTEVITY

After End: ’RLdO“'l'"

Expand view of selected users and
choose roles or users that will be

y able to view the topic
Permitted Users: Choose the use

Selected Users
0 G OB Gt S Do S MDA TR A 23 AT RAD A SRS AR et DB A0 A AR nangnde A\ Alpe:
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Subscribing to Topics

Within a topic, you can subscribe to that topic and, therefore, all of its subsequent
messages. Once you have subscribed, all new posts will be sent directly to your email or
message center. This option is only available on the Manage menu after you have
actually subscribed to at least one topic.

1 Click on a category and then click on the Subscribe to Topic link in the
upper right corner of the screen (the link will change to Unsubscribe to

Topic and you can click on it to unsubscribe at any time)

2 After you have subscribed to at least one
topic, you can then go to Manage - Forums

Subscriptions Manage Search

3 You may choose to receive all messages Subscriptions
for a topic or only the first message
within a thread

4 You can also unsubscribe on this same screen by selecting the
checkbox next to a subscription and clicking on the Delete Selected link

5 To remove yourself from all subscriptions, click on the Delete All link

Forums - Manage Subscriptions

Current Subscriptions

Subscription Send me:
O General / Open Discussion / School Spirit All Messages in this Thread
[ General / Open Discussion All Messages in this Topic |v

Delete Selected | Delete All

R A AR = AN A2 2 ISR SR O b B Ak A= AR NP ot A e € B AT P AR, B,
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Adding a Thread

1 Click on the Go to Main Screen link from the Forums portlet and then
select a topic or click directly on a topic

2 Click the Add a Thread link

Forums - Topic View

Open Discussion Add a Thread | Subscribe to Topic

Subject Author Last Message Views Replies
| School Spirit Lori R Glover 8/25/2009 10:59:08 AM 0

See Selected Thresds in Print View | Delete Selected Threads

PY SR O N oy "y A Ahan B Adom 2 BBt e B S 12, PRSI v

3 Click See Selected Threads in Print View after choosing one or more
checkboxes for each thread and you will be able to print the entire
threaded discussion

4 Enter a subject for your

message
Forums - Manage Message View
Manage 5 Enter the text in either
Normal or HTML format
Subject: _

Message: DefaultFont ~ Size ~ % | B Z U . 6 Click on Browse... to
attach a file to your
message

4
7 If you have chosen to
] include your photo from
P the Preferences setting
@ hormal| B HTML g . !
J the checkbox will be
(Max:Characters:16000) i automatically selected
here; however, you may
Attachment: [ Browse... | ! ’
: remove the checkbox for
9 Show My Photo individual messages
Save Preview Cancel . R
S . P 8 Click Preview to see how

your message will appear
and, if acceptable, click
Save
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Searching
1 Click on the Search menu option

2 Enter the text you would like to search for in the Find in Messages
field

Foryms - Search View
Wosge [ Geach | ]

Enter text to look for in Messages and/or enter an Author whose messl

3 Choose one of the
Results Must radio
buttons to indicate the

Find n Messagas: manner in which text
Results Must: Match all words in the phrase entered In the Find in
D Match any words in the phrase Messages field should
Match the phrase exactly match the results
o You may choose to
Find by Author: [ A3 Authars ] focus your search by
a specific Author or
Look n Topcs: | aa Topics ha TOplC
Show Results From: g1g/3000 i
To: 972812000 s
| Search | | ﬂl

A e e e S e A, S A 0 |

4 To further narrow your search, and if you know approximately when
the information appeared, you can select specific date ranges in which
to search - click on the calendar icons to choose the dates

5 After making your selections, click the Search button
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