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Global and Home Page Tasks

In the following section are tasks that affect ANGEL settings throughout the user's ANGEL site
and that are not limited to a specific course. They include tasks on the user Home page or that
are accessed using the buttons or links on the left panel.

How to Change Personal Information

How to Customize the Course Page

How to See Courses That Are Disabled

How to Remove Courses from Course List View

How to Merge Two (or More) Course Rosters for Multiple Sections

How to Set Up and Use a Master Course

Global and Home Page Tasks 4



How to Change Personal Information

ANGEL not only allows you to add and/or edit your personal information, but it also allows you
to control who can access specific portions of the information.

To change your personal information:

1. From any part of ANGEL, once you have logged in, click on the Preferences button.

2. Click Personal Information.

General User Settings

sonal Information Editor to enter %

Personal Informatior]

contact information and set who cal

Change Password

Change your password often to ensure your privacy.

This will open the User Profile Editor. Changing the Settings to Advanced will give you more
options.

Within each section, and sometimes for individual items, you can designate what groups of
users can see that information. The groups are based on Rights; selecting a group specifies the
minimum level of Rights needed to see that information.

How to Change Personal Information 5



User Profile Editor
Settings: [] Normal [V] Advanced

Name Settings

Viewable By Everyone v

First Name [Sandra

Last Name [Hat

Middle Name |

Title Prefix (Mr.
Honor Suffix (.,
Nickname

* Wt Bt nan i amt.. o et e Mertnst st ok sl ol e

You can fill in any information that you want. Information that has already been added through
your system may vary depending upon your institution. You cannot change your Username.
Your institution may further designate other information that cannot be changed.

In the example below, the student is allowing other students to see her email address, but only
Course Editors (faculty) can see her home and work phone numbers and her address.

Email {stpanow@aroel edy  ShadentsMembets

Photo URL Shadents/Membets

Phone Settings Viewable By

| Home Phone | [807-5551378 Coursa/Group Edtors

| Wk Phone | v [807555:3483 Coursa/Group Edtors

ol bt ol

- e | -
Work Frone I Cowrse/Group Assistarts

Address Settings

Viewable By  Course/Group Edtors v

Type Home v

P.0, Box i

W &\*h,’\_.’—-ﬁk e '--M~o.-._‘

You can have students use the About Me section to do a small web page
¢ thattells about themselves. Because the HTML Editor can be used to
E format it, they can add pictures and hyperlinks. Some faculty use this as
an alternative to having students create a simple introductory web page.

How to Change Personal Information 6



About Me
AB- B 7 U- 58 -@-FT-O0-B8-i
AETE

-

ey r-m Y T T, P‘- k,-.wh.j

When finished adding all information, click Save at the bottom of the page.

Address Settings
Viewable By ]'_-Téém Lea
Type

P.0. Box
Line 1

Line 2

Line 3

City
State/Prov
Postal Code

Country

| Home

| Save || Cancel |

\"‘*‘M N

The User Profile information can be viewed in the Course Roster in the Communicate tab in
any course in which that user is a member. Go to Communicate > Course Roster.

How to Change Personal Information 7



| Communicate |

'se Content | Resources

@ Communicate

Edit Page

Colrse Mall

View Inbox
View, read, and compose messages Skif

Unread Messages
DMO 101 Course 1 (001) 0 m#

Course Roster
‘Course Roster |

. ple in this Course.

-

e Click User Profile beneath the user whose profile you want to view.

hse Hart, Ross
Student

E-mail: rhart@angel.edu
user profile

Martin, Alice
Student

E-mail: amartin@angel.edu
user profile

Smith, Joe
Student

E-mail: jsmith@angel.edu
user profile

— | Sparrow, Salli
Student

row@angel.edu

user profile

S |1oW # .\'
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e The information that you are permitted to see will display.

User Profile

Salli Sparrow
e-mail ssparrow@angel.edu
Work Phone 555-555-1342

555-555-3049

Cellular

A student in the same course can only see the email address, as that was
how it was set up by “Salli.”

User Profile

Salli Sparrow

e-mail ssparrow@angel.edu

Personal information can also be viewed from the People Search on the ANGEL Log On page,

if that option is available there. The information that can be obtained will only be information that
has been designated for Everyone to see.

1. Onthe ANGEL Log On page, click People Search.

How to Change Personal Information



ANGEL 7.3

Home » ANGEL 7.3 - Home

Username D
Password l:]

1 forgot my password
Reqguest an account

Public Content: Links

Library Resources
Event Calendar

In the News
Public Surveys
Public Forums

Search and Help Links

Course Search
ommunity Se

503 |
| \LMIQ% At

Search Form

Welcome to the My School People Sear
person you are searching for in the tegfbi

Name

fsparmow [_Search |

Why doesn't everyone show up?
Due to privacy concerns, public listing of pers

Homsdeisesid y infc

3. Salli’'s name appears as Sparrow, Salli. Click on that.

How to Change Personal Information
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People Search
Results of search for "sparrow”

Find |spanow ' [LSearch ] [_Cancel ]

1. Sparrow, Salli

kAR Bttt giiiioosalibont. |

Clicking on the name only displays her name again. Since you have NOT logged on, this
is all you are permitted to see.

( User Profile

Salli Sparrow

[/Favorites

There are no bookmarks to display,

s a4 o ok b, o

If Search and Help Links has been added to your ANGEL Home page, you can also access
personal information. The information that you can view will be limited by the information
supplied by the person and the access levels set by them. From your Home page, click on

People Search.

Home
Edt Page

Find 3 Course

JOMO 101 Course 1
Role: Faculty

Community Groups

Find 3 Group Create a Group

pi T P R VA,

Search and Help Links

1. On the next screen, add a name in the Name window and click Search.

How to Change Personal Information 11



Search Form ”

felcome ta the My School People Seargh pa
person you are searching for in the tegfbox b

Name

lspanow |_Search |

Why doesn't everyone show up?
Due to privacy concerns, public listing of pers

Homdaiesdmy infc
2. Salli's name appears. Click on the name.

ANGEL 7.3

Home » People Search » People Search

People Search

Results of search for "sparrow”

!S SIrow

This time, since you are logged on with instructor rights, you can see the same
information as you saw in the Course Roster.

User Profile

Salli Sparrow
e-mail ssparrow@angel.edu
Work Phone 555-555-1342
555-555-3049

Cellular

How to Change Personal Information



How to Customize the Course Page

You can edit the contents and organization of the Course, Resources, and Communicate
pages within ANGEL. This allows you to add different nuggets that are most useful for you and
your students in the delivery of your course.

In this example, you are going to reorganize and add components to the Course page. On the
Course page, click Edit Page.

!! DMO 101 Course 1

Edit Page

[Acﬁvit\/ at a Glance

LTl

1. The editing screen will appear. Click Add Component.

‘l DMO 101 Course 1

. Add Conponents. | | [[Use Defoukts |

{ Activity at a Glance 210l 81X} | Course Arnouncements 2101 & X]| ¢

Thare are NO NAW ANNOUNCMents.

Logons

3

S WL N Y }Ar“"«‘u QM“_'MMM.....‘M.

A pop-up window will appear advising you that the activity is being processed.

How to Customize the Course Page 13



(_save

[Cluse as default O

1OIS X[} | Course Arnouncements 71 O] &1 X||

There sra No New ANNOLUN g

Prorcesing, please wait...

‘AAMW“_*M

Another pop-up window will appear that will allow you to choose the components that

you want to add.

ed VT G WUTTE

Available Components

[JRepository Access
4| | Course Banner

| | ] Course Management

[CJsyllabus

Add Selected ||_Cancel |

2. Scroll through the components and check any that you want to appear on the Course
page. You are going to choose to add the Syllabus, Last Lesson (bookmarking), and

Course Calendar.

How to Customize the Course Page
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Available Components |

[JRepository Access I—A—I.
=| | Course Banner L)
i ?fffrff Ti]agement E]

i Syllabus [v]

o)

Location | Default  [w] State | Defautt (]

[ Add Selected ][ Cancel |

R ‘.L\ agpe + A BB it M‘M

You can also designhate where the components will be placed:

p— D e

Available Components |

LI TEAIT l"lUJBle
] Theme Selector
Cwikipedia

Course Announcements
Course Calendar

| ocation h
 Default
Add Sele Header
' Column 2 .
 Column 3 |
Footer (

e - vr -‘l... - - .'.. ll‘-"”‘ ’-“.WI

[11%1 HD

And how they will appear.

How to Customize the Course Page
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Available Components

L TEdIT I‘IU_]EL,lb
C]Theme Selector
Clwikipedia

Course Announcements
Course Calendar

Location | Defaut  [v] | State |

[ Add Selected ][ Cancejl,]

You might want to experiment with different settings to see what works best for your

course.
3. Click Add Selected when you are finished.

Available Components

LI TE4ITT FTUELLS
= (I Theme Selector
215 | Owikipedia
Course Announcements
Course Calendar

Location {Coiumn 1 iv] State | Defaut [s]

| Add Selected LCanQel |

""'w'*LM-WW A t—t

The nuggets have now been added.

How to Customize the Course Page
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0l
Su Mo Tu We Th Fr Sa

{ Grades BREE
‘ Last updated: 2/16/2008 12:56:24 PM
: - Refresh
{ Syllabus EER

No Syllabus

i Last Lesson ER

-~ Start this course at the beginning.

:ICourse Calendar ZIE]:]Q]Z].

E There are no events for this week.

e, -

You can drag and drop the various nuggets to place them where you want them on the
page.

0 DMO 101 Course 1

| Add Components | | Use Defaults |

-

There are no new announcements,

Syllabus =] x|
No Syllabus

PIin=
{ Colrse Calendar Ao

There are no events for this week,

(Activity at a Glance o] =l x]

.
1

4. Click Save when you have finished.

How to Customize the Course Page 17



5 @ 0110 101 Course 1
(LA Compunerts | [ Use Dofrda |

{ Course Arncurcements 2101 S] ]
e ———

A SN g A

The new components are now in place. Using Edit Page, you can rearrange the nuggets
again until you are satisfied with the course components.

@ o110 101 Course 1 i

Edt Page

[ Course Arnouncements

Thare e 00 N ACOUNCmants.

No Syllabus

[Last Lesson

=~ Start this course at e bagming.

| Course Caendar

Thars dee 10 wwanis for the wesk.

How to Customize the Course Page 18



How to See Courses That Are Disabled

Many institutions choose to have courses created in ANGEL in a “disabled” state. There are
several reasons to do this. The primary reason is that students cannot see any courses that are
disabled, even if they are on the course roster. This allows the instructor to develop the course
before students can access it. Some institutions have all course shells uploaded into ANGEL,
and then give instructors the choice of using the courses or not. Having them disabled keeps
the courses that are not developed into ANGEL from being seen by students.

However, instructors also will not see their disabled courses unless the option to see them has
been set within the Course Edit function. If you are not seeing your disabled courses, you will
need to set the option to see them.

1. Log onto ANGEL and hover over the end of the Courses nugget toolbar so that the Edit
icon is visible. Click on the Edit icon.

Find a Course Add a Course

LDMO 101 Course 1
[Delete] lgole: Faculty

- vwsj\xg—ln_\.’&—é_n_ w‘;.\_ :

2. You will see all your courses listed. The checkmark next to each course indicates that
you will be able to see the courses listed on the Home page. At the bottom of the page,
change Show Disabled courses to Yes and then click Save.

Courses Settings
Display Filter

Directions: The following is the list of the courses for which you are currently a
displayed, deselect the checkbox next to the course,

DMO 101 Course 1

ENC 1101 English Cornp Section 1 [Disabled]
ENC 1101 English Comp Section 2 [Disabled]
ENC 1101 English Comp 1: Sections 1 & 2

Advanced Settings

Group By [semester  [lcategory

Also Display Mrole Ccategory [Cinstructor
Tasks Unar Mail [“lPosts
Show Disabled %{es aﬁéil_cl

[ Save | [ UseDefaults | [ Cancel |

ppm” SRy i A E— “"‘"’A‘w"“*'\-ﬂ
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Note the other options that can be chosen. For example, if you do not
want some of your courses to be displayed on your Home page, unclick
them and then Save the settings.

The course is now visible on the Home page. Note that it is labeled as Disabled.

Find a Course Add a Course

Course 1

| [ |
[Disabled] |Delete] Role: Faculty

“+ ol St e e s v adhs n A

e

To enable the course so that students can access it, see How to
Activate/Deactivate a Course.

How to See Courses that are Disabled
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How to Remove Courses from Course List View

If you have courses listed on your ANGEL Home page that you no longer need to access, you
can remove them from the list so they are not viewable. This does not actually delete the
course; it merely removes the course from your view.

1. Go to your ANGEL Home page.

ANGEL 7.3 3

Home

Home

Ede Pagn

Er—
Fsd o Coure Add 4 Courte Thice are o events foe boday,

J0MO 101 Course 1

e oo |
QENC 1101 English

Comp Bockmarks
[Owiete] Rode: Sratrucion Yawp & parsonakied bt of bockmarks for ey
JFfm Appreciation 2coess 10 your Faworie sher.
Rele: Courte Adminyalor Flos
Updoad Net for ety sccess bom wywhure,
[ Comamrity Govor [t

Vaup track, of important partonad vents.
Al Rosources

Accuas rasources Found on the 1ogon page
o SERETERIIPIN.....oo e oot gt g st

Fied » Grop Create s G

2. Roll the mouse over the right side of the Courses bar until the editing icons appear.
3. Click on the Edit icon (the pencil).

Find a Course Add 3 Course

- DM 101 Coursedd |

You will see all your courses listed.

How to Remove Courses from Course List View 21



Courses Settings
Display Filter

' Directions: The following is the list of th
displayed, deselect the checkbox next to

DMO 101 Course 1

Film Appreciation

Advanced Settings

L GEMOBY | ammntnandaSe

4. Uncheck the box next to the course(s) that you want to delete from your course list.

Courses Settings
Display Filter

Directions: The following is the list of the C
displayed, deselect the checkbox next to the

V] DO 101 Caurse 1
{1 ENC 1101 English Comp
I Film appreciation

Advanced Settings

Group By Clsemes
R P R, oD Bertn TR

5. Click Save at the bottom of the page.

i1 ENC 1101 English Comp
Film &ppreciation

Advanced Settings

Group By Clsemester [
Also Display Role [Jcateg
Tasks Ungraded
Show Disabled ®ves Ono

ﬂ
| Save | | UseDefaults | [ Cancel |
M-QN“"‘&\

The course is no longer listed on the Home page.

How to Remove Courses from Course List View
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Home
Edit Page

Find a Course Add a Course There are no ej

JDMO 101 Course 1

[Delete] Role: Instructor

Today's Car

OFilm Appreciation

Role: Course Administrator

If you need to make the course(s) visible again, repeat this procedure and recheck the box next
to the course you want to add to the list.

How to Remove Courses from Course List View 23



How to Merge Two (or More) Course Rosters for Multiple
Sections

Sometimes it is useful to merge two or more sections of the same course into one course, so
that the course rosters from both courses are contained within one. This can also be useful for

courses that are cross-listed and taught by the same instructor. You need to have Course Editor
rights to all sections that you want to merge.

Any content in the courses from which the rosters are merged will
NOT be imported into the new course. If you already have content in

A one of the courses to be merged, create an ANGEL archive of the course
contents (Manage > Export Wizard > ANGEL Archive). Once the new
course has been created, you will be able to import the content into it
(Manage > Import Wizard > Content Package).

1. Onyour ANGEL Home page, click Merged Roster Manager.

% Some institutions may limit access to this procedure. Check with your
ANGEL administrator if you do not see the Merged Roster Manager link.

Today’s Calendar

There are no events for today.

Bookmarks

Keep a personalized list of bookmarks for easy acces
Favorite sites,

Files

Upload files for easy access from anywhere,

Calendar

i onal events,
Merged Roster Manager
Create a new course that mgrges the roster of two a

courses,

ok Ssls BRSNS h b ah ot _ame . oman L5y

2. The next screen will display all the courses in which you have Course Editor rights. Click
the box next to each course you want to merge and then click Continue.

How to Merge Two (or More) Course Rosters for Multiple Sections 24



Merged Roster Managel

Create a Merged Course

You can create a new merged course that is automatically syn
have editing rights. Please select one or more courses and clic

Semester: ALL
[Ipmo 101 Course 1
I0: dmo_coursel

[VIENC 1101 English Comp 1- Section1
ID: encl1101_secl

ID: encl1101_sec2

~ s A i s i ot A - N -*w-‘f“)

Aot e A S it SR iR SR A5

3. Input a title for the merged course. Select the course with the classification code that is
to be used by the merged course.

4. Decide whether you want to be able to access the source (original) courses and if you
want those courses to be disabled.

%} By checking the Disable Source courses box, you will only allow students
to get into the merged course, not the source course.

Teams are created from each roster. You can change the team names if desired.

Having the teams automatically created can be very helpful, especially if
you will be creating any content items for the different course members or
%% if you otherwise need to divide them into their teams. For example, within
the Gradebook you can elect to see grades for each team separately — a
useful feature if you need to enter final grades elsewhere for each course.

5. Click the Create Course button to continue.

How to Merge Two (or More) Course Rosters for Multiple Sections
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Merged Course Settings
General Settings

Classification Codes determines which course will be uzed to set the merged course
Disable Source Courses prevents non-editors from accessing the original unmerged ¢

Merged Course Title

_ENC 1101 English Comp 1: Sections 1 & 2
Ica
ENC 1101 English Comp Section 1 "'-v

Section Settings

Course Team

ENC 1101 English Comp Section 1 ‘enc1101_1 1
encl101_1 T

ENC 1101 English Comp Section 2 enc1101_2
enc1101_2

Create Cowse | | Cancel |

£, A A man s g g pem it i

6. The next screen will display the progress of the merge roster process. You can then
elect to merge more courses or return to the Home page.

Home » Merged Roster Manager » Merged Roster Ma

Creatlng Merged Course ...

.. creating merged course
. linking SNVC 1101 Snglish Comp Section I roster
.. linking EVC 1201 English Comp Section 2roster
.. synchronizing roster

.. disabling source courses

Merged course successfully created.

| Retumn to Profile | | Create Another Course. |

The new merged course now displays in the Courses nugget.

How to Merge Two (or More) Course Rosters for Multiple Sections
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Courses

Find a Course Add a Course

QDO 101 Course 1
[Disabled] [Delete] Role: Faculty
Tasks: | P

DENC 1101 English Comp Section 1
[Disabled] [Delete] Role: Instructor

LENC 1101 English Comp Section 2
[Disabled] [Delete] Role: Instructor

LJEMNC 1101 English Comp 1: Sections 1 & 2

[Delete] Role: Instructor

R L

: Once courses have been merged, you cannot change the merged course

to add more sections. You would have to create a new merged course
from all sections.

How to Merge Two (or More) Course Rosters for Multiple Sections
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How to Set Up and Use a Master Course

A Master Course serves as a template for a course or specific group of courses. It is imported
into a course shell using the Import Wizard tool. It is developed exactly like any other course
and includes the same sections and features as other courses. Access to the course is set up
by using filters when the course is created that designate what courses can use the Master
Course.

A Master Course has the following uses:

e A single course that has multiple sections with many faculty teaching it, in order to
maintain consistency and quality

e A course taught by one faculty member every semester, as an alternative to a Copy
Course or importing an Archived Course

o A template for college, division, or department courses that need to have certain
elements included within them.

@ Once a Master Course has been imported, faculty can add their own
content to it.

Tell your System Administrator that you need to have a Master Course set up. Only the
System Administrator has rights to create Master Courses. The System Administrator generally
needs to know:

e The name of the course

e The Course Editor for the course; other members can be added after the Master Course
shell is created

¢ Whether or not you want to specify a PIN (password) for the course. Only those persons
who have the PIN would be able to import the Master Course

¢ \What courses need to be able to import the Master Course and how it will be used.

Once the Master Course has been created, you will see it listed among your courses — if you
are a Course Editor within that Master Course. Before the Master Course can be imported, it
needs to be developed with all content completed.

If a course has already been developed and you want it to be used as a
. basis for a Master Course, it can be imported into the Master Course by
¥ using Copy Course. You need to have Course Editor rights to both the
Master Course and the course being copied.

You do NOT need to have any editing rights within the Master Course in
% order to import it into one of your courses. As long as your course matches
the filter criteria set up for the Master Course, you will be able to import it.
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To Import a Master Course, enter the Course into which the Master Course will be imported,
and go to Manage > Import Wizard.

1. On the following page, click Master Course.

pnsola » Content Impoet Wizard

. Content Import Wizard

What do you want to import?
Directions: Selact the source from which you want 1o impoet data,
Content Package
Impoet conter? from an ANGEL archive, webcr ™™ export, Blackboard '™ cartridge, ExamVsew®
TMS/SCORM package or 3p file.
Calendar and Announcements
from » test file (compatible with WebcT™ catendar export files),

d oer & master course teernplide, R

Inkialee the course bated on another course or group in which you are an editor.

oA . A et i A WA A At WIS s anaatete

2. You will see any Master Courses associated with the course in the drop-down list. Select
the Master Course you want to import from this list.

Master Course Import

| Directions: Select a master course from below or e

vailable Master Courses
i select a master course { v ﬂ

MASTER English Comp
|

Migrate Quizzes to Assessments
2 ol
) M s %.q_ww

If the Master Course could only be accessed through use of an assigned PIN, you would
enter that instead of choosing a course from the drop-down list.
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Master Course Import
Directions: Select a master course from bels

Available Master Courses
MASTER English Comp [+

laster Course PIN

[

Migrate Quizzes to Assessmen

backup course before import

replace all existing content
NS P ERR O N ey

The final options on that page allow you to:

e Convert any Quizzes (the older test/quiz tool in ANGEL) within the Master Course to the
newer Assessments tool. If this tool was not used in the Master Course or if you do not
choose to have them converted, do not check this option.

e Backup the new course before importing. If no content has been added to the new
course, however, this is not necessary.

e Replace existing content. If any content has been already added to the new course, this
will erase it. Uncheck it if content has been added and you do not want to lose it.
Importing the Master Course will then add content to the course, but will not delete what
is already there.

% Check for any duplications in content, especially in the Gradebook,
Calendar, and Announcements.

3. Click Import to continue.

i Migrate Quizzes to Assessments

[ backup cougse before impart
i replewir(e:isting content

[ Impoit | [ Cancel |
R e

4. You will see a progress page as content is being imported. Click Exit Import Wizard
when finished.
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Import Progress

ourse Import

-9 Importing Data and Files

Importing data and files ... kad
Copying gradebook settingge =
settings copied.

Copying team data

| Exit Import Wizard | -

=B . oA \_..W‘M,’/h PYSEP = N \\MW,“&‘M-_‘M‘_.N.

&

Importing from a Master Course creates a copy of the Master Course; it
does not link the course to the Master Course. If any changes or additions
are subsequently made to the Master Course only, content in any courses
that were created from it will not reflect those changes.

If you anticipate adding additional material to the Master Course and you
want any courses created from it to automatically be updated as well,
consider creating the content in an LOR (Learning Object Repository) and
then linking to that content in the Master Course. All courses created from
the Master Course will then also have that link to the LOR and will be
updated as the linked content in the LOR is updated. (Be sure that the
course also has access rights to the LOR.)

For more information about linking and updating from an LOR, see How to
Link or Copy Content from a Learning Object Repository into a Course.

How to Setup and Use a Master Course
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Content Management Tasks

This section addresses those procedures that involve adding content and activities within
course sections. Tasks in this section are listed and linked below.

How to Organize Content

How to Edit a Syllabus

How to Upload Files for Course Use

How to Share Content Within a Learning Object Repository with Other Courses and Users
How to Link or Copy Content from a Learning Object Repository into a Course

How to Copy Content Items from One Course to Another

How to Upload Images in a Content Item

How to Add Images to a Content Item: Creating an Image Gallery

How to Upload a Web Page and Its Contents

Understanding the Difference Between Assessments and Quizzes

Assessments: Understanding Options and Settings; Creating an Assessment’s Content, Access, and
Interaction Settings

Assessments: Understanding Options and Settings; Review and Assignment Settings
How to Use Question Sets

How to Use Question Banks: Definition of Question Bank and Creating a Question Bank
How to Use Question Banks: Creating an Assessment from a Question Bank

How to Use Question Banks: Creating an Assessment with Question Pools

How to Create a Secure Assessment

How to Create a Pass/Fail Exam

How Students Can Reenter an Exam

How to Grade an Essay or Short Answer Question

How to Increase the Maximum File Size for Drop Box Submissions

How to Grade a Drop Box Assignment

How to Grade Drop Box Submissions Offline

How to Integrate PowerPoint Presentations

How to Set Up and Use Games: Crossword Puzzles

How to Set Up and Use Games: Quiz Shows

How to Set Up Teams Within a Single Discussion Forum

How to Create an RSS Feed

How to Subscribe to a Course RSS Feed

How to Set Up the Gradebook: Preferences and Grading Scale

How to Set Up the Gradebook: Categories and Assignments
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How to Rearrange Categories and Assignments in the Gradebook
How to Create an Extra Credit Assignment

How Students Can See Their Grades

How to Create a Survey

How to Create Teams

How to Set Up Team Projects

How to Rebalance Teams

How to Set Team Access Rights for Lesson Content

How to Automate Sending an Email to Students Who Have Not Logged onto a Course Within a
Specified Time Period

How to Release Content to Students
How to Release Content Conditionally by Using an Agent

How to Post a Grade for a Survey by Using an Automated Agent

Content Management Tasks
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How to Organize Content

One of the best ways to organize content in ANGEL is to use folders and add content items
within the folders. This allows you to organize your content into whatever type of unit is best
suited for your course; that is, Modules, Units, Lessons, Weeks, Chapters, and so on. Note
the following example.

1. Goto Lessons > Add Content > Folder.

NS Resources | Communicate Report

[T

itent

- Lessons

Add Content

Create an Item

1 Folder

‘_-_--" Create a new folder to organize your content,

"“-w.i,f»-m““ww\u.?ﬁ

2. Add the Settings for the Folder. You can use the Subtitle to add the dates for the unit.

' New Folder

Settings: ® normal O Advanced

Content | Access | Standards | Objectives | Automate

r—Page Seftings —
Module 1
August 20 - 26)

L Deensramastdte Mo, ,\_'#\.‘. Aera AN Al g nah B

By using Advanced Settings, you will have access to the inline HTML Editor. This
allows you to add some text to the folder by which you could give instructions for the
unit. When students click on the folder and open it, they will be presented with the
instructions and information about that unit, as well as any content that pertains.
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sextings: O hormal ® advanced <

Content | Access Standards  Cbjectives  Automate | Assignment

—Page Settings - =
Module 1
August 20 - 26

Jae-8zn-ge-@-x-0-8-[E:E-[E=
Welkcome to Module 1, $FIRST _NaME$!

This week provides an orentation to the coursa.

You will need to:

. Send @ email to me using ANGEL Course Mail

. Post an Introduction to yourself in the Introduce Yourself Discussion Forum
. Submit 3 very short document into the Module 1 Dropbox explaining your ¢
. Read the Syllabus and then take the Module 1 Quiz. All of the answers on the

W N -

- ‘Lﬂﬁ“m..’--‘mumvv‘—‘w W‘-WM.-""~'J

There is a token used in the above example ($FIRST_NAMES$). When
users view that area, they will see their own names instead of the token’s
text. There are a variety of tokens that can be used. See the Instructor
Reference Manual or later in this Appendix for more examples of tokens.
You can always do a search on the term itself to find more examples.

The example above will appear like this when the student opens the folder:

.

' Module 1
August 20 - 26

Welcome to Module 1, Sandra!
This week provides an orientation to the course.
You will need to:
1. Send an email to me using ANGEL Course Mail

2. Post an Introduction to yourself in the Introduce Yoursel
3. Submit a very short document into the Module 1 Dr
4. Read the Syllabus and then take the Module 1 Quiz. All

~ g -wM' “NMMW\

3. Add any content items needed to the folder using Add Content. In the above example,
you need to add a Discussion Forum, an assignment Drop Box, and a Quiz.
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L Module 1
lsugust 20 - 26
Add Content

Create an Item

I Folder | Page
= Create a new folder to organize your content. | Create a new page
Link Survey
“ Ge&eawtolr*hoadocmmthewwwde Create 3 new form
.Drop Box
d lLbbadZo,Word,Exod,qapltflesmmefmnm H—aCreeteedop box f
computer, e nublications, |
| Game | IMS /SCORM

4. Continue to add and set up all content items.

August 20 - 26
Add Cortert  Rearrange Settings Repoets Ltilkies Delete
Welkome to Module 1, Sandra!
This week provides an orientation to the course,
You will need to:
1. Send an emall to me using ANGEL Course Mail

2. Post an Introduction to yoursalf in the Introduce Yourself Discussion Forum

3. Submit 3 very short document into the Module 1 Dropbox explaining your r

4. Read the Syllsbus and then take the Module 1 Quiz. All of the answers on the
All Assignments are due at 8am, August 27th

1 Orientation Dropbox
nJ-* settings reports Utities delste

5 Introduce yourself
2

;,___ Orientation Quiz- Based primarily on information in the Syllabus

mnaani o PPN ¢ Loy A e B g g ittt et s i M

5. If you want to rearrange the order of the content items, click Rearrange.

e

Module 1
August 20 - 26

Add Conterg Rearrange 3ettings Reports Utilities Delete

Welcome to Module 1, Sandra!
This week provides an orientation to the course.
You will need to:
1. Send an email to me using ANGEL Course Mail

~ MMrWM
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6. Then on the next screen, use the mouse to drag and drop the items into the desired
order.

{ ;_ - ‘|

. Module 1
August 20 - 26
Rearrange

Instructions: Organize the items in the list by clicking

 Orientation Dropbox

Orientation Quiz- Based primarily on information in th

¢ Infroduce yourself

| Save | | Cancel |

B LT Ll TP S Sy

7. You can use the Section Heading content item to add any additional text between
content items. Go to Add Content > Add Section Heading.

wreduwe dn awem
Folder | Page
|~ Create a rew folder to organize your cortert. Create a new page of content from

Link # Survey
“ Create a URL to lnk to a document on the World Wide Create a new form of onkne survey’
Web,

File 'Drop Box

kad | Upload Zip, Word, Excel, graphic fles and more from your  d Creste a drop bo for users to
compeer, publications.
Game IMS /SCORM Package
Adds » crossword puzie or QU show cortent em, “ Adds a reference to an IMSJSCOR

i Discussion Forum | Blog
f Adds a gradable Discussion Forum for collaboration ce Q & Z’ Adds a blog page where ol users ¢
A

wiki Course Syndication F

Adds & wiki pape whave users can freely edt each others LAWY Craate a new Course Syndication
posts, content for RSS aggregators o
4| Assessment S Section Hccxiu)“]
V2 Craate & naw assesament, practics test or exanm, Creste a new inine sectioefhe.
-**«hW*h# ot it Andasadiiading, e ans At apeotens atme s

8. Add the Settings for the Section Heading and Save it. You can use the Page Text area
to add additional text, images, and/or hyperlinks. In this instance, you are only using the
Title.
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4 ]New Section Heading '
Settings: ® Normal O Advanced

Content | Access | Standards | Objectives | Automate | Assign

—Page Settings
Tithe Read the Syllabus and then take the Quiz below

|ala-slzlul- @a-@ - =-0-B
| T~ O~ St~ Fomat~ Font- Sze~ % 7 -

N st shas Ap AR oo bbb, o pefint

After saving, the Section Heading is visible.

2. Post an Introduction to yourself in the Introduce Yourself Discussi

3. Submit a very short document into the Module 1 Dropbox explain

4. Read the Syllabus and then take the Module 1 Quiz. All of the
All Assignments are due at 8am, August 27th

41 Introduce yourself
L2

.- ']Orientation Dropbox

_jRead the Syllabus and then take the Quiz below

;,E‘] Orientation Quiz- Based primarily on information in the

-'~W_Mw"\. BUPOORRL

Heading where you want it.

% You may need to use the Rearrange option again to place the Section

How to Organize Content
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If you have other content items that do not pertain to any one particular module, you may want
to create a folder for those on the main Lessons page. For example, if you have a project that
is to be done over several weeks, you could create a folder for that and place it outside any of

the unit folders.

'{ Lessons
~

Add Content Rearrange Reports LUtilities P,

) Module 1
|~ August 20 - 26

| Group Project
|~ Due October 15

] Module 2
|~ August 27 - September 2

] Module 3
|~ September 3 -9

~. s MMM"M‘“AM
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How to Edit a Syllabus

Once a syllabus has been created or uploaded into ANGEL, it can be edited. Exactly how it is
edited will depend upon the format used. A syllabus can be created by using the Syllabus
template; by uploading a syllabus created as an HTML page, a Word .doc, or other format; by
creating it using the Create a Page option; or by linking to an external web page. Editing the
syllabus will depend on how it was created.

Editing a Syllabus Using the Syllabus Template

1. Go to the Syllabus nugget, usually found within the Resources section, roll the mouse
over the end of the Syllabus bar until the Edit icon (pencil) appears and click it.

Q Resources i

Edt Page

Course Syllabus
TR R s A M“"-\"‘-\f\‘.'m P~

2. On the following screen, click Syllabus Editor.

Course Syllabus

Syllabus Source

! . Syllabus E ditor L Syllabus Flles |

| Update || LCancel l
T et iy o

3. Make any needed changes.
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General Information
Heading
‘AN GEL Instructor Course

Keywords

Faculty Information
Name
|S andra Hills

Title

\Assistant Professor

Home Phone
|841 -555-4359

Office Phone
|941 -555-4903

Office Fax
B s

4. Click Save at the bottom of the page to finish.

HTML Editor

Miscellaneous

[Lsave ] |K Cancel |

‘*M.ﬁ.\*‘*‘r&..

Editing a Syllabus that was Uploaded as an HTML file:

1. Follow step 1 above. On the following screen, click Syllabus Files.

How to Edit a Syllabus
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Course Syllabus

Syllabus Source

‘ Document: s Ilabus:docx [l}
Syllabus Files |

| Update | | Canéel |

SN

% Because the syllabus selected in this course is an uploaded file, the
Syllabus Editor button does not display.

2. The syllabus file will be displayed on the next page. Click edit.

| syllabus.html
'e | (40 bytes) badified: 3/1/2008 3:59:22 PM
downloa ename copy move delete

Exit Syllabus Files ]

o *"“'M P S Sy

There may be more than one file listed here if the syllabus file had any
%% images or other documents linked within it, so be sure you select the
correct file.

3. Scroll to the bottom of the window that will appear and click HTML Editor.

% The text in the window is in HTML code. Selecting the HTML Editor will
allow you to edit any text using the more user-friendly format.

How to Edit a Syllabus
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<td valign="top" class=%

</ftr>
<tr>
<td valign="top"

</table>
[<p class="normalDiv"><strong><span

Text</span></strong></p>

S pre—

HTML Editor

Unicode format

L ‘__“m%’rm“wm. e

4. Make any changes that need to be made.
5. Click the OK button at the bottom of the Editor.

o | ;

Required Text

Unicode format

~gg?z-=n-inu-ﬂﬁaduub

6. You will return to the Syllabus Files page. Click Exit Syllabus Files to finish.
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TQUTTIOaS TeT @ Te CORPy oy et

syllabus.html
| (3.1KB) Last Modified: 3/1/2008 4:06:25 PM
download edit rename copy move delete

[ Exit Syllabus Files |

PN .v‘\’*_,,’,“\w wmw“""ﬁwi

Editing a Syllabus Uploaded as a Document

While it is not preferable, a syllabus could have been uploaded as a document file. If a syllabus
in this format needs to be changed, it has to be changed within the word processing program in
which it was created. For example, if it is a .docx file, it has to be changed within Microsoft
Word® 2007.

1. Open the word processing program (for example, Microsoft Word), and then open the

syllabus file.
U-abe X Aa~/|V-A- | EE AN = O 2 Mo
Font * Paragraph

ANGEL Instructor Cours

Faculty: Sandra Hil

Title: Assistant Professor
VS PN COCRy ru\ AP s st aon, s r"“"“’“"’"“"““““

2. Make any changes, and Save the file.

When saving the file, do NOT change the file name. You want the file
% name to be the same as the name of the file already uploaded into
ANGEL.

3. If you do not have the original file, you can download it from ANGEL so that your word
processor can have access. Go to Syllabus Files, locate the original, click download,
and then Save it to your computer so that your word processing program can perform
the edits.
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Syllabus Files

Size: 14.7 KB
Add Content Download All

| sylla X
odified: 2/2/2008 3:57:00 &M

download frename copy move delete
LR RE ¥ = e mafra n. Noafa..

4. Once the file has been edited and saved, return to the Syllabus nugget in your ANGEL
course and click on the Edit icon as previously illustrated. On the next screen, click
Syllabus Files and the screen shown here (see above and below) will appear.

5. Click delete beneath the correct syllabus file. (You want to delete this file so that you
can then upload the just-edited file that has the same name.)

Syllabus Files

Size: 14.7 KB
Add Content  Download all

6. The next page will say, “Are you sure you want to delete this file?” Click OK.

A This will completely delete the syllabus from your course, so be sure that
you DO have the elsewhere-edited syllabus file ready to be uploaded.

Delete File

\syllabus.docx

Are you sure you want to delete this file?

Cancel l

e g;w-&w.w“ gy v Sy

7. Once it has been deleted, you will be returned to the Syllabus Files page. Click Add
Content.
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Syllabus Files

Add Content § Download All

| Exit Syllabus Files |
L"-AM»Q‘___\A_"A.

8. Click Upload Files.

* Add Content
\

| Create a Folder
____-.' Create a new folder in the current directory

Create a File
‘ Create a new text or html file in the current di

‘ Upload Files

Upload files to the current directory

H Drag and drop files or folders to upload to th

| Exit Syllabus Files |

9. Click Browse to locate the edited file on your computer.
10. Locate the file on your computer and either double-click it, or highlight it and click Open.
11. Click Upload File.

Upload a File
j

N\
Directions: Click "Browse" to select the file to upload t% "Upload File"
File To Upload R Y

iCE \Documents and_S_etlngs{Nanc?Ew\h;!} -D_ocuments_\.filfj :Brawse...:

_LUpload File §| Done |
it §y||a5us Files l

e A s o S e .NM_

12. The next page will tell you that the upload was successful. Click Exit Syllabus Files to
finish.
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Upload Successful

The file may be accessed at the

httn: //beta?3. angellearning. us /A

ther File

l, Exit Syllabus Files I

o~ ettt AR s
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How to Upload Files for Course Use

There are several ways to upload files to be used in course content. Exactly which procedure to
use will depend upon how the files are to be displayed and how they are associated with other
content items.

Files Used as Content Items in Lessons

If a file is to be used within Lessons as a specific content item (that is, it is displayed as a
content item when students go to the Lessons section), then you would use the Add Content >
Upload file procedure.

1. Go to the section in Lessons where the file is to appear, and click Add Content. In this
instance, you will add a file to a folder. When students open the folder, they will be able
to access the file.

2. Select File.

Add Content

Module 1 3
b

Create an Item

1 Folder |

' Create a new folder to organize your content.

[

Link F
“ Create a URL to link to a document on the World Wide / C

Web,
File 1
d optorad Zip, Word, Excel, graphic files and more from your d' C
computer, p
~ an an sl N b AN '*-mn-fMM‘ Sl an.n YV,

3. Click Browse to find the file to upload.
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Upload a File

Upload Form

Instructions: Click "Browse" to locate the file then click "

File to Upload

| || Browse... |
Title -
File Type . _
AutoDetect I_XJJL

[ UploadFile | | Drag-n-Drop | | Cancel |

-¢\'-l.m|.,’.w'ﬂl-k, st o, o AR getrtan.,

4. Find the file, highlight it, and click the Open button.

File Upload 22
Look i | L fle ¥ O% i@
2] fle0l.1pg
] 1 flo02.109

Recent 8 fle03.509

G}

Deskrop

)

My Documments

-

My Computer {

q File name powetpont pdt _\:J ‘ DE

S e P e B~~~

bt

When deciding on a file format to use, consider the size of the file and the

P ability of students to open specific file formats. In this instance, a

! PowerPoint® file was converted to a PDF format both to reduce the file
size and to utilize a format that all students can access. The most user-
friendly file formats to use are PDF, RTF, and HTML formats.

5. The path to the file will now appear in the field adjacent to the Browse button. Complete
the information by adding a title for the file in the Title window, and then click the
Upload File button
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If you do not add a title in the Title window, the “title” will be the file name
% (which will be the text that appears in the module). For example, if you did

not add a title like the one shown here to the file you uploaded, it would

appear as powerpoint.pdf which may not be very meaningful to students.

Upload a File

Upload Form

Instructions: Click "Browse" to locate the file then cli

File to Upload
C:\Documents and Settings\NancyE My DOCl‘I Browse... l

Titte
y\f_orking with Powerpoind

ﬁufob‘etectﬁ):ﬁ’/
| Upload File | | Drag:n-Drop | | Cancel |

6. The next screen will show that the file upload was successful. Click OK to finish.

Upload Results

File Upload Successful

<« !
W««.M«.

The file is now in place within the module folder.

How to Upload Files for Course Use
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_IModule 1

Add Content Rearrange Settings Reports Utilities Da

& Exam 1

g:_] Assignment 1

gj Working with Powerpoint

D-‘H'Irll] reporks orks utilities delete

a u-u-‘#“’-\\rv‘“\‘ w“__’-m.__-’_

Uploading Files Linked Within an HTML (Web Page) Document

Very often HTML pages contain images and links to other documents. When uploading the web
page as a content item, you also need to upload all documents and images that are linked
within that web page. One of the easiest ways to do this is to use the Drag and Drop option
while uploading the web page.

To begin, follow Steps 1 and 2 above.
1. On the next screen, choose the Drag-n-Drop button.

Upload a File

Upload Form

Instructions: Click "Browse" to locate the file then c

File to Upload

Title

File Type _
 AutoDetect s

[ UploadFile | | Drag-n-Diop ||| Cancel |

o %IMWM“ ;M\.‘_M.._”\

2. If you have never used this feature before, you will be prompted to install it. Follow the
prompts. When you are finished, the page should display as shown below.
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Drag-n-Drop files

Drag and Drop

| Instructions: Drag the files and folders you want t

Drag and Drop Files Here

3. Locate ALL the files that you need to upload and drag them onto the Drag-n-Drop

window.
TR =
__o ﬁé@d@&;-

-9 »

Inaroduction to AMGEL

= % cnable

'Drag-n-Drop files
’ Orag and Orop

) Ordar prinks onirw
iy Priok the selacted pictures
&) Copyto<D

Inatrections: Dr o) tha Nt a0 K
Below. Whan you are frished gk

delwt B¢ Srom the dagrrdeop
|

| Drag andd Drop Fles Hare

File and Yolder Tasks

G Move the selected Rems
[) Copy the selected Rems

@ Pubish the salacted Rems
to the Web

£ E-mad the selacted Rems
W Delate the selacted Retms

Other Places

wa—n

%& As the files are being copied over, you may see a progress window:
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Upload'in Progress

Upload: enable.html (6 of 8)
Status: 121KB of 330KB
Time Elapsed: 00:00:04
Time Left: 00:00:06 ( at 30641 bytes/s )

} 37% Cancel

L R e I — v

e TGy T

4. Click the OK button.

Ll ené.ing

) enable.htrnl
Ld enable.pdf
J enc4.ipg

o _»'-.wm

5. The following screen will ask you to name the content item/web page and to select the
web page file from the group of files that were uploaded. This is the page that will display
in the folder.
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Select Default File

Drag and Drop

Enabling a course

enZ.jpg :]
end.jpg
end.jpg
enk. |

?
enable. pdf

| encd.jpg 07 ANGEL Learning, Inc. All rig

%Mﬁ-" Rt TRy "M‘L"\"-

-

The Drag-n-Drop feature can ONLY be used when there is a single page
to be displayed as a content item within Lessons that has files linked
within it. If you want to upload multiple pages that are to be displayed as

% content items, you will need to upload them separately or you can
compress them as a single zip file (use Manage > Import Wizard >
Content Package to upload the zip file) and then extract all files during
that process.

6. Click OK to continue.

Title
Enabling a course

Default File
enable.html ||

[ 0K J|[_ Cancel |

R VT F oyt a _’”"-

7. The page is now listed within the folder contents:
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'__'---.'I Module 1

Add Content Rearrange Settings Reports

=

| Exam 1
=

‘ Working with Powerpoint

= ] Assignment 1

Enabling a course
.. ~~®~W

8. Clicking on the link will display the page.

How to "Enable" a course
Pri 2I'Sior
Purpose: To allow access to a course, once it is ready.

Rationale: All courses are initially created in a DISABLED st
the Course Editor has access to it while it is being develope
students to enter, it needs to be ENABLED. Courses ALSO
ENABLED to:

+ Upload tests and quizzes using Respondus
+ Preview any course in Student View

RBrocediwe: Beain h\_l\:nnpnipn e conrse tn he "ansbled!

In this example, there was a document in pdf format that was linked to the
original page where it says Print version. When you did the Drag-n-Drop,

%} you also uploaded this document file. If that file had not been uploaded
with the rest of the files, there would be a File Not Found error when
students click on that link.

Below is a small segment of the web page. The image displayed is one of the uploaded image
files.
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.

Procedure: Begin by opening the course to be "enabled”

Report  Automate %%

Course Go to the MANAGE tab

B i e e e = e
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How to Share Content Within a Learning Object Repository
with Other Courses and Users

One of the advantages of using a Learning Object Repository (LOR) is that content within a
LOR can be shared with other courses and users. This requires settings within the LOR to make
the content available to others.

1. Click on the LOR button.

2. Open the LOR that contains the content to be shared with others and go to the Manage
tab.

3. Click on Course and Group Access.
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Repository

Home » Library » Management Console

gy Management Console

Edit Page

Repository Access
Course and Group Access I
anage inked courses and groups to current repository

W S, e

i

4. |nthe Add Associations From column, select Course Search.

Repository Association Editor
Current Assodiations: USER-hills Add Assodiations From.
Remove Type Id  Title My Courses

—

oo

Group Search

T S P ey W"‘""M"“

The Course Search options will appear.

You can search for a course by using a keyword, such as the Instructor’'s name or part
or all of the title or Course ID, or you can apply as many of the criteria that might apply
in order to select the course. Note that you can search by term, location, school,
department, and so forth.

The terms used here will be those that are set up by your institution, and may differ from
the terms used in the example. If no criteria are set, you can also click the Search button

and all courses within ANGEL will appear. In this example, you just used the search
criteria All in the Term selector.

5. Check the box next to all courses that you want to have access to your LOR, and then
click the Add Selected button.
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Add Associations From: My Courses
My Courses

Course Search

My Groups

Group Search

My Courses

[J Automatically map all courses to my personal repository

Add Course Title

SP08-0-0-dmo_nancy-1 DMO 101 Course 1

] SPD8-Demo-0-dma_nancy-01 DMO 101 Course 1
Add Selected

* sehfarthed “Meanananp M*"‘“‘W‘*t.’

The courses have now been added to the access list:

Repository Association Editor

Current Associations: USER-hills

Remove Type Id Title
O Course SP08-0-0-dmo_nancy-1 DMO 101 Co
Remove Selected

& z B e s S S L L WY Py .
cmat T seaedis grv "**r‘“

Going into the last course on the above list, you see that the course can now access the
LOR.

‘ Lessons

Import from Learning Object Repaository

Browse

Directions: Enter the text to search for, the types of resour
' search then click Search. You can use 'Ctrl + Click' to select

Find Text
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Even though specific courses can access an LOR, the course editors for
@ those courses cannot make any changes to the content items linked within
the LOR unless they also have editing rights within the LOR.
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How to Link or Copy Content from a Learning Object
Repository into a Course

The purpose of a LOR is to house content that is sharable, portable, and reusable. All faculty
have their own personal LOR; and LORs can be also be created for specific courses,
departments, divisions, and so on, so that users can share the content items.

Using a LOR to store content is a good choice when you are teaching several sections of the
same course and/or you're teaching the same content for more than one semester, especially if
you will be editing or adding to the content. By being linked to the content in a LOR, courses will
always have the most current content without faculty having to go into each course and make
the changes individually.

If you have large files, such as video or audio files, that are used in more than one course, you
can save valuable file space by having all courses linked to those files in a LOR.

If you need to make changes to specific content items within the courses themselves, however,
using a LOR may not be helpful because it will not allow you to edit any linked content items
except from within the LOR.

1. Open your personal LOR. If you have never used your personal LOR, use the
Repository button to create the LOR.

If your LOR has already been created, you can also access it from your Home page.
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“Community Groups

Find a Group Create a Group

Repositories

JPersonal: Sandra Hill
Role: Owner

Curricular, departmental, divisional, or institutional level LORs are not
automatically created by the system. You should check with your ANGEL

% administrator if you want to create a LOR for the level of curriculum,
department, division, or institution. The same procedure illustrated here
will apply to those LORs as well.

2. Click Add Content.

=noTraTy T Ty

!— ¥ Personal: Sandra Hill

add Content fRearrange Reports Utilities

- et oAb, .Mw‘ B

You are going to add a folder, and then add a file to that folder.

,,,,, By adding a folder, and then linking within a course to that folder, you can
“¢°  be sure that such contents for that course will be updated every time new
items are added to the folder.
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* Personal: Sandra Hill
Add Content

Create an Item

« I Folder

|__---~' Create a nefy folder to organize your content.

Survey
Create a new form or online survey.

L L aaandiiene, sonsilimintiine o it antai b

3. Apply Settings to the New Folder and Save.

__INew Folder

Settings: ® normal O advanced

Content | Access | Standards | Autom

Title i@lodule 3

| save | | cancel |
R e M . e

4. The next screen allows you to upload content into the folder. Click Add Content > Add
a Content Item.

In this example, you are uploading a document.
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7\%‘ =, For more information on how to upload files as content items, see How to
Upload Files for Course Use.

Add Content Rearrange Settings Reports Utilities

-

' Module 3 ;

‘ Instructor Notes: Chapter 3 j

P VY WWM

In order for the content in this Repository to be used by other courses, you

éga? will need to give them access to the Repository. See How to Share
Content Within a Learning Object Repository with Other Courses and
Users.

5. Close the Repository and open the course that is to be linked to the content in the LOR.
Click the Lessons tab.

6. Click Add Content in the location where you want the content to be added. In this case,
you are going to add a Module folder; so you will add it to the main Lessons page.

7. On the Add Content screen, scroll down to the More Options section and click Import
from Learning Object Repository.

J
""‘» ! l C ot eport Astoenate Mansge | 1
- Game IMS /SCORM Package
AN & osowrd DuTie O QUL SO CONBert em “ Adds 3 referere 1o o PMSISCORM Content Daciage.
7 Discussion Forum ., | Blog
Adds & g odable Desousson Forum for colaber ston o Q & /3 ASS a Do page where ol users Con post
A
i Course Syndication Folder
ZL7 | 2085 2 i piye where winrs Con lroely ot axch otters | I Create 3 frws Conrse Syndstion Folder 1o CrOa@e your
posts oartect for RSS s00regatons or Podcmsting
4y Assessment _-]S«.".lauu_-.’in
o5 Croate & tew alsosimert, Cractiie test o e B Ceate 3 trw rire socton headeq
More Options
Copy Itens Import from Learming Object Repository
Croats o dgicats of an euisting fokder or bee B Cooy or ik to Raws 0 the Laarring Ctmct Pagostory
s A LI s A o P A I o A A, L ettt

8. In the top section, use the drop-down list and highlight the Repository that you want to
link to.
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Import from Learning Object Repaository

Lessons 1

Browse

Directions: Select a content section from the list and click B

Section

| Repository: Personal: Sandra Hill

Directions: Enter the text to search for, the types of resour
search then click Search. You can use 'Ctrl + Click' to select

Find Text

4 Ww \-Mm-—ﬁ_»"*""“’“.'ﬂg,

9. Then click the Browse button.

Lessons i

Import from Learning Object Repository

Browse

| Directions: Select a content section from the list and clic

Secton
: Repository: Personal: Sandra Hill %V_l

Repository Search
. \www N"‘*""‘--d*‘{

10. The content items within that Repository will be displayed. Click the box next to any item
that you want to use in your course, and then click the Link to Items button.

Linking to the item will allow the content to be automatically updated within
@ the course every time it is updated in the LOR, including the addition of
new content items if they are added to that folder in the LOR.
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Lessons

Import Content: Search Results

Course\Group Browser

Directions: Select the checkbox next to each resource that v

Repository: Personal: Sandra Hill

Quizzes
L include Question Keywords

Assessments
[include Question Keywords
[Jinclude Question Difficulty Data

[ Link to ltems ] | Copy Items ] [ Import Menu. |

11. The next screen will show that the items have been imported. Click Done to finish.

Lessons

Import Content: Importing Results

Items Imported: 1

[ Continue ] [ Done ] |

~~.w...,MM“‘

12. Returning to the Lessons page, you will see that the new folder has been added. The
small upward-pointing arrow in the lower corner of the folder icon indicates that this is a
link. If any changes need to be made within this folder, they can only be done within the

folder in the LOR.
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'} Lessons
O

Add Content Rearrange Re

‘ 'll Module 1

—

‘ - 1 Module 2

-

“IModule 3
&

~-~.,"~w

13. Opening the folder, you see that the file which was within the folder in the LOR is now
within this folder as well.

(= il
' Module 3

' Instructor Notes: Chapter 3

‘“'-4\4_."...... et fineg s, L.

14. If you return to the LOR and add another document to the folder...

Home » Library » Personal » Module 3

. Module 3

Add Content Rearrange Settings Reports Utilities Delef

SO NNNG

' H ' Instructor Notes: Chapter 3

' ! | Chapter 3 PowerPoint: PDF version
S 8 ERT WY ““-"‘W

...it will also be added to the folder in the course:
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Resources [Eommunicatel Report

s » Module 3

{
' |__'Module 3

] Instructor Notes: Chapter 3

Chapter 3 PowerPoint: PDF version

=3

b —gemnt MDA R oo ,‘\..Mw.w

15. If you add an Assessment in the LOR, then you also need to add it as an Assignment to
the Gradebook within the course.

If this is not done, all submissions and grades will only appear in the LOR and will not be
recorded within the course. In this example, you have already added an Assessment to
the LOR. When it was created, you added it as an Assignment. It now appears in the

course also.
m[ Resources | Communicate Report A
» Module 3
- {\ @=n

' L Module 3

I Instructor Notes: Chapter 3

o

] | Chapter 3 PowerPoint: PDF version
hal

v—| Exam 1

=

o gt Iy PO cnate tinan, g

Because this is linked to this actual Assessment within the LOR, you
%& cannot make any changes to the settings within the course. All settings
must be changed within the LOR.
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How To Make an Assessment a Gradebook Assignment:

1. Go to the Gradebook (Course Management > Gradebook) within the course.

ﬁ Management Console

Edit Page

Course Management

Gradebook I
! th on-line and off-line grades

for this course

Roster

Manage enrollments and rights

Teams

. Mﬂgﬂs’;gtﬁnﬂs

2. On the following screen, click on Import Assignments.
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69



Gradebook

View

Yiew all Grades

View all the grades in all the categories.

View Grades
all Categories (]
Al Users (e

Print Grades
Create a printer-friendly PDF View of the gra

Enter /Edit Grade

By Assignment
Enter grades on a per assignment basis,

By User

Enter grades on a per user basis,

Gradebook Setup

Preferences
Maintain overall preferences of the gradebook

Import Grades
Import grades from an external file,

Export Grades

3. Select the Repository from the drop-down list and then click Select.

4. All Assessments available within the Repository will appear. Check the box next to the
correct Assessment, choose the Category, and then click Import.
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Import Assignments from Repositories
Avallable Repositories | Personal: Sandra Hil v

Repositories : Exam 1
Create assignments in:

: M""-m avniiisanadi %AW-*-MM!

5. The list of Assignments will appear with the new Assignment in place.

slg'ments
O Title Points Possb
0 Exam 1 Quizzes I 100
(1 Resgarch Research Paper 150
O Assignment 1 Homework 5
O Chapter2Game Homawork 100
B v N P W,

If Drop Box Assignments and Discussion Forums are linked to a LOR, alll
submissions will post to the LOR and not within the course. Therefore,

A unless there is a specific reason to do so, you need to copy those items
and not link them.

Items that are copied and not linked will NOT update if they are updated in
the LOR.
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How to Copy Content Items from One Course to Another

You can copy individual content items from one course to another. You need to have Course
Editor rights in both courses to have access to the content. This procedure only copies items
found in Lessons.

If you need to copy an entire course, which would include

%& Announcements, Calendar items, Gradebook, and so forth, then you need
to use a different option, such as importing from a Master Course by using
Copy Course, or importing from an Archive.

1. Inthe course where you want to place the content, go to Lessons and the location to
where the content is to be copied. In this example, you will copy the Module 1 Folder
and all its contents from one course to another.

2. Click Add Content.

'{ Lessons
S

Add Content |Rearrange Reports Utilities Prefer

W SV SR SR v

3. Select Import from a Course or Group.

Link ¢ Survey
0 Create a URL to ink to a document on the World Wide # Creaste arew form oe online survey
Web.

File Drop Box
..J Upload 2ip, Word, Excel, graphec files and more from your ,__J Creste a drop box for users to submt fles or
computer, publications.

Game IMS /SCORM Package
A & Crosswoed uazie O QAT Show CONtent Rees A3 » reference Lo an IMSISCORM contenk o

2 Discussion Forum Blog
i Adds a gradable Discussion Forum for collsboration or Q & /_‘? Adds a blog page where &l usars can post,
A

wiki Course Syndication Folder
!// ASSE & vkl pago where Users can froely ot each others | S Crome a rew Course Syndcation Folder to o
posts, content for RSS aggregatons or Podcating.
4| Assessment _ASection Heading
Vo= Creste a rew assessoank, practice test or exam & |Creste arew nies sachion headeg
More Options
Copy 1tems Import from a Course or Group
Craste a dupbcate of an existing Folder or Rem, | P Copry tecrs From anry other course or group in
are an edtor

ISR st mnn, qote IR e IR At
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4. Select the course (from which the content items will be taken) from the drop-down list on
the next screen, and then click Browse.

Lessons

Import from a Course or Group

Browse

Directions: Select a content section from the list and click Brows

Section
: Course: DMO 101 Course 1 v

\

S ~1...—-&=-0., \.r"‘ rrnnnasiians dfdommitt.. . amod 0.

All of the content items in the course will appear. Clicking the link on any folder will also
expand its contents and allow you to choose individual items within that folder.

Lessons

Import Content: Search Results

Course'\Group Browser

Directions: Select the checkbox next to each

Course: D¥O 101 Course 1

O | Module /

] Module 2
[ @ Module 3
O ! course Survey

gt oo fo g -

Quizzes

[include Question Keywords

L+ BadmaMAd - cbonn .. 200 0 0 mdiOt s o

For example, clicking on the Module 1 link above will expand that folder to reveal its
contents. Clicking the box next to any item will select it to be copied. You can select
more than one item.

% While you can click on individual items within a folder and only copy those,
you cannot choose individual items within one folder and then also copy
another folder in its entirety at the same time. You can only copy items at
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the same level at one time.

Course: DMO 101 Course 1

Parent Folder
O £ eami1
O New Orleans Sights: French Q!
O - Assignment 1
] | New Orleans
[ w | working with Powerpaint

Cl W | Enabling a course
\-BJ,—.% PR -.MM‘M

5. Here you will copy Modules 1, 2, and 3 by clicking the box next to each one. Click Copy
Items to continue.

Lessons

Import Content: Search Results

Course',Group Browser

Directions: Select the checkbox next to each resource b

Course: DMO 101 Course 1

Module 1
Module 2

vl @ Module 3
O /I course Survey

Quizzes

[include Question Keywords

Assessments
Cinclude Question Keywords
Cinclude Questi ifficulty Data

| Copyltems | | ImportMenu | | Cancel |
ta e WM ERNps VN
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Note that there are some additional options that can be checked for Quizzes and
Assessments.

6. After all items have been copied, the following screen appears to show that the process
was successful. In this example, the screen states that 20 items have been copied
(Imported). This refers to all of the content items contained within the folders. Click
Done to return to the Lessons section, or click Continue to return to the Import Menu
screen and import more items if necessary.

Lessons

Import Content: Importing Results

Items Imported: 20

[ Continue | | Done

T ity aganinieii in

7. The folders have now been added:

'{ Lessons
~

Add Content Rearrange Reports Ul

Module 1
Module 2
| Module 3

7

;S .,Mw—%ko

8. Apply any Settings needed to content items so that they apply to this course.

You can also export content items from one course to another course by
selecting Export Item from the Utilities link of any content item. However,

% while this would allow you to export an entire folder and all its contents in
one step, you can only EXPORT one content item at a time (that is, one
folder OR any of its individual contents). Using the above procedure allows
you to COPY as many items as needed at one time.

How to Copy Content Items from One Course to Another 75



%% You can also copy items from a LOR by using a similar procedure, except
you would select Import from Learning Object Repository.
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How to Upload Images in a Content Item

Images can easily be uploaded and appear within any content item by using the inline HTML
Editor, which is available wherever text can be added — including emails, discussion forum
postings, content item descriptions, assessment questions, and other areas.

In this tutorial, you will upload an image into Directions for an Assignment Drop Box. The
procedure is the same that would be used anywhere the inline HTML Editor is available.

1. Click Add Content wherever the content item is to be added. In this example, you are
adding content to the Module 1 Folder.

Click the content item type that you want to add. Here you are adding a Drop Box.

Add a title to the Drop Box, and then go to the inline HTML Editor section. In this
example, it is used to format the Directions.

Assignment 1

Am- B8 zu- Qe -@-3-0-8- = [E=-
.| Ta- O~ Stye~ Founst~ Forks Swe- ¥ 9 -

i
Aoy e AR | o o a eI e Lt R ot “S

You may need to be in the Advanced view to bring up the inline HTML
%} Editor for some content items. For example, the editor is only visible in the
Advanced view when creating a Folder.

4. Add any text and format it as needed.

4
[ 1 el | |
Al-(Blzo- Q8- -R-3-0-B- Ei=-|E=-
2 Ty« - Stie~ Fomats Fols Swev ¥ Y -
Write one paragraph describing the picture below. Submit your paragraph in Word
doc or rtf format.
&

S S R “‘W*" .\M.M-*--A.\..‘,M'.---‘ . Ay

5. Place the cursor where you want to embed the image, and then click on the Image

=% icon.
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N [ASSIgrMEnNT 1

Subtitle |

AR ~-|B|Z U -~ @ % v
) Ty~ By~ Stylev Fomat~ Fontr Sizev

Write one paragraph describing the picture belo
doc or rtf format.

6. The following pop-up window will appear. Click the Browse Server button to continue.

% You must disable any pop-up blocking software.

Image Properties
Image Info  Link  Advanced
URL
Browse Seiver |
Alemative Text
Preview
Width Lotem ipsum doloe sit amet, consectetuer adipiscng elit ||
Height ac Maecenas feugiat consequat diam. Maecenas metus. |
Vivamus diam purus, cursus a, commodo non, faclisis
viae, nulla, Aenean dictum lacinia tortor. Nunc iacuks,
Border ribh non jaculls aliquam, orci feks euismod neque, sed
HSpace ofnare massa mautis sed velt. Nulls pretium mi et fisus,
—_— Fusce mi pede, tempor id, cursus ac, ulamcorper nec,
VSpace enim. Sed tortor. Curabiur molestie. Dus velt augue, |
Align v | condmentum at, ullrices a, luctus W, orci. Donec
© | pellentesque egestas e10s, Integer cursus, augue in
cursus faucibus, eros pede bibendum sem, in tempus
telhs justo ques Bgula. Etiam eget tortor, Vestibubum rutrum, =
e OK
vy M«F O\ .#.“ s,

7. Another pop-up window will appear. Click Browse to find the image file you want to
upload.
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Content Links

Personal = Associated Course Map lcons

Path: <Associated>

Upload a File
1 | Browse... |

| Upload Fil_g__] | New Folder |
\-M‘Mwﬂ-w—«.w At

8. Locate the file and double-click on it to select it, or click on it and then click the Open

button.
Lock i | ) mage2 v OFic@
. ko 00—
-, Himsgesni.jpg
koeot & imsges02.109
X mages03.ipg
- 1] mages0i.jpg
j X magestS.ipg
hktop 1] magesDs.ipg
X mages07.1p9
N 1) imagests.ipg
J 3.
E, L
ﬁ Fie name: rarbows.pg 2 .
S ST S O e |

9. The path to the image file will now be in the Browse field. Click Upload File to upload it.
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[ CUTIIETIT CITIRS
Personal  Associated Course Map lcons

Path: <Associated>

Upload a File

\C:\Documents and Settings\NancyE\My Documenii Browse..; |

| Upload File llww Folder |

« AT ~ e, A o AL 2o e 2

10. The file will be listed in the larger window. Click on it to select it.

IContent Links

Personal = Associated Course Map lcons

Path: <Associated>

j Zrainbows.jpg

Ipload a File
| Browse..
_Upload File || New Folder |

e bt *M«-WW
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11. The first pop-up window appears with the image in the Preview window. You could also
add text beneath the picture within that window. Note that you have added a very short
title in the Alternative Text field. This text would appear if someone were using a screen
reader or otherwise could not view the image. Click OK to continue.

Image Properties
Image Info Link Advanced
DAL
2rainbows. jpg
temative Text
Two Rainbows

Width (300 |
Height 225 i

ac

Border
HSpace
/Space
hlign

The picture is in place below the text within the Directions section.

Directions
Aa-[Blzlul- gs-@-x-0-
| T~ O Ste~ Fomat~ Font~ Skev 4 % ~

Write one paragraph describing the picture below. Sub
doc or rtf format.
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12. Continue with any other settings needed for the assignment, and then click Save.

& L — v

Write one paragraph describing the pic
doc or rtf format.

This is how the assignment will appear to the student:

2 JAssignment 1 {

Ravewt Bl Arcrgmana to

Write one paragraph describing the picture below. Submit your paragraph in Word doc or rtf format

1
)
:
i

ntr\was yOur writhen work cick “Amachments® 10 yolosd filers
| s e -l M“m‘m" AL e AL

... When selecting pictures to embed, keep the picture dimensions (height

@ and width) and file size in mind. Most digital cameras come with some
type of imaging software that will allow you to edit photos and also resize
them. In this example, the original photo (3488 x 2688 pixels and almost 5

How to Upload Images in a Content ltem
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MB in size) was reduced to 300 x 225 pixels and 12.4 KB. This editing
greatly reduces the time that the picture takes to load, and the picture also
fits better within the screen.

\\;4?;\ = For more information on using the inline HTML Editor, see the HTML Editor
Y Reference Manual in the Guides section of online Help.
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How to Add Images to a Content Item: Creating an Image
Gallery

Most content items in ANGEL can access the inline HTML Editor. Using this editor is one of the
easiest ways to add an image to the content item. The HTML Editor is generally available in the
Content tab of the content item settings; but it is also available wherever you can add text, such
as in a Discussion Forum posting, in the Calendar, in an Assessment question, or in an email
message. Students also can access the HTML Editor when making Discussion Forum postings,
sending emails, or creating pages in Team files.

In this tutorial, you will add some images to a folder. This will have the effect of a photo gallery,
so that when the folder is opened the pictures will display. The procedure for adding images is
the same wherever the HTML Editor can be used.

1. Create the folder by going to Lessons > Add Content > Folder.

Lessons z
Add Content

Create an Item ;
'Folder 2

- Create a rew folder to organize your content.’

At R T ~ v T .M-'j

2. Check Advanced Settings so that the HTML Editor appears in the Page Text section
below the Subtitle.

3. Add a Title for the New Folder. Then click within the Page Text section and begin
adding text.
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__INew Folder

ettings: Onormal ® Advanced

Content | Access |1 Automate H Assignment

Page Settings

L

Title New Orleans

Subtitle ‘

|

Page Te
:é]ﬁ,'BIQ'@ v [~

New Orleans, March 2004

Sequence 3

Text

Link Settings
nasdentadatetin adiomdh. | s

4. In this example, you want to embed images within table cells so that those images will
be in columns and rows. Click on the Table icon to add a table.

New Orleans

TN ARAY=) ERRAI~-184D 184 == Ra1 = FRAYE =
|InsertIEdit Tablel

ch 2004

3

RS 2 ﬂﬂ'.wwwxﬂw“__

5. The following pop-up window appears so that you can set the table format. You are
going to create a table of 2 Columns and 3 Rows. If you need to add or delete a column
or row later, the table can be edited. You are also going to cause the table to be 85
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percent of its full size in Width, and you want its Alignment to be centered on the page.
This table also has its Cell spacing and Cell padding set to 3, which allows more space
between table cells. Click OK when all the details have been entered.

3 Table Properties -- Webpage Dialog
| £ htp:fjdocumentation, sngellearning. comfinineeditor/edtor [fckdialog. htrel v

Table Properties

| Rowes: 3 Wicth: 85 || parcent _!_]
Colmns: 12 Height pae's
Border sze: 4 Call spacing: 3
Bignmant: | Carter v Cel paddng: 3

Cootion:
_] Summary:
1 \

Dm»:ﬂdocum.mleuw.comwal @ internat
- e

6. The table framework is now in place within the Page Text field. To put an image in one
of the table cells, click within one of the cells and then on the Insert/Edit Image icon as

shown below.

selings: \U/Normal O/ Advanced

Content | Access | Automate | Assignment |

Page Settings

New Orleans

Ubtitie

Fage lext

AR~ B Z U~ 581l
New Orleans, March 2004

<

VS anIN . .W-u.»w‘

7. A pop-up window will appear. Click the Browse Server button.
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A Be sure that any pop-up blocking software has been disabled, so that pop-
ups are allowed within ANGEL.

:,9 Image Properties -- Webpage Dialog
£ | hitp:{fdocumentation. angellearning. com{inineedkor fedior jfckdialog. htmi
Image Properties

Image Info Lnk Advanced

URL
Aremative F‘IA’e:c
. Prewview
Width Lorem ppsum dolor st amat, consactetuer adpiscing sit.  |A|
ac Maacenas feugiat consequat dam, Maecenas metus

Height Vivamus diam purus. cursus 3, commodo non, faciisis viae,
nula. Asnean dictum lacinia tortor. Nunc saculis, nibh non

Border iaculls aiquam, orc: fels ausmod naque, sed omars massa

' d mauns sad vait, Nulls pratum mi & risus. Fusce mi pade,
HSpace | tempor id, cursus a¢. ulamcomer nec, enm. Sed todor
VSpace Curabtur molestie. Duis vait augue, condmentum at,

ey |Uitnces 3, luctus L2, orci, Donec pallantesqua agestas eros.

Aon ’_ﬂ Insager cursus, sugue in cursus faucibus, eros peds
bibendum sem, in tempus telus justo quis bgula. Eiam eget

tortor. Vestbulum rnutrum, est ut placarat elemantum, lectus =
3 e R o

8. Another pop-up window will open. Click the Browse button to upload the desired image
file from your computer.
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/~"Content Links - Windows Internet Explorer * g _)_{
l!'ll 2] Mp:!!doamm.w.canmode&ulmml v
Content Links

Personal Associated Course Map lcons

Path: <Associated>

File name:

Flesoltype:  |Pictures ("ol ip0" pep” pog)

10. You will be returned to the pop-up window. Click Upload File to continue.
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£] http:h‘documentation.angellearning.com;‘inlineeditor.feditor,fpll.:]

Content Links
Personzl Associated Course Map Icons

Path: <Associated>

y

Upload a File /

(C:\Documeliand Settings\NancyE\My Docu
(L Upload File ]{__New Folder |

11. You will see the image file that you uploaded in the window. Click to select it.
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Content Links

Personal Associated Course Map Icond

cemetary1.jpe

L]

IIpload a File

[ Upload File |[. .New Folder |
pES %.MN‘MW‘.W‘ 3

% As other files are uploaded, they will also be listed in this window.

12. The original pop-up window will display with the image (in this case, a photograph) and
detalils listed. Click OK to add the picture to the table.

It is good web practice to add descriptive text in the Alternative Text field
% for accommodation purposes. This text would appear if someone were
using a screen reader, for example, and unable to see the image.
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b n Image Properties -- Webpage Dialog

|8 1¥tp:fjoctimen’ tion. shyyelaerming COoyFneecitay fedki e aistog. ibw
Image Properties

| Image Info  Lnk  Advanced

o (Bnse sevec]

) [cometary1iog __Browze Serve

Aremative Text

New Oreans cemetan|

TR

Wicth (400

300 ag

i

1

S

st R

13. Add other image files using the same procedure, putting a different picture in each table

cell. When you are finished, all cells will have pictures. Below is a partial view of the
completed gallery.

I
an Orleans, March 2004
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How to Upload a Web Page and Its Contents

While ANGEL allows users to create web pages using the HTML Editor, you can also upload
existing web pages together with all images and other files linked to them. In this tutorial, you
will upload a web page that has several images embedded within it.

1. Go to the location within Lessons where the web page needs to appear, and select Add
Content > File.

;]Module 4 3
<

Add Content

-~

__] Folder

Create a new folder to organize vour con

Link
Create a URL to link to a document on th
Web,

11 File
Upload Zip, word, Excel, araphic files and

)
COTTRaTCT

kL \,;mcaw s, n RO o A

2. In order to have the web page appear with all associated images, all of the files —
including the image files and the web (HTML) file — must be uploaded. On the following
screen, add a title for the file and then click Drag-n-Drop.

% You could browse and upload each file separately, but choosing Drag-n-
Drop allows for all files to be uploaded at the same time.

How to Upload a Web Page and Its Contents 92



Instructions: Click "Browse" to locate the file then c

File to Upload

[ Browse... ]
Title
\How to View Disabled Courses }
File Type
‘ AutoDetect Lé]

1
I, Upload File [ Drag-n-Diop JI. Cancel |

3. Locate all of the files to be uploaded and drag them onto the Drag-n-Drop window where
indicated.

% The first time that you use Drag-n-Drop, you will be prompted to install it.

Home * Course * Drag-n-Drop P

Drag-n-Drop files

Drag and Drop

Instructions: Drag the files and folders you want to t.pload to the area below.
"OK" button or select the default § o -

ﬁdlsabled
File Edit View Favorites Tools

Drag and Drop Files Here

dis2.jpg

| .
AT o Hoa
G Ima

o dband, A.w_n..» Jf F‘l J,“.."nd'}z .M

4. Once all the files have been uploaded, click OK.
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Drag-n-Drop files

Drag and Drop

D

| Instructions: Drag the files and folders you want to |
"OK" button or select the default file from the drag-n-dr

Upload Successful for 6 file(s)
_J dis1.ing

_ dis2.ipg

) dis3.ipg

_ dis4.ing

] dis5.ipg

_] disable.html

I;Cancel l

'-Ma’& \_'#‘ M.AU...\

5. On the following page, ANGEL asks for the Default File. This is the web page file that is
to appear as the content item. It will have either an .htm or .html file extension.

Select Default File

Draqg and Drop

Tite
‘ErHow to View Disabled Courses

dis2.jpg
| dis3.jpg
dis4. jpg

© 20

’ “““"‘\A‘, N At i)

6. Click OK to finish.
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Select Default File

Drag and Drop

Title
[How to View Disabled Courses

Default Filgm

© 200

L~ B -mm

The web page will now appear as a content item.

Resources | Communicate

» Module 4

.
e
.
.

:]Module 4

Add Content Rearrange Settings Reports Utiliti€]

@ How to View Disabled Courses

© 2008 ANGES

ot shafe ‘mw“w

When clicked, it will display with all images intact.

WY rirey L&
2] How to View Disabled Courses ]

Settrce Pepots Ubites Celete Pree Wy Motes | Prevcos

Change settings to see "disabled” courses
Purpose: To change the default settings so that faculty can sce disabled courses 4
Rationale: All courses are set up in ANGEL in a "disabled” state so that students cannot
access them until the lm:ulty enables them, The default setting is for disabled mxses not
change that

to appear on faculty home pages, This procedure demonstrates how to
settng.

Sathage

O 2o Beccac \
p

Coorsed 'uah Calandr

¥ 8 Cogw Owew v Soeve
SEAC Imstructor Tutorials aod
e

On the Home page. go to the

(v-ww Cres

Edit button on the same tool
i e A v, AL pe P nnntl,
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Understanding the Difference Between Assessments and
Quizzes

The addition of Assessments brought some significant improvements to online testing abilities
within ANGEL.

Changes in Settings
¢ No change in Content, Access, Automate, and Assignment sections.

e The Delivery section in Quizzes is renamed Interaction in Assessments.

Delivery Settings
e New Quiz: Normal or Advanced.

e Take Quiz: choice of Enabled or Disabled.

) New Quiz

Settings: O normal ® advanced

.'Content I Accessﬂ Delivery IQSubmission : II;

—LDglivary Saottimoe
7

Take Quiz

—tDicnlay Settinas
o -

] il LS o e BlLQUESTIONS

e Assessments:

You can set specific dates and times for Date Enabled and Date Disabled.

gs: O

J Normal C’}L‘j, anceg

pntent  Access lnteraction | Review Automate | Assignment

O anwary v mv,zooav@pmoa‘

O 2anuary v 20v,2008va09

TS ‘ AR A sema g st ARSRANES AN adint. T\’IM'

Significance: Enabled refers to the condition that allows the Assessment to be taken.
Disabled means that the Assessment can no longer be taken. This is different from the
Start Date and End Date that refers to how long the Assessment content item is visible
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to students. Allowing an Assessment to remain visible after it is Disabled permits student
access for further review and feedback.

In Assessments, what used to be a manual process (changing Enabled to Disabled) can
now be done automatically.

Display Mode
e Quizzes:

You can choose to have questions display all at once, a single question at a time, or a
single question with no backtrack. Within this section, you can also cause questions to
be randomly scrambled and/or answer choices to be randomly scrambled.

I

—Display Settings !
isplay Mode : &l Questions 39
M@_a
el e o Single Question
SRPATDIE T OTF gingle Question - No Backtrack
M scramble the order of choices on questions

e Assessments:

You can choose to have questions display all at once, one set of questions at a time, or
one guestion at a time. A Question Set, something new in Assessments, allows for the
grouping of questions with different configurations and settings. This is somewhat
analogous to Section Headings in Quizzes, but Question Sets have more options. Note

that you can also create Question Titles in Assessments, with the option of having them
displayed with the questions.

® all at once

All questions are displayed in a simple kst on a single page.

O Question set at a time

Questions duplayed one question set at 3 ime.

O Question at a time

Display questions one at 3 time.

[JShow question titles

B andebend | i~ e r..M B0 20 ot N b

Question Set Defaults
e Quizzes: Not available.

e Assessments:
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There are options that can be applied to each Question Set, but some of these options
are only available with specific question display choices.

. See Assessments: Understanding Options and Settings; Creating an
?@ Assessment’s Content, Access, and Interaction Settings for more
information about these options.

[JRandomize the order in which questions are dalivered
[CIRrandomize the order of each quastion's answer options

Don't allow backtrack

Display feedback after each question

Correct answer must be selected before next guestion is presented

e A*mo...w~ i Ll ey B Y

Submission Settings
e Quizzes:

These are found in the Submission section. You can set the number of times students
can take the Quiz, as well as the validation options. This section also allows for some
Auto-save options and anonymous submissions.

Content | Access | Delivery | Submission | Review | Auto

— Submission Settings >
2 v
Warn about incomplete items v
10min v
M
D A A

" S o v.ﬁ‘l‘" \.,”‘ N LN -L._w..?,....,w—‘w-“. \¢ Qs

e Assessments:
Submission Settings remain in the Interaction section.

New options are available, such as Mastery and Save. With the Mastery option,
students can retake assessments until they attain a specified score. You can set the
maximum number of tries in Attempts Allowed. The Save button allows students to
save their work and return later. There is no longer any need for Auto-save because all
answers are automatically saved.
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—Submission Setbings -

[Oif score is above 9% deny additional attempts
1 v

Alow, but ssue waming v
[“lshow save button

Anorymous Mode

[OMake submissions anonymous

e =Y S VU v

Time Settings
e Quizzes:

Time Settings remain in the Delivery section.

— Time Settings
Time Limit 30 | mins
Time YWarning ' Disabled [v] before time expires
Automatically submit when time limit expires

- m_WMW‘-'u

e Assessments:

Time Settings remain in the Interaction section. The same options as for Quizzes are
available, but now you can choose between Unlimited and set time limits.

— Time Settings
Time Limit
TAASSELAD O unlimited

®Limitto: 30 minutes

Time \Warning
OnNo warning

©iwarn | 1min |v| before time expires

[J automatically submit assessment when time expires

b L P 0 RS DA n s natn s SN AR 40, Ay

Review
A Review section exists for both Quizzes and Assessments.

e Quizzes:
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Review is labeled Review Settings. You can choose what is displayed when a Quiz is
submitted, such as: Full Review (determined by Feedback settings) or Summary Only
(Points possible, Points earned, Score) or Disabled (Results not displayed).

Full Review options determine what displays if Full Review is selected.

Commart  Access  Delvery * Submisson  Review | Acomato | Assignment

¥l Overal score < Lo 1eSponse HIRght or wrong L Queston taxt & Feecback toxt {
-~

Firorts possble 7] Angwer kuy [l Gracder remarks ViPorss awawrded

W _Y,u--_.._..‘..y»‘.a-n.--u-an e N _»,‘- PR S e N

e Assessments:

This is labeled Results Review. As with Quizzes, you can choose what is displayed with
the same options. However, Review Availability (a new section) gives you the option to
select WHEN the review is available, including allowing the selected review to be
available after the Assessment has been disabled. It also allows for the review to be
disabled after a set time period.

Feedback Options are identical to the Full Review options in Quizzes.

Ful review v

CIreview begins days after

[JReview ends days after review begins

',_.QE"SV’ it review until 38 questions are '74’).11 z
Assesiment completon vy

Moverallscore FRghtor wrong  MQuestion text [Fuser resporse

[ Feadback text ) Armwer key ¥l Grader remarks [YlPonts possble

Flronts awarded

L PGS N S \Ar’&.w‘-....u‘ Attt asama et i et s

Item Analysis

This feature is available in Quizzes, but not as detailed as is available in Assessments. In both
formats, it is accessible through Reports for the Quiz or Assessment.

e Quizzes:

Each question is listed with the number of answers, responses, and points received.
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% Ageism Quiz

Reports = Quiz Analysis

1. The majority of old people — age 65-plus —

Responses
False 18 (1/1 pts.)
True 2 (0/1 pts.)

e Assessments:

Each question is listed with more detailed information about the responses. Note that
this example was divided into two sections, so that more detail could be displayed.

_] Ageism Quiz Item Analysis Report

you must take this Quiz FIRST to make Module 13 appear!

Total student submissions: 3 IvIshow question text
Reliability: -17.71 M show frequency and
Question A Type
1: True or
The majority of old people — age 65-plus — are senile. False
(hide) (edit for regrade
Answer Points
7 faise 1
vue 0

T e sheten s, _mkﬁvs‘"m~w PR

Sample Frequency /
Type Points  Size Mean Difficuity Discrimination  Distribution
True or A -
ke 1 3 07  667% S (hide)

%
66.7 |
332 —///

i mp A AR, w
A A S s

% Questions can be edited and re-graded from this screen in Assessments.

New Features in Assessments

e Question Sets
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Questions can be grouped into Question Sets. You can have one or more sets, and
each can have different configurations and settings. They are somewhat similar to
Section Headings in Quizzes, but Question Sets offer more options. For example, each
Question Set can draw questions from a different Question Bank or Question Pool.

Assessmont Editor | At o Glance i

tanhcton v [Go
= arop enabled
Thar@ are ourently NO QESLONS N T8 J0Sesemant, 1

Question Set: Questions

To add questions 10 the assessment, cick the Add Question ink above.

To odt T name or ofher settings for T gueston sot, cick Configure®

P T S T R e

*Fg@:; For more information about Questions Sets, see How to Use Question
Sets.

e Question Banks

A powerful new feature in Assessments is the creation of Question Banks. Each of these
banks is a database of questions. When creating an Assessment, you can draw
guestions from Question Banks based on keywords, difficulty level, standards and
objectives, type of question, and/or specific text. As new questions are developed, they
can be added to a Question Bank.

= Current Course
=-4-) DEMO ANGEL1 ~
-2 World History ~

+]-|_) Creating
4 Tests «

For more information about Question Banks and how to use them, see
@ How to Use Question Banks: Definition of Question Bank and Creating a
' Question Bank and also How to Use Question Banks: Creating an
Assessment from a Question Bank.

e Question Pools

A Question Pool is a group of questions randomly drawn from one or more Question
Banks based on set criteria including keywords, difficulty level, type of question,
standards and objectives, and/or specific text.
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\\_‘Eg‘i‘-; For more information about Question Pools, see How to use Question
Banks: Creating an Assessment with Question Pools.

e At aGlance

This feature allows you to view a “snapshot” of your Assessment and Settings. It is
accessed when you click on the Assessment link.

SIS TNEPOTLS OUTeS DEetT

Assessment Edit ’ At a Glance |

|

Add Question Set Hkawdaw

e QUESImSel; This shouldbauaa title 5o

Below are the different sections that display on the At a Glance screen.

1. The top section gives some statistics on the Assessments completed to date, including a
graphical depiction of recent results by user.

Assessment Editor At a Glance '

Performance Reports at a Glance

Scores Status

High scaore 64 Completed 3
Low score &0 In progress 0
Mean score 61.3  Notattempted 26

Median score 60

Recent Activity

'Submitted ._User :Swre |

1/21/2008 Imtest 150 =
1/21/2008 Restteach 64 |
172172008 ledwardn 60 ———

. _M..wl-“_#_",m‘ _‘M.M

2. The top right column of the page shows how many of each type of question is used, as
well as the percentage of each type related to all types.
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~Question Type Distribution

Question Type Count Points %

L8]
NN

Multiple Choice
Essay

Fill in the Blank(s)
mMatching

Multiple Select
Offline Item
Ordering
Question Pool
Short Answer
True or False

Lo o I o s o e o s Y

Total 24

L8]
NN

100%
n/a

n/a

n/a

n/a
n/a
n/a
n/a
n/a
n/a

Lo o I o s o e o s Y

24

« eSO s oy L e o b

3. The rest of the screen gives a complete picture of all settings associated with that

Assessment.

~General

Date Visible / Hidden
Date Enabled / Disabled
Milestone Assigned / Due
Launch in

Custom icon URL

Custom help URL

Link URL

- ff-
12/24/2007 5:35:00 PM / -
-/ 1/25/2008 12:00:00 &AM
same window
~/fimages/icons/iconPAGE.gif
none
none

rACCEesS

User tracking shudents
Yiewable by students
Password required  off
Browser security medium
Team access all teams

“Danipnat, A0
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rInteraction
Display made

attempts allowed
Incomplete submissions
Anonymous submissions
Save settings

Time limit

Results review

Review available

all at once

1

allow with no warning
Disabled

allow save and finish later
unlimited

full

begins after user submission

NP v Y SRRV ORI L N R NN

Gradebook

Assignment

Points possible
Calculate grade using
Grade format

“ageism"

100

first submission
default

Features in Quizzes and Not Assessments
Quizzes have several features that are not found in Assessments.

e Section Headings

. addie A o tiendeni. ot oo

Adding a Section Heading allows you to choose a set number of questions from all

guestions that are added under each Section Heading but before the next Section
Heading. The question results will appear on the Item Analysis, questions can be

deleted or changed, and a Quiz can be regarded as based on these changes. These

differ from Question Pools in that they cannot be chosen based on keywords, objectives,
standards, level of difficulty, or type of question. Therefore, questions need to be

manually selected and added.

All other features found in Section Headings are also found within Question Sets in

Assessments.
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Section Heading Editor
Settings: Mormal ] Advanced

Text

Jaml-lslzlupe

[Onever scramble

Max Items

[1

2 =
3 sl &8
|4 r

5

B L3

7

g

9

1

e Email a Quiz

Selecting Utilities > Email Quiz allows the Quiz to be emailed and completed by
specified users.

4 Ageism Quiz
You must take this Quiz FIRST to make Module 13 appear!
Utilities > Email Quiz

Email From Address
Ihillsl@angelleaming.com

Email Message Text

'Please complete the attached assesswment.

Email Recipient List

e

i W‘*M A B odb 'm..au.
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e Export Submissions and Grade Data

Selecting Utilities > Export Submission and Grade Data allows for Quiz information to
be downloaded in CSV, PRN, or TXT formats.

4 Ageism Quiz
You must take this Quiz FIRST to make Module
|tilities = Export Submission and Grade Data

Export Submission and Grade Data
File Format

CSY [Comma Separated Values) |
Quoted Yalues

Page Heading

Colurmn Names

Information to Export
Full Name
Username
Login Narme

IP Address
Date Submitted
Grade

[] pate Graded

[] Grader Name
[ 1tem Responses
[ 1tem values

L L SN SIPVI

e Add to Pool

Choosing the Add to Pool option (Utilities > Add to Pool) allows you to assign a single
keyword to all questions within the Quiz, which will then allow those questions to be
added to a Question Pool.

When converting a Quiz to an Assessment (another option in Utilities), use

the Add to Pool option first to assign a keyword to all questions in the

»y  Pool. Then when the Quiz is subsequently converted to an Assessment,
its Pool will automatically be added to the Question Bank. Otherwise, each
question would need to be individually added to a Question Bank.
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v Ageism Quiz
You must take this Quiz FIRST to make
Utilities > Add to Pool

Keyword
ageism

“atatoth mnatmtiiin, o ootetfh-
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Assessments: Understanding Options and Settings; Content,
Access, and Interaction Settings

To create a quiz, exam, or test, you create an Assessment. This can consist of a variety of
guestion types, including multiple choice, multiple choice with more than one answer, true/false,
matching, ordering, fill-in-the-blank, short answer, essay, and off-line. There are many options
that can be applied to an Assessment, making it very customizable. Understanding these
settings will help you in creating an Assessment that is specific to the objectives you want to
achieve.

\‘é‘ =; For information on setting up a more secure exam, see How to Create a
' Secure Assessment.

1. Go to the location in Lessons where you want to add the Assessment. In this tutorial,
you are adding an Assessment to Module 1. Click Add Content.

2. Click Assessment.

Add Content

Create an Item

Folder
Create a new folder to organize your content,

Link /
Q Create a URL to link to a document on the World Wide ’
Web,

File
d Upload Zip, Word, Excel, graphic files and more from your
computer.

i
|

Adds a crossword puzzle or quiz show content item. “

| Discussion Forum
/=~ Adds a gradable Discussion Forum for collaboration or Q & /?
A,

wiki ]
27| adds a wiki page where users can freely edit each others | S
posts,

— Assessment

W

W nractics beck or pvam 22 ‘]

. ..—M--..,.\_‘r.““\ et 02 PSR T ¥

3. Select Settings: Advanced.

4. Add a Title and a Subtitle, if needed. Put any directions for the Assessment in the
Description window.
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Exam 1

Due January 25 at 8 am

_| T~ 5~ Stde- Fomat~ Font~ Swe- ¥ i -

(e .
Content | Access  Interaction  Review Standards  Objectives Autnmaxi
¢

You will have 1 hour to take this exam. Once you begin taking the test, you |

submit when the hour is up. The questions are taken from Chapters 1 - 4.|

RPN __*_»_M stnetioMion . Ancadhien s PP S, r**

The text in the Description will appear when students click on the
%} Assessment link. They will not have to begin the Assessment to see the
text.

Whatever text is added to the Title field will be the label used to identify

that Assessment in the Gradebook. For this reason, it is a good idea to

s keep the title short and descriptive. Putting any dates associated with the
Assessment into the Subititle field will make such information available
without adding to the Title size.

5. Gotothe Access tab. User Tracking is useful if you want a detailed report on student
activity within this Assessment. In this example, you have set it to Students Only. You
can also designate whether the Assessment is to be taken by the entire class or only by
specific teams.

Consider assigning a password if the test is to be administered in a testing
'-\gv center or by a proctor. Give the password to the testing center or proctor
to be given to each student when properly identified.

<e, FOrmore information about designating specific teams and customizing
@ settings for teams, see How to Set Team Access Rights for Lesson
Content.
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Settings Of’-lnrn‘:-_:l @)"\'1"."31['!':':"}

Content | Access | Interaction = Review @ Standards | Objec

r—Access Tracking
Students Only v
View Restrictions
O
Students v/
All Teams v

O | sanuary v 19 [»], | 2008 [

% J.-"‘"WM\ N nrw‘\n..‘.-nuh..q,““ Ak

&

Checking the Do not allow users to view this item box will prevent
anyone other than Course Editors to see the Assessment. It will override
any other settings, including Start Date and End Date.

6. Setthe Start Date and End Date if you do not want the Assessment link to be visible
until a specific date and time. When specified, the item will be hidden until the Start
Date/Time, and will be hidden again after the End Date/Time.

&

These settings will NOT affect when the test is actually available to be
taken, they only make the Assessment link visible. The Enable/Disable
settings are what determine when the test is available to be taken.

Remember that the boxes next to the Start/End Dates need to be checked
in order to set the dates.

Students v

Al Teams v
& [ dauary (! 19 (v, 2008 v (5] [PMO1 (%S5 v

louxy (v |27 v, 2008 v [[F]) [PMO1 (v SS vj

.4,,;.‘:‘"“* Rl S -,..r""“
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Setting the End Date to a date and time AFTER the exam is no longer
available will allow students to see their scores as well as any other
allowable information as part of the Review.

7.

With the Browser Security option, select the level of security that you need for the
Assessment. None means that no special measures will be applied. Medium will disable
the right mouse clicker when taking the exam to prevent copying or printing or using the

Back button. High involves the Secure ANGEL browser and can only be used in lab

settings with the browser installed.

Course Editors

r~Internet Security

Browser Security  fNone - no browser security imposed

lv]

None - no browser security imposed

IP Eilter Medium - disable right-click, print, etc

High - reguires Secure ANGEL browser

bio effective.

|

I PP S o o A AN, 0 r‘M\‘M“m«.W

A

administration.

No online test can be totally “secure.” If you need a high-stakes
assessment, consider requiring a testing center or proctor for test

&

An IP Filter can be used to designate specific IP addresses, limiting
students to taking the test from only those locations.

for each.

Go to the Interaction tab. Set the Date Enabled and Date Disabled, checking the box

Date Enabled refers to the date and time the Assessment is available for students to

take.

Date Disabled refers to the date and time when the test can no longer be taken.

&

If there is no Date Enabled and/or Date Disabled set, the test will be
available to take between the Start and End dates already set.

9. Decide how you want the questions to be presented.
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All at once will display all of the questions at one time, which is similar to seeing and
taking a paper test.

Question set at a time will display each question set separately.

When configuring the Assessment, you can create different Question Sets
%} of questions. Each Question Set can have different settings, such as
different time limits, different titles, and randomization and display options.

Question at a time will display each question separately.

{g@; For more information about options for the Question at a time setting, see
How to Create a Secure Assessment.

Settings: O normal @ advanced *

Content ~ Access | Interaction | Review | Automate | Assign

Delivery Settings

January v || 20 s, 2008 v
Janwary (] (24 v, | 2008 [

=
® all at once
All questions are displayed in a simple list on a single page.

© Question set at a time
Questions duplayed one question et at a lirne,

O Question at a time
Display questions one at a time.

[Jshow question titles
\a_w‘\.“\w.W\ PP PR Y P ey .’“_"\“*‘M’ﬂm

10. Some Question Set default options can next be set. These allow for some randomization
of question options within a Question Set, as well as some options that are only
available when the Question at a time option is chosen.
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[l show question tities

[JrRandomize the order n which quastions are delivered
[Crandomize the order of each question’s answer options
Don't allow backtyack

WS " s At Lo Y B

Diplay feedback after each guastion

Correct answer must be selected before next guestion Is presen

ST e B ..,p.'i»hsn-'u““*“"““*"‘“““" s *\u\.f‘“ e E S

Randomize the order in which questions are delivered would change the order of
guestions within a Question Set.

If an Assessment is covering several different topics and you want to have
© ¢ randomly ordered questions by topic, create a Question Set for each topic
§  and then select the Randomize the order in which guestions are

delivered option.

Randomize the order of each question’s answer options would reorder the answer
choices primarily for multiple choice questions.

Sometimes the order of answer choices should not be reordered, due to
the nature of the choices. For example, you would not want an answer
A choice of All of the above to appear anywhere except as the last answer
choice. There is an option that can be selected within each question to
prevent randomizing the answer choices for that particular question.

Don’t allow backtrack only applies with the Display Settings of Question set at a time
or Question at a time options. It means that once a set of questions has been submitted
or each question has been submitted, students cannot go back and change their
answers.

Display feedback after each question only applies with the Display Setting of the
Question at a time option. It means that after each question has been submitted, any
feedback for that question will display.

Correct answer must be selected before next question is presented is another
option that is only relevant when questions are displayed one at a time.

These settings are applied to all Question Sets. Further options can be set
%% for individual Question Sets once the Assessment settings have been
saved.
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11. Choose your Submission Settings options:

Mastery Settings. This would allow students to retake the Assessment as many times
as it is available until they reach a certain percentage grade.

Attempts Allowed. Choose how many times students can retake an Assessment. The
options range from 1 to 10 times to Unlimited.

12. Choose the Validation option needed:

Do not allow. This means that students cannot leave any questions unanswered. A
pop-up window will display and will not allow students to submit the Assessment without
answering all questions.

Allow, but issue warning. This option means that if students leave a question
unanswered, they will receive a warning. A pop-up window will display advising them
that the question has not been answered and giving them the option to answer it or go
forward.

Allow, without warning means that students will not be advised of any unanswered
guestions, and they can still submit the Assessment.

Click the Save Option if you want to allow students to save their work and return later. If
a time limit has been set, they will need to return to complete the Assessment within that
time limit.

Anonymous Mode should only be checked if you do not need to know who submitted
which test. If this is selected, scores cannot be recorded in the Gradebook.

Time Limit allows you to set the period of time available for students to take the test
once they have begun. If you do not want to set a time limit, then check the Unlimited
option.

Time Warning, if selected, will display a pop-up window to advise students of the time
remaining, according to the minutes selected here. You also have a choice of selecting
No warning.

Remind students to take the time limit into consideration when beginning
A their Assessments. They need to begin the Assessment and allow enough
time to finish BEFORE the Disabled date and time is reached.

If the Automatically submit assessment when time expires box is checked, it means
that as soon as the allotted time for taking the test has expired, the test is automatically
submitted — no matter what other settings have been selected.

If this option is chosen, warn students that “the clock starts ticking” as
A soon as they begin the Assessment, no matter what. When the time is up,

the test will be gone! If students wander away from the test and later

return, they will not be able to answer more questions if time has expired.
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— Submission Settings
Mastery Settogs [if score s above || % deny additional attemp

Attempts Allowed |1 ™
validation Abw_, but issue warning IYJ
Save Option [“IShow save button
Ancnymous Mode
' [CIMake submissions anonymous
—Time Settings
HIMRELROR Ounlimited

@Limitto: 60 | minutes

Ono warning
@warn [Smin_| | before time expires

[¥] automatically submit assessment when time expires
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Assessments: Understanding Options and Settings; Review and
Assignment Settings

Within an Assessment, you can designate what kind of feedback the students will receive upon
completion of the Assessment, and you can even change this feedback based on set

parameters. The Assignment tab is used to set up the Assessment as an Assignment in the
Gradebook.

1. Within the settings for an Assessment, select the Review tab.

~ New Assessment
ttings O normal ® advanced
content | Access | Interactign Re ew! | Automate | Assignm
Results Review
Yiew Submission HIStOry[ e review [ae
Review Availability [JReview begins days a
[Review ends days afte

*uhaane ot AN ottt e a.., . . e st

2. View Submission History: Select what you would like students to see at the time that
they submit their Assessments, or according the Review Availability settings that
follow. These options will remain open for students until the set End Date and Time, or
until the Review options are changed. The options are as follows.

Full review: Students will see all feedback as set in Feedback Options.
List only: Students will see only their score, points possible, and points awarded.
Disabled: Students will not receive any feedback or score information.

Yiew Submission History

Review Availability Bissgglgg LS

[Ireview ends
(P Sy TR "”‘“ L) g ofinny fnnien,

3. Goto the Review Availability. This section allows you to specify when you want
students to view the option you selected in View Submission History.

4. Specify when the Review is active with Review begins. The default is User
submission. You can also have the Review begin a set number of days after the
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Assessment is disabled (so that it is not viewed until the Assessment can no longer be
taken), or you can have it begin on a specific date.

If the box in front of the days text is left blank, the Review will be active according to the
designation in the drop-down list. In the example below, User submission is

highlighted, so that the specified Review will be available as soon as the Assessment is
submitted.

“lreview begirs _ days after | Assessment disabled | v
CORreview ends days after

CJRestrict review until all guestions are
B s .’ua-w—w'm-wm\ U

Assessment dsabled
date

5. You can also specify how long the Review will remain available to students by inputting
the number of days when the Review ends.

If the Assessment contains manually graded questions, such as short answer or essay
guestions, clicking the Restrict review until all questions are graded option makes the
Review unavailable until after all questions have been graded.

[VIReview begins | days after User submission
MReview ends 2 days after review begins

[ IRestrict review until all guestions are graded
e *mr;w:;_w ‘l:‘.’f""

7. Finally, you have the option of having any feedback associated with the Assessment

display either after a Question Set has been completed or after the entire Assessment
has been completed.

% The ability to see feedback after completion of a Question Set is only
available if the question display mode is set to Question Set at a Time.

[CJRestrict review until all questions are graded
Display § Question set completion (conditional) [ v/

UBDiay FesiDaCck

Feedback Options allow you to designate exactly what will be displayed in the Review if the
Full review option is chosen (see Step 2 above).

Floverallseore MRightor wrong  MlQuestion text Fluser resporse ‘
Elreedoack text  Manswerkey  MGrader remarks [MlPonts possble
Flronts awarded

WA Bt e AR AR Tttt it a0 AR, - ro:-_.....d‘"s .
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Be aware that choosing Answer key and Question text will give students
A a complete copy of the Assessment, which they could copy and share. If
this is a high-stakes Assessment that WILL be used again, these may not

be good options to select.

1. Goto the Assignment tab. Selecting one of the options in the Milestone Settings
section will create a Milestone and also put Assigned and Due Dates on the Calendar. If

this Assessment will be automatically graded, Item completion can be selected for the
Milestone.

v Exam 1
Du2 laruiary 25 3t 8 am

5. @ normal O advanced

Content = Access | Interaction  Review Objectives  Automate = Assignment

& Sottings

(None) 2

(None)
z lanualy marked
it [tem completion

.-M&.M\M—--A.Qm_ﬁ_.’,u‘ \#-.A\_..-.‘-u A B R

2. Selecting a Milestone option will allow you to select both the Assign Date and the Due
Date for the Assessment.

—Milestone Settings
Item completion | v
January (w119 fv), | 2008 v
0 | Jawary  [w] |25 [w), | 2008 [»/[F])

-0t ana it ARt a0 A s

E( \ Using the Milestone feature is a good way to have assigned and due dates
automatically appear on the calendar, as shown in this example:
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January 2008

I Wednesday Thursday Friday Saturday
3 ! 5

>

16 17 18 19
Due: Assignme Assigned: Exan

23 24 25 26
Due: Exam1 |
| ehdbui

Mo oa e \_*.MM* R e Y,"‘«M

3. To connect the Assessment to the Gradebook, go to the Gradebook Settings section
and use the drop-down menu to select New Assignment.

4. Continue completing the remaining options, giving the Assessment a Title, selecting a
Category, assigning Points Possible, and determining a Calculation Type.

— Gradebook Settings
(New Assignment) v |
Exam 1
Quizzes v
20
First submission | v
Course Default ¥

O

When selecting a Calculation Type, the default is First submission.

If you are allowing students to take the Assessment multiple times, change
% this to Maximum score, Last submission, or Average score.

Even though you may be manually grading some or all questions (if the
Assessment contains essay or short-answer questions), DO NOT change
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this to Manual unless you intend to input the grades within Gradebook
instead of adding them within Assessment.

5. Click Save when you have finished with all settings.

Points Possible

Calculation Type

|

Display Format ' Course Default

= 7 | B Triie ] ==

Chide gradebook assignmenit from stu

| save ||| cancel |

N R ST P aghams r'w e

The Assessment is now in place.

HER 1)

‘| Module 1
Add Content Rearrange Settings Reports Uk
v Exam 1
=

\»_w-&ﬁ’.‘ ‘*Mw
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How to Use Question Sets

Assessments use Question Sets to group questions. These groupings allow instructors to
configure different options for each set of questions. An Assessment might consist of one or
more Question Sets, depending upon the needs of the test or exam.

1. Create and Save an Assessment. Once it has been saved, the Assessment Editor will
display so that you can create Questions Sets and add questions. You can return to the
Assessment Editor at any time by clicking on the Assessment in Lessons.

For more information on creating an Assessment, see Assessments:
Ffﬁgy Understanding Options and Settings; Creating an Assessment’s Content,
' Access, and Interaction Settings and Assessments: Understanding
Options and Settings; Review and Assignment Settings.

= Exam 2

Question Set: Questions

b |
Assossment Editer | 41 5 Glarce l

A Attt s mnlPPO e A S NI At A S

2. Select Configure to apply options for a Question Set, if needed.

\ .

Assessment Editor ) At a Glance

Add Question Set  Preview
‘Question Set: Questions

&dd Question | Configure | Select all Delete Question Set }

L., B PP SPEE TSN Pppespmpeae L SER SE S Y S gy -”-")

3. The next screen will open in the General section. Add a Title for the Question Set (the
default is Questions). You have the option of making the Title display to the students
who are taking the Assessment. The Heading Text window allows you to input
information pertaining to the questions in the set. Because it gives you the option of
using the HTML Editor, you can add hyperlinks, images, and formatting to the text that
you add.
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You could use the Heading Text in a variety of ways:

e Give directions for the questions within the set

i, ..

4.

5.

g e Provide a scenario or case study for the questions within the set
e Add a diagram or map or other illustration referred to in the
questions.
General  Interaction
Set title Cortent ltems [[]Display set title dur

The following questions all pertain to

|

Heading text

HTML Editor

b0 et bR "’“r"" T R .AA.M.j
?

The Interaction tab provides other settings for the individual Question Set:

Use assessment settings. If this is checked, the settings will use those already
configured in the Assessment settings.

Question set display mode. This is determined by the Assessment settings and cannot
be changed in the Question Set configuration.

Question set display options. These can be changed only if Use assessment
settings is NOT checked. These allow for randomization of questions within the
Question Set, as well as randomizing the answer choices.

Time limit. This can be set as long as the Question set display mode is set to
Question set at a time and a time limit has been set for the overall Assessment. This
would assign a specific time limit in which the Question Set would need to be completed.
You can also have a time limit warning display, and cause the Question Set to be
automatically submitted when the allotted time is up.

Click Save when you are finished.
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Question set display options  [V] 2 sedomize $e order n which guestons are delivered
Salz the marowr n which guechions we

Sewsarted wihe: the queion . ¥lrandomie $e order of each question's answer options
Don't allow backtrack
Display feechack after aach question
Correct answer must be selected before next Question is presented

+ Time Limit

Thena Sealt * Unlinited

Sat B slowed 10 compiute ths 2em Limit to |

aﬂclhn::lig * No warning

wrn hudents & ter sloweed wpiret W;ﬂ‘ ] [

Auomatcaly move 10 next QuEstion set when time expres

-NM*W-“'.‘_—‘)

6. Add a new Question Set by clicking Add Question Set.

Assessment Editor | At a Glance

Add Question Set| Preview
~Question Set: Content Items

Add Question Configure  Select All  Delete Question Set

The following questions will all relate to adding content items in Lessons,

Add Question
There are currently no questions in this assessment. To add questi
other settings for this question set, click "Configure"

7. A pop-up window will appear. Add a Title for the next Question Set. Leaving the box
next to Edit Question Set settings upon save as shown here will allow you to

configure the Question Set as described in Steps 3 and 4 (above). Click Save to
continue.

Enter Question Set title:
lFleports

Edit Question Set settings upon save
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8. Continue to add all Question Sets needed for the Assessment, unless you need only
one.

9. Click Add Questions to add questions within each Question Set. You can use
Questions and Question Pools to add questions, or you can create individual questions.

For more information about adding questions from a Question Bank or
<. Question Pool, see How to Use Question Banks: Definition of Question
@ Bank and Creating a Question Bank, How to Use Question Banks:

Creating an Assessment from a Question Bank, and How to Use Question

Banks: Creating an Assessment with Question Pools.

Assessment Editor | At a Glance
Add Question Set  Preview

Question Set: Content Items -

N

Add Question Configure Select All  Delete Question Set

The following questions will relate to adding content items in Lessons.

Add Question

There are cuccehtly no questions in this assessment. To add q
other settings for this question set, click "Configure”

L amasnamdBamifins <%’Mu‘h&.am"\“‘*_ W

10. You can add the following types of questions:

e Multiple Choice

e True or False

e Multiple Select (Multiple Choice questions in which more than one choice is selected)
e Ordering (gives a list of items to be sequenced in proper order)

e Matching

e Fill in the Blank

e Short Answer

e Essay

o Offline Item (a question that is not answered within the test itself; for example, a
guestion that is answered orally)

e Algorithmic (questions generated automatically based on mathematical formulas and
variables)

All types of questions can be graded automatically, except for Short Answer, Essay, and
Offline Item.
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Questions can also be added through copying and pasting questions from a text file that

follows a specific format.

Add Question

Ploase solct e type of quostion you want 10 add S
Sedoct Question Type

s Multiple Cholce T | True or False
Fracercs viars Wi & guaition Aillowed by & bt E | Poians voan sk o siaant which g
o Dncns. O e Ty b iabned AT St 19 e wchar Din ie Pt
/| Multiple Seloct AL Ordering E
U Bveans ours v o nition liowend by o W Pratants wiary with & Bt of Bernt 0 b plaied 4
_ A Dimat NI Gl (a T v e dhael - P o) apaia

=== Matching @5 | Fllin the Blank(s) I

L Bawanrs wers o & 1 of e and Selleions i Prasanss & Quriten o st e Hank paces

w00 be marched T b e o ezt atter B comcr pheice e

*sch Bk ace,

- SHOCE Arswer (Messally Graded) O DI 11080 (Mesesly G sded)

f Sraceers waers wih & quecton followed by G0 | Presenes wen web & queston te be complened
e et wrcmear bot | Kuporsen vas ba Mrair waeer Sl oaw) Bagonian veat
ol gobed b sy bt

- E550y (Mamesly Graded) - Algorithmic

' Swetanns et W 3 Quettion Aobowed by & aipy Ammacly s

Sfemce querant
Bazed o0 o mahanancdl fomndas wnd v anabler 1

Sedec t Quaestions from Other Sources
- 4

& Copry questions from an assessment 5 Browse Question Bank 4
(el Sdect quashiora bom ha or cther bt Browse for quashons om withe your
« TSI I O GO = Quain bark,
&3 Question Pool pe ) Search Question Bank
)7‘( Sebects onm or more Bema Srom the Quesion 77 Sawch for quastions bom witen your
H ks based on weoled ohe Qi bk
\ 1| Copy and Paste Questions
A | Ireant quections by osng and pesing i
Mrom & et Sy

e g P vy RS SR

11. Once the questions have been added, they will be listed in the Assessment Editor within

their respective Question Sets.

Question Set: Content Itens

A Queston  Configre  Select AT Owlots Queston Get

e Foloserg Questiors vl reiate bo a88ng contert Bewe 0 Lessors

o S W v Medtiphe Chokce (1 points)

¥ you wart 10 Create 3 wel page, which of e llowng content Sems should you choose?
0 2. ;1 Mutighe Choice (3 gonss)

B yOu wark 10 Qat & COMBNE Abn OM JNOfer COUres, Chooes
[ a2, v Mudtiphe Choce (1 ponss)

o y0u w10 SO B QoML e IR0 & Sfferent Soler, QO %0 which ik
L 41 trweeor e {1 pone)
r

PO Ty T ap——

T0 @43 & condert B e date il s date, Lo v MiknSres opton

Question Set: Reports

A Gumton  Configurs  Select AR Dwiete Queston Set

PRI il et 27 A e L =4 PO P N

12. There are options that are associated with questions in the Assessment Editor:
Checking Drag ‘n’ drop enabled allows you to change the order of questions by

dragging them into place with the mouse.

You can Delete Questions or Change Point Value of one question or several

guestions by checking the box next to each question, selecting the desired action, and

then clicking Go.
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FITC Ty Wotes | FIevioUs

 Delete Questions  |~| [LGo.] [¥] Drag n' drop enabled
|

Select an Action
Chg Pomt Value |

Delete

Iitems should you choose?
“M‘WM_M&*"‘M

13. To see how the questions will display, click Preview.

| Assessment Editor | At a Glance |

10 cumsn o

~Question Set: Content Items

Add Question Configure Select All  Delete Question Set
The Following questions will relate to adding conkent items in Lessons.,
Fl 1Lig J Multiple Choice (1 points)
|

If you want to create a web page, which of the following
Fl 2 7 Multiple Choice (1 points)
o

: If you want to get a content item from another course,
L ' tnnmatn, aamtte s rts Aenen A stn n bt ~ AMIRAEAAR. | ot s, o ANRMSNY,

14. The Assessment will display based on the assigned settings. In this example, the
Assessment was set up to display one question set at a time:
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The following questions will relate to adding content items N Lessons.

1. 1f you want to get a content item from another course, choosa
O 4) Import from Course or Group
Op) Lirk
Oc)Page
Op)Fie

2. 1f you want to create a web page, which of the following content terms should you choosa?
Oa)Page
OB) bropbox
O0)Lirk
Op)File
3. 1f you want to mave a content tem into 3 different folder, go to which Iink?
O a) vulities
Op) add Content
Oc)Manage
Op) settings
4. To add a content item assign date andfor due date, use the Milestones option
Oa)True
OB) Fake

ez ]

e SN s o .

%% To answer the Assessment in just the same way that a student would,
preview the course as if you are a student and access the Assessment.

How to Use Question Sets
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How to Use Question Banks: Definition of Question Bank and
Creating a Question Bank

Question Bank Defined

A Question Bank is a database of questions that can be shared between and among Courses,
Learning Object Repositories, and Master Courses. Question Banks are searchable, so that
guestions meeting specific criteria can be drawn from them to create Assessments.

Creating a Question Bank

As you add questions to an Assessment, you have the option of adding each question to a
Question Bank.

Enter Feedback For correct SUEIIIST LHE UEEU Iy STUULL
and incorrect answers

HTML Editar

rQuestion Options

Keywords

Choose keywords

Add to question bank

[ Dane | | Cancel |
= - T“_WM“H"-HM« e

Questions in the Question Bank are grouped within their respective Question Sets, which
appear as folders having the same names as the Question Sets.

553 Current Course
=1-C5) DEMO ANGELL ~
=5 World Histary ~ Test Hame
Ella Chapter 1 = Question Set Hame

- ™ultiple Choice

Who was the sculpkar of Sacchus, Skeping Cunid Madonng of fa
Ouestions {2 Multiple Choice

This 3erman composer is known For the Following warks: Magnidicad,
- 1 ™Multiple Choice -

Who authored Summa feofagina?
- J True or False

Machiawveli is the author of & Arincipe, which describes the means by

":l'?'fﬂfﬁ'p"‘!‘ﬁ!h:-.-.
T
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Creating Assessment questions within a LOR will, in effect, create
“Master” Question Banks of questions that can be shared with all courses
in which you have Course Editor rights.

Questions can also be added to a Question Bank within the Question Bank Manager itself.

Adding Questions to a Question Bank Within the Question Bank

1. Open a course or LOR with the Question Bank where you want to add the questions. Go
to Manage > Question Bank Manager. In this example, you are adding questions to a
Question Bank within a LOR.

- —{ @@ sand
: ey
e Settings Course Files Manager
ps such as title and URL for this Manage Course files
Backup/Restore
p Selector Backup and restore course data and files
olors and fonts used for this
Import Wizard
Import content from the content library
a file
M tabs are displayed and
k. Export Wizard
I Export course content for archive or
ariables distribution
H environment variable
Data Maintenance
Remove old logs data and submissions
ail settings. Date Manager
Change the date settings for all content
associated with this course
Keyword Manager
Change the keywords for all content
bt
Question Bank Manager
N sessment items
s A A MW«

2. First you will add a folder for the questions that will be created. Click on the small
triangle underneath the Course/LOR name.
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h Bank.

=03 Current

J Course

[#1-/C5) DEMO ANGEL1
Bsh

Dane |

P e et '

3. Inthe window that opens, select Add subfolder.

=) Current
- Course
{C) DEMO ANGEL1

Add subfolder X
[ Done. | "TraTaoesten
Rename
Delete

e s o snsh e MDA, MBAns dvnas 4 oo 2o

4. Another window will open asking for a folder name. Input a name and then click Save.

When creating an Assessment from a Question Bank, one search option is
to search by folder. Therefore, it is a good idea to label the folder to
indicate the subject matter covered by the questions it contains.
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Add Folder.
Enter folder name:
[Creating Tests ]

[Save | [ Cancel |

5. You will see the folder now listed. Click on the small triangle beneath the folder to begin
adding questions.

@-{C3) Chapter 1

B Creating
Tests «

6. Click the Add question option.

% The Edit options would also allow the creation of a subfolder for further
organization. You could also Rename or Delete the present folder.

v

----- {3 Creating
Tests ~

dgosalp ot
a [Add question

Delete

The Add Question screen will appear.
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Sedec t Question Type
Meftiple Chok e T trnee or Tolse 1
Mufitiple Select A Ordering 1

= Matching Fill In the Blank(s)
Short Answer 0 | Offioe 1tey

sy

Sedoct Quoy y Othwer Sources

JSeloct et fopm ¢ e . st AT A o, At AR st s,

7. Create all questions as you would for an Assessment. The questions will automatically
be saved in the Question Bank.

As you create questions, you can designate a keyword and a difficulty
level which can be used to limit questions to be pulled from a Question
Bank. Because this question was already created within the Question
Bank Manager, the option to save the question to the Question Bank does

not appear.
% NQuestion Options
Keywords Difficudty vl Veyesty »
Answer labels Aphslth) v
Ohiscne wawer hosce
deglay Uyl
nooes '
Randomization
Overrides ssetsrant N - amseias o .
. on selingufor Dot randomida answer 0pbions
AT AREER TR .+t e o Sttt e A A AN o ..,...‘»..,«,-«J

8. Returning to the Question Bank Manager, you can verify that questions have been
added to the Creating Tests folder by clicking on the “+” next to the Creating Tests
folder.

=2 Current Course
[=-{_) DEMO ANGEL1 ~
«:) wWorld History ~

#1-IC7) Creating
Tests «

BT R

All questions that have been created will appear beneath the folder.
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L WO TIstory v
=5 Creating Tests «
i) Multiple Choice
‘When choosing a "Multiple Choice”
- True or False
An essay question can be automati
-« True or False
Questions can have feedback for an
il o V~w-‘m‘-\“\ QAM"*\

Clicking on the small triangle beneath each question will bring up an edit

% menu that allows you to edit or delete the question. When a question is
deleted from a Question Bank, it is permanently deleted — unless it has
been added to another Question Bank or an Assessment.

You can add multiple questions from a test bank by using the Import
Questions option.
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How to Use Question Banks: Creating an Assessment from a
Question Bank

Once a Question Bank has been created, you can create an Assessment from questions in the
Question Bank. If an Assessment that is created from a Question Bank is ever deleted, the
guestions will still remain within the Question Bank.

This is one significant difference between tests created using Quizzes and
tests created using Assessments. Once a quiz has been deleted, all

%} questions within the quiz are also deleted — unless the quiz has been
duplicated elsewhere. Questions within an Assessment that are derived
from a Question Bank will not be deleted if the Assessment is deleted.

In this example, you will be creating an Assessment in a course from a Question Bank created
ina LOR.

1. Open the course in which the Assessment will be created, and go to Lessons > Add
Content. In this example, you are adding the Assessment into the Module 1 Folder.

2. Select Assessment in the next screen.
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Add Content

Create an Item

Folder ‘
|~ Create a new folder to organize your content, ’

Link /
0 Create a URL to link to a document on the World Wide %
Web,

File ]
| Upload Zip, Word, Excel, graphic files and more from your
computer.

, Game
| Adds a crossword puzzle or quiz show content item. e A

| Discussion Forum }
2~ Adds a gradable Discussion Forum for collaboration or Q & /J@ ‘
A,

| Wiki |
W } Adds a wiki page where users can freely edit each others | N/
posts,
4-| Assessment L‘I
hj b W nwactice Fe<k rwr pvam .

B N r-“\ ‘_M’r.__w AR s A A o

3. Continue setting up the Assessment, choosing the options that you need.

For more information about setting up an Assessment, see Assessments:

Q Understanding Options and Settings; Creating an Assessment’s Content,
Access, and Interaction Settings and Assessments: Understanding
Options and Settings; Review and Assignment Settings.

4. Once the Assessment has been created, the Assessment Editor (allowing you to create
Question Sets and Questions) will appear. Click the Configure option if you want to
apply any settings to the Question Set, such as a Title or other specific options for that
set. This would be especially important if the Assessment is to contain more than one
Question Set, with different settings for each set.
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Assessment Editor ] At a Glance \

Add Question Set  Preview

~Question Set: Questions

Add Question | Configure | Select &

There are currently no questions in this asse
To add questions to this assessment, click th

To edit the name or other settings for this g

R e S

5. Once the Question Set is configured, or if you do not need to configure the Question Set,
click the Add Question option.

v

— .

/—\ Quiz 1

Settings Reports Utilities Delete

Assessment Editor ]'At a Glance |
Add Question Set  Preview
Question Set: Questions

Add Question | Configure  Select all D

AP RPN _‘”w ~Nongols

To add questions from a Question Bank, you have two choices: you can browse and
choose questions from the available Question Banks, or you can search and add them

according to specific criteria.

Using the Browse Option

1. Click Browse Question Bank in the Select Questions from Other Sources section in
the lower part of the Add Questions screen.
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Select Duestions from Other Sowurces

Copy questions from an assessaneit £5 Brovwse Question Bank

&

Y Question Pool W] Starch Question Bank

X5
Copy and Paste Questions
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This will open up a screen that will display all of the Question Banks in which you have
access. This includes Question Banks in all Courses, Groups, and Master Courses in
which you have Course Editor rights.

It will also include LORs that are either associated with the course or in which you have
Course Editor rights.

Choose questions to add to this assessment

-0 Current Course
o) DDMO 101 Course 1

2 My Courses
KPR TN .-.;..M'L;' I Loiasasditocinthe fnﬂnu.m# COLE 58S,
=) My Repositories
The folders below are found within question repctitories where you are an editor!
29 DDEMO ANGEL1

. [[]Personal: Nancy Edwards

=) Course Repositories

The folders below are Found within question repctitories associated with this
course,

# () [[]DEMO ANGEL1

My Groups
The Folders below contain questions associated with your Groups.

Nhgure Copy

ot 20a s - . ondibssshens -..,.’\-m-k..*.*www‘

The same LOR is listed twice in this example. You have editing rights to
the LOR DEMO ANGEL 1 (under My Repositories) and the course has
access to the same LOR (under Course Repositories) because of the

@ way the LOR was set up. If someone were a Course Editor for this course
— but not an editor for that LOR — the LOR would only be listed once,
under Course Repositories. The criteria set within the LOR determine the
courses that will have access to it.

2. For this example, you will choose the Question Banks in the DEMO ANGEL 1 Course
Repository by checking the box next to it. (Choosing the same Repository in My
Repositories would give the same results). You could also choose more than one
Question Bank.

3. Click the “+” next to the Question Bank to expand it and see all the folders and
subfolders within it.
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4. Check the box next to the Question Bank that you want to use. This will copy ALL of the
Questions in that Question Bank into the Assessment.

5. Clicking the Configure copy options link allows for the standards, keywords, and
difficulty level associated with each question to also be copied. Checking Automatically
accept changes made to these questions when the master sources change will
allow for the question to be updated if the question is ever changed within the source
bank (that is, the DEMO ANGEL 1 Repository). Click Done to continue.

ToF =
= J []DEMO ANGELY

0D [ Werld Hstory

=0 V)
Creating Te<ts

My Groups

The foldars balow contan guestions associated with your Groups
L .
¥ICopy s ‘

1Copy keywords '
! J
vl Autom. hanges made 10 these questions when the master sources change ’
[ Doce | I

eaeh "‘P‘Mﬁ'\ M\--M“‘-.,*.ra _*\,'dksal*‘-“‘“A‘.’ﬁN .,_.J

Clicking on the “+” next to the Question Bank would expand it and allow
you to choose specific questions from that Bank instead. Those would
then be the only questions copied to the Assessment.

B [[]Creating Tests

Multlple Choice
#hen choosing a "Multiple Cho

6. On the next screen, you will see that all the questions from that bank have been added.
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Assessment Editor l'At a Glance J

Add Question Set  Preview

~Question Set: Questions

Configure Select &ll Delete Question

31 "‘/J Multiple Choice (1 points)
i When choosing a "Multiple Choice" questi

O 2. @ True or False {1 points)
4n essay question can be automatically g

El. 3. B True or False {1 points)

L.,E_
Questions can have feedback for any ans
=~ wm S aa DRI Al r‘- AR e QA

Using the Search Option

The other option for adding questions from a Question Bank is to use the Search option. This
will select questions from all Question Banks, or selected Question Banks, by using specific
criteria, including keywords, Question Bank folders, difficulty level, type of question, and text.

1. From the Add Question screen, choose Search Question Bank.

Browse Question Bank
Browse for questions from within your
question bank

D

= Search Question Bank
L,ffu Search for questions from within your
question bank

\.-W"‘N-w‘#"““w A A

2. The following screen will display. You could input a search term here, but click
Advanced search to access the different criteria for searching.
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Saarch for quastions to add 0 your assessment. To salkect a question or folder of questions ¢ick
the chedkbox naxt o the folder or guestion

Semch.) | Atvarved sazrch
"“-“"M‘«M"Mﬂ"“ _,,_.‘,.»-“‘*‘__WN}

One of the choices that you can use for the advanced search is: Limit results by
keyword.

3. Select a keyword by clicking Choose keywords. This will bring up a list of all keywords
associated with questions within all the Question Banks that the course can access, and
that enables you to click on the keywords you need.

The Match ANY keyword option will select all questions that contain any of the
keywords selected. Limiting the search to Match ALL keywords would select only
guestions that contain every keyword selected.

-Advanced search options -

~Limit results by keyword

® Match ANY keyword O Match ALL keywords

Choose keywords

.

e T A ot o =

4. The following screen appears:
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[~

3 hitp:/idocumentation.angellearning.com - Search Keyw... T !

You may add keywords to your search by selacting them frrom the
list of keywords associated with this coursa.

Select Course(s)
al
DEMO ANGELT 28
DMO 101 Cowsse 1

Personat Nancy Edwards

Use CTRL + Chek to select rratiple courses.

Select from List
test ) Add Selected

art

scence |

=
UG bicbasss b

Use CTRL + Click to select mudtiple keywords.

Selected Keywords
These keywords will be added to your content item,

Remove

Use CTRL + Chck to select mudtiple keywords,

ISaval |

VL R it taeane o IS ST

5. Click to highlight the Course or LOR that contains the Question Bank you want to use,
and then click the Select button. (Note that you can also select all of the Question Banks
or more than one.)

L4

Select Course(s)

Al ‘ Sele
DEMO ANGEL1 [‘ = ]

DMO 101 Cowrse 1
Personat: Nancy Edwards

L
Usge CTRL + Chick to select multiple courses,
L -._.W‘*&u.._. .#L‘.MM\

6. Then select the keywords for the questions you want to use and click the Add Selected
button.
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Use CTRL + Chek to select multiple courses,

Select from List

| Add Selected |

at | ‘
athistoy  [an
explorer

= {

medicine
science
test

1IC Linbmrs )

Use CTRL + Click to select multiple keywords.

7. Finally click the Save button at the bottom.

Selected Keywords
These keywords will be added to your content item,
ait history [__Remove |
humanities
inventor

Use CTRL + Click to select multiple keywords.
|_Save || Cencel
~ M Mﬂ...""*—ﬂv‘u*

Limit by question type

1. Check the boxes next to the type(s) of questions that you want to appear on the
Assessment.

Selecting a keyword and then a question type will limit the questions
% selected to only those questions that contain the selected keyword and
ALSO are of the selected question type(s).
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| humanities
| inventor

@ Match aNY keyword OMatch ALL keywords

Choose keywords

-Limit by Question Type
MImultiple Choiceds) [ordering VI True or False
Multiple Select Matching Essay

Fill in the blank Short Answer Offline Items j

T T

2. Choose Question Bank Filters limits the search to specific Question Banks indicated
by the folders selected. Click Choose folders to select the specific folders you wish to
have the questions taken from.

—Choose Question Bank Filters — =

Choose folders

Limit by difficulty level -
Olveryeasy [Daverage [Overy difficult
Oeasy Cloifficult  &an

R e AII.T.~'& A \,?.; N

This works much like it does in Browse. It will allow access to all of the Question Banks,
so that you can choose the specific banks to include in the questions.

Since you have already designated the questions to be selected using
Keywords, you did not need to select a folder (Question Bank) here. This
is mentioned simply to illustrate the procedure if you had not searched by

&, keywords.

If you wanted to select questions from a Question Bank with no other
search criteria applied (such as Question Type or Level of Difficulty), you
would use the Browse Question Bank search option.
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: World
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: Chapter
£ 1
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Creating
Tests

-{2) []Personal: Nancy
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3. When you are returned, you will see the folder listed by hame, and the nhame of the
Question Bank from which it came is shown beneath it.

—Choose Question Bank Filters ‘

(= world History
DEMO ANGEL1

Choose folderst

~Limit by difficulty level

D\f'ery easy DAverage DVery difficult
Cleasy Clpifficult [ all

\”‘\ SR g 2o antinn o -

Limit by difficulty level

This feature allows you to specify the difficulty of the questions selected. As with Keywords, the
Difficulty Level needs to have already been set within each question in order to enable this

feature.
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rLimit by difficulty level
Clvery easy Oaverage [very difficult
ClEasy Clpifficult M all

~Choose-StamdardsFiltters

Choose standards

rChoose Objectives Filters
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You can also filter by Standards or Objectives, if they have been mapped to questions. This
would narrow questions to those that have been mapped to the specific standards or objectives
selected. Use the Choose Standards Filters or Choose Objectives Filters to select the
desired Standard(s) or Objective(s).

You can also search for questions containing specific Text by inputting it in the field next to the
search button.

l | Comen)

e e e NI

Saarch for questions o add % your assessment. To salect 3 guestion or folder of guestions click the .;r}

1. Click the Search button to continue.

Question Bank Search

e ch for QURStoNs 1 200 10 your assessment. To $95Ct 3 Quastion or 1006 of Questions clck e chackbox naet I T

dvanced search options
Limit results by keyword Choose Question Bank Fiters
. “.._....-....,,.w-.«-h....»". andimitiaite TV = e e WSl

2. All questions matching the criteria you have set are now added to the screen. You can
further select the questions you want to use from the question list by checking the box
next to each one, or you can select all of them at one time by checking the Select all on
this page box and then clicking the Save button. In this example, you selected all.
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Search Results

pur assessment by checking the

PPl

Viselect all on this page

7 MutHpte-Ehdice

Who authored Sunims theologics?

DEMO ANGEL1 > \World History > Chapter 1

Multiple Choice
Who was the sculptor of S8acchus, Sleeping

|
&

DEMO ANGEL1 > \World History > Chapter 1

V4 Multiple Choice
This German composer is known for the foll
Concertos.

e L e

DEMO ANGEL1 > World History = Chapter 1

b St s s

‘ /| Multiple Choice
Who is credited for inventing the wireless ra

DEMO ANGEL1 > \World History = Chapter 1

Fill in the Blank(s)

In 1946, J. Presper Eckert and John Mauchly crea
the name ;

1

e —— S T "*'WM.

The Select all on this page option ONLY selects the questions on that
ONE page. If there were more than one page of questions, you would

% need to navigate to each page and then repeat checking the Select all on
this page option and clicking the Save button to save the results. When
there are more pages, there will be links to the other pages shown on the
screen.

3. The questions are now added to the Question Set.
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Assessment Editor | At a Glance

Add Question Set  Preview
~Question Set: Questions

i dd Questioré Configure  Select Al Delete Q

O 1. m Multiple Choice (1 points)
Who authored Sumima theologics?
M i2; ('?J Multiple Choice (1 points)
Who was the sculptor of 8scchius,
W =3 [?] Multiple Choice (1 points)

This German composer is known for;
Concertos.

O 4. M Multiple Choice (1 points)
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How to Use Question Banks: Creating an Assessment with
Question Pools

A Question Pool is a group of questions selected from one or more Question Banks. They are
selected based on specific criteria and are used to create Assessments with randomly chosen
guestions pulled from the pool. Each pool is created during the Add Question process: it does
not exist independent of the Assessment in which it was created.

The pool of questions can be selected based on keywords, difficulty level, question type,
standards, and searchable text.

1. Open the course in which the Assessment will be created, and go to Lessons > Add
Content. In this example, you are adding the Assessment into the Module 1 Folder.

2. Select Assessment in the next screen.

Add Content

Create an Item

1 Folder
|~ Create a new folder to organize your content, ‘

Link /
0 Create a URL to link to a document on the World Wide Z
Web,

File |
wdl | Upload Zip, Word, Excel, graphic files and more from your g
computer.

Game
Adds a crossword puzzle or quiz show content item. 0 A

'*,1 Discussion Forum \
/= hdds a gradable Discussion Forum for collaboration or Q & 3 1

A,
 wiki ,
W | Adds a wiki page where users can freely edit each others | R
posts,
4 Assessment _;:]
pj = 2 W nwactice be<k rwr pvam ..

© MRS "-"“\ Oy A0 s At A o

3. Continue setting up the Assessment, choosing the options that you need.
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For more information about setting up an Assessment, see Assessments:
Understanding Options and Settings; Creating an Assessment’s Content,
Access, and Interaction Settings and Assessments: Understanding
Options and Settings; Review and Assignment Settings.

4. Once the Assessment has been created, the Assessment Editor (which allows you to
create questions and Question Sets) will appear. Click the Configure option if you want
to apply any settings to the Question set, such as a title or specific options for that set.
This would be especially important if the Assessment will contain more than one
Question Set with different settings for each set.

eSS UEele

~Question Set: Questions

Add Question | Configure | Select all

There are currently no questions in this asse
To add questions to this assessment, click th

To edit the name or other settings for this g

E ‘-\:M,;*\.wa "*-—b.—.,ho."M-ﬁ.v

5. Once the Question Set is configured, or if you do not need to configure the Question set,
click the Add Question option.

v
= Quiz 1

Settings Reports Ltilities Delete

Assessment Editor L&t a Glance \
Add Question Set  Preview
Question Set: Questions

Add Question | Configure  Select All  Def

AP PIRppTSLL L ﬂw ~ oo
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6. On the next screen, select Question Pool in the Select Questions from Other
Sources section.

TIEnIany gqraued,
Select Questions from Other Sources

Copy questions from an assessment
S questions from this or other

assessments in your courses

0>> Question Pool
Selects one or more items from the question
——— | bank based on specified criteria

= Copy and Paste Questions
g Insert questions by cutting and pasting
= from a text file

._.w%_ﬂ ""‘*"‘_‘ﬁ’“\ ""'-"\W - abha

T

7. At the top of the next screen, input the Number of questions that you want to be
selected for each individual test from the pool of questions.

No matter how many questions are in the pool, each student will only be

% presented with a test with the number of pool questions selected here. The
questions will be randomly drawn from the pool for each student, so that
each student will see a different set of questions.

8. Add the total Question Pool Points for the pool questions. In this example, you will
have 5 questions drawn from the pool for each test; each question will be worth 1 point
so the total value of the pool questions will be 5 points.

{/\
24| Question Pool Editor
Question Title

four this

g

Number of questions 5 Question Pool Points 'S

o

e

9. In the lower section of the screen, choose the criteria that will select the questions for the
Question Pool:

Limit results by keyword will only select those questions containing the keywords
designated.

Match ANY keyword will select questions that have one or more of the keywords
selected.
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Match ALL keywords will only select those questions that contain all of the chosen
keywords.

10. Click Choose keywords.

The following screen will appear.

J http:/ldocumentation.angellearning.com - Search Keyw...

You may add keywords to your search by selecting them frrom the
list of keywords associated with this course.

Select Course(s)

| Select |

Al
DMO 101 Course 1

R -

Uze CTRL + Chok to zedect madbiple courses.

-

Select from List

art history It | AddSslected |
humanities {
inventor

science

test

theology

ant

explores

history L
medicne pov
LIl S

Usze CTRL + Clck to sefect madtiple keywords.

Selected Keywords
These keywords will be added to your content item,
| Remove |

Use CTRL + Chck to select multiple keywords,

;
;‘
|
;
f
:
i
)
b

|._Save || Cancel |

& ‘”f“‘}_‘s\gy Now: Fog and 65°F % Teday:

Only select a Course if you want to limit the keyword terms to questions in the Questions
Banks in a specific course or courses. You are not going to limit this to a course, so you
will skip that section and go to the keywords (Select from List) section.

11. Select each keyword, and then click the Add Selected button. You can select more
than one by holding down your Control key while clicking on the selected keywords.
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Select Course(s)

Al |
DMO 101 Course 1

Select |

" Use CTRL + Click to select muinph courses,

Select from List

PR - | | Add Selected |
humanines (3
inventor
| science l
test * =
ftheology |
| art 1
f explorer |
| history {-» -
medicine

L 11€ Winbmens IV ‘

Use CTRL + Click to select multiple keywords,

- “Bon e W‘WM,“‘“

12. To finish, click the Save button at the bottom.

Select from List

| &t histoty Selected
| humanities

| nventor
| science
| test

theology
| art
| explorer
| histoy

(

| medicine
LIS Wiabas

Use CTRL + Click to select multiple keywovds

[111]

Selected Keywords

These keywords will be added to your content item,
| at history |
| explorer
| nventor
| science

| theology

Remove |

: Use CTRL + Click to select multiple keywords.

e it atentot e ay . SES TR AL A

Limit by Question Type: Check the boxes next to the type(s) of questions that you want
to appear on the Assessment.
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Selecting a keyword and then a question type will limit the questions
%} selected ONLY to those questions that contain the selected keyword and
ALSO are of the selected question type(s).

humanities
inventor

® match ANy keyword O mMatch ALL keywords

Choose keywords

rLimit by Question Type
Mrultiple Choiceds) M ordering M True or False
Multiple Select Matching Essay

Fill in the blank Short snswer Y] Offline Ttems j

=~ analifah ot *’”"“““Mﬁ" Mrww‘\mm‘ MN.

Choose Question Bank Filters: This option limits the search to the specific Question
Banks indicated by the folders selected. Click Choose folders to select the specific
folders from which you want to have the questions taken.

—Choose Question Bank Filters ~

Choose folders

Limit by difficulty level
Olveryeasy [average [Dvery difficult
Oeasy Cloifficult All

L aemhaenad aaiidda i “,ﬂm ""‘C,,T,....“ -:‘,_?

This works much like it does in Browse. It will allow access to all of the Question Banks
so that you can choose the specific banks to include in the questions.

Since you have already designated the questions to be selected using
Keywords, you did not need to select a folder (Question Bank) here. It is

% demonstrated simply to illustrate the procedure if a search by keywords
was not used.

If you wanted to select questions from a Question Bank with no other
search criteria applied (such as Question Type or Level of Difficulty), you
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would use the Browse Question Bank search option.

13. When you are returned, you will see the folder listed, with the name of the Question
Bank from which it came beneath it.

Limit by difficulty level: This feature allows you to specify the difficulty of the questions
selected. As with Keywords, the difficulty level needs to have been set within each
guestion to enable this feature.

oo TS .
T i
rLimit by difficulty level
Clveryeasy O Ayerage Clwery difficult
ClEasy Clpifficult all
~Choose-Standards Filters

Choose standards

I—Choose Objectives Filters
A RIS R s

You can also filter by Standards or Objectives, if they have been mapped to questions.
That would narrow questions to those that are mapped to the specific standards or
objectives selected. Use the Choose standards or Choose objectives links to select
the desired Standards or Objectives.

LIEasy L Difficult all
rChoose Standards Filters

Choose standards

—Choose Objectives Filters

Choose objectives

" Lw““‘\h‘.»«ww
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You can also search for questions containing specific Text by inputting it in the field next
to the search button.

14. Click the Search button to continue.

Question Bank Search

e ch for Questions  acdd 10 your assessment. To $0kCt 3 Question or 10ide of Questions Clck 1he chackbox naxt I T
[CSemch] g Seuren

Mivanced search options

15. All questions that meet the criteria set will display. You can edit or delete any of the
guestions, or check Select all on this page to choose all of them.

Search Results

Deselect questions which you do not want to be included in this ques
[“Iselect all on this page

o/, Multiple Select

/| Newton's three famous laws of motion include these

DEMO ANGEL1 > World History > Chapter 1

g Multiple Choice
Who s credited as being the first person to reach

DEMO ANGEL1 > World History > Chapter 1

g Multiple Choice
Who is credited for inventing the wireless radio?

DEMO ANGEL1 > World History > Chapter 1

o/, Multiple Select
/| Who are the first two European mariners credited

DEMO ANGEL1 > World History > Chapter 1

nzc
Fill in the Blank(s)
In 1946, 1. Presper Eckert and John Mauchly created the

- bt AeDCRANR gttt strran AN ot daa s 8-

16. Click the Save button at the bottom to add this Question Pool to the Assessment being
created.

How to Use Question Banks: Creating an Assessment with Question Pools 156



M select all on this page

of,| Multiple Select
J Newton's three famous

DEMO ANGELL = World History

W Multiple Choice
Who is credited as bein

DEMO ANGEL1 = World History

W4 Multiple Choice
Who is credited for inv

DEMO ANGEL1 > World History

| Multiple Select
J Who are the first two

DEMO ANGEL1 = World History

DZE
Fill in the Blank(s)
In 1946, 1. Presper Eckert an
the name .
1

DEMO ANGELL = World History

[ Save | || Cancel |

et " u‘\_“ﬂ‘\.‘\

The Question Pool has now been added to the Assessment. It will appear as a single
item on the Assessment (Question Pool) along with the total point value of the pool.

Add

Assessment Editor ] At a Glance

Question Set  Preview

Question Set: Questions

A alal

— b 3 P | i ol
AU AT S LT UL I\:jul ==t e TG L ST [ Sl L=t

o 1. Question Pool

(5 points)

17. To view a sample test, click Preview.
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Assessment Editor_| At 3 Glance I !

Add Question Set | Preview

Question Set: Questions

Add Question Configure  Selec

O 1. Question Pool

N g AR o A RS e o

The preview will only contain the number of questions to be randomly drawn from the
pool (in this case, 5 questions).
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Who are the first two European mariners credited
[ 4) Leif Ericson

e christopher Columbus

Cc) Thorfinn Karlsefhi

CJpy amerigo Yespucci

CIE) wheris Waldao

Who is credited for discovering the antibacterial me
O &) Louis Pastuer
Op) Edward Jenner
O ) slexander Fleming
QD) Jonas Salk

MNewton's three famous laws of motion include thes
[J &) Speed

Ce) velocity

CJc) Mass

CIp) vector

CJE) Energy

CIF) Gravity

Who is credited for inventing the wireless radio?
O &) Vladimar Zworykin
OB) Thomas Edisan
O c¢) Guglielmo Marconi
O D) David Sarnoff
OE) Edwin Armstrong

In 1946, 1. Presper Eckert and John Mauchly created
L |

=

Done | Show/Hide Answers |
-»A...anls.-. M“WW

)
e

order to take it.

y To take the test just as a student would, change to Student View and then
“y  migrate to the Assessment. The Assessment would need to be enabled in

How to Use Question Banks: Creating an Assessment with Question Pools

159



How to Create a Secure Assessment

The Assessment component in ANGEL has options for creating a more secure test
environment. These options can be selected at the time the Assessment is created within the

Settings environment. They can also be changed at any time by returning to Settings within the
Assessment.

Just as in the classroom, no online test can be made completely secure.
A However there are options that can make it more difficult for students to
share test questions or to look up answers while taking the test.

To discourage academic dishonesty when giving a high-stakes exam,
&8 consider having online users use a test center or proctor. Essay and
short answer questions also encourage originality.

1. Create the more secure test by going to Lessons > Add Content > Assessment.
Select the Advanced settings to be able to access the options that are needed.

L
—| :
v—| New Assessment j

Settings: O normal| © advanced

Content | Access l Interaction I Review I Automate Assi

r—Page Setfings

| tl
*‘\“\\W“'\M‘.M*A'm‘"*..W”""W"muﬂ“'\-

2. Click on the Access tab, AFTER completing any needed instructions and information in

the Content section. Set User Tracking to Students Only. This will allow you to track
all student activity pertaining to this test.

Adding a password is recommended if the student will be taking the test
1k in a testing center or will have a proctor deliver the test. Give the
password to the testing center or the proctor to be released to the student
at the time of the test upon proper identification.
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7C0nbent Access IInteractlon ; Review Standari

— ACCESS Tram
. _
Iser Tracking Students Only
—View Restrictions
D not allow users to view this item
Students
S W TR VT SN AA‘\M “nineBote. o . "‘\--Al‘

3. Team Access should be set to All Teams unless you need to set different parameters
to students in select teams. Set the Start Date and End Date as well as their times.

Al Teams  »

January ) |20 [w), | 2008 (w|[FF]] AM 08 [w):

M vanuary  v] 22 (v, 2008 [v/[F]) PM 11 (v
-

"*’ﬁw—k W* e wa‘-,..w

Start Date indicates the date and time when the Assessment will be
VISIBLE to students.

End Date is the date and time when the Assessment will be HIDDEN from
students.

% Start and End dates do NOT determine when the test is actually available
to be taken; they only specify when the Assessment link is VISIBLE. It is
the Enable and Disable options that determine when the test itself is able
to be taken. These options are further explained elsewhere in this
Appendix.

A When setting the Start and End dates and times, be sure to check the
box next to each one or else the settings will not be saved.

4. Select the security level (Browser Security) for the test. For an online test, the Medium
setting will offer the most security. The High setting can only be used in computer lab
settings where the Secure ANGEL Browser can be installed on each computer. The IP
Filter could only be used in controlled settings to limit test-taking to just those computers
with specific IP addresses.
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—Edit Resfrictions
Editable By ' Course Editors 71\'}'

Ohiect Editable By | Course Editors v ]

—Internet Security

Browser Security None - no bBrowser securify Vir'nposed iZ|
None - ho browser security imposed
2 Vlediurn - disable right-click, print, etc.

- High - requires Secure ANGEL browser

IP Filter

PSS SRRy v = S PSP - gl . g PRV Er ST TR N,

A While the Medium setting does prevent using the right mouse button for
copying, printing, highlighting, and so forth, it is NOT 100% secure.

5. Go to the Interaction tab. Set the Date Enabled date and time, and also the Date
Disabled date and time.

tent | Access | Interaction | Review | Standards | Objectives | Automate

Date Enabled indicates the date and time that students are able to access
and take the test. Date Disabled is the date and time when the test is
% closed and students will no longer be able to take the test.

This is different from the Start Date and End Date. Those indicate when
the Assessment link itself is visible and do NOT govern when the test is
actually open for students to access and take.

e For a more secure test, make the time period for students to take the test
H\ very short, perhaps just a few hours. The longer the test is available, the
more time students have to share information about it.
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El \ Remind students that they need to begin the test as soon as possible in
¥ order to allow enough time to finish it before it is disabled.

When selecting the Date Enabled and Date Disabled dates and times, be
A sure to check the boxes next to each of them, or else those dates and
times will NOT be saved.

6. Inthe Display Mode section, choose the Question at a time option. This will display
guestions only one at a time and would make it more difficult for students to copy or
otherwise record each question because of the time it would take.

—Display Settings

O all at once

Al questions are displayed in a ample bzt on a single page.

O Question set at a time

Oyedtions displaved ane guettion zot at a time,

¥ Question at a time

Display questions one at 3 time,

[Jshow question titles
e s soniiE S Mhenann n ,?.V;”A.‘,.-\ R SRR SSTEPP ¥ ¥ SeTp

7. Selecting the Question at a time option opens up additional options. For a more secure
test, select Randomize the order in which questions are delivered, Randomize the
order of each question’s answer options, and Don’t allow backtrack. The other two
options would likely make the test less secure.

[FlRandamize the order in which questions are delivered
[FlRrandomize the order of each question's answer options
I Dan't allow backir ack

U pisplay feedback after each question

Ll correct answer must be selected before next question is presen

TR Mh“mw“"“- _..““M__‘__—h-ﬁmm .M_h_

Randomizing the order of questions ensures that each student has a
%& different test, at least as far as the question order is concerned.
Randomizing the order of answer options further enhances this difference.

A If you choose to randomize the order of answer options, be sure that
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such is appropriate for your test answers. If you have answers such as
‘only A and B” or “All of the above,” this option will not work. If you do
select this option, however, you can edit individual questions to NOT
allow this randomization.

Not allowing students to backtrack (that is, to go back and change
answers or to answer questions they have not yet answered) prevents
students from looking up answers and going back to change them, or from
@ getting help and then making changes. (There have been instances of
students telephoning others and asking for look-up help while they went
on to answer questions they knew; and then later going back to answer
guestions for which they received help. “No backtracking” prevents that.)

A When you use the Don’t allow backtrack option, it is important to inform
students that they won't be able to go back and change their answers.

For an even more secure test, cause its questions to be randomly drawn
from a Question Bank using a Question Pool. This allows you to have a
specific number of questions randomly selected from the larger supply,
thus creating a different set of test questions for each student.

See How to Use Question Banks: Creating an Assessment from a
Question Bank and How to Use Question Banks: Creating an
Assessment with Question Pools” for information on how to do this.

8. Inthe Submission Settings section, you have options as to how many times the test
can be taken and also how unanswered questions will be handled.

For a secure test, leave Mastery Settings blank and set Attempts Allowed to 1.

With the questions being delivered one at a time and no ability to go back and change
previous answers, setting Validation to Allow, but issue warning will activate a pop-up
window advising students after they did not answer a question and giving them the
opportunity to answer it before moving on, or else to go on to the next question without
answering the present one. The Do not allow option will not let them go on to the next
guestion until they have answered the present question.

Using either the Allow, but issue warning or Do not allow options can
e safeguard against students accidentally submitting the test before all
'/\g‘f questions are answered. Pop-up windows appear reminding them when
questions have not yet been answered and prompting them to resolve the
unanswered ones.
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Adding a Save Option would allow students to save all answers, and then they could
potentially leave the test and return to it later. Because all answers are automatically
saved, leave this unchecked.

Anonymous Mode should be unchecked for a secure test.

nission Settings

[CJ1f score is above % deny additional attempts

1 v

Validatior  Allow, but issue warning | v

__, Ootion Do not alow (
v Alow, but issue warning

Alow without warning
[CImake submissions anonymous

A N T M
ROV IMOUS IYioQe

In the Time Settings section, you set the Time Limit for the test as well as other

options.
-Time Settings —
Time Limit ~
L Unlimited
] ©Limit to: 60 | minutes
Time Warning

O No warning

®warn Smin |¥ before time expires

Automatically submit assessment when time expires
NEERP Yy e R e ey VL

Keeping the time limit fair, but not generous, will prevent students from
having more time to look up answers or consult with classmates. Having

% the test automatically submit when the time is up will add to this security.
Putting in a Time Warning is up to you, but students probably would
appreciate the “heads up!”

Warn students that once they begin the test, “the clock starts ticking.”
Even if they stop taking the test and close ANGEL, the clock keeps

A running. Once the allotted time has expired, the test submits even if they
have not finished it. If they leave ANGEL and time expires in the
meantime, the test will submit the moment they log back on.

9. Go to the Review tab. This section governs the type of feedback information that will be
available to students once the test has been submitted.
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10. For a secure test, choose List only as the View Submission History option. You could
also choose Disabled. “List only” will give the score for the test, including the number of
points earned out of the number of points possible. “Disabled” will not provide any
feedback.

If choosing Disabled because you do not want students to see their
% grades, you might also want to check Hide assignment in Gradebook
when setting up the assignment as a Gradebook assignment.

Review Availability gives you the option to allow students to see additional information
about their tests at a time you specify. Set the date on which students can begin to
review their tests, and input how many days the Review period will last.

% For a more secure test, do not allow the Review to occur until AFTER the
test has closed to all students, and keep the Review availability short.

Feedback Options allow you to specify exactly what information will be available to
students during the review. Check all options that apply.

If this is a test that you intend to use for future classes, be careful what

A feedback you allow students to view. If they can view the questions and
the answers, they can potentially copy the entire test and share the
information with other students.

If you don’t want students to be able to see their own tests, but do want to
be able to give them feedback, consider some alternatives:

i Use a course wiki, blog, or discussion forum to give the entire class
(A general feedback about the questions that were missed most often.

Conduct a Live Office session and give individual students specific
feedback about their tests.

Email students with specific information about their test results.

pent | Access  araction  Review | Standards | Objectives  Avtomate  MotaData | Assignment

«

ZIRe ! days aftir | Speofc date ¥ | iy ¥ 20 %, 2007|122
L
Rave o 1 days after review begins
Reetyr it review unth ol guestiors are graded

ASLESUTING COMESston »
Flrightor wrong 2] Question test

71 Areywer oy YIGrackr romarks ¥
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11. Go to the Assignments tab and input all settings needed for the test to be recorded in
the Gradebook and then Save the settings.

Create a practice test with the same settings as the real test, so that
students will be familiar with the testing environment and will understand
@5 the limitations that have been set. This is particularly important when
¥ guestions are delivered one at a time with no backtrack, so that students
realize they cannot skip questions with the intention of going back and
answering them later.

For more information about setting up an Assessment, see Assessments:
F@ Understanding Options and Settings; Creating an Assessment’s Content,
' Access, and Interaction Settings and Assessments: Understanding
Options and Settings; Review and Assignment Settings.
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How to Create a Pass/Fail Exam

You can create an exam that has a Pass/Fail outcome by designating the percentage score
that needs to be attained in order to pass. The grade that the student sees will then either be a
P or an F, or whatever other label you would like to display in the Gradebook.

1. Set up the Assessment in the course and add questions.

See Assessments: Understanding Options and Settings; Creating an
Assessment’s Content, Access, and Interaction Settings and
Assessments: Understanding Options and Settings; Review and
Assignment Settings.

When setting up the Assignment section for this Assessment, set the Display Setting to
Letter Grade.

A This method will ONLY work if you have not set up any other criteria for
Letter Grades within the course.

2. Gotothe Gradebook in the Manage section.
3. Inthe Gradebook, go to Grading Scale in the Gradebook Management section.

Vorw '7-'.1'_!'
21 CateQoees v
Al Users v |Go |

| PP OISO

et NP &--ﬂM""M e e e R

4. On the next page, input the label that you want to have display in the Gradebook for a
passing grade (for example, P) and then input the Minimum Percent (that is,
percentage of correct answers out of total questions) needed for a passing grade. Click
Add New to proceed.
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Home || Course > Lessons

)" Grading Scale

1 Minimum

i Label Paorcant

Y |Ip |75 ||add New
E;

) | << Back To Main Menu

%

R ‘Y’“*‘ A - L, | it

5. You can then input the label for a failing score (for example, F) and set the Minimum

Percent as 0 (zero). Then click Back to Main Menu.

GI'.EJlj_’jl[‘ir:j Scale
rinimum
Percent

| P [ 75 |EditDel)

'Fu [ 0 ' Add New

1

<< Back To Main Menq(

- e fnts ot A0 sn s i ans,

Label

’\ The labels do not have to be letters. They could be “+”and "-" or any
H other single-character text.

When students view their grades for any assignment set up to display as a letter grade,
they will see either a P or an F.

Quizl (10 pts.)

N PSPy =Y ST TR

'M“'U*\’.
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How Students Can Reenter an Exam

When students take an Assessment, they can be given the option to save their answers and
return later to complete it. Some examples are a “take-home” type of exam with essay questions
that do not have to be answered at one sitting, or an untimed open-book exam.

1. To allow students to save and return at a later time to complete an Assessment, the
Save Option must be selected in the Settings. This is located under Submission
Settings within the Interaction section. Check the Show save button to activate it.

r—Question Set Defaults
[JRandomize the order in which que}
[JRandomize the order of each ques
Don't allow backtrack
Display feedback after each questi

Correct answer must be selected

—Submission Settings
CJif score is above % deny a
Attempts Allowed | 1 el
Yalidation Allow, but issue warning | v
Save Option [¥] Show save button

A TONEINOLS IVIDCIE o dabiien, o o8B oo s famalniasttt.

If using this option, you may NOT want to also check the “Automatically
A submit assessment when time expires” option. Checking that would mean:

if students did NOT return within the time limit, the Assessment would

automatically submit (unfinished) as soon as they tried to reenter it.

2. When students take the exam, they will see the Save and Continue Later button at the
bottom of the questions screen. If the exam is set to deliver questions one at a time, or
one Question Set at a time, the button will appear on each screen of questions.
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3. Compare the Nixon administration's efforts to eas
accounts for the different approaches used?

HTML Editor

el D s o

Warn students NOT to click the Submit button until they have completed
A the entire exam. The Submit button does just that: it submits the exam for

grading. Once it has been submitted, it cannot be reopened again or
reentered for students to resume.

3. When Save and Continue Later is clicked, a pop-up window appears — advising
students that their exams can be saved and not submitted — also with an option to

cancel this action and immediately continue with the exam. Click OK to save and
continue later.

Your answers will be saved, but the assessment will
not be submitted.

Click Ok to finish the assessment later or Cancel to
continue taking_he_as.«ass.rent
_PM.JL_.%_J

4. When students are ready to reenter the exam, they will open it and immediately see this
option to resume the exam:
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2 Exam 1 '

Due January 25 at 8 am

&vailable: Yes, Max Sttempts: 1, Review: Full, &nonymous: No

Resume Exam 1

e L S SR Ao S "

5. When students click on the proper Resume link, they are reentered and may then
continue taking the exam.
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How to Grade an Essay or Short Answer Question

ANGEL allows you to grade essay and short answer questions by using a “blind” approach with
the Grade by Question option. This allows you to grade essays and short answers without
knowing which student submitted them.

When you log into your course and check the Tasks menu, you can see if you have any
answers to be graded. In this example, you see you have three (3) Ungraded Items.

1. Clicking on the “+” next to Ungraded Items expands that item and shows what needs to
be graded.

4+ Milestones (3)

4] Personal Tasks (0)
4+ Unread Mail (0)
=|Ungraded Items (3)

i=JExam 1
Martin, Alice
3/8/2008 2:20:59
PM

Winkler, Rick
3/8/2008 2:24:32
PM

Hart, Ross
3/8/2008 2:25:37
PM

Contents
What's New
Tasks I

SR pasatnn e

2. To grade by question, go to the proper Assessment (in this case Exam 1, as noted in
your Tasks menu) and click on Utilities.
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' Module 1 ’

Add Content Rearrange Settings Reports

&—1 Exam 1
./:i settings reports | utilities Jdelete

I Working with Powerpoint

L. R R ,“‘pﬁh«.ﬂ« ngaead

3. In Utilities, click Grade by Question.

4. The following screen shows what question needs to have its answer(s) graded and how
many responses have been submitted. Click on the response number (in this case “3”).

f —
v—
Exam 1

Ungraded
Submissions

Questions

3 Describe the 3 stages of General Ad

=B & s SR AN A gt eina At s pRA s ‘W“\

5. Scrolling down the next page, you can see all of the responses submitted for that
guestion. You also have the option of selecting the number of responses to be displayed
at one time, whether the student’s name appear with the response, and whether any
“correct answer” text should appear at the top. Check your option choices.
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Fxam. i

view submissions: 25 [»! [LGo.] [ view student names [] view answer text

Question Text
Describe the 3 stages of General Adaptation Syndrome.

Response
The three stages of the GAS are alarm, resistance, and exhaustion. Alarm is
while things like blood pressure and hormanal actuvity may increase, Resistance
soping with the ongoing stressor. Exhaustion occurs when the normal funtioning i
At this point the smallest thing could cause a breakdown,

1}

Score Comments

)mmu

6. Evaluate each response and input your score for each, as well as any comments you
want to make. Notice that the HTML Editor is available to be used if you want to apply
any formatting, add images, or post hyperlinks.

Response

1. Alarm- When the stress first happens. May cause hormones
Resistance- If the stress continues, the body may try to sustain
as possible. 3. Exhaustion- Too much stress can lead to a brea

s;:qr_e Comments
3 | Very good.
3 points max
HTML Editor
Response

» Alarm:When a stress first occurs and the body reacts by incr
hormones. Resistance: The stress continues and the body tries
as normally as possible, Exhaustion: The body can no longer c
the stress continues or worsens the physical demands on the |

death.
Score Comments
3 | Very complete answer.|
3 points max

e At Gy AP AR AR ot .

7. Each score will then be appropriately added to that student’s total scores for that
Assessment.
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How to Increase the Maximum File Size for Drop Box
Submissions

By default, ANGEL does not allow students to submit files any larger than 2MB (2,000,000
bytes). Sometimes this size is too small, especially if students are submitting files with images
or PowerPoint presentations. This setting can be changed within a course by creating an
Environmental Variable.

Your school may also have limitations on the maximum file sizes allowed
for submissions. Before changing these settings, it is VERY important to

A check with your ANGEL administrator to ensure that you do not exceed
these limits and that you are adhering to policies already established. Your
administrator may also prefer to change the file size allocation globally,
rather than have Instructors do so at the Course level.

1. Go to the Manage tab in your ANGEL Course and click Environment Variables in the
Course Settings section.
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General Course Settings
ne Modify settings such as title and
URL for this section,

Course Theme Selector
Change the colors and fonts used
for this section.

Tab Settings
Control which tabs are displayed

and where they link.
‘Environment Yariables |
: 5 t
variable settings.

Mail Settings

Edit course mail settings.

2. On the next screen, click Add a Variable.

Course Environment Variables

‘ f ANGEL - All Users
Add a Variable

User
| All Users [v]

Edit | Delete | ENABLE_OBJECTIVES

3. Forthe Variable Name, input DROPBOX_MAX_MB.
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Course Environment Variable Editor
Introduction to ANGEL - All Users

varlable Name.
[DROPBOX_M&X_ME| ‘
RTRE TSN ‘_w.‘.‘, W.\ .J\\‘-w

4. Inthe Variable Value box, type in the new file size (in megabytes, or MB). Do not
exceed the limits set by your school policy. Then click Save.

Variable Name
fDRDPB 0x_Max_MB

Variable Value
]

| Save || Cancel |

R RPN

The new value is now established. In this example, students will be able to submit files
that are 5MB or less in size (but not greater).

Course Environment Variables
Introduction to ANGEL - All Users

Add a Yariable

User

Al Users ]

| Exit Course Variables |

LRI ¥ w@,‘*s WM

Consider alternatives to large-size file assignments when possible:

b,
R

E Have students save files as PDF files. There are several free programs
available on the Internet that will convert presentations and documents to
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PDF format. Microsoft Office® 2007 also has the ability to save as PDF.

If the assignment is a PowerPoint presentation, have students use
smaller-sized graphics and few, if any, animations. PowerPoint
presentations with sound, animations, transitions, and larger graphics
(especially digital photographs) greatly increase the file size.

If using digital photographs, have students use digital editing programs
(often packaged with digital cameras) to reduce the file size.

Use a file compression program to create “zip” files.
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How to Grade a Drop Box Assignment

A Drop Box Assignment can either be submitted by inputting text into the Message Box or by
uploading a document file. Once submitted, the assignment can be graded within the Drop Box
and the grade will go to the Gradebook if it has been set up as an Assignment. The Instructor
can download an attachment, make comments on it, save it, and then upload it again for the
student to read.

1. Set up the Drop Box, including setting it up as a Gradebook assignment. During the
setup, decide if you want students to input their answers as text in the Message Box, as
a document file, or if either would be acceptable. In the Submissions section of
Settings you can disable either feature.

If the assignment is lengthy, it is a good idea to disable the Message Box.
Otherwise students could copy and paste their entire text into that window
;- with the end result being a large, unformatted, hard-to-read document!
¥ Even though the HTML Editor is available to format the text, most students
will probably not use that feature. The Message Box is best used for short
assignments.

d Assignment 1

Settings: ® normal O advanced

-
Content | Access | Submission | Review

—Submission Settings
1 bl
| Disabled [+
Enabled |v|
“ranadtcs At ¥ T Sarn g g PO

2. For this assignment, you are disabling the Message Box and only allowing
Attachments. Also, students can only submit once, but they can submit more than one
document at that one time.

.. Advise students of the file types that are acceptable for submission.
Ly Students may have a variety of word processing programs and could
submit file types that you cannot open or read.
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3. Include any special instructions, such as how you would like the assignment to be titled.

Save all settings.

Student submissions can be graded in two different areas of the Drop Box. Each area

works the same, so it is up to the Instructor to decide which to use.

4. When you click on the Assignment Drop Box link in Lessons, you will see the student

submissions at the bottom. Click on the submission title to continue.

Submissions

| iert /2 bmittard User ID
i

Assignment 1 Sparrow, Salll (ssparrow)

10: 12:18 PM

LRages: Previous | Next | 1
0S5 | -—A.._.M‘"A_“mdaﬁ

5. The following screen will appear. Click on the document title to download and view it.

Grade

points{20 max.)
Remarks

ABR- B I U QS

-\

Attachments

[] send as mail message to user

Assignment 1
Subritted by Sparrow, Salli {(ssparrow

Submitted Files

_J Salli_Sparrow.docx [10142 bytes)

" BeRaa MAANQ.’.‘
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OR go to the utilities link for that Drop Box.

‘ |
;|

77 Assignment
i settings reports | utilities Idelete

== ‘II New Orleans

""-"-AA. o RRPPETRON s

6. On the next screen, click View, Grade or Delete Submissions.

g JAssignment 1

Ltilities Menu

Yiew, Grade or Delete Submissions

Review and grade submissions to this drop box

Export Submission and Grade Data
Export submission data to a text file
Associated File Manager

Upload and manage files associated with this item

Flove Item
Mowe this item to another folder
Export Item

Export this item to another section

Download Submissions
Download files submitted to this dropbox.

- ol -WW*MM_’W

7. You will see all students who have submitted the assignment. Click the Grade button
next to any one of the student names to continue.

UG5 5 SIS s

Subject / Subimitted User 1D Grade
Vg | Grace | pelte | Assignment 1 Sparrow, Salli (ssparrow)
submitted 1/19/2008 10:12:18 P

T ...\.,,M S

The screen will be the same as the one accessed using the other method.
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Grade

points(20 max.)
Remarks

Ae- 8lzluge

A

Attachments

[] send as mail message to user

Assignment 1
Subritted by Sparrow, Salli {(ssparrow

Submitted Files
J sali Sparrow.docx [10142 bytes)

"R MAAN“'“

Click on the file to download and open it in your word processor.

Add comments to the document. Using a different color will help differentiate Instructor
comments from the student writing.

20 Soacrow

Mty 34, 2008
Atsgamensl

IN TS DICDUNE, yOU C 580 A wiid FRnZow with B The COIS, and DENnd 1 5 & Tamner anaow. The siy
hiter ciouds. | i

53 dack blue dotsed with goid-tindg [speiiing ea1o1) ciouds and Whagy [1pe g oinod) w
i 1 eyt have Dean raiming

———— .-g\w‘.‘-‘ww..‘._"w M]

Another method would be to use the Track changes option in your word
processing program to identify and illustrate any corrections you make
within the document.

)
R
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10. Save the document. Use a different file name to differentiate it from the originally
submitted file.

1<)

sgrek | Seve a8 LD | wiord Document {*,docx)

q Fe pame: Sl _Sparrowcomect] doc £

v

@. AP e O B .w“w...‘.«‘-@

11. Return to the Drop Box and click Attachments to upload the corrected document

Attachments

] send as mail message to user

Assighment 1
Submitted by Sparrow, Salli {(ssparrow) on

Submitted Files
1N Sall Sparrow.docy (10142 bytes)

] "“"W—W“-w

12. A pop-up window will appear. Click the Browse button to find the file to upload.
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Attachments
Fpigadaﬁle
[_Upload File_|

Uploaded Files

— w3

o

==y

1

13. Locate the file, click it, and then click the Open button

Look i | £ dropben x O# @
|4 _Sparroveccerect.docx
L Eeopieg
Recent ) dropo2. oo
i drop03.109
5 dropD4.1p0
@ X drop0S.ipg
Desilop 2 dropos.ipo
B crop0?.509
| ) dropis.i00
J B crop0d.ipg
Ny Docims I@Sal.!oumme:t.dou I

My Coerputer

Fie name:

My Network  Files of lype: AlFies

Mg pei e

14. The pop-up window will reappear. Click the Upload File button to upload the file.
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Attachments
Upload a File

{C: \Documents and Settings\Njw

( leoggfile' Ill[. Drag:nDiop_|

T s g S g N.'»-N“

15. The uploaded file will appear in the Uploaded Files window. Click Finished to continue.

Attachments
Upload a File

| .Browse.... |
| UploadFile | [ Drag:n-Drop |

Uploaded Files

Salli_Sparrowcorrect. docxe:
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16. The corrected file will now appear below the Attachments button.

i Attachments:

lj Salli_Sparrowcorrect.docx (10509 bytes)
[T Send as mail message to user

Assignment 1
Submitted by Sparrow, Salli (ssparrow) on 1/1

Submitted Files

. Salli_Sparrow.dacx (10142 bytes)
U ~.___W~_'~.wMWMM

17. You can also input any other comments in the Remarks window. Enter the Grade in the
Grade box.

18. Click OK at the bottom to finish.

Grade
15 |points(20 max.)
Remarks

J@g- B Z U Q8RR F

Please see my comments in the file below.

Attachments

L sal Sparrowcorrect.docx (10509 bytes)
[] send as mail message to user

[——}
‘[, 0K ]|L.Cancel ]
- ASSIANMENt Lo o™y ononn,
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The Assignment now has a grade when viewing grades in Utilities. This grade will also
appear in the Gradebook if it has been set up as an Assignment for the Gradebook.

2 JAssignment 1

Subject s/ Subnvtted User 1D Grade (20 pts

1 | Assignment 1 Sparrow, Salli (ssparrow) 15
Romtted 1/14/2008 10:12:18 PM
A AN -A\,vb-‘-*—“’ M--M"‘-"-‘\M“"."‘M-.w

Students will see their grades when they return to the Drop Box or view their grades. If
they click on the link within the comments, they will be able to see the corrected copy
uploaded by the Instructor.

sar Raviww Erabled

Kosct Grack (20 pts )| Commeants
Assignment 1 15 Phaace cBe My Comments n the fie below
somitted 1/14/2008 10:12°16 AM S SOOWCone x (1/15/2008 8:19:48 PM)
Pages: Praviess | Next | §

AN L\ et - MmO B8 Mt AT A ren, e a B N
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How to Grade Drop Box Submissions Offline

The Drop Box tool in ANGEL has a “batch download” option that allows you to download all
submissions from a specific Assignment Drop Box, grade them offline, and then upload all
graded submissions with any comments and/or attachments back into the ANGEL Course.

1. Go to the utilities link for the specific Assignment Drop Box and click on it.

;_lModuIel

Add Content Rearrange Settings Reports Utilities Delete

-~ Exam 1
;‘_] New Orleans Sights: French Quarter, Pr

'gﬁ\ ]Assignment
settings reportq  utilities §delete

> ] New Orleans
s *-w"'\r*”‘""“‘“*r‘**u"' Al

2. Select Download Submissions on the next page.

ﬁ_]Assignment 1

Utilities Menu

Yiew, Grade or Delete Submissions
Review and grade submissions to this drop box

Export Submission and Grade Data
Export subrnission data to a text file

Associated File Manager
Upload and manage files associated with this itern

viove Item

Move this item to another folder
Export Item
——bxnartthisiterto another section
Download Submissions

Download files submitted to this dropbox.

| Done |

T i SRPTIR
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3. On the following page, select whether you just want to download ANY ungraded
submissions or ALL of the submissions. In this example, none have been graded yet so

either option can be chosen.
4. Click Download to continue.

Download Submissions

Utilities > Download Submissions

Instructions: Select which submissions to download a
| and double click "Grade.htm". Fill in the grade informati

Download...
wngraded sub[nissions_[ﬁ items']ﬂ_I lJy

—_—
| Download ]I. Cancel ]

‘ Sasacy: ‘W. ""TW'M"“‘" A

Firefox®: If you are using this Internet connection (browser), you will be prompted either
to Open the file (with a specific program) or to Save the file to disk (your C: drive).

Choose Save to Disk.

~

E“'Opening f)roox —1 G-E.zi ‘

You have chosen to open

=) Dropbox 2-16-2008.2ip
which is a: Compressed (zipped) Folder
H from: hitp://alpha73.angeleaming.us

What should Firefox do with this file?

4

:I _Q_Qm.uh_: EmpressedFolder (default) ﬂ

(3) Save to Disk
["] Do this automatically For Files like this from now on.

Lo |l concel |

g MN-M-“LW U\W'L AP an RO

Internet Explorer®: If you are using this Internet connection (browser), click Save.
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- —

-~ Fil.c bownoad

Do you want to open or save this file?

n Laj Name: Dropbox_2-16-2008.2p
Type: Compressed (zipped) Folder, 36.5K8

From: alpha73.angellearning.us

2 ‘ 4
[_0Open J|L__seve JI[_Concel ]

W'hile files from the Intemet can be useful, some files can potentially
humyoucotw\xe!. If you do not trust the source, do not open of

. S save this file. What's the isk?

o Q‘Mw.\,\_‘www

Windows XP®
1. To continue the offline grading process using the Windows XP platform (operating
system on your C: drive), locate the folder where you want to save these downloaded

“zipped” files and then click Save.

Q Create a folder within the folder where you have all your course files
¥ located, and then download the zipped files into that folder.

Y Flo rame Dropbox 2162008 70
My Network  Save at ype: Compressed [zpped) Folder

oy e ey —

2. Go to the location where the zipped files are now saved, and then click on that folder.

1 el <]

191
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[ DMOT01

View Favorites Tools Help

@ - LI p Search [ij’ Folders v

il Address IE) C:\Documents and SettingsiMNancyE\My DocumentsiDMO101

File and Folder Tasks ) . 2-16-2008,zip

®[} Rename this file

By Move this file

Copy this file

&) Publish this file to the Web

3. The folder will open and you will see several files and folders. Click Extract all files in
the Windows® File and Folder Tasks menu.

ddress L) C:\Documerks and Settings\Nency€ WMy DocumentsiOMO10110ropbor 2-16-2008.20

'./, Alce Martin 2-16-2008 '.J o8 Smith 2-16-2008
LJ Ross Hart 2-16-2008 L/’ S Sparrow 2-16-2

Folder Tasks A

“File and Folder Tasks

e oo | Grade.htm

0 Copy thes He e ‘-;.,:;“J_,.,_.
@) Fublsh this file to the Web
.2, Deleto this fie N

4. The Extraction Wizard window will appear. Click Next to continue.
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Welcome to the
Compressed (zipped)
Folders Extraction
Wizard htm

The extrachion wzard helps you copy fies
froen inside a ZIP archive.

5. The next screen will ask for a location for the files to be put that will be extracted. The
default will place them in a folder in the same location as the original compressed

(zipped) folder. Click Next to continue.

Bl owkic 2 14 2000

Select a Destination
Files inside the ZIP archive will be extracted to the location you
choose.

Select a folder to extract files to.
Files will be extracted to this directory:
lcyE i Dcuments'\DMm 01 \Drobx 2-16-2005

Browse...

Extracting...
( J
[ < Back Next > ] [ Cancel ]

6. Once the process has finished, click Finish.
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_—

(raction Wizard

Extraction Complete
Files have been successiully extracted from the ZIP archive.

Files have been successiully extracted to the following
drectony:

C:\Documents and Setting...\Dropbox 2:16-2008
To see your extracted files, check the box below:
[¥] Show extracted files
Press finish to continue.

7. You will see folders labeled with each student’s name, along with some other files. Click
the Grade.htm file to continue.

Joe Smith 2-16-2008

Randall Renoir 2-16-2008

Ross Hart 2-16-2008 [ Salli Sparrow 2-16-2008

-~ _form.htm _list.htm
HTML Document HTML Document
KB 3KB
- _title.htm
HTML Document
1KB

Vista®

1. To continue the offline grading process using the Windows Vista platform (operating
system on your C: drive), locate the folder where the file has been saved and click on
the folder.
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b Recesthy Changed
B Searches 1

b Pubse

A A It A "“u"‘wvv‘«w"‘*-"}

2. Allfiles will appear when you click on the folder name. Click Extract all files.

Views

~ "B} Exract all files

| Alice Martin 2-16-2008
. Joe Smith 2-16-2008
.. Karen Fride 2-16-2008
.. Randall Renoir 2-16-2008
nged | Ross Hart 2-16-2008
.. Salli Sparrow 2-16-2008

£ _form

e _list

& _title

g, Grade
gy v WW~ N

HTML Dog

3. On the next screen, you can accept the default location for the extracted files or you can
migrate them to a new location. Click Extract to continue.
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. - .- N
&) | Extract Compressed (Zipped) Folders 0 i
£ = F_ ¥y

Select a Destination and Extract Files

Files will be extracted to this folder;

CAUsers\David\Documents\DMOI01\Dropbox 2-16-2008.

V) Show extracted files when complete

Eavorite Links MName Date moddied Type
Do umests ) Alice Martin 2-16-2008  216/008S:26 PM  File Folder
B J Joe Smith 2-16-2008 21708526 PM  File Folder
i M Karen Fride 2-16-2008  2/16/20085:226 PM  File Folder
Mosic Ui Randall Rencwr 2:16-20...  2/16/2008 5:26 PM  File Folder
Fecently Changed JiRoss Han2.16.2008  2/16/0085:26PM File Folder
Searches . Selfi Sparrow 2-16-2008  2/16/2008 5:26 PM  File Folder
Public 2. fom 216/2008 859 PM  MTML Document 9KE
e list 2716/2008 459 PM  HTML Document e
£ tele NEG08EHPM  HTML Documnent 1XB
£ Grade 216/2008 459 PM  HTML Document 1¥B
Al MDA A AR A, tmnn o adn AR ooyt

5. Click the Grade file to continue.
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Name Date moedified Typ

) Alice Martin 2-16-2008 ~ 2/16/2008 5:26 PM
| Joe Smith 2-16-2008 2/16/2008 5:26 PM
. Karen Fride 2-16-2008 2/16/2008 5:26 PM
.. Randall Renoir 2-16-20... 2/16/2008 5:26 PM
I Ross Hart 2-16-2008 2/16/2008 5:26 PM
1, Salli Sparrow 2-16-2008  2/16/2008 5:26 PM
£ | form 2/16/2008 4:59 PM
& _list 2/16/2008 4:59 PM

| title 2/16/2008 4:58 PM
2 | Grade 2/16/2008 4:59 PM
Type: HTML Document
Size: 461 bytes
‘*N‘bmﬂdiw AR,

6. The rest of this procedure will apply to either operating system (Windows XP or Vista).
The following screen will appear once the Grade file is clicked.

Assignment 1 Eronted 3/16/2008 €98 18 P L-_r_qA‘
rg alf
Submissions ' Grade Form ]

1. Laren Frude (7dae?fed- Maemum Poists: 20
20 ([
-~

22162Maag) £)1. Karen Fride (7doe7842- 205044 78-87c- 271 e21bbO0T) submrted 2/16/2008 4:31:41 PA
2/16/2008 4:31:41 *M

Grade: Foaddack E
Assignenart § =
2. Boss vat (abSTR144: 4
!
| 2. Ross Hart {abS70146-80db-4a54-9111-0485633e Lede] submitted 2/16/2008 $:29:10
-
e S ke Yok J B Mo 2-16-2008
| <
2 - - J Mabe & rows fokder
cadRieaiiied) aher 85
2/16/2008 4:33:01 FM @ Ekubda et 3w S00th 2563008
bd Share thes fokder .
P ey T—) ‘/l Laven Frice 2-16-2000 4

o

o oMo10

! .J Fandal Rerce 2+ 162000

Ad .

7. On the left are each student’s submissions. Across the top is the form that will be used
to insert each student’s grade. The bottom right is where the files will appear once each
submission is selected.

8. Click on one of the student’s submissions. Here you are going to click on Salli Sparrow’s
name.
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Assignment 1

Assignment 1 [E]

2. Ross Hart (ab57b146-
80db-4a54-9111-

d485683elede)
2/16/2008 4:29:10 PM

Assignment 1
3. Alice Martin (a517bb1la-
162c-4416-8aa4-

22204ed30cec)
/16/2008 4:33:01 PM
Assignment 1
4. Randall Renoir (c9c4ccd6-
4994-4d14-b759-
7f88d09719ba)
2/16/2008 4:30:24 PM
Assignment 1
5. Joe Smith {(b9ab6cd3-
b2c0-4c28-8e295-

ef55f7a120al)
/16/2008 4:34:01 PM

11}

6. Salli Sparrow (99¢58f81-

271e-454d-b0c4-
Id46dfc83ebce‘!
2/16/2008 4:27:49 PM

| AN LA e

9. Her document will now appear in the lower-right section. The _about.htm file is empty; it
would have data in it if the Drop Box Submissions used the text box instead of uploading
a file as an attachment. Clicking on the Word document (.doc file) will open it for
reading and grading.
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[J 6. salli Sparrovs (99¢58f81-271e-454d-b0c4-d46dfc83ebcee) sub

Grade: | [ Feedback: |
[

[ Send mail messages to users

[.Suome..]

File and Folder Tasks

y - _about htm
HTML Document
3 0KB

) Make a new folder —

€ Publish this folder to H} Sparrow.doc

the Web Microsoft Office Word 97
26 KB

Other Places

10. The document will open up in Microsoft Word or whatever word processing program is
being used to read the documents.

VAL ¢ Sparrow.dos [Compatitiity Modes « Micro0f Word non-commee

Intent Page Layoun Reterences Mattmgy Renew View Enatite

o T K W) E e R ) 'nsa«o(‘nsnatx AaB
I U -hex, ¥ Aar ¥-A- EED .||:"l|&- el ] thomat [ThsSpac. Meaaing

Fort s Farapraen s

S8l Sparrow
Assgnment sl

Whenlook at this picture, | see 3 hand i the pattern of the clowds reaching U the
The skyis 3 dark Diue That Only S8rves 10 e Nuate The Two rendows .4"““"‘ BCros:
‘.__‘_-MW

11. You can make any comments directly on the document for uploading back into ANGEL,
so that the student can read your comments.
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Ju - AWl = e R [ soceod]
U-ahe x, x Aa /Y- A-  EFEJAN )| OH- L

® % Normal

Font e Paragraph

: Salli Sparrow
| Assignment #1
This was a very good pape ked thatyou used different colo
When|look at this picture, | see a hand in the pattern of the clou
The sky Is a dark blue that only serves to accentuate the tworain
e e N "Nu‘ '-.0*--‘-—'“. st AN fp s

12. If you did add comments to the document for the student to read, you need to save the
document. Go to File > Save or click the Save option to save your work.

FERI

H ew

[

Sparrow.doc

access.doc
Open

TR [N

smith.doc

martin.doc

[ j Recent Documents
—
i/

fride.doc

6 renoir.doc

Because both the student file and the corrected file would have the same
file name, you could select Save As instead and save the file with a
different name to avoid any confusion. An easy protocol would be to add
your initials at the end of the original file name.

13. To add a grade for the assignment, go to the top of the Grade page and find the
student’s name.
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Tl [ TS 8 St (e ba 30 2028 BET5-ErS 51 /8 T 208 T | SUUMtey 16/ 2008 S35 0T PH I

Grade: Feedback: (o) 1
|[:]6 Salli Sparrow (99¢58f31-371e-4540-b0cs-d460¢c83eboe) submrtad 2/16/2008 4:27:49 PM

.
Feedback: (= i

<

EEER e

14. Enter a grade. You can add any additional comments in the large window.

15. If you had made comments in the student document, you will need to upload the saved
file copy. If so, click Browse to continue.

[]6. Salll Sparrow (99c58f81-271e-454d-b0cs-d46dfcd3ebee) submeted 2/16/2008 4.
Grade: 13 Feedback:

Flease see the attached document

-----
M
Mf""‘

16. Locate the file to be uploaded and click Open.

Unless you specifically saved it elsewhere, the saved/renamed file
%& (containing your comments) will be located in that same folder with the
student’s name on it.

ookt [ Sak Sparrow 2162008 ~ r- ® c¥ -
\J & :ﬁmvowdoc
e
Ikiop
L/
Fuments
pmputer
File name: [Spurowdac
e e RO prv—. LS
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17. Checking the box next to the student’s name will add it to all submissions to be

uploaded when the grades are submitted.

5. Salli Sparrow (99c58f81-271e-454d-b0c4-d46dfc83ebcee) submitte
Grade: [19 ' Feedback: |C:\Documents and St

Please see the attached document

[PPUDS G SR TS PReT ¥ P P RPONERE P

18. Grade the other assignments in the same manner. When finished, click the Submit

button at the bottom of the form. Be sure that you have an Internet connection
established before continuing. Note that you can also check to have the grades emailed
to the students.

You do not have to grade all of the assignments at one time. Only grades
that have the box checked next to the student’s name will be submitted.
You can return later to grade the others.

1

[V 6. salli Sparrovs (99c58f81-271e-454d-b0c4-d46dfc83ebee) submitted 2/
Grade: |19 Feedback: |C:\Documents and Settirf

Please see the attached document

Send mail messages to users

|

_about.htm
HTML Document

19. The grades are now displaying within the Course.
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Lt > Subomissh

2 JAssignment 1 l

Vorw

Vv
Vv | G

Vew |

| Gras| e Assignment 1 Smith, Joe (jsmith)

Srdde)

Delete | Assignment 1 Martin, Alice (amartin)

| beete] Assignment 1 Fride, Karen (kfride)

| belete| Assignment 1 Renoir, Randall (rrenoir)
belts | Assignment 1 Hart, Ross (rhart)

Suete Assignment 1 Sparrow, Salli (ssparrow) 19

Subject / Submitted user 1D
rbmtted 2/16/2008 4:34:01 PM
submitted 2/16/2008 4:33:01 P
submittad 2/16/2008 4:31:41 PM

submittad 2/16/2008 4:30:24 P

ROMted 2/16/2008 4:29:10 PM

Rbdmttad 2/16/2008 4:27.99 P
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How to Integrate PowerPoint Presentations

Integrate PowerPoint presentations so that they launch directly from your course and will not
require students to download the presentation and run it locally.

Preparing Your PowerPoint Presentation

Saving your PowerPoint presentation as a web page is the best way to include it as a Lesson
item within ANGEL. This tutorial uses the Windows XP operating system.

1. Within PowerPoint, select File > Save As and save your PowerPoint presentation as a
Web Page. Make sure to note the location where you are saving the file (in this case,
your PowerPoints folder).

Save in: [T PowerPaints v @-M@|Q X CiEH - Tods~
Ie
My Recent
Documents
?_‘%
Deskiop
My Documents
-
8
My Computer
;‘)] File name: class-slides v
Iy Metwork =
Places Save as type! | presentation w

PowerPoint’s animations and triggered actions do not always translate into

HTML perfectly. If you rely on these advanced PowerPoint options, you

il\g\" may want to Save As a PowerPoint Show rather than a Web Page. As a
PowerPoint Show, your students will have to download the file before
playing it, but it will perfectly render more complicated slides.

2. PowerPoint will save your presentation so that you have a single HTML file that
launches the slide show, as well as the folder of data files in support of the slide show. In
this case the file name is class-slides.htm, and the folder of supporting files is named
class-slides_files.
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& PowerPoints ‘Z‘ ‘E||Z|

: Fle Edt  ‘View Favortes Tools  Help #

eBack = Q l@ pSearch H__i‘ Folders v

: Address |E} C:iDacuments and Settings|bkochify Documents|\PowerPaints v | Go

File and Folder Tasks

[ Movethe selected items
|D Copy the selected items
(=) E-mail the selected items
¥ Delste the selected kems

other Places

Details

Remember or write down the name of the HTML file that will launch your
slide show (in this case class-slides.htm). You will need this name in
order to execute various steps that follow.

3. Create a zipped file from saved PowerPoint HTML files. You do this by first selecting
both the folder (class-slides_files) and the file (class-slides.htm) — use Ctrl + Left
Click to select multiple objects — and then right-clicking the mouse. A menu appears
where you can then choose Send To > Compressed (zipped) Folder.

& PowerPoints |Z||§| ‘z‘

i File Edt View Favorkes Tools  Help -

@Ba:k @ -Q l@ pSEarch u_i‘ Folders '

: Address ‘E} C:\Dacuments and SettingsibkachMy DocumentsiPawerPoints v ‘ Ga

File and Folder Tasks TE——— b

: Open

@ Move the selected items Explore

Copy the selected items Search...

() E-mail the selected items & snaglt 4

x Delete the selected items ﬁ‘-_?,[urtoiseSVN »
Sean for Viruses...

Details Cuk @ Desktop {create shorkout)
Copy ) Mail Recipient
Create Shorbout @ Ity Documents
Delete
Rename
Properties

4. Windows will then compress the file and you will see the new compressed file appear
within your designated folder (PowerPoints). It is this new “zipped” file that you will
upload into ANGEL.
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'® PowerPoints

- [O/X]
File Edit View Favorites Tools Help W
eBaEk - .Q @ pSEarch [E Folders '
i Address ‘E} C:\Dacuments and SettingsibkachMy DocumentsiPowerPoints "‘ Go

e
File and Folder Tasks 4 Ili-’j class-slides_files

@ Move the selected kems

Copy the selected items E' class-slides Fles
(5] E-mail the selected items | 4,007 KB

Other Places

class-slides
HTML Document
—| JKB

¥ Delete the selected items \
This is the file you'll upload to ANGEL

Details

You are now ready to upload the presentation to your ANGEL Course.

Uploading Your Presentation to ANGEL

5. Next you will upload your presentation to ANGEL by using the File tool on the Lessons

Add Content page.

6. Go tothe Lessons tab and click Add Content.

Lessons

4

Add Content Rearrange Reports Utilities Preferences

Click "Add Content!

7. Click on File (content type).

Lessons
Add Content

Create an Item

) Folder
Create a new folder to organize your content.

Link
Create a URL to link to a document on the World
Wide Web.

File
Upload Zip, Word, Excel, graphic files and more
from your computer.

Game
Adds a crossword puzzle or quiz show content
fterm.

Page
Create a new page of conten

.| Survey
Create a new form or online si

5_" Drop Box
Create a drop box for users to
review or grading.

@ IMS/SCORM Package
Adds a reference to an IMS/S
package.

e A o gyt

.r*-uﬂnr.."—-#
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8. Click the Browse button and select the zipped folder created in Step 3 above, and then
click Open in the Choose file window.

Upload a File

Upload Form

Instructions: Click "Browse" to locate the file then click "Upload File" to adg

File to Upload

Choose file

| AutoDetect e :
e————— Look in: l\_J PowerPoints _'_l
[ Upload File ][ Drag-n-Drop ][E 3 () class-slides_files

A %) class-slides

s My Recent 58] class-slides_files
Fila le“aflw Documents -

(e 1

Desktop 4

My Documents

P R

ot A s _,..4-4._.-.—",.}

9. Title and upload the file (zipped folder) by inputting a Title and clicking the Upload File
button. Leave the File Type setting at AutoDetect.

Upload a File

Upload Form
Instructions: Click "Browse" to locate the file then click "Upload File"

File to Upload

|C:"-.Du:ucuments and Settings*bloch' My Du:u:ur“ Erowse... |
Title

|C]ass Slides| |
File Type

| AutoDetect b |

I Upload File ] [ Drag-n-Drrop ] [ Cancel ]

10. After your file uploads, you'll see the Upload Results page with a File Upload
Successful message.
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Upload Results

File Upload Successful

The file you uploaded is an archive. If you would like to extract its conte
"Extract Files" button. If you do not want to extract this archive, click OK.

Default File
| Directony Listing A

Bl e it I o e

11. Click the Default File pull-down and select the name of the HTML file that will launch
your presentation (in this case, class-slides.htm).

Upload Results

File Upload Successful

The file you uploaded is an archive. If you would like to extract its contents,
"Extract Files" button. If you do not want to extract this archive, click OK.

Default File

Directony Listing w
Directony Listing ~
classslides files/frame htm -

classslides htm
class-slides_files fullscreen Htm k
class-slides_files/masterl1 htm
class-slides_files /masterld htm

lass-slides files /masterd5)
'a,_,_ L T i P -~

12. Click Extract Files.
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Upload Results

File Upload Successful

The file you uploaded is an archive. If you would like to extract |
"Extract Files" button. If you do not want to extract this archive,

Default File
| classslides htm w |

e

—— ..-.r'_""" - .“'-"'--‘"F".'L'—-u

If you mistakenly click OK instead of Extract Files, your presentation will
A be loaded as a compressed file and your students will be forced to
download the file before accessing it.

13. After you click Extract Files, the presentation will automatically load in a two-pane
model, with a list of the slides on the left and the actual slides on the right. You may then
browse through your presentation.

Note that the HTML version of your presentation has four different
presentation and control options listed in the gray bar along the bottom of
the presentation:

Outline — hides or displays the outline for the presentation.

Cutline

Expand/Collapse Outline — expands or collapses the presentation
outline.

Slide Controls — allows users to navigate through the slide show.

€ Slide 1 of 14 =

Slide Show Option — presents the slide show in a new full-screen
window.

Ed slide Show
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How to Set Up and Use Games: Crossword Puzzles

Games can be an effective way to do a formative assessment of student learning, as an
alternative to online testing. You can create two kinds of games in ANGEL.: a crossword puzzle
and a quiz show. Both types of games can be scored and be Gradebook Assignments. To set
up a game, you first add the game and then designate the type of game to be used and create
the game.
1. Go to the location where you want to add the game within Lessons. In this example, you
will go to Module 2.

2. Click Add Content.

2

earrange Settings Report

Add Content

& Exam 1
Due January 25 at 8 am

¢
~.,_W~.ﬂ,‘_.w.%w“j

3. Select Game as the content item to create.
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__IModule 2

Add Content

Create an Item

-

__] Folder

Create a new folder to organize your content,

Link
Create a URL to link to a document on the World Wide
WWeb,

] File
Upload Zip, Word, Excel, araphic files and more from v
compube

Game
- Adds a crossword pugzle or quiz show content item,

¢ | Discussion Forum
Adds a gradable Discussion Forum for collaboration or

Lol IR e s

4. On the next screen, select Advanced Settings to access more options and add a Title
(in this case, Chapter 2 Crossword). You can use the Page Text window to add any
specific directions for the game.
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iNew Game

Settings: O normal @ advanced

Content | Access Autnmaﬁe Assignment \

Title Chapter 2 Crossword

AB- B U- 28" &-
Tg~ Oy~ Stlev Fomatv Fontv Sizev & 7

‘\.LW~-‘M

5. Within the Access section, you can put in a Start Date and End Date and add any other
settings needed. Start Date indicates when the game will be visible to students. End
Date indicates when it will no longer be visible.
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| Content | Access | Automate H Assignment l

—access Tracking

User Tracking Students Only |;]J

—View Restrictions

EIoo not allow users to view this item
:Students (]
i' |
?’W E’J]
0] Januar\,f lVI 29 _],r‘
End Date O [sanuary  [se] [29 [w], |

— Edit Restrictions

Editable By | Course Ecitors [v]

Object Editable By {Course Editors [V_W

6. Use the Automate section only if there are some specific actions to be used with the
game. In the Assignment section, designating an Assign Date and Due Date will add

the dates with the Assignment to the Course Calendar.

i New Game
Settings: Onormal ®© advanced

Content | Access Automate  Assignment

—Milestone Settings
Item completion (v

January (w29 v, [ 2008 (v/[(F])

Due Date February (v |4 [w, 2008 v/[]

Gradebook Settings
I’«“ B SIPTY I VL T M.‘M‘-Q..Mww

7. If this is to be a Gradebook Assignment (meaning that the score will automatically be
recorded in the Gradebook upon submission), then input the Assignment and other

information under Gradebook Settings.
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|

— Gradebook Settings

Assignment !(New Assignment ) [!_ﬂ Edit
Title Chapter2Game
Category {Homework B]H other l

Points Possible ,10

Calculation Type | First submission (s

Display Format | Course Default (v

Ohide gradebook assignment from students

.-W “m‘ W

8. When finished with all settings, click Save.

— Gradebook Settings

(New Assignr

Assignment

Title

Cate gory

Points Possible

—
at | Course Defau

Calculation Type

Display Forg

Chic g’r;::ujetn:u‘_d:: assignment fre

[.Savg | I.,.ng cel |

—MMM\A_ ’M‘_

9. The Game is now in place. To set up the game questions, click on the Game link (in this
case shown as Chapter 2 Crossword).
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(= i
' Module 2

Add Content Rearrange Settings Rep

4—| Exam 1
E Due January 25 at § am

‘ Chapter 2 Crossword

settings reports utilities delete
'MW'

Setting up a Crossword Puzzle:

1. Specify the Game Type that you want to set up. In this instance, you are setting up a
Crossword Puzzle.

ZHChapter 2 Crossword

Settings Reports Utilities Delete

Game Type
I ® Crossword Puzzle

O Quiz Show

i A s g w

2. Add (input) the puzzle’s questions/descriptions and their correct answers. Click the Add
Question button for adding more questions.

3. When all questions and answers have been entered, click Save.

The tab to select to access Live Chat C

Adds sssigned and due dates onto the Calendar during content item set Milestone
Each assignment within the Gradebook needs to be linkedtoa Category,
Content [tem to organize other content within Lessons Folder
Report that shows who did of did not complete an assignment

Button used to change personal information Prefer

o T R MMM”MM‘..*~W,,
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4. After a moment, the completed Crossword Puzzle will load and display. To work the
puzzle, click inside one of the boxes.

#i!Chapter 2 Crossword

fr=—

i

O i I

[ 1]

1
|
|
[

‘“““‘-“‘%«”\Qw-‘-‘w-.wtqw M‘--“-“.“

5. When one of the boxes is clicked, the applicable question will appear and the student
can type in the answer.

The tab to select to access Live Chat

Arswet:

| ...

TN et A s o A st DN AT g i,

If the student clicks the hint button...

pss Live Chat

Hint

T T T T]

\..-.ﬂ\k" et o .“_M.wﬂww!

...the first letter of the answer will appear.
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r

The tab to select to access Live Chat

Answer:

B[ [ [ [ [T TTT]

st an IRt o aieE AR

@ Advise students that they will lose points every time they use Hint.

6. Once the answer has been typed into all the displayed boxes, the student clicks the

Submit button.

The tab to select to access Live Chat

e
Answer:

lOlMIM[U[NlIJCIAITLE]

St

CR —e——— S L PF yu,ww“.,\l ,.,,‘4‘*' SRR — P

7. All boxes are completed using this procedure. If any answers are incorrect, students

retry that answer. They can also use the Hint button.
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Button used to change personal information

Answer:

EEEIEREIER

That answer is incorrect. Please try again.

“m“"‘“‘"““"#’“

8. Here is an example of a completed puzzle:

M| P ]
1] R
L] [w] [F[o]L][p[E[R
E H F
s | 0 E|
7] D | [¢c] [R]
clojmmM{U[N|I[c|A|T|E
N N T [N
E | 1] E| [c]
o &d G| [E]
o o] [s]

—

i

9. Click Submit to score the puzzle.
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2 W-

10. Students will then see their final score that will be submitted into the Gradebook. Click
the Continue button to exit this puzzle.

Your response has been submitted successfully.

Number of questions 6

Number of attempts 7

Number of hints 1

Percentage 96.23 %
[ Continue | <=

TP e
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How to Set Up and Use Games: Quiz Shows

You can create two types of games in ANGEL: a crossword puzzle and a quiz show. The quiz
show is based on a popular TV show; students score by answering questions and earning
specified “dollar amounts” based on the difficulty of the question. The more difficult the question,
the higher the earned score (but no actual prize money).

1. Goto Lessons > Add Content > Game.

FAQs f"’“’"‘”""% Resources | Communicate Re

F Module 1

;JModuIe 1

Add Content

Create an Item

\

_J Folder

Create a new folder to organize your content.

@ Link
Create a URL to ink to a document on the World Wide
Web,

File
Upload Zip, Word, Excel, graphic files and more from yo

d puzzle or quiz show content tem,

s "“ Tarena ok an e A SRR e 2T e N

2. Add and set up the game.

"\é\ =, See How to Set Up and Use Games: Crossword Puzzles for directions on
how to add a game (Steps 1 — 8).

3. Once the Game has been added, you can set up the Quiz Show options. Click the Quiz
Show link; then select Quiz Show as the Game Type.
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@Chapter 1 Quiz Show

Settings Reports Utilities Delete

Game Type

_ O Crossword Pzzle
® Quiz Shaow

Cr

1. Define 1 - 4 Question Categories

4. Next, set up from 1 to 4 Question Categories. Each question will be associated with a
particular category. (Users will be given questions based on the Category chosen).

® Quiz Shaw
Create Questions and Answers
1. Define 1 - 4 Question Categories
Adding Content Gradebook Commurécation
3. Set
2. Enter Questions (at least one per category) Value 4

‘w"‘*—""w“rw'"’”’h“‘“w*\*‘M

5. On each line under Enter Questions: input a question, input (assign) a value in terms
of “dollars” (Set Value) and assign its category from the Assign Category drop-down

list.
Create Questions and Answers
1. Define 1 - 4 Question Categories
Addeny Contert Gradebook Coeenurscation Autoensted
2.E 3. Set 5.
. Enter Questions (at keast one per category) ke V. Assign Category

A bulletin board lor asynchecnous decustions $10 [a]

s | Addeg Cortent |

$ | Commumconcn

$
-EW‘:‘:‘ T e e T SRS

6. Inthe last column (Create Answers), click the Edit button.
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tegory) :\Lifé 4. Assign Category
| $10 | [Adding Content

7. A pop-up window will appear. Input the Answer and click Done. If there is more than
one acceptable answer, add each on a separate line.

f hitp:ffalpha/3.angellearning. us - Edit Quizshow answers - ...

Answers

Discussion Forum

ﬁ
I.Donel Cancel

o smadian s A sdean ot Ry 'W«\

8. Continue inputting all questions and answers. You can use the Add Question button if
more are needed or desired. Click Save when all have been entered.

4 IChapter 1 Quiz Show

Settings Reports Utilties Delete

2. Enter Questions (at least one per category)

AA bulletin board for asynchionous discussions
Similar to a word processor; allows you to input content in web format
‘Glades can either be entered aspointsor ___ '
'\V.Hhatyou cick to assign letter gades
:Repal that shows who.‘did or did not cbmpiete an ngnmenl
(Can click this to immeditely add & mal message
Type of agent to use to Vg«ede an item
Type of agent that runs at speciic time

Add Question

LSave ||| Concel |

Ohehiendy . s e AP AL Aty aana AN
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9. The completed Quiz Show will appear.

Edit Quaitions 8 Settings

fire Dsotet  0000OT

Adding Comtemt Gtadebook Communication Auremated Agonts

$10 $10 $10 $10

$20 $20 $20 $20
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How to Set Up Teams Within a Single Discussion Forum

Discussion forums can be difficult to facilitate if there are many students discussing the same
topic on the same Discussion Forum. One solution could be to divide the students into teams
and then create a Discussion Forum for each team. However, ANGEL allows you to create a
single Discussion Forum and assign it to teams. While each team then only sees the posts
belonging to the members of that team, the Instructor can view the postings from each team
separately.

1. Create the teams and assign members to them. You can either use the Random Team
Generator or you can add them manually, and specifically assign members to each
team.

See How to Create Teams for more information.

2. Create the Discussion Forum. Go to Lessons > Add Content > Discussion Forum.

I—" ] Resources | Communicate

Lessons

Add Content

Create an Item

Y

_J Folder

Create a new folder to organize your content,

A Link
Create a URL to link to a document on the World Wi
\Web,

File
Upload Zip, Word, Excel, graphic files and more fro
computer,

o Game
1 adds a crossword puzzle or quiz show content item,

+ | Discussion Forum
Adds a gradable Discussion§Forum for collaboration

st v oo \,’,‘“w,mm\,‘w‘-“&‘- Al e n IR A,
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3. Choose Advanced Settings, and within the Content tab input the Discussion Forum
Title and any other information needed. Directions for the Discussion Forum can be
typed into the text box.

:ﬂ New Discussion Forum
Settings: O Normal © advanced

Content 1 Access H Post Permissions H Interaction H Stal

—Page Settings

Title fMtidUlé 1 Discussion

TR r
Subtitle \

Directions
AR~ B I U -~ @&vav

Discuss how you might organize content within ANGEL.

J

ILink Settings
Link Tarogt F indow (3]
‘ R L .

4. Gotothe Access tab. Use the drop-down list in Team Access to change to Selected
Teams, and then check the boxes next to the teams that are to be included within this
Discussion Forum.

Content Access, PostPermissions  Interaction Standards  Objectives  Autol

Osabled v
View Restrictions
O
Students v
Selected Teams v
r—Team List
CModuke3
Cveama
|
Marowp-02
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5. Goto the Post Permissions tab. Check the Read, New Post, and Reply boxes ONLY
for every team that is to be included in the Discussion Forum.

Fontent | Access | Post Permissions | Interaction | Standards | Objectives |

—Team Post Permissions
| Read | New Post % Reply
Group-01
Group-02 vl J
Module3 ] O 0

6. Go to the Interaction tab. Change the Mode to Private Team Journal.

LGt Access | PostPermissions | Interaction | Standards  Objectves | Automate | Ass

a discussion to journal mode restricts view of posts | Nomal Decuzsion__ [ ]
0 st users or team members and nstructors. Notmal Discussion

Private Uses Jounal
Discussion Views: ———h

Set default dscussion view and if user i able to change
Varws.

SR b O A IR AL R s At g

7. Continue setting up the Discussion Forum with all needed settings. Click Save to finish.

Reply Subject Lines:

Sets default subject line upon reply to a message.
Enable User Profiles:

Determines if user's profile photo / other information is
displayed when their name is clicked,

Peer Rating:

Allow students to rate each other's posts on a five point
scale,

Show/Hide Fields:

Set which fields display in discussions.

<.

=] ==

: © 2008 ANGEL Learning, Inc. All rights

e PN W.M&-

8. To see postings from a specific team, go to the titled Discussion Forum (in this example,
Module 1 Discussion) and then select that specific team from the drop-down list at the

top of the page.
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\ﬂ Module 1 Discussion

Settings Reports Utiities Delete

New Post l | Thrascad View  |v] | All journals &

“|All journals

[-] Directions &2

| Team-02

Discuss how you might organige coneerncnr ~ni@EL using Fol

'{ -

1

i £OSt Ti ~ mametntiifior,
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How to Create an RSS Feed

You can create a folder in ANGEL that can be read by an RSS Reader. (“RSS” most commonly
stands for Really Simple Syndication, although other terms are sometimes substituted.) With
regard to ANGEL software, it means that if students have set up an RSS Reader and then
subscribe to this folder within the ANGEL Course, they will be immediately able to access new
content as it is continually added and/or updated from within that folder. This type of folder that
is set up within ANGEL is called an RSS Feeder (that is, it “feeds” content to RSS Readers).
Google® Reader, iTunes®, and Internet Explorer® 7 RSS Feed are all examples of RSS
Readers that can be installed on personal computers. Content items that are continuously
added and read by these Readers are often called Podcasts, although this term usually just
applies to audio or video files. Content items in the ANGEL folder RSS Feed can be in any
format that can be viewed on individual computers.

A popular use of RSS Feeds is downloading content to a portable media
device. However, the content used by these devices must be in a specific
@ format (such as MP3, MP4, or QuickTime) in order to be accessible. There
are a number of programs available for both PC and Mac users that can
convert content so it can be viewed or heard on a portable media device.

1. GotoLessons > Add Content.

[““ _esSor: *‘] Resources | Communicate Report A

BB H —ROO=H AA AR,

@3 ULessons

Add Content |Rearrange Reports Utilities Preferences

" 1Module 1

setfings reports ufilities delete

s~ e ammen - o000 4\_;5}*’ W’“‘M\.h.ﬁ_,uwh

2. Select Course Syndication Folder.
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. Create an Item
. » Fokler

Create 3 naw folcer to organae your content,

QJ Link
Create 3 URL ©0 WK 20 3 doCurmRnt on the Workd
Wide Wed,

@l e
Upioad 2, Woed, Excel, graphic fies and more
from your cormputer

_] Page

Create 3 new page of content from soratch

\___‘] Survey
Create 3 naw form or enlng survey

a | Drop Box
Create 3 ©r0p box for users o sbme fies for
review or gradng

_g | Game ,ﬁ IMS/SCORM Package
ASES 3 COSSNONS DUIZie OF QUR SHOW CONTeNt Adds 3 reference 1o an IHS/SCORM content
gem, package

4 | Discussion Forum ™ Blog
Adds a2 gradable Dacussion Forum for coladoration Adds 3 Dlog page where all Lsers Can DSt
o Q&A

\\ wiki ii Course Syndication Fokler
AZ2s 3 wio Dage whara usans G frealy 00% each Create 3 new Course Syndkaton Foider to
others posts. 0rganie your content for RSS aggredators of

B e Wm " g,  goeaatnd grse

3. Set up the folder with Advanced Settings in the Content section as for any other folder
in your Course, including any specific settings needed. Input a Title.

{3/ New Course Syndication Folder
Settings: Oniormal @ Advanced
[ e e e
Content | Access | Standards | Objectives | Automate = Assignment |
Page Settings
{ Chapter Notes

Z’ln'Blg-Q 'E'Z'D'B'E
al T~ O~ Stie~ Fomats Fontv Sier ¥ ¥ +
I

PO A ATt At el A A

4. On the next screen, choose Add Content to add any items to the (Chapter Notes)
folder. As new items are added, they will be listed on the RSS Reader that is used by the
student.
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{8/ Chapter Notes

Add Content Rearrange Settings Reports Utllities D

N (@

RSS Feed Add to iTunes

BT “"‘“’P"“ e PO -

5. Choose the appropriate content item being added. In this instance, you will be adding a
document File (called Chapter 1 Notes).

You can add OR link to any content item. In many institutions, audio and
% video files are often stored on a separate server and linked within an RSS
Feed folder.

. {§7 chapter Notes

Add Content

Create an Item

J Page

Create a new page of content from scratch.

gj File
Mpeas-dp, Word, Excel, graphic files and more
from your computer,

6. Browse for the file and then click Upload File (or add the link).
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Upload a File

Upload Form

Instructions: Click "Browse" to locate the file the

File to Upload
(C:\Documents and Settings\Hiils\My Docume
Title

(Chapter 1 Notes |
File Type
AutoDetect (]

Upload File | I Drag n-Diop | | Cancel |

Cilwnaeww

7. The new content is now in the RSS Feed folder (Chapter Notes).

{8/ Chapter Notes

Add Content Rearrange Settings Reports Utlities Dele

N @

RSS Feed Add to iTunes

gj Chapter 1 Notes

it oo gm0 IR ~~”‘WWA"‘N“§

2= See How to Subscribe to a Course RSS Feed for more information on how to
set up an RSS Reader to access the content in an ANGEL RSS Feed folder.
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How to Subscribe to a Course RSS Feed

Once an RSS Feed folder has been created within a Course, students can “subscribe” to it, and
thus any new content that is added to the RSS Feed folder will immediately appear in the RSS
Reader that is used by the student. This is a tutorial on how to set up an RSS Reader (generally
in a student’s computer) using Internet Explorer 7 and also iTunes.

1. Select the RSS Feed folder (Chapter Notes) in Lessons.

;] Module 4

I[§ ] Chapter Notes
Y I~ A a0 e IR o . ko

See How to Create an RSS Feed for information on how to set up an RSS
Feed folder in ANGEL. Note especially how the example cited here was
created.

2. To subscribe to an RSS Reader in Internet Explorer 7, click RSS Feed.

[/ Chapter Notes

S, @

C____"J

RSS Feed Add to iTunes

gj Chapter 1 Notes

B L L PO :.M'—’...,,\# 2
- L

3. On the next screen, click Subscribe to this feed.
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Chapter Notes

You are viewing a feed that contains frequently updated content. \When you
subscribe to a feed. it is added to the Common Feed List. Updated information
from the feed is automatically downloaded to your computer and can be viewed

X L her programs. Learn more about feeds
4 Subscnbe to this feed

Chapter 1 Notes

Today, February 23, 2008, 6 hours ago <P

Ll Chapterl.doc

“ gy anaitn- ot Sy gt A, WMM A

4. A pop-up window will appear. Check that all information is correct, and then click
Subscribe.

UNICA RS-

“"Internet Explorer

D) Subscribe to this Feed
N

When you subscribe to a feed, it is automatically added
to the Favorites Center and kept up to date.

Name: C 'n.j-;-’r JOP‘:} |
la feed T —
ditis| Cresteinc B Feeds
utomat]
r and 1
" Welrpiios e AP

5. This will add the folder and its contents to the Common Feed list that can be viewed
using the Favorites link in Internet Explorer 7.

6. To see any content that has been added to the folder, click the Favorites icon on the
Internet Explorer 7 tool bar.

il Web Images Maps News Shopping Gmail
\W-WM

7. Next, click the Feeds icon.
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7 Google - Windows Internet Explorer

G (& A ‘ http:,p’j'wwwg%m.‘l

i% ‘ ke {Googl%;
|“f Favorites | El Feeds ¢ History ~

& Adobe
[ AOL Explorer

| [ Financial Links
SRRt o s it M"“

8. The folder in this example (Chapter Notes) will be listed:

Do 2
H\a’ ‘ ke ‘ (& Chapter Notes

¢ Favorites l&: Feeds I 5 History

() Microsoft Feeds

o N s g, gt

9. Click on the folder; and its contents will be listed.

Chapter Notes

Today, February 23, 2008, 5 hours ago

Chapter 1 Notes

Today, February 23, 2008, 6 hours ago =p

L] Chapterl.doc

"‘"W--* wmw

10. The file can then be opened or saved by clicking Open or Save.
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'File Download
Do you want to open or save this file?

@ ._',j Name: Chapterl.doc

Type: Microsoft Office \Word 97 - 2003 Document, 25.5KB
From:

]l Cancel l

Always ask before opening this type of file

i "-—1 While files from the Intemet can be useful, some files can potentially
\0/ harm your computer. If you do not trust the source, do not open or
save this file. What's the risk?

You can also add content to iTunes. For this example, you have made an audio recording of the
“Chapter 1 Notes” and “Chapter 2 Notes” .doc files and have uploaded them to the Chapter
Notes folder.

1. Touse iTunes as the RSS Reader, you will first need to download and install iTunes in
your computer. In the example, that has already been done. Click the Add to iTunes
link.

ﬁ Chapter Notes

N (@

RSS Feed Add to iTunes

& Chapter 1 Notes

vkl w.w'*«*ﬂ‘n"w

2. Toview any new contents, open iTunes and click on the Podcasts menu item.
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LIBRARY
S music
. Movies

[ TV Shows

£ Ringtones

STORE

[ iTunes Store
: \*A-\ M

mentioned audio files.

M Greensle
om, "_“.W i

3. You will see the Chapter Notes folder for this example. Click on the arrow next to the
folder name to expand the list of content items available. You now see the two above-

M Canon
# Eine kleine Machi
™ Fur Elise
@ String Quartet [
@ Clair de Lune
@ Idyl For Strings:
™ Adagio in G Ming
™ The Girl with the
M Air on a G String

Podcast —
¥ Chapter Motes ©
# Chapter 2 Notes: Audio File
@ Chapter 1 Notes: Audio File
VRSS Feed
Instructor Motes: Chapter 3 W

SR e A

0:16
0:12

2/23{2008
2/23{2008
31912008
31912008
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How to Set Up the Gradebook: Preferences and Grading Scale

Points- vs. Percentage-Based System

When setting up the Gradebook, you must first decide how all of the grades will be calculated
for a final grade. ANGEL allows you to use either a points-based or percentage-based system.
The way in which each calculates the final grade is very different, so understanding this
difference is important. The grade-calculating system, or mode, to be used is selected within
the Gradebook Preferences.

Points-Based System

In a points-based system, every assignment is given a point value. The final grade is
determined by adding up all the points awarded in the assignments and dividing that by the total
points possible. Weighting of assignments is done purely through the point value of each (that
is, an assignment of 20 points will be worth twice as much as an assignment of 10 points).

Here is an example: The total points possible in an English Composition course are 1,000
points. Student A earns 875 points. This student’s final grade is then 875 out of 1,000, which
can be expresses as a fraction (875/1000) or a percent (87.5%).

Percentage-Based System

A percentage-based system groups all assignments into categories and assigns a percentage-
value to each category. The sum of all the categories will always be 100%. For example,
categories could be set up as follows:

o Quizzes =20%

e Discussions = 30%

e Research Paper = 20%
e Midterm = 10%

e Final = 20%.

While each assignment is given a point value, the final grade is based on the weight of the
category, not the total points possible. For example, even if the total number of points possible
in Quizzes equals 500 and the total possible in Discussion only equals 100, the Discussions
category still contributes 10% more than the Quizzes category towards the final grade.

Weighting of individual assignments within a category can be done through points awarded. An
assignment worth 20 points (within a category) will be worth twice as much as an assignment
worth 10 points within the same category.

No matter which system you use, all assignments need to be linked to a
%} category. With a points-based system, you could create just one category
and then have all assignments linked to it.
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Remember that categories cannot be graded, only assignments. All

A categories need to have assignments linked to them, even if it is only one
assignment. For example, a Midterm Category needs to have the Midterm
Assignment linked to it or it cannot be graded.

Setting up Gradebook Preferences:

The first step in setting up the Gradebook is to set up Preferences. This is where the points-
based or percentage-based mode is set, as well as other default settings.

1. Goto Manage > Gradebook > Preferences.

The first time you open the Gradebook within a Course, you will be
@ presented with the Gradebook Wizard. You can click the “Skip Wizard”
button to bypass this Wizard and access the Preferences section first.

Gradebook
\./je\;\f

View All Grades

Vizw 2l the gradas in 2/l the categoriss,

View Grades

All Categories ™|
All Users B
Print Grades

Crezte 2 printer-frizndly POF Vizw of the

gradzbook,

Enter/Edit Grade

By Assignment
Enter gradss on = per assignment basis,

By User

Gradebook Setup
Preferences
Mzintzin overfll praferzncas of the gradzbook

Import Grades

Import grades from an externz! file,

= ok ‘ﬁ’-#v\-&. i S et

2. Set the Default Display Format for how you want the grades to appear in the
Gradebook. Note the choices available. All grades entered will appear in this format,
unless you override the default when setting up individual assignments. In this example,
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the grade for each assignment would display as points earned (with percentage value in
parentheses). For example, a graded score of 10 out of 10 possible points would display
as 10 (100).

The grade range for Letter Grades has to be set in the Grading Scale
% section of Gradebook Management. This procedure is described later in
the Appendix.

The Default Display Format set here is NOT dependent upon which
Gradebook Mode is used (points-based vs. percentage-based) and vice-

% versa. Either of these formats could be used as a default format. For
example, a points-based system could still display grades in Percent if that
is what is preferred. The default format does NOT change the mode.

Preferences

To copy settings from another course, use the Copy Gradebd

General

Default Display Format: |Score (Percent) Bl

options: [JTreat Ungraded Items as Zero

] Limit Course Assistants by Team

Exclude Instructors from Average

Gradebook Mode: |Percentage |v|

Average Settings
Options: Display Overall Average

Overall Display Format: | Score (Letter Grade) ;"J

ESageer "N -.M’“—‘b- A g dliedton *.\ PUTORPT =N n“*—s“ﬂ'ﬂ_\’

3. The next section allows for some Options to be selected.

Treat Ungraded Items as Zero — will enter a 0 as a grade for all assignments that have
not been graded.

This option will place a 0 (zero) for ALL assignments that do not yet have
A a grade — including those assignments that have no grade because they

are not yet due. It works well at the end of a term when all assignments

have been completed and you want to enter a O for any assignments that
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were not done by individual students.

Limit Course Assistants by Team — only allows persons with Course Assistant rights
to see grades (and enter grades) for students with the same team membership as they
have.

This is a good option when you have TA’s, GA’s, or Preceptors and you
= wantonly them to have access to their own students’ grades. Give them
¥ Course Assistant rights and then create teams for each Course Assistant

and their respective students.

Exclude Instructors from Averages — will display a class average that does not
include any Instructor submissions.

Instructors will appear in the Gradebook and do have the option of

% ‘testing” any assignments (that is, doing them for a trial to see how they
work). Using this option will prevent these “test grades” from being
included with any class grading averages.

Gradebook Mode — allows for the selection of either a points-based or percentage-
based modality, as discussed above. In this example, the Percentage mode is selected.

While the mode selected here CAN be changed later, even after grades

A have been entered, it does have an impact on how grades are calculated.
Be sure that you understand the differences between the two modes
before making any changes.

The next section (Average Settings) in Preferences contains Options for the final
grade display.

4. Check Display Overall Average if you want students to see a running tally of their
course average. You can also leave this unchecked, and change it later when you want
the students to see their final grade.

5. Overall Display Format is similar to the Default Display Format set earlier. However,
this only applies to the final grade and allows for a different setting. In this case, Score
(Letter Grade) is selected.

6. Click Save to keep all preferences as set.

Setting Up Grading Scale (Letter Grade Scale)
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Next, a good step would be to set up the scale designating the Letter Grade criteria, especially
if you will be displaying letter grades in the Gradebook.

1. Onthe Gradebook Management (main menu) screen of the Gradebook, select
Grading Scale.

Gradebook Management

1. Categories
Crazts and =d# categorizs, A category =3 buckst
for zssignments, for example "Quizzaes or

Homework ™ ars categories,

2. Assignments
Crezte and =dt zssignments, An zssignment =
object that has gradas associzted to it Typically, t's

somsthing = studant must sccomplish,

10
-

3. Macros
Craate and =dit macros, A macro is 2 shortcut for
turning letter grades into 2 scors, For exampls, when
3 lettzr grade of B+ is enterad the student gats an
==°"L f-r tboie o r=,

4. Grading Scale

Seate gemgeiicz =, The grading sczlz can be

-
modified to ma

3 ‘-\,.,“_*».“&o.&\ _w‘ A A A

2. On the next screen, under Label, input the first (best) Letter Grade of your Scale
(generally A) and the Minimum Percent required to achieve that grade. Click Add New
to go to the next (second best) Letter Grade.

Minimum

Paorcant

Label

A 189.5  |fadd new

<< Back To Main Menu

- H“u-q_M_M “--M""‘

If you want the grade’s calculation to “round up” to the next whole number,
put the minimum percent as .5 LESS than the minimum whole number. (In
this example, an A is actually 90%. Entering it as 89.5% will ensure that
anyone with a total score between 89.5% and 89.9% would still attain an A
grade.)
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3. Continue adding all other Letter Grade values in the same manner. Use the Edit or
Delete links to make any changes. Note that there is no Save button. When you are

finished, click the Back To Main Menu link.

59.5 |Edit Dele
F U I-ll_jl_j rh—luu

<< Back To Main Menu K

Labsl Minimum *
Percent
A 89.5 |Edit Dele
B 79.5 |Edit Dele
C 69.5 |Edit Dele
D
¥

B T T - e A, e Bostod

The Grading Scale is not limited to ABC-type grades. You can put in any
: & Labels that are applicable. For example, you could have Pass/Fail
ks designations by using P and F for Labels and inputting the Minimum
Percent required for each.
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How to Set Up the Gradebook: Categories and Assignments

Differences between Categories and Assignments

In the ANGEL Gradebook, “Assignment” refers to any graded item. Assignments can be added
manually within the Gradebook, as part of the setup process when a content item is added to
Lessons, or through an automated Agent. All Assignments have to be associated with a
Category.

A “Category” is a group of one or more Assignments that are weighted together. In a points-
based grading system, there may only be one category with all Assignments linked to it. In a
percentage-based system, there may be several categories with a specific percentage-weight
assigned to each category.

*g;‘ = See How to Set Up the Gradebook: Preferences and Grading Scale for more
- information about points-based and percentage-based grading systems.

Only Assignments can be graded; Categories cannot.

Setting Up Categories
The first step is to determine what Categories are needed and how they will be weighted.

If a points-based mode is selected, no weights are needed and only one Category is hecessary
(although you can create more than one).

If a percentage-based mode is being used, calculate what percentage each Category will
contribute to the final grade. For example:

Quizzes 20%
Discussions 30%

Research Paper 20%

Midterm 10%
Final 20%
Total 100%

In this example, there would be five Categories: Quizzes, Discussions, Research Paper,
Midterm, and Final.

There are several ways to create Categories. They can be created during the process of
creating an Assignment when setting up a content item in Lessons. They can be created when
using the Gradebook Wizard. Finally, they can be created within the Gradebook.

Setting Up Categories while Creating Assignments in Lessons
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1. Goto Assignments > Gradebook Settings when setting up a content item. Ensure that
you are in Advanced Settings view.

e o=
el1¥s)3 O ree (‘] e

Contont = Access  Submission  Review  Standards | Copctves — Automate  MetaData  Assignment

(None) hd

(None) >

e e - — N -_*-M-*.-MMW

2. Select New Assignment from the drop-down list.

Gradebook Settings

Assignment

3. Enter a Title for the Assignment. Note that in Category, the only option is Default,
which means that no categories have been set up for this course. Click the other button
to add a category.

—Gradebook Settings

assignhment

Title

Caeqory

- aial Caaaiaies |

4. Complete the information indicated in the pop-up window and then click Add.
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)'http Hidemo72. ange[[earmng (3

New Category

Title  Research Paper !

Weight 20] ' Dauto calculate
El extra credit

: Add Cance‘J
X Yy w‘_ S > HRARAA s )

This example illustrates a percentage-based system with a Weight of 20
(meaning 20%) entered. For a points-based system, leave Weight blank,
% and check the auto calculate box.

The extra credit box is only checked if this category has been designated
an extra credit Category.

5. Complete the rest of the information to set up the Assignment, and then click Save. (This
process will be discussed in more detail later in this Appendix).

% There are more options available for Categories within the Gradebook
Manager. These options can be designated later.

— Gradebook Settings

sssignment ' (_New .&ssignmeht_)_ ]
itle l;)ro;jboxi

Categary  Research Paper [v]
Paints Possible :100

' First submission [
Course Defal

debook assignment from studen

save | | Cancel |
OB T s hm e AT 4 A a0t s SRR

Setting Up Categories when Using the Gradebook Wizard
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The Gradebook Wizard will appear the first time the Gradebook is entered within a new course
and can be used initially to set up the Gradebook.

1. Goto Manage > Gradebook. The Gradebook Wizard will appear.

If the Gradebook Wizard no longer appears, you can reactivate it by

% deleting all Categories set up. Generally this is not a good idea, but good
to know if someone has been testing it out but not really setting up the
Categories and Assignments needed and now wants to start over.

2. In the first example here, a points-based system is selected:

Gradebook Setup - Step 1

- A,

TIP ; Clck Here to learn more about the gradebook setup wizard and ofher commonly used
features.
Gradebook Mode:

& points

This option enables simple points-based grading. Formulas are avallable at the assignment leve
only

O percentage
This option enables percentage-based grading. Category waighting and formulas are available.
§ Tithe [ ___ Calculation _ :
Homework: J Use al assignments »
QuUIos l Use al assignments v

= Vlrw"“*"" e Y

3. Some Categories have already been prelisted. These can be changed by overwriting
them. Notice that in the points-based system, weights are not designated.

Title I Calculation
Hormework Use all assignments v
Quizzes Use all assignments ¥

Exams Use all assignments v

Usa all assignments v

Bt ottt M s onn s rarit nenagts GRS .,WWQK‘M

4. Here you are changing the Homework Category to Discussion. The Calculation
options allow you to designate how many Assignments within the Category will be
counted. In this example, you will drop the Assignments with the lowest grades.
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[ —— i ' Calculation

5. The next example will illustrate a Category within a percentage-based system. It has
already been selected. Note that now there is a Weight column.

Title  Weight

Discussions 30

e AL AL A e AP TS T e s e amat ] PRONTENS

6. Continue with the rest of the Wizard to set up Assignments and other options.

There is a tutorial illustrating how to use the Gradebook Wizard at the top of
the first screen of the Gradebook Wizard.

Setting Up Categories Within the Gradebook

This can be used either instead of the Gradebook Wizard or to add new Categories when the
Gradebook Wizard is no longer available.

1. Open the Gradebook (Manage > Gradebook) and go to Categories within the
Gradebook Management section.

2. You will first demonstrate using a percentage-based system. Note that there is one
category (Default) already listed. It has 0 Weight.

Any Assignments associated with this Default Category will NOT be
included in any calculations toward a final grade. If no Categories are

A created, all Assignments will automatically be assigned to this Default
Category and will NOT create a final grade. This Category can be deleted
or edited.

3. At the bottom of the Categories section, click the Add New button.
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Categories

] Title
| Default

"“\"W“"»—*\

4. The Category Editor section will open beneath the row of buttons. Enter a Title for the
Category you are creating.

- Category Editor view: £%iNomal O aAdvanced

Title: Discussion

- w.w el . o afibote B I tahon .,

5. In the next section, you will put in the calculation information. In this example, you have
decided to drop the Assignments with the lowest 3 grades within this Category.

- Category Editor ‘iew: @Normal OAdvanced

Title: Discussion

Calculation:  Quse all assignments
®Drop lowest —
O use highest | 3 |grades
= I, - e a4 e, e b gtthos o, g
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6. The Weight is 30 and will ultimately be worth 30% of the final grade once the other
Categories are added. You can leave the Description blank, or else add some
descriptive information.

CExtra Credit

it [3g ] auto-calculate
*'-\.»@..4,4.\ \.‘-‘-.z *.'. .«#“nuo“,-_a-‘ﬁ“;.

7. The Advanced view offers more options, such as a Release Date and Time if you do
not want students to view the Category until a specific date/time. Other options include
changing the way the Category will display; the ability to add a formula; and the option to
not display the Category average.

For more information on developing formulas for Categories and other
Advanced options, refer to the Online Instructor Manual and the Instructor
User Manual.

8. When finished, click the Save button.

Calculation: O use all assignments
® Drop lowest
O use highest 3

[ save | | cancel |

When using a points-based system, there is no Weight designation and you cannot use
a formula (in Advanced view).
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With all of these methods available, which is the best to use? It is often
most efficient to create the categories when setting up the Assignment as
part of the content item set-up and then go to the Gradebook and create
. any other Categories that might not be associated with a content item (that
g"? is, Categories with Assignments that are completed outside of the ANGEL
environment).

You may also need to go to the Gradebook to add any options to a
Category that cannot be done when creating a content item, such as the
ability to drop the lowest Assignment grades in a Category.

Setting Up Assignments

As with Categories, there are several ways to set up Assignments. The method used will
depend upon how the Assignment is graded. Drop Box assignments, Quizzes and
Assessments, and Discussion Forums can all be set up and graded as content items. Grades
are generally entered through the Utilities options, or they are automatically graded, such as
with multiple choice Quizzes and Assessments.

The Gradebook Wizard can also be used to create Assignments for content items that weren’t
already created during the item set-up.

Assignments that are completed outside of the ANGEL environment can be manually added
and graded through the Gradebook Manager.

Some content items that are not usually set up to be graded, such as
;ﬁ;g surveys, can be graded through use of the Automate function. See How to
o Post a Grade for a Survey by Using an Automated Agent for more
information.

Setting Up Assignments Within a Content Item

1. Continue with the creation of an Assignment as already described above. Input the
number of points to be awarded and determine which grade will display in the
Gradebook and count towards the final grade.
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Research Paper (v | | other

100

Average score

Maxirnum score

‘

~" " Last submission
Manual

]

B T v -w-\.RW""““W

First submission — the first grade entered.

Average score — if more than one grade is given (more than one submission), the

average will be counted.

Maximum score — the highest score attained if more than one submission has been
graded.

Last submission — if an assignment has been submitted several times, the grade for
the last entry.

Manual — will be graded in the Gradebook and not through the content item.

A

If students are allowed to have more than one submission or take an
assessment more than once, be sure that Calculation Type is set to
Maximum Score or Last Submission or Average Score. Otherwise, only
their first effort will count in the Gradebook.

&

Even though a Drop Box Assignment and a Discussion Forum cannot be
“automatically” graded, they are NOT considered to be “manually” graded
in this context. Select one of the other options instead (usually First
Submission, unless the student can submit more than one time).

2. Select how you want the grade to display in the Gradebook (the default value for the
display format is set up in Gradebook > Preferences) and then click Save. Only check
hide gradebook assignment from students IF you do NOT want them to see their
grades until you are ready to release the Gradebook grade for this content item.

You might want to hide a grade when the assignment is something like a
research paper where you may not have all the grades completed at the
same time, and you do not want students to see their grades until all of the
papers have been graded. You can “unhide” them when you are ready.
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100
First subrmission ||

Course Default

Ol et

Save Cancel
%—:J Lp]

Setting Up Assignments Within the Gradebook

This method is used when the Assignment has to be manually graded (that is, outside of
ANGEL) and cannot be graded via a content item in Lessons. This might be for things like
awarding credit for attending a performance, or for adding grades for tests not given online.

While Drop Box assignments and Essay questions cannot be

% automatically graded, they are still created within their content items setup
and are not considered to be “manually graded” assignments in this
context. Therefore they would NOT be set up using this method.

1. Goto Manage > Gradebook > Assignments in the Gradebook Management section.
2. At the bottom of the next screen, click Add New.
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Home || Course > Manage > Gradebook > Assignments

Bl Title Category

:

--.,w ,\*ﬁv—-\.,‘ _r‘\.w“

3. The Assignment Editor will appear beneath the Add New button. Input a Title for the
Assignment.

Assignment Editor view: @ nomal O advanced

Title: Presentation

Description:

cnsen mu.-’

Keep the title short as this will be the Label for the Assignment in the
Gradebook. Long titles will be truncated and could be more difficult to

recognize.

- sttt Al o e

4. Continue completing the fields. Select the appropriate Category for the Assignment.
Note that the Calculation Type must be Manual, since this is not associated with any
content items and is graded outside of ANGEL. (For the purpose of this tutorial, this
Assignment is an in-class presentation for a blended/hybrid course).
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Cateqory: |Defadt i

Default
Points: | Research Paper

Display Format: | Course Default e

Calculation Type: | Manual 2

[ Extra Credit

[ save || cCancel |
: -Mm..w‘)w_.w.wr-‘r-u\

% Categories need to be set up BEFORE Assignments can be created and
assigned to them.

Setting Up Assignments Within the Categories Menu

Manual Assignments can also be created within the Categories section, and can be done at the
same time a Category is created.

1. Goto Manage > Gradebook > Categories.

2. On the next screen, click the box next to the Category associated with the Assignment
you are creating, and then click the Show Tasks button. Note that the Category is
bolded once it is selected.

0 Tite Cakulaton Fokase Date Weight Percen
0 Deofauk Use all grades 12/ 0
] Ressasr ch Papes st all orades 12/ 07 20
v Homework Use all grades 12/23/2007 30
] Midtersy Lse all orades 12 2R 0007 10
QuEzes Use all grades 12/ 20
Fnal Use all grades 12/23/2007 0
= 100 1
Acd ew, ) [.Show Tasks ||[.Edt Selected | [ Delete Selec

3. This will open up a number of tasks that are associated with Categories.
Click the Add Assignments link.
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add ew | [ Show Tasks |

Homework Tasks

Add Assignments

Yiew Assignments
Reorder Assignments

Edit Category Settings
Delete Category

Move Up
Move Down

| Done |

4. This will open a screen that is the same as the one in the Assignments section
previously discussed. Complete the steps as already described.

Home || Course = Manage = Gradebook > Categories > Assignments

Assignments
O Title Category

S R —— P S W

C
b
o
(i)
P
-
m
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(1]
0
o
m
o
1)
o
o
0
o
-
1}
)
(D
o
m
—
0

E Assignment Editor view: @ nomal O Advanced
i o.‘-.h.._'ﬁ\.rwwm‘
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How to Rearrange Categories and Assignments in the
Gradebook
Assignments and Categories are arranged within the Gradebook in the order in which they were
created. This sometimes causes the Assignments or Categories to appear in a different order
than what is wanted. For example, if Quiz 3 was created after Quiz 5, it will appear in the

Gradebook in that order, which could cause some confusion for students viewing their grades.
This order can be changed within the Gradebook Management section.

Rearranging Categories

1. Goto Manage > Gradebook > Categories.

| Automate '-' —————ﬂ%

Gradebook Management

1. Categories
Craztz and =d catdgorizs, A ~at-:- v 52 buckst’
for zssignments, fod exampls

T ories,

2 Assignments
Create 2nd =di assignments, An assignment s 2n
\t,-:t that has grades associztzd to . Typicaly, s
mething = student must accomplish,

L w.\aﬂ' ,,.\‘r“""‘- ER APV

'.*

In this example, you will move the Category Quizzes up so that it appears above
Midterm.

UHCS
Title 3
Research Paper

Homework
Midterm
Quizzes

Final
Extra
A e i ARSI A o

no@Opoos;

2. Check the box next to the Category to be moved.
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fegories

O Title

] Research Paper Us
Ej Homewark Us
O Midterm Us
v Quizzes Us

] Final Us
] Extra Us

s i, '.‘_@M"MMA &

3. Click the Show Tasks button.

] Midterm

ivi Quizzes u
] Final

] Extra

| add New | | Show Tasks | | Edit Selecte

<< Back To Main Menu

-~m~wm~% ,W“

4. The [Category_Name] Tasks section will appear below the Categories. Click the Move
Up or Move Down link to move the Category into the desired location. In this instance,
you will use the Move Up link.
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Add New Showy Tasks

Quizzes Tasks

Add Assignments

Yiew Assignments

Reorder Assignments

Edit Category Settings

Delete Cateqory

Move Up
Move Down

\hdh.',‘phdudwh“MM“‘b

You may need to click the “Move Up” or “Move Down” link more than
% once, depending upon where you want to place the category that is being
moved.

5. Click the Done button when finished.

Quizzes Tasks

Add Assighments

Yiew Assignments

Reorder Assignments
Edit Category Settings
Delete Category

Move UE
Move Down

DOHB

- W#W»_ﬂ

In this example, the Quizzes Category has now been moved above the Midterm
Category.

How to Rearrange Categories and Assignments in the Gradebook 258



Title
Research Paper
Homework

Quizzes
Midberm
Final
Extra

ooooooo?

L peupadocamitih amiiimife. | | S “".A

Rearranging Assignments:

1. Goto Manage > Gradebook > Categories (see previous Step 1).

Assignments can only be rearranged within their own Categories. For
% example, if you had a “Discussion” Category and a “Quiz” Category, you

could not move the Assignment “Discussion 1” so that it would appear

next to assignment “Quiz 1” if they belonged to different Categories.

2. Click the box next to the Category that contains the Assignments that need to be

rearranged. In this example, you will be rearranging the order of some quizzes within the
Quizzes Category.

O Title

| Research Paper Use a
] Homewark Use a
ivi Quizzes Use al
O Midterm Use al
] Final Use al
] Extra Use a

) ‘M-\A’\*.w%-.“_".ﬂ- --.w-.-:“r"\

3. Click the Show Tasks button.
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Quizzes
Midberm
Final
Extra

| add New | | Show Tasks | | Edit

<< Back To Main Menu

. \p\m”,‘.h?_w.“ﬂ

4. The [Category_Name] Tasks section will appear below the Categories. Click the

Reorder Assignments link.

Quizzes Tasks

Add Assignments

View Assignments

Reorder Assignments

Edit Category Settings

Delete Cateqory

Move Up

Move Down

5. The Reorder Assignments screen will appear. Select the Assignment that you want to

move, and then use the Top/Up/Down/Bottom buttons to move the assignment into the
correct position. In this example you are moving Quiz2 so that it will appear before
Quiz3 or Quiz4, so you will click the Up button twice.
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Reorder Assignments
Quizl

Quiz3

8uiz4 -

[ save | | cancel |

The buttons will move the selected Assignment as follows:
Top moves it to the top of the list of Assignments.
% Up moves it up one place.
Down moves it down one place.
Bottom moves it to the bottom of the list.

6. Click the Save button when everything has been rearranged as needed.

O amrAar Lecimrmmoarmte
Reorder Assignments

guizl
Quiz3
Quiz4

[ save | [ Cancel |

7. This will bring you back to the main menu screen for the Gradebook. To check the
results, click Assignments.
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Gradebook Management

1. Categories

Crzztz 2nd =di categories, A category sz~
for assignments, for example "Quizzes” or
== e rztegoriss,

2. Assignments
Crezte =2nd =d1

janments, An assignment
=25 zssociztzd to 1 Typ
something = student must accomplish,

3. Macros
Craztz 2nd 2d macros, A macro is 2 shortc
turning letter grades into 2 scors, For =xam
= letter gradz of B+ is 2ntarad the student g
£8% for their scora,

N A RS R . 40

8. The Quizzes are now listed in their correct order.

ignments ’

Title
Paper
Dropbox
Discussion Chapter 1
Extra Credit Assign
Quizl
Quiz2
Quiz3
Quiz4
midterm
Final

OO000000000O0O

i
%

The Gradebook view also shows the Quizzes in the correct order.

v vView: ®pefault Oronts OPercentage

Quizzes Oversl 11 Quizt (10pts) ] Quu2(10pts) | ] Quz3(10pts.) | ] Quid (10 pts.)
~\NWM'—\~MM~“M
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How to Create an Extra Credit Assignment

ANGEL allows you to create Extra Credit Assignments using two different methods. Which
one you use will depend upon how you want the extra credit to be applied. You can create
either an Extra Credit Category or an Extra Credit Assignment. You can have both Extra
Credit Assignments and Extra Credit Categories, as long as you do not put an Extra Credit
Assignment in an Extra Credit Category

This is an “either-or” proposition. You cannot designate a single

% Assignment as “extra credit” within an Extra Credit Category. ALL
Assignments within an Extra Credit Category are automatically calculated
as “extra credit.”

Creating an Extra Credit Category

This option would be most useful if you wanted to add extra credit to the total grade. The Weight
assigned to this Category would increase the grade accordingly. [For example: If the Gradebook
were using a percentage-based mode, the weight were 2, and the student was awarded full
credit for that category; this would increase the final grade by 2%. (That is, if the final grade is
80%; then receiving the full amount of extra credit from a category with a weight of 2 would
increase the final grade to 82%.)]

Exactly how the grade is computed depends upon the type of grading system used: percentage-
based or points-based.

soe, FOrmore information about using a percentage-based grading system versus
@ a points-based grading system, see How to Set Up the Gradebook:
Preferences and Grading Scale.

1. Goto Manage > Gradebook.

2. On the following screen, select Categories under the Gradebook Management section.
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Gradebook Management

1. Categories I
categories, & category,

or "Homewaork" are categories.

] 2. Assignments

Create and edit assignments, An assig
Typically, it's something a student rmust

3. On the next screen, click the Add New button to add a new category.

Categories
' Title
Default
Research Paper
Homework
Midterm
Quizzes
Final

OO0O0OoOood

<< Back To Main Menu

EPPYENY WGP ps———r YL

4. Add a Title and Weight (if applicable). This example illustrates a percentage-based
system.

% In a percentage-based system, the amount added will add that many more
percentage points to the final grade.
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If using a points-based system, you will not see the Weight option; the
Weight will be determined by the point value of the assignments
associated with that category.

=

Description:

Calculation:  {$iuse all assignments
ODprop lowest )
O use highest | |ora

Weight: 5 ‘] O] auto-calculate

5. Check the box next to Extra Credit.

Release Date:  December [;]l 3}@] 20
[aM 11 [v]| 00 [v]

Formula:
Formula Editor
Average Shown
sverage Format: | Course Default _I;]

WlExtra Credit

m \"W# W-x._‘_
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6. And then click the Save button.

USE highest I

Weight: 27‘ O] auto-calculate

ercent Overall: 100%

[ Saw;e | | cancel |

7. With both the percentage-based and points-based system, the Category will now be
listed with all the other categories.

8. Percentage-based system:

0O Teko Caloulation Rolate Ot Weight Percent Overal
O Default s all grades 7 0 0%

O Ratasrch Paper g all gr aces 20 200%

O Homrwork Use all graces £} 0%

(] Michtge m %% all rades 10 100%

O Quies o all grades 20 200%

] sl Lie all grades 20 200%

O Exva Uee all gr aces 12/31/2007 2 Exva Crednt

VAN I S i BTt O o a8 e e, S

With the percentage-based system, the Weight is listed with no Percent Overall value
indicated, but with a weight of 2.

Weight Percent Overall

0 0%

20 20.0%
30 20.0%
10 10.0%
20 20.0%
20 20.0%

2 Extra Credit
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Looking closer at the Weight and Percent Overall columns above, you can see that the
overall percent is computed WITHOUT the 2 weight for the Extra Credit Assignment, so
that it will count as an extra 2%. (Note that the values in the Weight column actually add
up to 102). A student who earned an 88% before adding in the extra credit and receiving
full credit for the assignments associated with the Extra Credit Category would then
receive a grade of 90%. (If the student did not get full credit, the grade would reflect the
credit the student did receive.)

9. Points-based system:

AR O D, Bttt AN

545 100%
LAGS hiew |

i an A AP T A A o AR s, bt ot B e oy g et~

With the points-based system, the Weight for the Extra Credit Assignment is listed as 0
because no assignments have been added to it. Once an assignment has been added,
the weight will reflect the total point value of all Extra Credit Assignments associated with
that Extra Credit Category.

In the example below, an Extra Credit Assignment has now been added with a value of
20 points. However, it is not computed into the actual Weight value. If it had been, the
total weight would be 565 instead of 545.
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Weight Percent Overall 'Q

150 27.52%

105 19.27%

100 18.35%

40 7.34%

150 27.52%

20 Extra Credit ;
545 100% :

L~ s ammafifia s oo ﬁm..ﬂ,\_‘#.\«_’\

Using this example, if a student had received a score of 480 points (before adding in
extra credit points), that student’s grade would be 480/545. If the student then received
15 extra points (out of the potential 20 extra points) from the Assignments in the Extra
Credit Category, that student’s grade would be 495/545 (that is, the points earned
increase to 495, but total points stay the same). Expressing this as a percent; the grade
would have increased from 88% to 91%.

Add the Assignments to be associated with the Extra Credit Category, designating the
Extra Credit Category, when prompted.

\‘g‘ =, See How to Set Up the Gradebook: Categories and Assignments for more

information on how to create Assignments.

A Category, do NOT check the “Extra Credit” box within the Assignment

When creating the Assignments that are associated with an Extra Credit

Settings.

Creating an Extra Credit Assignment

As noted previously, you can either:

create an Extra Credit Category and place all Extra Credit Assignments within that
category, OR

you can designate any Assignment as an Extra Credit Assignment. An Extra Credit
Assignment will add the extra credits to the total of the category in which it is assigned.
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If you are using a points-based system, all points are cumulative. So using
either an Extra Credit Category or an Extra Credit Assignment will have the
same effect.

One very simple way to assign extra points to any assignment is to assign more points to the
assignment than originally designated. For example, an assignment worth 20 points could be
assigned extra points to deserving individual students by awarding 25 points (5 points more
than designated) instead.

1. To create an Extra Credit Assignment that will be graded manually (that is, not through
ANGEL — as in an Assignment Drop Box, Discussion Forum, or Quiz/Exam), go to
Manage > Gradebook.

2. Select Assignments in the Gradebook Management section.

— 4

Gradebook Management

1. Categories

Create and edit categories, & category i

ﬂre o
1 2. Assignments
] it ZEsignments, An assign

Typically, it's something a student must

3. Macros
Create and edit macros. & macro is a sh
example, when a letter grade of B+ is e

- MAatn. AR A amie st et e : .

3. Click the Add New button.
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] Discussion Chapter 1
O Quizl
] Quiz3
[l Quiz2

Adeiblewe] | Show Tasks | [ Edit Select

<< Back To Main Menu

- smidatoand tateedli®. .

4. Input a Title, select the appropriate Category, assign Points, and check the Extra

Credit box. Click Save to finish.

= Assignment Editor \iew: @Non‘nal OAdvanced

Title: [Extra 1

Description:

Cateqory: | Homework (v

Points: {5 ’
Display Format: | Course Default (v]
Calculation Type: [Manual [i]]

¥l Extra Credit

|_ Save ] | Cancel |

-~
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5. For Assignments that are graded through an ANGEL content item, create the
Assignment through the Assignments tab in the settings for that item. The Category
selected CANNOT be an Extra Credit Category.

\\g‘ = See How to Set Up the Gradebook: Categories and Assignments for
instructions for setting up an Assignment for a content item in ANGEL.

When creating this type of Assignment, you CANNOT designate it as Extra Credit within
the settings. You will need to edit the Assignment in the Gradebook after it has been
created. Once the Assignment has been created, follow the above instructions to begin
editing it.

6. Check the box next to the Assignment that you want to designate as Extra Credit, and
then click the Edit Selected button.

0 Title Category

0 Paper Research Paper
C Dropbox Homework
1 Discussion Chapter 1 Homework
I'-/ Extra Credit Assign Homework
) Thicer m Midterm
] Quizl Quizzes
Cl Quiz3 Quizzes
Cl Quiz2 Quizzes
O Quiz4 Quizzes
O Fnal Final

< |

(Ladd New | [_Show Tasks | [ Edt Selected | Delete Selected |

< Back To Man Menu
NS At An w~.w‘-'~"w"~.,, Wu.““‘“"‘-"“"""‘ \_vr"‘"

7. On the following screen, check the Extra Credit box, and then click the Save button to
finish.
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— Assignment Editor view: @ nomal O advanced
Title: [Extra Credit Assign |

Description:

Categary: i:HDmework ]V‘\
Points: 50
Display Format: | Course Default 1V]

Calculation Type: | First Submission [

[ save | | cancel |
Lo e o e it o 0 st

The Extra Credit Assignment WILL raise the total grade within the Category to which it is
assigned. In a percentage-based system, it will NOT affect the overall Weight of the
Category towards the final grade. Therefore, it may have either a greater or lesser effect
on the final grade as compared to using an Extra Credit Category.
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How Students Can See Their Grades

ANGEL allows students to see their grades in a variety of ways. The Instructor can decide what
tools might work best for the course. Students can see only their own grades, not anyone else’s.

Using the Grades Nugget

The Grades nugget appears on the Course page by default. It displays a graphical depiction of
the student’s grade per category as compared with the class average.

1. As the Instructor, you will see the combined averages of all student grades. Go to the
Course page to see the Grades nugget. The nugget will appear in its collapsed state.
Click the Expand icon by hovering the mouse over the end of the toolbar to make the
icons appear.

!j

BT s e At adh AL ot A AABN: o e AR

2. Note that now all Category averages appear. Only one of the Categories has any grades
entered for it at this point. Students see only their own grades, compared with the class
average.

Grades vl -15)

Research Paper 0%

Homework 0%
Midterm 0%
Quizzes 88%
Final 0%
Extra 0%

Last updated: 3/8/2008 2:33:03 PM - Refrash
DL SRS ST N apra f-‘v d.&.\wrkw...w\

% Remind students to click the Refresh link; otherwise they will not see the
most current results.

3. By clicking on one of the grade bars, the student can view the specific assignment
grade(s).
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Research Paper 0%

Homework 0% |
Midterm 0%
Quizzes 83%
Final 0%
Extra 0%

Your Grade Class Average
Last updated: 3/3/2008 3:05:31 PM - Refresh |
AN R A RN st AN

Doing so will bring up the Reports Console with the Learner Profile and Gradebook
Grades already selected as the default.

4. Select the appropriate report view. Table view will display a table with each assignment
and the associated grade and the class average. Chart view displays a bar graph with
the same information. In this example, the student is selecting Table view

5. Click Run to continue.

6. The student’s grade(s) will now appear.

) Reports Console }

'Reporl Seiikmgs Saved Reports
Choose Report

Recoct Meacled
x

-

{Lm?’cﬂe ¥ Gradebook Grades v B Hat, Aot \

Solect report viow  Table v

Learner Profile Gradebook Grades

User: rhart
Run by rhart at 3/8/2008 2:50:39 FM

Assgnment Title Grade Course Average
fxam 1 EEAEE
| ,‘F\_’.‘ﬁ_.‘.,m it lr‘"’"‘" AR DA b b S g Ao

7. If the Assignment title is a clickable link, clicking on it will return the student to the
Assignment within Lessons where the submission, Instructor attachment (if any), grade,
and Instructor comments will be viewable.
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ser Review Enabled

Subpact ey Commeants

1500 V;-a;e x:\ mry me«m in the fie below.

;m'zs_, 1/;4.::&:; 12:18 PM rect.doce (1/15/2008
819; 49 Py

Pagest Previows | Nest | 1
-\.“M.‘ﬂ-w.‘u‘.‘_*\w,. nena AR s et e A

Using the Reports Console
Students can go directly to the Reports Console to see their grades by using the Reports tab.
1. Goto the Reports tab.

2. Keep the Learner Profile Category selected, and change Report to Gradebook
Grades.

@ Reports Console

Report Settiﬁgs Saved Reports |
Choose Report
Category Report

Leamer Profile | Achviy Logs

Configure Reg ﬁﬁ';"nﬁﬁ,i’?

tarting  This Monc Ehat Sessions
St =20 Fonum Posts

@ Gradebook Grades
AWMWM"!L‘K‘A s

3. Follow steps described above to view the grades.

Using Course Tools

Course Tools is an optional nugget that can be added to the Course page or the Resources
page. It shows all grades in a different format than on the Reports Console.

1. Go to the page where you want to add the Course Tools nugget and click Edit Page. In
this example, you are putting this nugget on the Resources page.
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Esons fRGaelecl Communicate  Report  Auto

Resources

Efresh

Edit Page

( Syllabus edit |
TP P G N SR

2. On the next screen in the Add Component window, highlight Course Tools and then
click the Add Component button.

Directions: To add a component, select it from the Available
a component, click its X button. To rearrange components si
Save button,

Available Components —Page

Course Calendar Ll_sj
Course Mail

Course News

Course News and Events

Course Polls

Course Resources

Course Roster L Colum

Course Settings
T AR Sylakus
Sullabus [ae]

Wikipedi
|f Add Component >> |
Component | avat——— Google

Location | Column 1 Courses
State Opened | v oMt

- “mqm%\m

Header

1]

3. Course Tools will now appear with the other nuggets on that page.
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olumn 1 Column 2

Syllabus X Course Resources X
Wikipedia X Institutional Resources
Google X {Course Tools

Courses

Community Groups

My Announcements

-~~ &«M,W‘,r‘w‘*\w

4. Click the Save button to continue.

Course Resources X Did You Kn
Institutional Resources

Course Tools

fault Clapply to everyone|
Il SV VY w"“\* -

When you return to the Resources page, you will NOT see the Course
%% Tools nugget as an Instructor or Course Editor. Only students see that

nugget.

5. When students go to the Resources page, the Course Tools will be available. Notice
that there are a number of options available. Click My Grades.
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l (COUI"SB Resources I

There are no bookmarks to display.

D wiktionary I
m: (Course Tools -
My Grades '

; Sumrary of your grades as
recorded in the course

gradebook

] | [

Summary of your attendance
!:] records

(inﬁwtioné'i Resources

My Notes
y . | Wiew and edit your personal
notes for this course
My Activity
Summary of your activity in

this course

My Learner Profile
Review and compare your
performance to the average

My Milestones
~ A it~ SR Al BB,

6. The student will see all grades and comments.

Sparrow, Salli (ssparrow)

Overall: 87.5%

Quizzes
Title Grade Comi
Chapler 1 (20 pts.) 20 (100%)
Category Average 30 (100%)
Homework
Titke Grade Comments
Pleata see my commants n the
Assignment 1 (20 pts.) 15 (75%)
Category Average 22.5 (75%)
Mdterm
Tithe Gracke Comi
R ammean et e i marind, -
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How to Create a Survey

Within ANGEL, you can create Surveys using a variety of options. ANGEL Surveys could be
used for everything from simple course feedback to complete end-of-semester student
evaluations. The results from the Survey can be reviewed using the Response Summary

report option.

1. Go to the location where you want to place the Survey within Lessons, and click Add
Content. In this example, you are going to add it as a top-level content item that is not

within any of the modules.

2. On the following page, click Survey.

Add Conkent

Create an Item
Folder

Croate a new folder O Crpanize your conteeR,

Link
0 Create a LRL to Irk to a document on the World Wide

Page
Craste a new page of ¢

Survey

Create a newfform ce

< _M@.MO~“ AN GBI QA ptnnra.. R g

3. Set up the Survey as for any other content item: add a Title, any specific Directions,
and also the Access settings that are needed.

7 Course Survey

Settings: ® normal O advanced

Content chcess | Delivery | Submission |

—Page Settings

Title Course Survey|

ions

gvnlgv@ggv

‘ Ty~ B~ Stylev Format~ Fontr Sizew

I want to know more about you and your
course. Please answer the following sur
it

raaindiiie Saoilonkson s AR eIRa e n
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4. One setting that may be different from what is usually chosen is in the Submission
section. Check the box next to Make submissions anonymous to keep users from

being identified with their answers.

7 Course Survey
bettings: O Normal %] Advanced

Content ’ Access l\ Delivery l Submission | Re

— Submission Settings

Max Attermpts 1 (]
Yalidation Warn about incomplete i
Autp-save Disabled [+

Obo not allow users to save and finish later
Make submissions anony moLs
M rmmfe e ~ AR ot

e, 4P B att o

5. Save all settings when you are finished.

6. After you save the settings, you will be able to add the questions for the survey. Click

Add Question to continue.

. 7 Course Survey

Add Question lRearrange Settings Reports Utilities Dele
—

Available: Yes, Max Atterpts: 1, Review: Full, Anonymous: Yes

I want to know more about you and your experience
credit points for submitting it.

Preview | Begin Course Survey

~aghme- .“#'-W

7. These are the types of questions that can be added:

e Section Heading
e Text Box

e Text Area

e Checkbox

e Check List

e Drop-down List

e Option List
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e Likert Scale
e Copy Questions
e Import Questions.

8. The Section Heading Editor will allow you to add some information about the questions
that follow. There is an Editor for each type of question.

QSection Heading Editor j

Settings: Normal [ Advanced

Heading Settings
Text

aml-[slzup8
This first group of questions will focu

=] IltLB_S. - PPy S

-~

¢ Inthe completed survey, the Section Heading will appear like this:

7 Course Survey

This first group of questions will focus on your current computer al

N\ Mgt atas a0benn _*‘* x-.MM""“‘-‘M-~M~.

As you enter each question, you will be returned to the original page so that you can add
more questions. Note that there is an Edit and a Delete button next to each question.

¢ The next question you will add is a Text Box question. This will allow users to type their
answers into a single-line answer box. Add the question by typing it in the Question
window
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e Text Box Editor

Settings: normal [ Advanced

Survey Field Settings
Question
aml-nlzluga@sl-

-~

What kind of computer are you using for this co

‘MMM..»“__‘.*_ m‘wuh

In the completed survey, a Text Box question will appear like this:

7 Course Survey

This first group of questions will focus on

1. What kind of computer are you using fo

g U NGRgy v EN L SC N LR PN e

e A Text Area question is similar to the Text Box question, except that users have a larger
window in which to type their response.

9 Text Area Editor

Settings: normal [ Advanced

Survey Field Settings
Question

AR - B 7 U 8RI[QJAF - ==
AV LE

What activities do you normally do on your computer?

L .4,_\Mr.“~w\“w~m,w“u_
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In the completed survey, a Test Area question will appear like this:

1. What kind of computer are you using for this course?

2. What activities do you normally do on your computer?

O e S T ‘%.*_*ru:wh_

e A Checkbox question displays a checkbox next to a label. The user would check the
box as directed.

Y
9 Checkbox Editor
Settings: Normal [] Advanced
Survey Field Settings
Question
ARBR- B 7 U QRAT
Check this boyx if you have never taken an o

Rl P VR Iwnﬂ"*”\m -..»\’\

In the completed survey, a Checkbox question will appear like this:

3. [ check this box if you have never taken an onl

R SN NP T NGO SN Y

e A Check List question allows you to ask a question and then display a series of choices.
Users can check their applicable choice(s). Type your question in the question box.

In the Choices section, click Add to add the first choice:
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Survey Field Settings
Question

aml- szt @8

-

Which operating system does your c

In the pop-up window that appears, type in the first answer choice, and then click OK.

[ The age at http://documentation. angellear
:

9 ' Enter the choice text below.

| Windows XP| /

l OK [ Cancel ]

el sanaalfits st s annsadmam it '\.\M

Continue adding all answer choices. You can use the Up/Down options to rearrange
any answers.

The Unselected/Selected section beneath the answers allows you to have one of the
choices preselected in the user’s view of the Survey. To preselect an answer, highlight
it and then use the drop-down list to choose Selected. If no choices are to be
preselected, then leave them Unselected. Also:

“+” — next to the answer choice indicates it has been preselected,
“~* — next to the answer choice indicates that it has not been preselected.

If a choice IS preselected, there will be a check in the box next to the choice when the
user views that question; however, the user can change to a different choice. Also users
can select more than one choice.

Click Save to continue.
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Display Mode ' Normal Did

Choices
Add Edit Delete Up Down |

- Windows 2000
- Windows XP

- Vista

-05 X [Mac)

| Unselected IVW
Attributes
Image URL

[ Save || Cancel | J
ERTCCV IS g LYY Y

In the example below, none of the choices were preselected.

4. Which operating system does your computer

] windows 2000
] windows P
[ vista

[J 0s X (mac)

RFrve” "UF T mﬁw—&.w‘\&.‘ Y
e The Drop-down List question is similar to the Check List, except that users see a drop-

down list of choices rather than a checklist of choices. Setting it up is identical to setting
up a checklist. Users highlight their answer choice, and only one may be selected.

5. What browser are you currently using?

{v]

Internet Explorer 6
6. Intemet Explorer 7 g program do yo
Safari
Firefox

AL e 2003
HM»_WM.M..

e An Option List is also similar to a Check List and is set up the same way. For this too,
only ONE answer may be selected.
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6. What word processing program dcx

O Microsoft Works
O Microsoft Word 2003
O Microsoft Word 2007

O wardrPerfect

VP
) 1 do not know j
R rap— ~-MH*"*‘*"M'NM‘A” ®

A Likert Scale question is very similar to an Option List and allows you to create a
guestion that asks users to rank their ONE answer choice according to personal
preference (that is, their intensity of agreement or disagreement). The Likert Scale also
differs from the Option List in the way the results are formatted.

7. 1am very comfortable using compu

O strongly agree
O agree

© Neutral
O Disagree

O strongly disagree

\\Ma.m_h . ‘..’-%4‘Ah. ,‘»\5 =

Copy Questions allows you to copy a question from another survey within the same
Course, similar to the Copy Question feature in Assessments.

Import Questions allows you to import questions from a text document by copying and
pasting. The document has to be in a specific format as noted on that screen. You can
specify the type of question within the document. You can also paste-in as many
guestions as you need all together at one time. The Import Questions page has full
instructions as to how to format the document, including the format to be used to
designate the type of question you want. A sample format is displayed for you in the
Import Questions window, as shown below.
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7 Course Survey

Import Questions

Import Questions k
Replace this sample text with your cues

The material level was appropriate fo
strongly agree

agree

undecided

disagree

. strongly disagree

TYPE: LS

=S O W O

.-‘.W&t\t!m&d\ \—-Ma-.»”*’b‘é-&.”hﬂ—« .2

9. When all the questions have been added, you can view the completed Survey by
clicking Preview.

7 Course Survey
Add Question Rearrange Settings Reports Utilities

Available: Yes, Max Attempts: 1, Review: Full, Anonymous:

I want to know more about you and your experie
credit points for submitting it.

Preview' Resume Course Survey

10. The Survey will display. While you can answer any of the questions, none of the
responses will be saved and therefore will not be included within the Response
Summary.

11. After users take the survey, the results can be viewed by clicking Reports.
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: 'Il Module 2

~1Module 3
| FJ

_# Course ey
; settings utilities delete

- -M.«‘W.\M ,“___\w_\

12. And then click on Response Summary on the next page.

" A Course Survey

Reports Menu

Activity Summary
Displays the number of times each user has

Activity Detail

Displays the complete activity log for this itergs
Response Summary I

nses by question

L ’*_».M_‘ *&—-w’\‘\ Saffaoma Ma’*'

13. Responses will be displayed differently, depending upon the type of question. If the
guestion required users to type in their answer, you will see the Total number of
responses further subdivided by the number of Valid versus Blank responses. (“Valid”
means answers that were completed.) Then click on the Responses link.

This first group of questions will foc
Q. What kind of computer are you usingt

Responses > 1-¥alid, 0-Blank, 1-Total t

“ebmat s asaba . rmw AR i k. .,1

14. All of the responses to that question will be listed. Since only one person has taken this

“‘example” survey so far, only one response is listed. Click Done to return to the
Response Summary page.
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Reports > Text Responses

Q. What kind of computer are you u

Responses
1. Dell PC

(Do) 4=

S TR R

15. If a question required the user to use a Checkbox, Drop-down List, or Option List, the
number of responses for each option will be listed for that question.

Q. Which operating system does your co
0 - Windows 2000
1 - Windows XP
0 - Yista
0 - 0S X (Mac)

| Responses: 1

N M—wmsdo&\w‘*ﬂm

16. If a question required a Likert Scale answer, the number of responses for each choice
on the scale will be listed, as above, along with an Average Response derived from all
of the answer-choices.

Q. I am very comfortable using computers to do
0 - {1) Strongly agree
1-({2) Agree
0 - (3) Neutral
0 - (4) Disagree
0 - {5) Strongly disagree

l Average Response: 2.0 (Agree)
. - — btal

o W f‘ Soafi®. 2. 4044 . oo mps AR o

j‘g‘ =; If you want to award points for taking a survey, see How to Post a Grade for a
Survey by Using an Automated Agent.
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How to Create Teams

There are many ways that ANGEL takes advantage of the ability to create teams. Each content
item can be configured so that it is only open to certain teams, or to allow for its settings to be
customized for specific teams. Emails, Announcements, and Calendar Items can be limited to a
particular team or teams. Teams can also be utilized for Group Projects, with Chat Rooms and
Discussion Forums limited to team members. Teams can share files and can display a project to
other Course members.

For more information on customizing settings for specific teams, see How
3.~ t0 Set Team Access Rights for Lesson Content.

For more information about sharing files among team members, see How
to Share and Edit Files Among Multiple Users.

Teams can be created either through randomly generating the teams and members, or by
adding a team and directly assigning members to that team.

Randomly Generating Teams and Members

1. Enter the Course in which you want to create teams. Go to Manage > Teams.

lons | Resources ICommunkateI RW | Automate '—" nag

sole

; gy Management Console

Edt Page ,
Gradebook Gereral Course Settings
Manage both on-ine and off-line Modify seltings such as tithe and
grades for this course URL for thiz section,
Roster Course Theme Selector
Se enroliments and rights Change the colors and fonts uted
. for this section,
Teams
Macabse teatn enroliments and Tab Settings
saltings Coerol which 1abs are displayed

and where they link,
X Attendance
L »\M\,_‘_* : "‘“"‘“‘““W"""‘M .

2. On the next screen, select Random Team Generator.
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Feams Editor

Add a Team Unassigned Users | Random Team Generator | Rebalance Generat

Team A
Members: 6
acid

Exit Teams Editor
s Foenyg RO, AP - s B ABe shanan *QM_W

S [emove users se

3. On the following screen, you will set the criteria for the teams to be generated. In the first
section, you will assign the Root Name for the team names. All team names will contain
that name followed by a consecutively-assigned numeric designation. In this case, the
team name will begin with the name Group.

Random Team Generatol

Criteria Selection

Select the criteria and user pool for use in creating the random teams.

Raoot Name of Teams ta be generated |Group)

| Critgmiens. Mww*‘\’w

4. The next designation is Criteria. This will determine how many members will comprise
each team. You can either specify the number of teams to be created, or denote the
maximum and/or minimum number of team members to be assigned to each team. In
the example below, each team must have at least 2 members, but no more than 3
members.

Select the criteria and user pool for use in creating the random teams.

Root Name of Teams to be generated |Group

Criteria
O Limit number of teams to create y _
@ Limit maximum and minimum users per team ,
Maximum number of users per team |3 ‘
Minimum number of users per team 2

HEEEDOEL s a8t . e --u-\«-\,f-ﬂh-#* a

5. The following section, User Pool, sets the criteria for the membership for the teams.
Membership is designated by user rights; the default is to assign all students. You can
add other course users with different rights, depending upon the need.
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Teams can also be created as sub-teams of already-created teams. There
%& is an option to draw team members from the entire roster or only from a
specific team.

When the teams are generated, they can only draw membership from
users who are already on the Course roster. If additional users are

A enrolled into this Course after the teams have been created, they will
either have to be manually added to a team, or else the Rebalance
Generated Teams option can be used to assign them.

User Pool
Select users with rights of
Oauthenticated Guests M Students CTeam Leaders
Ocourse Mentors Ocourse assistants  [JCourse Editors
From

[lEntire Roster
O Salected Team(s)
Oveam a
O usars not enrolied on a team
O Only Inchude users who have accessed the coursa
Create as sub-teams

LN o aandes A SRRk g potd 20, I T anugh nasRaafmendis

6. Click the Next button to continue after all criteria have been set.

O selected Team(s)
ClTeam &
O uUsers not enrolled on a team

Clonly include users who have ac

Create as sub-teams

1 [ Next | |[ Cancel |
~ s .’M\‘-NW-MMM ;

7. The Adjustment page will display with the team members assigned to each team. You
can adjust the team membership by clicking on a specific name, using the Move option
to select another team from the drop-down list, and then clicking the Move button.
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Adjustnent Page

ot

Marwually adputt the lasens By selecting One or more Uters 00 & lean and Wing the Move Te drop down under |
tearn Lo move the user() to anciher team.

Unassigned Users

Group-01 Group-02
Current Members - 3 Current Members - 2
Sméh, Joe [jsmh) Fnde, Karen [kinde)
Spanow, Sall (sspamow) Hait, Ross (fhart)

Mattin, Abce [amathn)

Move To .  Move To
E NI A~ AN G POBRIO N

8. When all adjustments are made, click Generate Teams.

Move To ] Lﬂ

Group-04
Current Members - 0

Moye To [;@ Move To ] I_ﬂ

| Generate T.eg_l;ggwl Cancel
:l." - '..".“,"."I'.‘*‘" - ﬁ'. I“ | =

9. The following screen will be a display of all teams and assigned members. Click

Continue to finish.
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Group-01

G -02
e Smith, Joe (Jsmith) N

e Fride, Karen (kfride)

e Sparrow, Salli (ssparrow) o Hart, Ross (thart)
ol |, NUSS ol L

e Martin, Alice (amartin)

LIRTL U S SSPp—m—s  L -\_,\‘,VQ’_*-.‘* PN ..~,~w- e A

Save this screen as a PDF or HTML document, and then upload to
Lessons so that students can see their team assignment and their fellow
team members.

10. You will be returned to the Teams Editor screen where all teams will be listed.

| Teams Editor

Add a Team Unassigned Users Random Team Ge

Team &

Members: &

add users remove us
Group-01

Members: 3

add users remove users
Group-02

Members: 2

add users remove users settings rename d

[ Exit Teams Editor |

settings rename |

D
A

settings rename

U sttnn AR o amien. o mtn s ‘W—Wq‘k

If you need to apply any settings to the teams created, such as enabling
%} file sharing, you will need to edit the team by going to the Teams Editor

page and clicking the settings link for that team. You can also add or

remove members, rename the team, or delete the team from this page.

Creating Teams and Assigning Team Members Manually

If you want to create specific teams and add specific members to the teams, you can do this by
using the Teams Editor Add a Team option.

1. Goto Manage > Teams, as in Step 1 of the previous section.
2. Onthe Teams Editor screen, click Add a Team.
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Toames Editor

Add a Team |Unassigned Users Random Team Generator Rebala

Team &

Members: &

add users remove users settings rename delete
Group-01

Members: 3

add users remove users settings rename delete
Group-02

Members: 2

add users remove users settings rename delete

[ Exit Teams Editor_|

- Dadiiee. “~~MD~WM"--~AWA‘M Aadlha,

3. The New Teams — Team Settings page will open.

You can return to this page to add or change any options for the team by
%& clicking the settings option beneath the team name from the Teams
Editor page.

4. Name the team and add any other values. If the team has a homepage, you can input
the URL for that page. If the team has created a project, input the URL in the Project
URL field. Hidden will hide the team from student view. Disabling the team will prevent
members from any team-associated access.

When a URL is added as a Project URL, a new section will appear in the
% Communicate section called Team Projects. This will allow anyone not on
the team to view the URL, which generally is some type of presentation.

General Settings
Team \Red

Final project group

Description
Homepage
Project URL
Hidden | No [s]
Disabled (No [v]

K \M‘w‘\\‘w\wl. !
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If you have a single student who needs to have different settings for an
assignment (for example, a student has to take a test on different date or
needs different accommodation settings), create a team consisting of that

7 one person only and set Hidden to Yes so that this Team is not visible to

¥ other students. You can then go to the Assignment and customize settings
for that one-student Team. For more information on customizing settings
for specific teams, see How to Set Team Access Rights for Lesson
Content.

5. If you want the team to be able to share files, then select the Enabled option for File
Sharing and designate the maximum file size for the team file area. Click Save when all
settings have been entered.

Project URL

Hidden No [

Disabled No [s]

Team Tools

File Sharing Enabled ||
Quota |5 MB

| Save ||| Cancel |

e aamadan AR \.lkh,\.’*@'h\.‘u s s

Qg‘ =, For more information about sharing files among team members, see How
to Share and Edit Files Among Multiple Users.

6. The next screen will allow you to add members to the new team. Check all members to
be included within the group, and then click Add Selected. Note that other team
memberships are displayed for each user.
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» = already a member
Name Username Teams

E 1. Edwards, Nancy nedwards Team &

[112. Fride, Karen kfride Group-02, Team &
3. Hart, Ross rhart Group-02, Team &
[114. Martin, alice amartin  Group-01, Team &
5. Smith, Joe jsmith Group-01, Team A
ivil6. Sparrow, Salli  ssparrow  Group-01, Team &

| AddSelected ||| Done |

7. The new team members now have the already a member icon next to their names. Also
note that the “Red” team has now been added to their team list. Click Done to finish.

R = already a member
Name Username Teams
[] 1. Edwards, Nancy nedwards Team A
[] 2. Fride, Karen kfride Group-02, Team &

% 3. Hart, Ross rhart Group-02, Red, Team &
[] 4. Martin, alice amartin  Group-01, Team &
2. 5. Smith, Joe jsmith Group-01, Red, Team &

% 6. Sparrow, Salli  ssparrow Group-01, Red, Team A

| AddSelected || | Done |
~. -‘*«.\?'j o e et g0 it el

If the class had so many members that there were more than one page of
users, there would be a link to the other pages at the bottom. You can only

% add members one page at a time; so you would select all users on the first
screen, click Add Selected, then go to the next screen of names, select
the users, and again click Add Selected. You would NOT click Done until
all members were selected on all screens.

8. The new Team has now been added.
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Teams Editoi
Add a Team Unassigned Users Random Team Generator R
Red

Members: 3
add users remove Lgers settings rename delete

Members: &
add users remove users settings rename delete

Group-01

Members: 3

add users remove users settings rename delete
Group-02

Members: 2

add users remove users settings rename delete

~ i M‘WW‘
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How to Set Up Team Projects

When creating a Team, you can set up a section for team members to share files. If they are
developing a Team Project to be viewed by other members of the course, you can also create a
nugget to display that.

‘t‘é@ See How to Create Teams to learn how to add teams to the course.

1. Enabling file sharing is done during the Team set up, or it can be done later by going to
Manage > Teams.

When adding teams using the Random Team Generator, you will not have
%& the option to enable file sharing. Once the teams have been created, you
will then need to enable it using this procedure.

" @ Management Console
Edt Page
Course Management
Gradebook General Course Settings
Manage both on-ine and off-line Modify settings such as tithe and
grades for this course URL for thiz section,
Roster Course Theme Selector
De enroliments and rights Change the colors and fonts uted
. for this section,
Teams
Macdbe teamn enroliments and Tab Settings
settings Condrol which 1abs are displayed
and where they link.
Attendance

~'\»\M“"‘\«~*\'\' e ,,WM Bnsans.

2. On the next screen, click on settings for the team for which you want to allow file
sharing.
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Teams Editor ’
|

Add a Team Unassigned Users Random Team Generator Rebal

Module3

Members: 0

add users remove users settings rename delete
Red

Members: S

add users rermove usersy settingsf rename delete
Team &

B -Wf~j.\,*~ Aot sofien TR et o,

3. Gotothe Team Tools section and change the File Sharing option to Enabled. Also put
in the maximum amount of file space for the team. This may be set by your institution’s
policy; so check with your System Administrator. This may also be set when adding a
team using the Teams Editor > Add a Team option.

If teams are creating PowerPoints, caution them as to their file restrictions.
PowerPoints with large pictures, animations, sounds, and so on, can

%% become quite large. Helping them to convert the PowerPoints to PDF files
or having them upload the PowerPoints as web pages can greatly reduce
their presentation’s size.

TOONT SCConTgsS

General Settings
Team Module3

Description

Homepage

Project URL _

Hidden [No [s]

Disabled ' No (s

Jeam Tools

File Sharing | Enabled [v]
Quota 5 |mB

RS W'«.& PP SRy ypawe SRS ¥

4. Click Save to finish.
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Description

Homepage
Project URL
Hidden 'No [v]
Disabled No [v]

Quota |5 MB

[ Save || Cancel |
Nt TEN SN -\w‘\\.\ QU-MM

5. This will display the Team File Sharing nugget in the Communicate section of the
Course.

% Students will only see the link to the File Sharing area of the team(s) in
which they are members.

The Team File Sharing nugget can be added to other sections of the
%% Course, including the Course page and the Resources page, through the
Edit Page feature.
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¢ View, read, and compose
Messages your message.

e,
Mureadwlesages
DMO 101 Course 1 (1) 0 messages

Course Roster
View 2 list of people in this course.

Course News and Events
Announcements

Read past and present course announcements,
News

Read past and present course news,

Polls
Take part in course pols.

Team Files

' Module3 Files
Last Updated: 3/9/2008 6:58:30 AM

S SR

e <0

When team members click on the Files link, they will first be able to click Add Content.
Then they will be able to create a folder, create a web page, and/or upload files.

Add Content
Module3h,

(" Create a Folder
Create a new folder in the current directory

4] Create a File

Create a new text or html file in the current directory

| Upload Files
H_J Upload files to the current directory

_I Drag-n-drop

Drag and drop files or folders to upload to the current direc
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If students are creating a presentation to be viewed by all the other Class members, you can
add a Team Projects nugget. To add individual student projects, you will need the URL to that
team’s project. If the team has created a web site, you would use that URL.

If the file that the team wants to use for the Team Project is in their file sharing area, you can
determine that URL going into their team file area by clicking on their team name. The file(s) will
be listed there.

In this example, the team has uploaded a PowerPoint file that has been converted to a PDF.

Microsoft Office 2007 has a utility that will allow the user to save a

% PowerPoint as a .pdf file. In addition, there are a number of free programs
that can be downloaded that will save documents and PowerPoints as .pdf
files.

Size: 143.3 KB (4.9 MB of 5.0 MB available)
Add Content Download All

Module3 Files %

| Project.pdf
. }(143.3 KB) Last Maodified: 3/9/2008 7:12:47 &AM
download rename copy move delete

Exit Team Files }

S o_,gn.ﬁ\m,/aﬁ—,\...‘_ h,‘a#w-"“"ﬁ & Bibee - saaiienfks.

1. Do aright mouse-click on the file name (if using a Mac, click and hold). Depending
upon the browser you are using, select either Copy Shortcut (Internet Explorer) or
Copy Link Location (Firefox) from the drop-down menu. This will copy the link so you
can paste it later.

2. Click Exit Team Files.
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Module3 Files
Kize: 143.3 KB (4.9 MB of 5.0 MB available)
Add Content Download All

= I GB5TE Open Link in New Window

downloa  Open Linkin New Tab

Exit Team Files  gookmark This Link...

«" Taq This Link...
Save Link As...
Send Link...

Copy Link Location

This Frame 4

Properties

Go to Manage > Teams.
Go to the settings link of the Team from which you copied the URL (above).

Click inside the Project URL field and do a Paste. That will add the URL that you copied
earlier.

6. Save your settings by clicking the Save button.

[5eneral Settings

Team Module3

Description

Homepage

roject URL |0-0-dmo_nancy-1/_team/Module3/Project pdj

ATETeTy ACHE)

Disabled [No [v]

Team Tools

File Sharing | Enabled (v

/ Quata |5 ‘MB

Save | | Cancel |

Ny g OB ol 1, fpptates.

How to Set Up Team Projects 304



7. Returning to the Communicate section of the Course, you can see that the Team
Projects nugget has now been added and that Team A’s Project is listed.

Team Files

Module3 Files
Last Updated: 3/9/2008 7:12:47 &M

Team Projects

Module3 Project
TV ‘ WN‘_W.

8. Clicking on Team A’s Project link will open the file for others to view. If the team project
is a web site which is housed elsewhere, this would link to that site.
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How to Rebalance Teams

Teams that have been created with the Random Team Generator can be reconfigured by using
the Rebalance Generated Team option. This may be necessary if new members need to be
added to already-created teams, if members need to be deleted from teams, or if the
membership needs to be redistributed for other reasons.

%& The Rebalance Generated Teams option can ONLY be used with teams
that were created using the Random Team Generator.

1. Goto Manage > Teams.

sole

; @y Management Console

Edt Page

General Course Settings

Mmbo'hm-knmdo&h Modify settings such as tithe and
grades for this course URL for thiz section,
Roster Course Theme Selector
ge enroliments and rights Change the colors and fonts uted
for this section,
Teams
:n-tmwommnd Tab Settings
setlings Control which 1abs are displayed
and where they link.

Attendance
ARSI st 4 B St SRR . ey,

2. Click Rebalance Generated Teams.

leams Editor

Add a Team Unassigned Users  Random Team Generatod Rebalance Generated Teams

Module3
Mernbers: 0

AR ARG [EMOVE LSers
sA;’,"\'.‘ ;

settings rename  delats
Lo e XS

amataattenl® gt

3. On the next screen, select the Team to be rebalanced from the drop-down list, and then
click the Next button.
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1 - -
Random Team Generatol

Rebalancing

set of teams to balance

[ Next | ancel |

R Wy .\Mhﬁ,\”‘m

4. On the following screen, you can make any changes to the teams. In the first example,

you will add a new student to a Team. In the Unassigned User column, highlight the
name of the user that you want to add to a team.

Random Team Generator ;
Adjustment Page

Manually adjust the teams by selecting one or more users on a team a
the team to move the user(s) to another team,

Unassigned Users

' Hill, Sandra [hills)
[kfnde;

Group-01
Current Members - 2

‘ Martin, AIiceV[amartin]
Winkler, Rick [rwinkler)

R, s ALt S A s AL T 08

2 i Ifyou have more than one user to select and move to the SAME team,
' you could hold down the control key while selecting each member.

5. Going to the bottom of the Unassighed Users column, select the Team to which the
user(s) will be assigned from the drop-down list.
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Unassigned Users

H—Iill, Sandra (hills
Fride, Karen kfridel

Winkler, Riick [rwinkler)

Move To | (v

. ‘M"WQHWM

7. You can also move a student from one Team to another. Highlight the user that you
want to move.
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ers

Group-01
Current Members - 3

sl _‘ Martin, Alice (amartin)

mith, Joe |
Sparraw, S

Move To |

sttt ’Ul

8. At the bottom of the column, choose the Team to which the user will be moved.

GFOUp-UL

Current Members - 3

Martin, Alice (amartin)
mith, Joe (jsmith

Sparow, Salli s

Darrow]

b

e To L v

9. Once the Team is selected, the user will be moved into that team.

roup-01 Group-02

t Mermbers - 2 Current Mermbers - 4
Blice (amartin) ‘ Fride, Karen [kfride) ’
oe [jsmith) Hart, Ross (thart)

Sparrow, Salli [ssparrow) l

- b m@atamiiy Ao~ s adh Bt Ban IR o s At &

10. When all changes have been made, click the Generate Teams button at the bottom of
the page.
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Hill, Sandra (hills) Current Mé_mbers -3

Fride, Karen [kfride]
Martin, Alice [amartin)
Winkler, Rick [rwinkler)

Move To B

Group-04
Current Members - 0

...........................

Generate Teams Cancel
R T \—W%.lﬁ_%“m-ﬂ'q’w .’[W,.]

11. The next screen will display the new team configurations. Click Continue to finish.

Save this screen as a PDF or HTML document and then upload it to
%\g‘f Lessons, so that students can see the new team assignments and their
fellow team members.

If you need a copy of a group of teams with members at any time in the
future, you can use the Rebalance Generated Teams option, as long as
the teams were created with the Random Team Generator. Follow Steps
il\gf 1-3 above. On the Adjustment Page screen that will open after Step 3,
without making any changes or corrections, click the Generate Teams
button. The team memberships will not change, but you will have all the
Teams from that group displayed with members as in the example below.
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Team Generator
| Resuks

Group-01
e Fride, Karen (kfride)
® Martin, Alice (amartin)
® Winkler, Rick (rwinkler)

(o™

-M\r\.m ~es

Group-02
® Hart, Ross (rhart)
* Sparrow, Salli (ssparrow)
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How to Set Team Access Rights for Lesson Content

By creating Teams, you can control access and settings for Lesson content items. You can both
restrict content items to one or more teams, or you can change settings within a content item for
different teams. A Team can consist of one or more members and you can have as many
different configurations of teams as you need. Course members can belong to more than one

team.

There are some examples:

One student needs to take a test at a different time than the rest of the class, or needs to
have different test settings for accommodation purposes. You can create a Team for that
one person and then create the individualized settings.

A cross-listed course contains students at both the graduate and undergraduate level.
You could create 2 Teams, one for undergraduate students and one for graduate
students, and then restrict some assignments and content to one Team or the other.

Students are divided into groups to create group projects and need access to different
content. Create a different Team for each group and then limit content items according
to their needs.

Restricting a Content Item to One or More Teams

This can be done when setting up the content item, or by accessing the content item settings
after the content item has been created. In this example, the content item has already been
created. The procedure is basically the same for any type of content item.

1.

Go to the Settings link of the content item you want to have restricted to a Team. In this
example, you are using a folder of documents for Team A.

Select Advanced view. Go to the Access tab, and then to Team Access.
Use the drop-down list to select Selected Teams.

You will then be able to check the Team that you want to have access to this content
item. In this case, you will check Team A.
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New Folder

Settings: O normal @ Advanced

Content | Access | Automate | Assignment

Access Trackeq

Students Orily v

Students ).

Selected Teams (v

r— team Lest

CImModule3

O z

¥/ Team A

OGroup-02

VAR 1 snee By

\......,“_.\_MJM._.‘.-M-W e

5. Click Save to finish.

This example uses a Folder as the content item. By default, all settings will

% automatically cascade down into any NEW content item added to the
Folder as well as content already within the Folder, so that those items will
also be restricted to the Team specified.

Creating Different Settings for Different Teams

This option is most often used with tests and exams. It will allow different settings for different
teams, such as a different date and time, or longer time period to take the test.

1. Follow Steps 1-4 above. For this example, you will use an Assessment.

2. Instead of checking the box next to the Team, click on the Team name. In this example
you are going to change the settings for Team A, so you click Team A.

How to Set Team Access Rights for Lesson Content 313



—Team Lny,/f"
D Team's, 1

Note: Teams with an * have custom settings. To customize settings fy

name above,

-'”Lv...“_ .W«Mm

3. This will bring you to the screen that will allow you to customize the settings for this
Team. In this case, you will set a different date and time for the test to be taken by first
checking the Advanced Settings and then changing the Delivery Start Date and the
Delivery End Date and also checking the boxes next to them.

Overrides Override Settings 1
OTraking E
Teamn Prierity 0
ij}:r' \fl G = 415
OPassword Drrectiors
OViewable By
OStart Dates
DErd Date ]
E)Advarced Settings ;
(Sec ] [Concel ]
1
Delivery Start Date & saruary (! 05 Iw] 2003 ] AM0B )00 I 1[
DelveryEndDate B Jorsary ! 05 %' 2003 ¢ PMO& w0 00
D Al Osestons v
My 1
Time bmit o0 mrs
¥l Aasommatically submit when time imit expares

Bt i e S o S A i TP A A s e, AR e e

4. Click Save to finish.

Overrides | override Settings

g;’;ﬁ;’g | Team Priority 0
COOPassword
COViewable By
CIStart Date

CJEnd Date

[ Advanced Settings

[.Save | | Cancal |

Directions

Chad Soelling HIM
Delivery Start Date | January

' Delivery End Date January
Lt supatarih . \A‘_‘.'M **-ﬁ’hww.‘
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5. The new settings will now allow those persons in Team A a different date and time in
which to take the test.

In order for everyone else in the course to take the test, they need to be members of
another Team, and that team also needs to be checked in the Selected Teams
designation. By default, their settings will be the settings originally designated for that
test, since they have not been customized. In this example, the rest of the students are
members of Team B.

—\iew Restrictions
Students

Selected Teams |v|

— Team List f
. Team &* 3
Team B 4

Create a Team and make all students a member of that Team. Then when
you need to customize settings for a different team, you won't have to
create more teams for the students NOT in the team that needs the
custom settings.

.. You can indicate a priority for students who are members of both teams. In

¢ 5) this example, all students are members of Team B. Only a few students
are members of both Team A and Team B. When customizing the settings
for Team A, there is an option to indicate Priority in the Advanced
Settings. Giving Team A a priority of “1” means that anyone who is a
member of Team A (no matter what other teams they are members of) will
have the settings customized for Team A.
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Overrides Override Settings

Direcing | [Team Pricrity i
OPassword Directions '
[Viewable By

OStart Date

[JEnd Date

M Advanced Chack Spalling HT
Settings Delivery Start Date  &[ Januery
(Save [(Cangal] Delivery EndDate & January

' Display Mode | All Questions
A WM** iy

6. Click Save to finish

Viewable By [ Students

|

Team Access ' Selected Teams [v]

— Team List

M Team a*

M Teamp

MNote: Teams

an * have custom setting
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How to Automate Sending an Email to Students Who Have Not
Logged onto a Course Within a Specified Time Period

By using Automated Agents, you can create an Agent that will send an email to all students
who have not logged onto a course within a time period that you specify. You can also have the
email automatically sent to yourself so that you know which students were included.

1. Go to the Automate tab within the Course and click Add New Agent.

g: ' 2 Agents Console

Add MNew Agent
L e

2. Name the Agent something descriptive (in this example, Log on Email).

3. Select the Scheduled Agent type. This procedure will be set to check log-ons according
to a specific schedule.

Step 1 of 3: Choose Agent Type

Name your Agent

The jraert ppearrrghe Agent console list,
{rLog on Email
— Agent Type & Configuration 4

Choose Agent type
Cho

® Scheduled Agent

gents that run on a scheduled basis or upon request

O Content Agent

Agents that run when users view, take, submit or review a content item

O Event Agent

Agents that run when users access specific areas within the environment

O XEI Agent

‘ Agents that run XEI jobs on a scheduled basis or upon request,
Choose Schedule I

Oondemand Oon this date ... ODaily ... [ Elweskly |.. Om

on these days: [Jsun CImon Ctue Clwed TITha LIFri

Choose how often your weekly scheduled agent should run.
Ny ._*\‘Wﬂnw\. e ‘,_..,,,.pb-ﬁm A Atangibons ol . saded

4. Choosing this type of Agent opens up some scheduling options. In this instance, you will
have the Agent run every Monday at 11:55 PM. Note that Agents can be scheduled to
run Daily, Weekly, Monthly, or On demand (manually activated), or on a specific date
and time.
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Choose Schedule

O 0on demand O On thisé... O Daily ... ® weekly ... O Monthly ...
on these days: [1Sun MMon [JTue [Dwed [dThu OJFri [Jsat

® at|PM11[w]55[v]

starting at
ending at

O every hour(s)

.\..*“.‘,WM\NWM-M.%M == MM

Consider your own Course requirements when deciding on a schedule. In
¢ this case, the Course has assignments due every Tuesday at 8 AM. So
¥ the Instructor is interested in knowing who has not accessed the course

since the previous Monday evening one week ago.

5. The criteria selected to this point are summarized at the bottom of the screen. Click the
Next button to continue.

jent Summary

Scheduled Agent "Log on Email" will run every Monday at PM 11:55.

Cancel | (

- s oo an T T VI RRGEe ¥ T VRS L U

6. On the next screen, you can further delineate which users are to be included within the
search criteria. You want to include all users, so you will not make any more specific
changes to the User Selection section.
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Name Selection

Name this combination of user and condition criteria.

All Users

User Selection Properties
Select Users

Choose all users of 2 specific user for the Agent to monitor.,
® Any User O Specific Users
Rights Filter

Refine your user szlection by choosing which course rights the users must
® Any Rights O Specific Rights

Team Filter
Refine your user selection by choosing which tzam memberships the user

® Any Team O Specific Teams
S stanans W s it i o

7. In the following section, designate the conditions that apply to this Agent. In this case,
you are monitoring Last Logon.

User Selection Conditions
Under what conditions should the users selected above be included in this Agent?

Condition: | None E]
None
Performance against standards
Scheduled Milestones ' Monday at 11:55

|Performance against objectives

ltem Completion
Add A Gradebook Grades
Last Logon

8. Choosing that option opens up more options to further delineate the users to which this
Agent will apply.

User Selection Conditions
Under what conditions should the users selected sbove be included in this Agent?

Condition: | Last Logon vl

ist users that | have not [v| jogged on since | 7 4ays ago [qu
“ranadiite AR AL . o Mon i A ML B 00 SRt o 4 '3
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9. In this instance, you want to target all users who have not logged on in 7 days. There
are also other time frames that could be chosen, depending upon the desired result.

10. At the bottom of the screen, all of the criteria that have been set up are summarized.
You could add more criteria to select more users, but this is all that you need for this

Agent. Click Next to continue.

[ A8 Ansthar Uses Selecten ]

| Cascel | [ Penvoss hﬁ'le——‘

S e _r...—-,‘.‘.o.wm* - o 2 IS Al A B v"‘

11. Now that you have established the users that need to be targeted for this Agent, you

need to specify what action you want to occur once the Agent runs.
In this instance, you want the students who have not logged onto the Course within the

past 7 days to receive an email reminding them of the class requirements and also

requesting further information from them about their absence from the Course.
Therefore, the action you want is Email (External) (that is, the Agent will send an email

to the Internet address of all students who have not logged onto the course within 7

days.

b o o e

on you'd fike to run bassd upon the Agen

'Choose Action Type... ‘ Action description
Choose Action Type...
Add Variable
\".IIIIUUIILBIIICIH.
Calendar

i W/
Ermail (External) Emau will run ev

| Grade Assignment

sk ‘

L [Mail (Internal) _]
Milestone Completion

EQ Replace Variable Text
SetVariable

Task

Task Completion

Team Enrall

Team Unenrall

Unlock

N ,rw-**w.‘.‘ _'k.*--n-‘ ~W"\~Ao_
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Students who have not logged on within the past 7 days are not likely to
7 ;- be monitoring their internal emails sent within ANGEL. Therefore, it is
¥ more probable that they would see the email if it is sent to their external
email account as associated with them by ANGEL.

12. Since Email (External) is selected, you need to tell the system to what email addresses
to send the emails, and you also need to create the email message to be sent. In doing
this, you use several tokens. The system will substitute the actual data for each token.

Recipients
To edwardn@mccfl.edu
Cc

BcC  [SUSER:EMAILS

ubject

- kel R VNP S S

In the example above, the email will be sent to the Instructor (the To recipient) so that
the Instructor knows who received the email.

In the Bcc field, you are using the token $SUSER:EMAIL$. When the Agent is run, it will
substitute the external email addresses — in place of the token — for all students that
meet the criteria. By using the Bcc (Blind carbon copy) field, the students who receive
the email will NOT know who else is receiving the email, thereby complying with FERPA
regulations.

13. You will need to create the email message (such as partially shown below) that all the
students who meet the criteria will receive. In the body of the email, you are using
another token to personalize the email: $FIRST_NAMES$. When students read this
email, they will see their own names instead of this token.

3= For more information on tokens, refer to the Instructor Reference Manual or
the Online User Manual.
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Subject

|Course Participation

Message
ai- BlzU

) ¥ |-
= = Fontv!Sizev | || 05

ear SFIRST_NAMES:

According to our records. vou
have not logged onto "Your
Course" in the past 7 dayvs. You
do have assignments due at § am

on Tuesdav moming, and I am
“JM‘\;’--WMW 2

14. The bottom of the screen summarizes all of the criteria set. You could add another
action at this point, but in this instance you are not going to do that. Click Next.

Schaduied Agent "Log on Emal™ will run gvery Monday at 11:55 PM for ANl Users that have not iogged on sece 7 days b
8% <

_Add Anciber Action__|
Cancel [ Pepnces '

A el AR g M QNI ol pmmn . ‘,_4P;,ﬁp\._,__..-u--uuna.....__‘

15. The final screen allows you to look at everything that has been set up and edit as
needed. Click Save if everything looks satisfactory.

£ by ciciing a lnk below. If you wish 10 work through al the propertes, start «with the "Agent N

Agent Type

Scheduled Ager
User Selection

All Users B A7 Usersthat have notlogged on since 7 days 8go
Acgons

Supmary

cheduled Agent "Log on Email® will run every Monday at 11:55 PM for All Users that h

W ARSI AN AN et BRIt it B BB s st
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A Editing the Agent Type will completely negate all settings and require you
to start over from the beginning.

16. Once you have saved the Agent, you will be returned to the Agent Console screen
where you can see that this Agent is now set to run on Mondays at 11:55 PM. Once the
Agent has run, you will be able to see when it last ran and whether or not there were any
errors. Since you have just created this Agent and it has never run before, there is an
N/A (Not Applicable) listed for both Last Status and Last Run.

Tithe Category Tyy ast Status Last Run  Next ¥
Kog on £mat B
LD e A ) ‘\‘;.'.(;"';‘. i SRR A e e oD et tamtn. LU B, AN,
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How to Release Content to Students

Within the settings for any content item, you can specify when the content will be released for
students to access. You can also preview and ensure that students are not seeing any content
that you do not want them to access.

1. You control the release of content items using the Settings for that content item. In this
example, you will set a Folder and its contents to be released on a specific date. This is
done in the Settings for that content. If the content has already been created, you can
adjust the Settings for that content. Otherwise you can set the release controls when the
content item is created.

2. Go to the content item and click settings.

|
' Lessons
~

Add Content Rearrange Reports  Ukiliti

Module 1

] Module 2

| Modie 3
| settings reports  utilities deleﬁ

... .ohadodaamiiorasst . o gha AP

Go to the Access tab and select Advanced settings

Go to the View Restrictions section. Setting a Start Date and Time will release the
content on that date and time. If you want the content item to also stop being accessible
at a specific time and date, you can set that as well in the End Date settings.

% Be sure that you check the box next to the date and time. If this is not
checked, the date and time will not be set.

5. Click Save when you have finished with the settings.
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Students v
Al Tearrs v
B Mach w9 (v, 2008 » [ (aM0s ¥ 40
O Mach v [2 (v, 2008 (v %] [PM01 3 40 [
~ O O
O O O
-
Cancel

e W“ R

6. The content item now will NOT be released until the set date and time.

When working with folders, all settings within the folder cascade to any
content items ADDED to the folder after the settings have been done.

% However, if settings to the folder are made AFTER the folder contains
content items, the new settings will not cascade to the items within the
folder unless the specific Cascade Settings are applied (in the Access
tab, Advanced View).

There are several other ways to release content to students:

You can restrict content by Team (see How to Set Team Access Rights for
% Lesson Content).

You can have content released based upon an action taken by a student,

using an Agent (see How to Release Content Conditionally by Using an
Agent).
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How to Release Content Conditionally by Using an Agent

Releasing Content by Using the Unlock Action

By using an automated Agent, you can release course content based on specific criteria. For
example, you could release new content based upon a Drop Box or Assessment grade. This
content could be remedial in nature, based upon an unsatisfactory score, or it could open the
next module of content based upon the student’s score. Another example would be to release
content after students have taken a pretest or survey.

One way that content could be released by using an Agent is to “unlock” the content for
students meeting specific criteria.

1. To begin, you need to create a password for the content to be released. Go to the
Settings option for the content. In this example, you will be releasing the content in the
Module 3 folder.

2. Inthe Access section, add a Password. The characters that you enter will appear as
asterisks.

- 2 P Y 2
Settings: & Mormal U Advanced

Content | Access FVAunomatJe Assignment

—Access Tracking

Students Only v

—Yiew Restrictions
D Do

Students v

L. oamis | o safafede e \‘,*A_r’af‘é‘;;;i-;%—m TS o 2 abede SRR .

%} Beginning the Password with a “1” (exclamation point) will hide the content
item from the students’ view.

3. Click the Save button when you have finished adjusting any other settings.

How to Release Content Conditionally by Using an Agent 326



—View Restrictions
Ooo not allow users to view this item
Yiewable By i_s&;_dents
Password [
Team ACcess Al Teams il]’

| Save | |
N

" nafhee

4. The folder will appear with a small Padlock icon on the side when you are in Course
Editor view.

U Lessons
~

Add Content Rearrange Reports Utilities Pr

": Module 1

e

' 7 Module 2

——

(=1 Module 3 &

A, O

In Student view, the Module 3 folder does not appear.

.l Lessons
N~

".3-"? Module 1

—

L? Module 2

~. W‘W
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If you had not used “!” as the first character in the Password, the Student view would be
similar to the Course Editor view:

Only the Password will unlock the Module. In Course Editor view, when you roll the
mouse over the padlock icon, the password will appear.

: '{ Lessons
N

Add Content. Rearrange Reports Utllities Pre

1 Module 1
l '.l

"' Module 2

5. Go to the Automate tab.
6. In Agents Console click Add New Agent.

Agents Console

Add New Agent

"~~~»w\w*“~~‘““""“

7. Supply a name for the Agent that will help you identify it easily, and then choose
Content Agent as the Agent type.
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Create Agent
Creating an Agent is a three-step process, First you determine and col
the agents to monitor and the conditions required to trigger an action,

Step 1 of 3: Choose Agent Type

Name your Agent
The Agent name appears in thg Agent console list,

Module 3

— Agent Type & Configuration

Choose Agent type

Choose the type of event that you wish to use to initiate an &gent.

O scheduled Agent

Agents that run on a scheduled basis or upon request

51 content Agent
Agents that run when users Jiew, take, submit or review a c

O Event agent

Agents that run when users access specific areas within the e

wd, ‘www-w ._MW#

8. Click the Select content to monitor link that will appear when Content Agent has been
selected.

ey =] 100 a suhniel 2! El [=]

{%1 Content Agent

Agents that run when users view, take, subi

O Event Agent

Agents that run when users access specific

Choose Lessons

Select content to monitor

is !vviewed @

e aa ST

9. Select the Lesson Type of content that will be monitored (that is, what type of content
item is going to trigger the Agent to activate). In this example, it is going to be an
Assessment. (Students will have to meet or exceed a specific grade on the Assessment
for the content in Module 3 to be available to them.)
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Lhoose the Type of event That you wish [0 use To imifiate an Sgent,

o

Select content to monitor

'Iog

Discussion Forum
Drop Box O Specific assessment
Ol |File B
Folder

Game ]
IMS/SCORM Package [
L Link
Page
Quiz
"~ Survey
— oo Wiki

b *’““ ~ et s A AR o e

10. Select Specific assessments in order to designate the Assessment that will be used for
this Agent. In this example, it is Exam 1 (which is the only Assessment set up in this
Course at this point). Click Add.

CIToUST Agent iypoe
hoote the Yype of evert that yo

Select content to monitor

Lesson Type
Assessment (8]

r—Assessment

OAny assessment QSpeccﬁc assessments

Use CTRL + Click to select multiple items

1| L.Add.] |.Close Window. | }

COuToIt E‘I[ TVILILIBE 5 WIHT LUR L W1 0| (LT ISt RESoLu 15 ) 15 ¥ RSP,
~ '*M‘W"‘M“‘WM ’ u" X ¢¢-J

11. Then click Close Window.

" Exam 1

Use CTRL + Click to select multiple ite

“Add:| [ Clase Window: |

R ™
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12. You will need to indicate WHEN the agent is to run. Because the specific action will
occur based on the grade that the student receives, the choice here is graded.

Choose Lessons
Select content to monitor

Exam 1 (delete)
viewed

submitted

IS

—Agent taken
reviewed

-GaatantAcast Tpdule el iunhes

13. Because graded is chosen, more options will appear so that you can set the criteria for
the content to be available. In this instance, you want the Module 3 content to appear if
the student receives a grade of 80% or more.

Select content to monitor 1
Exam 1 {(delete

is | graded ] v ’

and grade is between (80 | % and 100 | 9%

It o A +nn o5 AT, ot ot -0 i minAamnd: .

14. The summary for everything that so far has been set up for the Agent will now appear at
the bottom of the screen. Click Next to continue.

L

Agent Summary

Content Agent "Module 3" will run when Exam 1 is graded,

[ Cancel | [ Next | e
A ot gl o AN R o,

15. The next screen allows you to select which users would be included within the Agent. In
this instance, you want all users to be included, so you will NOT make any changes in
this section.
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Name Selection

Name this combination of user and condiion criteria.

jAl Users

—User Selection Properties -

Select Users

Choose all users of a specific user for the Agent to monitor.

@ any user O Specific Users
Rights Filter

Refine your user selection by choosing which course rights the users must have to be inl
® any Rights O Specific Rights
Team Filter

Refine your user selection by choosing which team membaerships the users must have t

&l any Team O Specific Teams

—User Selection Conditions -

Under what conditiors should the users selected above be included in thiz Agent?

16. A summary for the Agent will be displayed at the bottom of the screen. Click Next to
continue.

Agent Summary -

Content Agent "Madule 3" will run for 4% users when Exam 1 is graded.

[_Add Another User Selection |

[.Cancel | | Previous |l_Ne_)a_j(

NM‘M“"".‘. *‘r. W\O—M

17. On the following page, you will designate the action that is to occur if a student scores a
grade between 80% and 100% on Exam 1. You want Module 3 to be viewable by the
student; which means you need the password-protected Module 3 folder to become
unlocked. Therefore, the action is Unlock.
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Create Agent

Step 3 of 3: Configure Actions
— Choose Action Type

Select the action you'd like to run based upory
clicking the "add Additional Actions" button

 Choose Action Type... ;Vﬂ Action des
__ Choose Action Type...
' Add Variable
— Alert
Announcement
Calendar
' Emaill [External)
T GoTo

[: Grade Assighment

B will run

Lock
Mail (Intemnal)
¢ Message
= Milestone Completion
Redirect
Replace Variable Text
Set Variable
Task
Task Completion
Team Enroll

| T TEam Urerrol |
Unlock
L

b g

Fevious I

18. Next you need to designate which users are to have access to the content (that is, have
the content “unlocked”). Select Event Originator as the user. This means that any
person that triggers the “event” (which is achieving a score of 80% or better) is to be
included. (That is, this isn’t just limited to users on a particular team.)

Step 3 of 3: Configure Actions
—Choose Action Type

Select the action you'd like to run based upd
clicking the "Add Additional Actions" button

' Unlock [s] Action des

— Configure Action

Release password-protected content to the

Unlock content for

Al Filtered Users
Filter: &ll Users
All Facul
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19. Finish this section by putting supplying the Password that will unlock the Module 3
folder.

— Choose Action Type

Select the action you'd like to run based
clicking the "add additional Actions" butt

o

' Unlock [ae]| Action c

— Configure Action

Release password-protected content to th

Unlock content for
[

' All Filkered Users
Filter: All Users
All Faculty

[LAdd-> |

Password(s)
;r! mod3

ST

"Originator"

If you forget what the password is, remember that you only have to roll the
mouse over the Padlock icon for the content item and the password will
appear!

20. The summary appears at the bottom of the page. Click Save to complete the procedure.

"Orignator”

Password(s)
Imod3

— Agent Summary

Content Agent "Module 3" will run for All Users when Exam 1 is graded.

AddW‘Adion V]

Save || Cancel | | Previous | [ Next |
“ua W%'\.w..w___.‘.ws_.ﬁm‘
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% You could add more than one password if you had several content items
to be released based on the action set.

21. The final page allows for any changes to be made. Click Save to activate the Agent.

Edit Agent

Ed® an agant's i ¢ by chcking a bnk below, IF you with to work, theaugh al the properties, fart
User Fiter and Action settings
Agent Name
} Module 2
Agent Type
Content Agent
User Selection
All Users n All Users
/ | Action
Unlock n Unlock Content
Password: !mod3
Summary
Contgft Agent "Module 3" will run for All Users when Exam 1 is graded.

N i "“*W‘ ‘.**\“.“““A‘..’! .WM %*

22. The Agent has now been added to the Agents Console.

©

Agents Console

Py Bk
AL Refreg
W Age efre

Show a g‘ Show all ¥| [Jshow Retired
Title Category Type Last Status Last Run  Next Run
Module 3 n Content Agert  On grade NA WA NA

'\“MW“#‘“M“'\W"‘M“'“"M‘-r

This same procedure could be used to open remedial content by setting
different grade criteria and unlocking other content items.
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How to Post a Grade for a Survey by Using an Automated
Agent

Sometimes Instructors want to give students a specific grade for completing a survey. Since
surveys are not “graded” the same as an Assessment (that is, there are no correct or incorrect
answers, so the student does NOT receive a score that will be automatically recorded in the
Gradebook), this can pose a problem. There are some manual solutions; for example, the
Instructor can check the Reports for the survey to see who has completed it, and then record a
grade in the Gradebook. However, you can also create an Agent that will automatically submit a
grade to the Gradebook for every student who submits the survey.

Create the Survey Assignment

1. Create the Survey (Lessons > Add Content > Survey) by completing all sections in
Settings as needed except for the Assignments section.

F\%@ See How to Create a Survey for instructions on creating surveys.

2. Ensure that you are in the Advanced Settings view.

j Course Survey f

ol g ™ N <
Settings: ./ MNormd ‘& Advanced

| Content | Accesé VDeIivery Submission |
|-l A

s .‘M.\,&"vx Bonptal® n

3. Gotothe Assignment section. You will be working with the Gradebook Settings.

Contont ~ Access  Delvery  Submssion  Revew  Stndrds  Objectives  Automate  MetaDuts | Assigresent

(Nore ) v

Using the drop-down menu for Assignment, select New Assignment.

Add a Title, select the correct Category for the Assignment, and designate the point
value (Points Possible) for the Assignment. This is the grade that each student
submitting the survey will receive. Set Calculation Type to Manual.
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— Gradebook Settings

Assignment (New Assignment)  [v]
Title Surveyl
 homewark [ | other. |
5
Type Manual lv J
Display Format Ttourse Default [;j'

Otide gradebook assignment from students
i bl .\*M*-J—Ao\\ P‘—M.‘.“'

Keep the Title for the Assignment short, since this will be the label that
will display in your Gradebook. It will make this Assignment easier to
identify since longer titles will be truncated in the Gradebook view.

6. Save your settings.

Create the Automated Agent

1. Go to the Automate tab to access the Agents Console.
2. Click Add New Agent to begin the process.

Agents Console

Add New Agent

‘*'\WWM‘M

3. The first step is to Name your Agent. In this example, it is Survey 1.
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Step 1 of 3: Choose Agent Type

Name your Agent
The Agent name appears in the Agent console list.

iSuwey 1

—aAgent Type & Configuration

Choose Agent type

Choose the type of event that you wish to use ta initiate an

{8 scheduled Agent

Agents that run on a scheduled basis or upon request

O content Agent

Agents that run when users view, take, submit or revie,

O Event agent

Agents that run when users access specific areas within

Choose Schedule

Lotrne D0n demand O on this date .. ODai
Rav APt ~~»I“""""“*'«W‘"‘""‘““"'

4. Select Content Agent as the Agent type.

— Agent Type & Configuration

Choose Agent type

Choose the type of event that you wish to use to initiate an Agent.

O scheduled agent

Agents that run on a

& confeht Agent

Agents that run when users view, take, submit or review a content item

a%is or upon request

O Event Agent

Agents that run when users access specific areas within the environment

BT PYPNPREE SN *w.ww

Content Agents will work on content items in Lessons. These are items

% that are viewed or reviewed (files, folders, and all content within them),
taken (surveys or tests), and/or that require a submission (Drop Box,
discussion post, survey, and tests).

5. Notice that new choices will now display beneath the selected Agent. Click Select
content to monitor to designate the content item that will be used for this Agent.
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{81 content Agent

Agents that run when users view, take, submit or r.

O Event agent

Agents that run when users access specific areas w

C s
Select content to monitor *

AP B e rntn

6. A new window will appear. First select the Lesson Type from the drop-down list. In this
case, the item is a Survey.

sl Select content to monitor

Cal Lesson Type:
P Assessment I~
Assessment

Blog
Discussion Forum

Drop B : 3
 Le Figgp Qo8 O Specific assessment

Folder

view | Link
| Page
Quiz

Game j
IMS/SCORM Package “’(

1 wiki

e arierates | pamiind a0 A abrnnn,

Notice all the different content items that could be selected, including
& items that are not normally graded within the content item, such as files
3 and folders. This same procedure could be used to assign a grade for
viewing a file, link, web page, and so on.

7. Select Specific surveys, then click on the survey to be graded (in this case, there is
only one to select from), and then click Add.
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Select content to monitor

Lesson Type: .
| Survey IJ

— Survey

O Any survey © Specific surveys

8. Click Close Window to continue the process.

Ec A
4'4 Select content to monitor

Co| Lesson Type:
| Survey line

Y Survey

I O Any survey ® Specific surveys.

et J Course Survey

Se f
Use CTRL + Click to se%lltiple items.
=

ol IIAdd H Close Window |

M”w— bt i

9. Now that the survey has been selected, you need to indicate at what point the Agent will
run. In this case, you need the Agent to run when the survey has been submitted (that
is, students will receive the grade when they submit the survey).
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Choose Lessons

Select content to monitor

graded

— Agent taken
reviewed
Content Agent "Survey 1" will run wi
E i AN Tayanata aa s o on g o oyl

10. The summary at the bottom displays the criteria that have been so far set up at this point
of the process. Click Next to continue.

Agent Summary

ontent Agent "Survey 1" will run when Course Survey is SmeittedI

Cancel | lNext](—

--\wwnhxwﬁ“w.._ww‘,,* \

11. The next screen defines to whom the Agent will apply. In this case, you want it to apply

to all users and do not need to designate any specific criteria. Therefore, do NOT make
any changes on this screen.

There are several ways that user criteria can be set up. Users could be
restricted to specific users, or users with only student rights (for example),

%% or only users on specific teams. Because you have already set up the only
condition needed (survey submission) and it pertains to all users, you do
not need to define that further.
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Step 2 of 3: Configure Users and Conditions
Select whach users you want the agent to mondtor and the condiions requred 10 igger an action

Name Selection

Hare thit combination of uter and condition oriteria
A1 Users

—User Selection Praperties

Select Users

Choose of uzers of a spechic uzer for the Agent to monor
® any User O Specific Users

Rights Fliter

Refine your user selechion by choosing which course rights the users must have o be inchuded in the uzer s
® ary Rights O Specific Rights

Team Filter

Fofine your user telection by o 00sing which team membarships the wzers mutt have to be inchuded i the «

@ any Team O Specific Teams

—User Selection Conditions

Under what conditions shoud the uzers salected above be inchuded n tha Agent?

Conditian: ' None v

e gt wMMMM

12. The bottom of this screen summarizes the criteria selected up to this point. Click Next to
continue.

5
Agent Summary i

I Content Agent “Survey 1" will run for A4 users when Course Survey is submitted,

| Add Another User Selection | /

! Cancel | | Previous “ Next|
o ¥ e M«-M-o-ﬂ»

There is an option to define more than one user criteria (Add Another User
% Selection). This is not necessary in this case, but might apply to other
situations.

13. On the next screen, designate the action to be taken when the Agent is run. The Action
Type needed is Grade Assignment.
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Step 3 of 3: Configure Actions ’

—Choose Action Type

Select the action you'd like to run based upon the Agent Typ
by clicking the "Add Additional Actions" button below.,

i Choose Action Type... 32] Action descriptions
_ Choose Action Type... =
4dd Variable /
 Alert
Announcement
Calendar " il for All Users
Email [External)
T GoTo
E Lock
Mail (Internal)
( Message
Milestone Completion
Redirect
| Replace Yariable Text
SetVariable
Task
Task Completion
Team Enroll
Team Unenroll
Unlock
~ --.«W-M A PSP Y S TS -ﬂgw

14. Selecting this action opens up other criteria that need to be designated. First, select the
survey that is to be graded.

Post 3 grade to the gradebook.
Assignment Select an Assignment... ) ’ v}
Max Select an Assignment. ..
Discussion
Grade Fol Discussion Chapter 1
homewoark

The Assignments displayed here are those that have already been set up,
& either by creating Assignments in the Gradebook itself or when creating
¥ the content item. If you had not set up the Assignment when creating the

survey, you could have set it up as a new Assignment in the Gradebook.

15. Next, fill in the other information about the Assignment. The point-value (Max Points) for
the survey was already designated when setting up the survey. Grade For Event
Originator means that each student who triggers the Agent (by the “Event” which is
submitting the survey) will receive the grade. Click Add to continue.
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—Configure Action

Post a grade to the gradebook.,

Assignment | surveyl
vax Points 5
Grade For ’

EE vent Drnginator

| Filter: All Users
Entire Class
—— [ Addo ]|

| DRESQRdemda i o adh .

16. Finally, complete the other information about the Assignment. The choices here indicate
that everyone (100%) who submits the survey will receive the full points as well as the
comment. The Locked box is checked to prevent any grades from being overwritten.

TIET, =% USETy
Entire Class
Percentage 100
Points 5
Locked (v}
Comments

Thank you for completing this survey

s i AR it .._w—b'\m.#.r‘w“"

17. Click the Next button to continue to the final section. Note that there is an Agent
Summary of all criteria selected.

Comments 'Thank you for complet:

—Agent Summary

Content Agent "Survey 1" WHI run for All Users wi

Add Another Action | &

Cancel ] [ Previous ][ Mext ]
d _\‘,A’»m._\‘a\w MRS Dot

18. On the following screen, you will be able to review all settings and edit any as needed.
Click Save to complete the process.
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Edit Agent

Edt an sount's tpaciic by chicking 3 link below. TF you with 10 wark through 4l the properties, start with thy
clear Ml User ke chon satlings
Agent Name
Survey 1
Agent Type
Content Agant
User Selection
All Users B Aavusers
Action
Grade Assignment B Grade Assignment
surveyl
Sqmmary

Content Agent "Survey 1" will run for All Users when Course Survey s submitte

_Save || Cancal
eaninn b =~ N, _.*ﬂ_mww

A If Agent Type is edited, the entire process will need to be redone, as the
other Agent types require a whole different set of criteria.

19. Returning to the Agent Console, you can see that the Agent is now ready to run when
students submit their surveys. To ensure that this works, try taking the survey yourself
and then check the grade in the Gradebook.

Add New Agert Rofre

Show ol v Show ol »! [show Retired
Title Category Type Last Status Last Run Next Rur
Survey 1 Content Agent  On submit N/A N/A N/A

S —— R N s

The grades will NOT display in the results for that survey (Utilities > View,
% Grade, Delete Submissions: see example). They will ONLY appear in
the Gradebook.

] Course Survey
Litities > Submissions
User ID Grade {5 pts) Submitted
Grade  Dwste | Student Username (ID) 12/22/2007 §

A PV T PR S g, ottt wnsh st atibea,
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Course Management Tasks

This section contains procedures to help you in the management and maintenance of a course.
It includes such things as grading, setting up calendar items, using course mail, adding
announcements, and creating course back-up.

Understanding Course Rights

How to Customize Tabs

How to Create a FAQ (Frequently-Asked Questions) Section in a Course
How to Check Student Activity Within a Course

How to Add or Remove a Student from a Course

How to Post an Announcement

How to Add Assignment Dates to the Calendar

How to Link to Content Items from a Calendar Event

How to Set Up Live Chat

How to Set Mail Privileges Within a Course

How to Create Folders in Course Mail

How to Share and Edit Files Among Multiple Users

How to Use the HTML Editor: Changing Fonts and Colors
How to Backup a Course

How to Activate/Deactivate a Course

How to Archive and Export a Course

How to Populate Course Content into a New Course Shell

How to Use the Copy Course Wizard to Copy Content from One Course to Another
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Understanding Course Rights

Within any course or group, there are several access levels with rights that can be customized.
Using different levels, the Course Editor or Administrator can limit access to specific content
items as well as allow certain levels to perform specific functions. Some of the limitations are set
by the system, and others can be changed by the Course Editor.

Course rights are set when users are enrolled into a course. The following rights can be
assigned (these are listed from the lowest to highest access levels):

Authenticated Guest
Student

Team Leader
Mentor

Course Assistant

Course Editor.

How You Can Limit Access in a Course

You limit access for different access levels by using specific settings within different sections of
the course; for example, Content Items.

1.

Within the Access settings of all Content Items, you can specify who can view the item
in the Viewable By field.

Content Access | sutomate Assignment F
r—Access Tracking
&ll Enrolled Users 3
—Yiew Restrictions
Cloo not allow users to view this item
‘Students i@
Everyone
Authenticated Guests

Students
Team Leaders
Course Mentors

2.

Course Assistants
Course Editors
Author Only

-~ M.u--_,.,,...MM.,\;.whwuw &‘"-"-i-‘l; 3

You can limit Access to different sections in Manage > Tab Settings. This allows you to
designate the minimum rights needed to have access to the sections.
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3. . Goto Manage > Tab Settings.

Insole

Data Manager

I CoLrse Settings

General Course Course Files
Settings
Modify settings such as
title and URL For this

section.

Course Theme Selector
Change the colors and

—bantsisadfart his section,
Tab Settings

Control whicHltabs are
displayed and where they

link.

4. On the next page, use the drop-down list for each tab setting to designate the MINIMUM
rights needed to access that section.
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i l Tab Settings

| DMO 101 Course 1
Start Tab Settings
Start Tab Start URL
' Course | 1
Tab ID Label Viewable By
Home Course || Auhenticated Guests (]
calendar Calendar Studerts/Members ~
Content Lessons | | Authenticated Guests [}
Resources  [Resowces || Students/Members (o] &
InTouch  [Commuricste || Students/Members (oe] |
Reports Report | Students/Members v/
Agents Automate | | Course/Group Editors oe]l

' Tools Manage || Couse/Group Assistants ]
(_Cancel |

In this example, anyone can view the Home (Course) page. The minimum rights for the
rest of the sections are: Students/Members (Calendar, Resources, Communicate,
Report); Course/Group Editors (Automate); or Course/Group Assistants (Manage).

5. You can further limit the rights of any particular user by editing their permissions. Go to
Manage > Roster.

nsole
‘ gy Management Console
Edit Paga
Colrse Management Course Settings
Gradebook General Course
Manage both cerline and Settings
- tithe and URL for this
Roster sachion,
::1 enrolinents and Course Theme Selector
rights Change the colors and 3 g
Teams fonts used for this section. cor"v\:nl ;
Manage team eneoliments Tab Settings £
t i
a0 s b SESES i IR et TRCTLLY
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6. Click the Edit box next to the user whose permissions you want to change.

Roster Editor ‘

Add a User Batch Enroll Export Print

Roster Search
[ Search | | Exit Roster E&

There are currently & enrolled users,

MName Login

_edit |[foeiete| [Fride, Karen  kfride

_Edit | Delete| [JHart, Ross rhart
_Edit | Delete| [JHijll, Sandra  hills

_Edit_| Delete | [[IMartin, Alice  amar

Edit | Delete| []Sparrow, Salli  ssparr

_Edit | Delete | [|\inkler, Rick  rwinkl
& \UM%M o A

7. On the next page, click the Permissions tab.

Enrollment Settings

User Settings || Permissions 1

User Settings

Username kfride

Rights _Sludent e

Tile | Student )

Hidden :!*{q l}ﬂ
Disabled [No [s]

Team Membership
LN e VP P S T R T e S S NP P Y NP

8. The next screen will allow you to change some settings. It will not allow you to give any
permissions that are not within the access rights for the level of the user. Click the Save
button at the bottom of the page when you are finished.
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Enrollment Settings

| User Settings \ Permissions

| BRSSO SSaaC S | L

Course Permissions
Use the controls below to modify the permissions for this
Participation

Limit users Chat, Course Mail or Discussion activity by
setting the accounts rights to Read Only. Note that
settings trump all other course or team settings.

Read / Read

Write  Only
Chat ® O
Course Mail O O
Discussion (O] O

L~ -“M._ \‘*"_‘AAM‘A“‘ M~.w.m

Authenticated Guest

An Authenticated Guest is someone who has been authenticated through the ANGEL system
(that is, someone who has a User account on the ANGEL site) and who was either enrolled into
the Course and assigned that right, or entered the Course through the Search tool (Find
Course). This level has very limited access rights. An Authenticated Guest cannot view any
Student or Instructor tools, and can only view content items that are made viewable to either
Everyone or Authenticated Guests.

You might use Authenticated Guest rights for someone that needed to see certain portions of
the Course, but was not a student in the Course.

For example, this level could be used to show the Course to someone from another institution.
You could allow Authenticates Guests to see some of the content items, but not allow them to
view any discussion forums or any other sections where student names might be revealed.

DMO 101 Course 1

Lessons |

3

Lourse

g
P What's Mew ¢
*'»Ml.w.w -, Mm—-.lup‘

If you want the Course to be accessible to either Anonymous
(unauthenticated) or Authenticated Guests, you need to set Guest Access
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to either Anonymous or Authenticated Guest in Manage > General
Course Settings > Access.

Student

Most of the enrollees in the Course will have Student rights. Students normally have Access to
the Course, Calendar (if used), Lessons, Communicate, and Reports sections. They only have
access to their own grades.

~ DMO 101 Course 1
} C— ] Calendar | Lessons I Resources l Communicate I Report |
P Y A -'r""""*w#‘ur«-m*-#"““" PUrTp— «,&—h-w}

Team Leader

This designation would have the same Access rights as Students. You can restrict any content
items to this Access level and above by designating Team Leader as the minimum Viewable
By level in a content item setting. A Team Leader would not have any editing rights or Access to
grading.

Mentor

This level also has the same Access rights as Student and might be used for a Librarian or
Preceptor who does not need grading or editing privileges. As with the Team Leader, you could
restrict certain content items to be accessible only to this level and above by designating
Mentor as the minimum Viewable By level in a content item setting.

Course Assistant

This Access level would be reserved for Teaching/Graduate Assistants or other course
members who need to be able to grade and/or take attendance. It does not allow for editing of
content. They normally have access to the Manage tab as well as the other tabs available to
Students. Within a content item, they have access to the Reports and the Utilities options.

DMO 101 Course 1

| e | Calendar i Lessons Resources | Communicate Report Manage i 2

8 SR o S TSP e L i M._‘___,,.“J

If the Course Assistant only has responsibility for a specific group of students and not the entire
class, you can restrict them to only grading that group.

1. Create a team with a group and its assigned Course Assistant as members.
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i@ See How to Create Teams for more information.

2. Goto Manage > Gradebook > Preferences.

jsole > Gradebook
. Gradebook
View Gradebook
View All Grades 1. Categor,
View all the grades in all the categories. ;:or'n!t
View Grades o =
Categor oy . Assigny
= s T Cud Create an
All Users (el @ associ
Print Grades 3. Macros
Craate a printer-friendly POF View of the gradebook, Create
into 3 scd
Enter Edit Grade
By Assignment
Enter grades on & per assignment basis,
By User
Enter grades on a per user basis.
Gradebook Setup
Preferences
sl preferences of the gradebook,
Seaadrrmet Gnacianmit A adhdan g e,

3. Onthe next page, check the box next to the Limit Course Assistants by Team option,
and then click Save.
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Preferer

To copy settings from another course, use the Copy Gradebook Settings tool,
— General

Default Display Format: | Score (Percent) ‘Vj'

@lelt Course Assistants by Team

Gradebook Mode: | Percentage (v

— Average Settings

Options: [“Display Overall Average

Overali€play Format: | Percent e}

Course Editor

This level has the full Access rights and can also set the Access rights for other Course users.
Course Editors have full editing rights within the Course and can create Agents. As with the
other levels, some content items could be restricted by limiting it to users at this level. This is the
level that is typically assigned to course faculty.

DMO 101 Course 1
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How to Customize Tabs

There are several options that can be used to change the way that the tabs display. You can
choose which tab should be active when a user enters the Course, you can rename a tab, and
you can delete a tab from a user’s view if it is not being used in your Course.

If you change the display of the tabs, you need to advise the users within
the Course that these changes have been made to avoid any confusion,

A especially if these changes only pertain to your course(s). Users may be
accustomed to the normal tab display and will need to know where they
can find components within the course. They may also be confused if they
are referring to tutorials that use the default names.

The default Student view of any course contains only these tabs: Course, Calendar, Lessons,
Resources, Communicate, and Report.

o = — T - had

e

' DMO 101 Course 1

=

Home »

A i 'Aa...,..al.—\u\ DRI S BNt AL s i aothe ....‘j

] Calendar Lessons Resources l:mmnn*otel Report l

The Course page is like the course Home Page. By default, it contains the following nuggets:
Activity at a Glance, Course Announcements, and Grades.

e

@ 0110 101 Course 1 ]

Lt cpdinfod | /50000 630 44 1M - Rk

B T T A O R e '_ir...“—-‘

S See How to Customize the Course Page to learn how add, delete, and
@ rearrange components (called “nuggets”) on this and on the Resource and
Communication pages as well.
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The Calendar Page contains the Course Calendar.

Calendar
L v Diay Wk W0rh Towr | Pvweous et Yoy
February 2008 1
= Sanday Nasadey Wodnsdvy Toarsdey Sidey Seturdey
q g
4] J o r u o o
10 1 t2 m m 1S 36
Ardgred Decyson
1 10 @ Lo 2y 7] =
e Duosson Mo
e s 3 27 o |
M s
Pk e
Tows Lrovws
Pevrsy [rde
e I el e NS O S s A WU, i ettt et gt B i

The Lessons Page is where the course content, activities, and assessments are placed.

‘ A AT Al
.

: '.

'

My Notes | Previous Next

_'JMod.lel
_'JMo¢k2

_;,JModdes

L ﬁ”’w AP ranaapti, AT e, anibon,

The Resources Page contains the Course Syllabus, links to Wikipedia® and Google® Search,
Course Resources, and Institutional Resources. This page can be edited to have nuggets both
added and deleted, as well as rearranged.

(oo stdert i
leoouoes f

Fehedh

Course Syllabus T e 0 bachmurka o duplay.
O} o
wiipedia Owiktonary O wikbooks
(CSemh ] (Pl Seach |

(Gooe
Search
Google Csom ]
B e, e A ST

P P S P P TP

|
!
L
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The Communicate page contains the Course Mail, Course Roster, and Course News and
Announcements nuggets. It also can be edited and customized.

T
) communicate
S otiectd
View Inbox Quick Message 1
Vi, 100 WS Comprite mestiigen Bup tha rbon and i W your metiage.
£M0 M1 Coure 1 (001) 3 ratioge: 1
T 1
Course Pt ‘
Voo o of pucgie . s Courme.
T e |
sorouncements
Band ot wnd cramart Conse weorcumrt.
§ R o o —. WJ

The Report tab opens the Reports Console. This allows students access to their grades, reports
pertaining to their activity within the course, and also their milestone completions.

»| Reports Console

Roport Settings | S Rugerts

Choose Repoet

Camgory Report Usar (3)

[Crams oty [ Lo Ml - | o Moy w

Configure Report
Surtr The Morday ' T8 Ending bedore How -3

Sekctreport view Ot -

It O AN e ot

Gradebook General Course Settings
Manage both on-lne and off-ine grades for this Modiy settings such as title and URL for
Conrze section,
Roster Course Theme Selector
Manage envolerants and rights Change the colors and fonts used foe
LR Snant 'TabSettngs
neveisam i Contrel which b are daplayed and
Attendance 1 >

E Take stendance and review attendance
\MM~ Envircament Var
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2. The first option on the Tab Settings page is to determine what page will display when
users enter the Course. This is the Course page by default, but can be changed by using
the drop-down list to specify a different page. In this example, you will leave the opening

page to be the Course page. You do NOT need to designate anything in the Start URL
field.

Tab Settings
DMO 101 Course 1

Start Tab Settings
Start URL

' Calendar Viewable By
Lessons - o -
Resolices Course Authenticated Guests
Communicate | =2 e '
Hoelgg::mlca ® Calendar Students/Members
Automate Lessons | | Authenticated Guests
Manage - :

Resources Resources | | Students/Members

R IQUER s oMLl Members

3. Beneath the Start Tab Settings section, each tab is listed followed by a Label. The
“Tab ID” is the name that the ANGEL database uses to denote each tab. The Label is
the “name” that displays for each tab. This can be changed for any of the tabs by putting
a different name in the text box associated with the tab to be changed. The Content tab
is identified with the Label Lessons.

Start Tab Settings
Start Tab Start URL
Course (w]

Tab ID Label Viewable By

Home vrCourse Authenticated Guests :

Calendar Calendar Students/Members

Content Lessons ,74 guthenticated Guests

Resources 'Besources ' Students/Members

In Touch vrCommunicate Students/Members

Reports Report Students/Members

Agents Automate CourseJGroup Editors ¢
L IRRIS auma s ape 0308 0 . bl Bawise/Giaassis
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For this example, you will change that name to Course Content.

Start Tab Settings

Start Tab Start URL

 Course [v] _

Tab ID Label Viewable By
Home Course | | Authenticated Guest;
Calendar Calendar Students/Memberrsr
Content Course Content | Authenticated Guests
Resources Resources ‘ ‘ Students/Members”
In Touch 'Communicate | | Students/Members
Reports FRepot | Students/Members
Agents Automate | | Course/Group Editor
Tools ‘Manage | | Course/Group Assist
R . .. Nonggrn B g pits 4

4. The Viewable By column determines what Rights users need to have to access each of
the pages. To change a tab so that students will not see it, you can either change the
Viewable By to Disabled or to a level higher than Student. In this example, you will
delete the Calendar from student view (because it isn’t being used in this Course) by
changing the Viewable By setting to Course/Group Assistants.
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Tab Settings :
DMO 101 Course 1 }
Start Tab Settings
Start Tab Start URL
Course v
Tab ID Label Viewable By
Home Course _________ Authenlicated Guests v
Calendar Calendar §tudents/Membe(s Il
: rDefault [Everyone) :
Content Courge Content Eimsine
h Authenticated Guests
Resources Resowrc Shiadorts Mebacs
In Touch Communicate Team Leadess
Course/Group Mentors
Reports Report Course/Group Assistants
Coutse/Group Edtors
Agents Automate Course/Group Administrators
Disabl —_—

L \-m.. ,,,*“_'Mw#“-.-‘ o

Be very careful in designating any tab setting as Disabled, since that
setting will remove it from everyone’s view — including the Course Editors!
If you should happen to disable the Manage (Tools) tab, you would be

A unable (as Course Editor) to access the Manage page. (If you happen to
disable any other tabs, you can still change them again by going back to
the Tab Settings editor in Manage — but you could not do this if you no
longer have access to the Manage tab!)

5. The URL fields are only used if you are specifying a different location for any of the tabs,
in which case you would input the URL for that location. Click Save to continue.
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. Tab Settings
DMO 101 Course 1
Start Tab Settings
Start Tab Start URL
' Course (o] |
Tab ID Label Viewable By UR
Home Couse | Authenticated Guests v |
Calendar Calendsr || Cowse/GroupAssistants (v | |
Content Course Content || Students/Members v |
Resources  Resources || Students/Members ol [
In Touch Communicate | | Students/Members !
Reports Repot || Students/Members ()
Agents Automate || Cowse/Group Editors e[
Tools Manage | Course/Group Assistants [

1

|

: oS s ap S S anim RO An. . o amhn ate

6. The Student view now does not have a calendar and the Lessons tab is changed.
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How to Create a FAQ (Frequently-Asked Questions) Section in a
Course

One user-friendly way to supply information about a course and answer questions that you
anticipate students will have is to create a FAQ section. This involves first adding a new tab
called FAQs, creating the web page for the section, and then linking the web page to the new
section; so that when the student clicks on that tab, the web page of information will appear.

Only ONE page can be linked to a new section. If you need to have
multiple pages, consider creating a web page as a “menu” for the other
pages and then linking to those pages within that page.

1. For adding a new tab: Enter the course to which you want to add the FAQ section and
go to Manage > Environmental Variables.

Aokennake: ["‘"‘"“]

i Course Settngs

General Course Settings
Modify settings such as title and URL For this
section,

Course Theme Selector
Change the colors and fonts used for this

Tab Settingsl
h tabs are displayed and where they

link.

Environment Variables

Edit advanced environment variable settings,

Mail Settings

Edit course mail settings.

k.. 4 _.Mw ~dadlint. ., '\M"‘\

2. On the next page, click Add a Variable.
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Course Environment Variables
DO 101 Course 1 - All Users

User

| All Users (»] [LOther.] [LSubmit.] [JsSho

Edit | Delete | ENABLE_OBJECTIVES
Il e r“—‘““\ s, w

3. The Add Variable page will appear. Enter TABS as the Variable Name.

Course Environment Variable Editol
DMO 101 Course 1 - All Users

Yariable Name
TABS

Variable Value

SN .WM’M £ gy ey E T

4. For Variable Value, carefully add the following exactly as it is written here:
HOME=Course,CALENDAR=Calendar,FAQ=FAQs,CONTENT=Lessons,
RESOURCES=Resources,INTOUCH=Communicate,REPORTS=Report,
AGENTS=Automate, TOOLS=Manage

In this example, FAQ=FAQs is the tab to be added. The tab name will be
FAQs. You can name it something different later in the Tab Settings link

% within the Manage section. This will put the FAQ section between the
Calendar and the Lessons sections. If you want it in a different location,
then type the new tab information in the location where you want it to
appear.
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Course Environment Variable Edito
DMO 101 Course 1 - All Users

Variable Name
TABS

Variable Value
HOME=Course, CALENDAR=Calendar, FAQ=FAQ=, CONTENT=Lessor

<
(Save )
O i

5. Click Save when you have finished.

Course Environment Variable Editog
1 | DMO 101 Course 1 - All Users

}Iariahle Name
TABS

VYariable Yalue
!HOME=C0urse , CALENDAR=Calendar,FAi

,[A( ] 111
[ Save | i. Cancel |

5 *&W«_M

6. When you return to the Course Environmental Variables page, click Exit Course
Variables to continue.
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OO T T TOOTS:

User

‘ All Users E‘L ]

_ Edit | Delete | ENABLE_OBJECTIVES
__Edit | Delete | ENABLE_STANDARDS
_ Edit | Delete | GB_LIMIT_ASSISTANTS
__Edit | Delets | GRADEBOOK_EXCLUDE _
__Edit | Delete | START_TAB

__Edit | Delete | TAB_ACCESS_AGENTS
_ Edit | Delete | TAB_ACCESS_CALENDA
__Edit | Delete | TAB_ACCESS_CONTENT
_ Edit | Delete | TAB_ACCESS_HOME
__Edit | Delete| TAB_ACCESS_INTOUCH
_ Edit | Delete | TAB_ACCESS_REPORTS
_ Edit | Delete| TAB_ACCESS_RESOURC
_ Edit | Delete| TAB_ACCESS_TOOLS
LExit Course Variables ]

TR g JMW

Create the Web Page for the FAQ Section

You will be creating the web page within ANGEL using the HTML Editor. However, you can
create the web page using other web editing software and then upload it to the course in the
same location where you will create the web page.

7. Remaining in the Manage section, click Course Files Manager.
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fii—— 2
. Manage ol

{ @@ sandra Hil

Refresh

ata Management ‘

gs Course Files Manager
title and ——Tqarane Toarseil
Backup/Restore
r Backup and restore course data
fonts used and files
: Import Wizard
R . i

8. Click Add Content.

Course Files

Add Content] Download all

:J _assoc

Last Modified: 2/1/2008 2:19:45 PM
download rename copy move zip delete

=

__] —svllabus
Last Modified: 2/2/2008 §:56:53 AM

download rename copy move zip delete

_team

Last Modified: 1/27/2008 4:50:28 PM

download rename copy move zip delete
B saveas.pdf

e N

9. On the next page, click Create a Folder so that the page and any files linked to the page
can be organized within one folder and can be easily located later.
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Add Content

" )Create a Folder
Create a new folder in the current directory

Create a new text or html file in the current directo

| Upload Files

Upload files to the current directory

‘| Drag-n-drop
Drag and drop files or folders to upload to the curr

[‘ Exit Course Files |

10. Name the folder (in this example, FAQs) and then click OK.

Folder Name
{F.&Qs

R T e

11. The folder is now created. Click on it to add content to it.

Couwrse Files
Size: 2.5 MB
Add Content Download all

__] _assoc

Last Modified: 2/1,/2008 2:19:45 PM
download rename copy move zip delete

_syllabus
Last Modified: 2/2/2008 8:56:59 AM
download rename copy move zip delete

] _team
Last Modified: 1272008 4:50:28 PM
rename copy move zip delete

fidd: 2/2/2008 1:43:05 PM
download rename copy move zip delete
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12. Click Add Content.

Path: \FAQs'

IAdd Content} Download All

| Exit Course Files |

\ M\*—_w M-s e

13. Click Create a File.

If you had already created a web page to upload, you would choose
Upload Files instead. If the web page has links to other documents and/or

% any images, be sure to upload those also by using either Drag-n-Drop or
Upload Files.

;]C:reate a Folder

Salal s Ll x* b

7

" Create a File

Create a new text or html file in the current directory

Upload files to the current directory

.| Drag-n-drop

**= Drag and drop files or folders to upload to the current directory,

| Exit Course Files |

Titnstnomatih . .o _\‘._.‘.M“-WM“

14. On the next page, name the file (in this case, faq.html).

The file name needs to have the “ himl” extension on it to identify it as a

%} web page. When naming a file, keep the file name short with no spaces. If
you want to use several words for the file name, separate them with “_”

(the underscore character) rather than a space.
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Create a File
\FAQS!,

File Name
[an. html
File Contents

L. J\.‘.‘._,‘_.,'.,__\. '- - #QWM

15. Scroll to the bottom of the File Contents window and click HTML Editor.

File Contents

HTML Editor

B et I TS YT

16. The HTML Editor toolbar will appear at the top of the window. You can use the toolbar
to format your page, much like using a word processor.
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TRy

File Contents

Joaa-[Blsu-0e-@-3-0-8- EE - EE A
Frequently Asked Questions

1 When are assignments due?
Assignments are due every Monday morming at 8 am. Check the calendar for s
2 How do | email the instructor?
Go to the Communicate tab and you will see the Course Mail section. Use the
message. | would prefer that you use ANGEL to email me, rather than my facul
rmy faculty email address if you cannot access ANGEL
3 Where do | go if | have questions?
| have ¢reated a Student Questions Discussion Forum ¥ you have any questio
N gep AR IO OLOGINCA L URAD, L S0 0PN a g AN A0 i dedhh Al anholl 2]

fg‘ =; For more information about using the HTML Editor, see the HTML Editor
Reference Manual in the Guides section of Online Help.

17. When you have finished developing the page, click OK at the bottom of the window.

AT TTTTT T o QT AU VAT TV TTTAC

2. How do | email the instructor?
Go to the Communicate tab and y&
message. |would prefer that you
my faculty email address if you ca

3. Where do | go if | have questio
| have created a Student Question
personal nature, than please post

Unicode format

| Exit Course Files |
e T Ny VS TGPV SPY 9

18. The web page has now been created.
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P ) PRs

|F AQs
size: 2.3 KB Path: \FAQs",
Add Content Download all

dified: 2/2/2008 2:22:22 PM
it rename copy move delete

| Exit Cowrse Files |

bt mntontib . @ubocaambe o e

Linking the FAQ Page to the FAQ Section

19. The final step in the procedure is to have the FAQ page that you either created in
ANGEL or uploaded into ANGEL appear when the FAQs tab is clicked.

Within the FAQs folder, as shown in Step 18, do a right-mouse click on the fag.html file
name. (With a Mac, click and hold.) A menu will appear on the side.

20. If using Internet Explorer, click Copy Shortcut.

[ acwca |

_JFAQs

Size: 2.3 KB Path: \FAQs\
Add Content Download All

Open
Open in New Tab
Open in New Window

e . Save Target As...
:u; Print Target

e

Copy Shortcut

Add to Favorites. ..

[C Google Search
Send To >
Page Info

Properties
J -MM-'\-\. AP AR A

If using Firefox, click Copy Link Location.
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_JFAQs

Size: 2.3 KB Path: \,FAQs,
Add Content Download All

(23KE]  Open Linkin New Window
Open Link in New Tab delete

Bookmark This Link...
«" Tag This Link...

Save Link As...
M

Copy Link Lacation

TEis Frame 4

Properties

Send to 4
Page Info 4

hln MW

21. Click Exit Course Files.

':]FAQs

Size: 2.3 KB Path: \FAQs)
Add Content Download Al

Raeersceabucsenssansnesned

(2.3 KB) Last Modified: 2/2/2008 2:22:22 PM

rename copy move delete
| E xit Cg_ursefileg]

B PR W E VTR

22. Staying within the Manage section, click Tab Settings.
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Automate

General Course Settings
he Modify settings such as title and
URL For this section.

Course Theme Selector
Change the colors and fonts used

pr—fretieTeetion .

Tab Settings
Control whicH tabs are displayed
and where they link.

Environment Yariables
Edit advanced environment
variable settings.

Mail Settings
Edit course mail settings.
R W Y N S

23. At the FAQs section, paste the link location in the URL column (use Edit > Paste from
the browser menu, or do a Ctrl-V). This will add the file location for the new tab.

art Tab Settings !
Start Tab Start URL

Label Viewable By URL 4
Coren Aughentcsted Gueals ) ¥

Calerwhar Calerdar StudertrMerbecs ~
FAD: | Dotk [Eveeral T ighesdt /Corbert/dmt,_courvel FADAw tird |

I . ’ A R S R T R T

%% If you wanted to rename the FAQs section, you could do that by replacing
FAQs with a new name within the Label column.

24. Click Save to finish.
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Start Tab Settings
Start Tab Start URL
Course v

Tab ID Label Viewable By URL

Home Course Authenticated Guests v

Calendar Calendar Students/Members v

faq FADs Default (E veryone) v

Content Lessons || Authenticated Guests v

Resources Resources Students/Members v

In Touch Communicate Students/Members ».|

report Report | Defaut Everyone) [»]

agent Automate || Defaut (Everyone) v

Tools Manage Cwse/ﬁrprss&ads v
(e

~ ~W‘A‘W'“‘M‘ W

25. When the FAQs tab is selected, the new page appears.

Frequently Asked

acc&xw}: ]

1. When are assignments due?
Assignments are due every Monday moming at 8 am. Checkthe ¢
2 How do | email the instructor?
Go to the Communicate tab and you will see the Course Mail secho
would prefer that you use ANGEL to email me, rather than my faculty
address if you cannot access ANGEL
3 Where do | go if | have questions?
| have created a Student Questions Discussion Forum. if you have
hante S A AN A AN B 80N o e Tnafies,

A FAQ page could also be created and placed in a LOR and then linked
from that LOR, either as a document within the Lessons tab or by creating
a FAQs tab as described above and then linking to the document in the
LOR.
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How to Check Student Activity Within a Course

There are two main reports that can be used to check student activity within a course. One of

the reports generates data about a specific user, while the other one collects data pertaining to
a group of students.

1. Go to the Reports tab. This will open the Reports Console.

ons } Resources ]' EommunicateY Report ]] Automate ] Ma#

@ Reports Console

Repoft Settings ‘ Saved Reports
Choose Report

Category Repart
[Leamer Profile s | Activity Logs v/ 3
Configure Report

Starting | This Monday |v| 8] Ending before | Now v

2. Select the Category of Report from the drop-down list. There are two different types of
reports that might be chosen. You will demonstrate each one. The first one you might
select is the Learner Profile.

% The Learner Profile category will generate a report about a specific user.

W‘R‘EPUITS_CO'HFO'I'E

Report Settings l Saved Reports l

Choose Report
Category Report
Leamer Profiie” ] | Activity Logs
‘WhoDunlt
Class = ¢
Corient v| 7] Ending befor
" Grades
Milestones T
Learning Outcomes at |:vl
L -. “\“-W"‘CM.‘“""“
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3. If you want to find out how many times a specific student has logged on, select the
Logons option in the Report column.

Report Settings "'éaved"é‘eporﬂs _
Choose Report

Category Report
Leamer Profie  [s] Fictivity Logs e
: Activity Logs '
Configure Report arencance.
Starting | This Monday |- Chat Sessions
g [ This¥on ?""’*L Forum Posts
Gradebook Grades

Select report view | Chenstuctar Notes
== Logons

" Mail to User
Milestones

s ‘p-\ - # . r-«we\a’nw%\

4. Inthe User(s) column, select the student whose logons you are checking.

Show ﬁilﬁar

ncy 1] B3
Previous

Edwards, Nancy
before [Now (v ot Prose”
Heise, Michael
Martin, Alice
Renair, Randall
1L

User {(s)

o] K3

P
TG AT

T TR P A2 AR - s am

5. The Configure Report feature allows you to select the Starting day from which the

report will begin checking. Note that there are many choices, or you can use the
calendar to select a specific date.
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Choose Report
Category Report

' Leamer Profile |gJ : VAictiviterogs ;

Today
Select re Tomorrow

| Yesterday
2 days ago
3 days aqo
4 days ago
5 days aqo
£ days ago
7 days ago
14 days ago
21 days ago
28 days ago
This Monday

Last Monda
! | !5!8 Eont& I
= e T

6. The Ending before list will allow you to specify the range needed for the report. In this
case, you will leave it at Now.

Report
month [+ 2] Ending before (How " Tv]

: = Toda
view | Chat v Tomoj:row
Yesterday

2 days ago
3 days ago
4 days ago
5 days ago
6 days ago
7 days ago
14 days ago
21 days ago
28 days ago
This Monday
Last Monday
This Month

oty Seaidamit > 21 g Adt s Lmabamob bt e divd- 4

7. Select report view allows you to specify how the report will be formatted. A Chart will
give a bar graph of logons. A Table will show all dates within the range specified with the
number of logons by that student per each date. Drill Down gives the most detailed
information, as you will see.

How to Check Student Activity Within a Course 377



- St L
Choose Report
Category Report User (
 Leamer Profile |,VJ‘: | Activity Logs V] Bl | Sear

Configure Report
Starting | LastMonth || 8] Ending before | Now v [

IE.elect report view Chat v/ [_Run_| |_Print Previ
Chat |

—~ = AaR AN s e

8. Click Run to display the report.

Configure Report
Starting | Last Month \v| ] Ending before ' Now

Select report view | Dril Down s |

NS~ O ey et ke A

9. The Report will now display. For this example, you can see that the student first
accessed the course on 1/14/2008.
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USEr: SSpdrruvy
Starting Last Month Ending b

Run by nedwards at 2/16/2008 1.

Date Total Activity
1/1/2008 0
1/2/2008
1/3/2008
1/4/2008
1/5/2008
1/6/2008
1/7/2008
1/8/2008
1/9/2008
1/10/2008
1/11/2008
1/12/2008
14132008
+| 1/14/2008
+] 1/15/2008
SV ——T el Sl

N p OO0 00 000 0o oo

10. Clicking on the “+” beside each date that has logons listed will open up the Activity
record for that date. In the example below, the “+” has already been clicked.

71272005 8]
1/13/2008 0

-1 1/14/2008 6
Time Activities

10:11:38 PM LOGIN
10:11:46 PM  Assignment 1
10:12:18 PM  Assignment 1
10:12:19PM  Assignment 1
10:12:21 PM  Assignment 1
10:12:29 PM  LOGOUT

+ 1/15/2008 2
TP s adifin mna, gammatt e

% Clicking any of the Activities that are links (as in Assignment 1 above) will
return you to that activity.

The other report that can show logon activity is the WhoDunlt Report.
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1. Inthe Report Category, choose WhoDunlt from the drop-down list.

}“ Reports Console

Report Settings

Choose Report
Category Report

ﬁﬁ.;n; Profile v Y{ Activity Lof
WhoDunlt

Content
" Grades
Milestones

2. Choose Last Logon.

Report Settings I Saved Reports ‘

Choose Report
Cateqgory Report
‘whaDunlt | Froum Posts T

Y ' Forum Posts
Configure Report Gradebook Grades

List users that | haven D

Milestones
LPe' Tormance against ODjectves

2ol rgg{ort view  Performance against standards
’Eh?f!ﬁ, Subrissions
S aths run.‘ww.“_w‘

3. Since this report is run for a group of users, the selections for User(s) are different.
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Report
Last Logon (o] K2

Enrolled Faculty
Team: Module3
Team: Red

. - Team: Team &
{_Run_] | Print Preview | | Send Team: Group-01

Team: Group-02

bt (v logged on since | 7 days ago  [w|

"M\,\ .""‘*w‘“ ‘.“w..“ﬂ.‘. \M

4. These next options allow you to configure the parameters for the report. First select
whether you want to know which users either have or have not logged on since a
specified period of time. In this case, you are looking for users who have not logged on
since last month.

Next, specify the time period that you need. In this case, you want to see who has not
logged on since 21 days ago.

Last, specify the format for the report. Chart will display a bar graph; Table will display
the names in a table format with the number of days since their last logon. Click Run to
run the report.

TCOTMTYUre KEPOT T
List users that | have not [v]| logged on since | 21 days ago (]

Select report view |[ Run ]i" Print Preview | | Send Rel
| Table [w]

g g AN A et st e, GPAIORS. ’-..-mu.»-j

5. Inthis instance, it has been 26 days since one student logged on, and two other
students have never logged on (No Data).

WhoDunlt Last Logon
users: All Users
List users that have not logged on sin

Run by nedwards at 2/16/2008 2:03:59 P

MName Days Ago
Hart, Ross {rhart) 26
Martin, Alice (amartin) | No Data
Renoir, Randall {rrenoir) | Mo Data
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6. The WhoDunlt report also allows for you to send a mail message to all users within the
report. Choose Send Mail.

et report v Tt . (i) (CBrkns) (Seifoe) (et (o) ;‘m’;‘%}

PRI I S O S e SR

7. The Compose Mail screen will display. Note that all user names to whom the report is
being sent are in the Bcc: (Blind carbon copy) section. Therefore, they will not see which
other students are also receiving this mail message.

Compose the mail message, including a Subject: and the message text.

Since these students have not been logging in, it makes sense to have a copy of the
message go to their external (Internet e-mail) account. Click Send to finish.

{00}

(050)

(o) [CBoe] Martin, Aice (D40 105 Coupse 1 - 001); Rarce, Rardal (DMO 10] Course 1 - 001); Mart, Ross (000 0] Course | -
| i 3 1 1

(0J0)
(_Peagns smincied iecgmees |
Subpct; Course Abtence Pricemy: Nomnd v
@B ZU- @8 -@-F-0-B- - E=-
;'-

. Ta- O Shhe- Famats Font Sin- o |

Dea SFIRST NAMES M= ~)

Accor@ng to my records, you have net logged in within the past two weeks [ am concemed
that you may get too far bebmd m the courss to catch up. Please comtact me mmedistely and v
Attachments (TESREESSTS

>

Attach files s message -, Send a copy t0 each recpient's Inemet
e-mail

= Send a copy 10 each recpient's menior

= known

L_‘im‘_J rﬁ%‘l%“iww“*m”u., » ',..ﬂ

The message illustrates the use of a token (see $FIRST_NAMES after the

“Dear’). When each student receives this email message, the

g $FIRST_NAMES token will be replaced with that student’s actual first
name (that is, Ross Hart’s message will begin with “Dear Ross”). This is a
simple way to personalize this, or any, email message.

Lty
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How to Add or Remove a Student from a Course

Students can be added or removed from a course using the Roster tool in the Manage tab. This
tutorial presumes that the student is already in the ANGEL database (that is, the student already
has an ANGEL account). The ability to add a student account to the ANGEL database may be

restricted to those with System Administrator rights in many institutions, so that procedure will
not be demonstrated here.

1. Open the Course and go to Manage > Roster.

Lessons I Resources | Communicate I Report I Automate ]!l N2 ge
Console
. " E.J
‘ Management Console
Edt Page
Gradebook General Course Settings ‘ C
Manage both cr<ine and ofi-ine Modfy settngs such as ttie and
it it URL fior ths section. | 8
Roster Course Theme Selector
Manage enrciments and rights Change the colcrs and fonds
used for this secton. I
Marags team anroiments and settngs : ab’_?'r‘:“_.'ﬁgs " > |

2. This will open the Roster Editor. Click Add a User at the top of the screen.

ditor

|| Add a User |Batch Enroll Export Print

Roster Search.
‘. | Search | | Exit Roster Editor |

There are currently & enrolled users,

Name Login Name
_edit | peiete| []Fride, Karen kfride
Edit | Deiete| []Hill, Sandra hills
Edit_| Delete | [Imartin, Alice amartin
_Edit_| pelete| [[JRenoir, Randall rrenoir
_Edit | pelete| []Smith, Joe jsmith
A pannisit, AR AN g e gconar
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A common error here is to try to enter the name in the Roster Search
% window. However, this tool will ONLY search the names already in the
Course, so it cannot be used to find students not currently in the course.

3. On the next page, type in the student’'s name or User ID (if known) in the Account
Search window, and then click Search. You can search by last name, first name, part of
a name, or user name to find the student.

Account Search ;

Hart lSearch' Cancel |

R T T, AM 5 -"f!-a—\--m.’ﬂ-n-w.er

4. Find the student’s name from the results obtained, and then click the Select button.

Account Search
Hart ' |.Search. | [ Cancel |

Results of search for "Hart"

The following accounts match the information you spacits
name to enroll the user,

Select |

1. Hart, Ross (rhart)

E-mail: rhart@zangel.edu

u.v*““‘.\. ; ‘A‘m“"\‘r .FJ’\&“.‘

5. On the next page, you will designate the Rights needed by the user, as well as the Title.
In this case, you will give him Student rights, which is the default value.

For more information on the different types of Rights, see Understanding
Course Rights.

How to Add or Remove a Student from a Course 384



6. Select a Title for the user. The default is Student. The Title will display next to the user’s
name in the Roster and will also be displayed underneath the course name on the user’s
home page. The Title does NOT determine any rights or permissions.

User Settings | Permissions - i
User Settings
Login Name rhart
Rights Student Bd
Title Default ™
Hidden Default
Guest
Disabled

Faculty
Grading Assistant
Team Mem| Instructor
Librarian
[(IModule3 |Observer
Teaching Assistant
[JRed Technical Support

Al Jﬁsjtgl‘h“ peYSYY Ry

If none of the Titles listed is appropriate for the user being added, you can
%% use the Other button to create a new title. The Title created will be limited
to this Course.

7. Select the other options required. Hidden will keep the user’'s name from displaying on
the Course Roster nugget. It will appear “grayed out” on the Roster Editor.

Disabled will disable the user’s Access into the Course, but will keep all associated data
intact. The name will appear in red on the Roster Editor. Note that you can also assign
the user to a group or several groups, and you also have the option to send an email
advising the user of his or her being added to the Course.

8. Click Save when you are finished.
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Enroliment Settings

User Settings | Permissions

User Settings
Login Name rhart

Rights  [Stdew  [o]

x
Title }IWE‘:t'tEent ]Z] | Other |

Hidden No |v |

Disabled | No [v|

Team Membership
CImodule3

[Jred

CTeam &

Group-01
Caroup-02

Notify user of account change

s

9. The user has now been added to the Course and will appear on the Roster.

~aniht cadeli e A SR ‘%M q.,\’”.‘r,,_

dd a User Batch Enroll Export Print

oster Search

| Search | [ Exit Raster

fhiere are currently 7 enrolled users,

Name
Edit | Delete| []Fride, Karen
ﬂl@ [‘JHart, Ross
 Edit_| Delete] THill, Sandra
| Edit | Deiete | [Martin, Alice
Edit_| Delete| [[JRenoir, Randall
Edit_| Delet= | [[] Smith, Joe
Edit_|| Delete | []] Sparrow, Salli

o \WAA
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To delete a user, again go to Manage > Roster to access the Roster Editor.

1. Click the Delete box next to the user name to be deleted.

When you delete a student, you will no longer be able to access any
grades for the student or any other data associated with that student in the
course. If any deleted students should later be added back into the course,

%} all data associated with them, including grades and submissions, will then
still be accessible. Deleting students ONLY deletes them from the course;
it does NOT delete their user accounts. The data associated with a
student would only be completely deleted if that student’s user account in
ANGEL gets deleted.

If you are unsure of whether or not to delete users from a course, consider

disabling their access instead (using the Edit box). This keeps students

o within the course so that you will still see their grades and any reports
associated with them, but it does not allow the students to get into the
course.

Roster Search j
| Search | | Exit Roster Editor

There are currently 7 enrolled users,

Name Login M
_Edit | Detete | []Fride, Karen kfrice

Edit | Detete| [ JHart, Ross rhart
Edit | Delete | [C]Hill, Sandra hills
edit || pelete || [ martin, Alice amarti
edit |'Delete| [ |Renoir, Randall rrenoir
Edit || Delete | Dsmith' Joe jsmith

Edit | Detete| []gparrow, Salli  ssparrg

i | Delete Selected | [ Exit Roster Editor |
e i X ¥

2. The next screen will ask you to confirm the deletion, and it also allows you the option of
sending the student an email. Click Delete again to continue.
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Unenroll

Are you sure you want to delete the enrcliment information for
[[]Send Email Notification

L Delete_| |, Cancel

.-,\wm\hw&.‘*‘*“*“wﬂm«

3. If you want to delete several students, you could check the boxes next to each of their
names and then click the Delete Selected button at the bottom of the page.

AUl g USTI QLT Liimanm CAPUTL i

Roster Search
[ Search | | Exit Roster Editor

There are currently 6 enrolled users,

MName Login Na
_edit | pelete| [IFride, Karen  kfride
_Edit | Delete| [VlHart, Ross  rhart
_edit | Delete| [Hill, Sandra  hills
_Edit | Delete| [ViMartin, Alice  amartin
_edit | peete| []gparrow, Salli ssparrow
_Edit | pelete | [ winkler, Rick ~ rwinkler

| Delete Selected | | Exit Roster Editor |

SRRV = LS ST TP SYE TSR G Ui

How to Add or Remove a Student from a Course 388



How to Post an Announcement

Announcements are a very good way to convey important information to students that they will
see as soon as they enter a course. Typically, the Announcement nugget is found on the
Course page, as well as the Communicate page. Announcements can be targeted to be viewed
by everyone who enters the course, by a specific team, or by a specific User. When creating or
editing an Announcement, you can specify a date range during which the Announcement is
visible.

1. Goto Communicate > Announcements.

% You can also add an Announcement by going to the Edit icon on the
Course Announcement nugget on the Course page.

‘| &‘: Communicate

Edit Page

Course Mail

o View Inbox .| Quick
¢ View, read, and compose messages 4 Skip the ink

message,

e
‘__) Unread Messages

DMO 101 Course 1 (01) 0 messages

Course News and Events

Announcements

PPasent course announcements,

MNews

~ Agha-Beadaastand prezasimedse negs, o, et atm

2. The Announcement Editor page will appear. Click Add Announcement.
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Announcement Editor

Add Announcemery

User TrEveryone 'VJ

View: Past Present Future &ll | Sort: Ascending

There are no announcements.

| Exit &nnouncement Editor |

namnetean e abtmantat N st g

3. Type your message in the window. The inline HTML Editor allows you to format your
message.

fg‘ =, For more information on using the inline HTML Editor, refer to the HTML
Editor Reference Manual in the Guides section of Online Help.

el 1
Announcement Settings

TINOUNC oenent

Jae-[Blzu- 08 -@-F-0-8- 5= - EE]- T s fom

Welcome to the course, | }
To begin, read the Syllabus in Resources section.

TN L A5 20 it A oy '-_.'—A*~M\~ww‘_w~J

4. Select the date range in which you want the Announcement to be viewable.

%} The default is for Announcements to be viewable for one week.
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AB-|B|l7Uu- -8 -&-3-0-

Wel
To begin, read t

Start Date

[Janvay  [] [2 [se]] | 2008 [se][[F] [ AM 03 [se]:] 35 [s]

End Date

[January (] (3], | 2008 [s][[7] [ &M 03 [s]:] 35 (]
ST
S ARSI A R a0 ~ -’—d,-"'w"%*-‘d“*ﬂ’w

Because a Start Date and End Date can be specified, you can create

Announcements in advance and schedule them to appear when needed.
»+  For example, you could schedule Announcements reminding students of
"4 specific assignment due dates or online test dates.

All Announcements are ordered by the Start Date and time so you can
change the order of announcements by changing the Start Date and time.

5. Specify who will be able to view the Announcement in the User drop-down menu. You
can select Everyone, a specific Team, or an Individual User.

6. Click Save to post the Announcement.

Team: Module3

Team: Red <l
Team: Team & 008 '-YJ -

Team: Group-01
Team: Group-02 — - = -
Fide, Karen (kfride] 008 [+ (7] |
Hart, Ross (thart)

Hill, Sandra [hills)
Martin, Alice (amartin)

Smith, Joe (jsmith]
Sparrow, Salli [ssparrow] ,

i Everyone {]

= et nat @R an
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7. The Announcement will be visible on the Course page between the Start and End Dates
selected.

CoLrse Announcements

View: Past Present A&ll | Sort: Descending
Saturday, March 01, 2008

® Welcome to the cour
To begin, read the Syllabus in Res¢

\&.WM-W-*M
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How to Add Assignment Dates to the Calendar

You can easily add both Assigned dates and Due dates to the Calendar by using the
Milestones option within the settings for any activity. This means that these dates can be added
to the Calendar during the process of adding any new activity.

1. Inthis example, you will add an Assighed date and a Due date to a Discussion Forum.
In the Settings for the activity, go to the Assignments tab.

%} This could be done either when first setting up the activity or by using the
Settings link once the activity has been created.

¢ IDiscuss Chapter 1

Al pOStings dus A 8 amn Tues s

Settings: ©swenal O Advarces

Content  Accoss  PostPormissons  Interaction  Standards  Chjectves  Automate | Assignment

Desouss Chapter 3

R A e i P -.,-waaw\‘.."..,“‘h.u’ VoA AR A o i

2. Inthe Milestones section, first select a Task Type. A Milestone can be Manually
marked as completed (that is, the Instructor will manually mark the Milestone as being
completed within the Milestone option in Reports) or selected here for ltem completion
(that is, as soon as the user submits the Assignment, the Milestone will be marked as

completed).
Leaving the Task Type as None will not open the Calendar option.

+ |Discussion Module 1
Settings: ® normal O advanced

Content | Access Post Permissions Interaction S

4

—Milestone Settings

 (None) v

{None) [
Manually marked
— Gradebook Settings it i Rae s =

AN 3 [
=gt L g LR L= = 1

| “apadasnnie e, AR '\"“,M‘

3. The Assign Date and Due Date sections will open once the Task Type is selected. Put
in the date that this Assignment was assigned and check the box next to it. Do the same
for the Date Due.
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Both dates do NOT have to be assigned. For example, if you do not want
%& an Assigned date to appear on the calendar, do not put in a date and do
not check the box.

ontent | Access Post Permissions 7lnteraction Standards

—Milestone Settings

L Item comoletion )
February  [w] [ 10 [v), [2008 (][]
Due Date ¥ [February (w20 v}, | 2008 [v/[FF])

N etz PP AatIDN S as ne, pttnetten S AN AIT N

4. Add any other settings needed for this activity and click Save.

| Content H Access H Post Permissions ||E

—Milestone Settings

Task Type | Item completion [

Assign Date February [

Due Date Vi | February  [w

— Gradebook Settings

Assignment ‘ {None)

—Scoring Rubrics
O use scoring rubrics

Scoring rubrics automatically assign sco
discussion.,

| save ||| cancel |
> T s Sl o _gneetaint @) 2008

5. The dates are now on the Calendar.
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Sunday

Monday

February 2008

Tuesday Wednesday

Th

0

1
ssigned: D‘SCUW

17

"'\W)&.\_ ‘M~ afene

6. When users move the mouse over any of the items on the Calendar, they will see the

18

rest of the information when in Grid view as shown below:

Assigned: Discu

1o 11 12

13

Assigned: Discussion Module 1
Category: Milestone

17

[

Export.

Cancel

I

J

LA AGRDr=rms L R il

L gpmenteirin At

A A0 SRR S0

oo ainficoinad®.

7. If they change the Calendar Format to List view...
-
- Calendar
‘ Formatj List §arid | Vie
February 20
Sunday Monday Tuesday Wednesday

"Aw—l‘..wvco«-

o ool caatads. . L‘Au.._“
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...they will see all the dates and information at once:

.
-

- Calendar

| EEE

Hide Calendar Format: List Grid

February 2008
& Public |[Milestone
| 2/10/2008 | Assigned: Discussion Module 1

& Public |[Milestone
| 2£20/2008 Dye: Discussion Module 1

B T oy g

8. If you need to add more information to the Calendar postings, you will need to edit the
posting. In the Grid view, the menu for you to select Edit will appear when you hover the
mouse over the date/item.

10 11 12 13 14
Assigned: Discu

Assigned: Discussion Module 1

S | | o || | .

o M\WJ

In List view, click the Edit link for that Calendar item.

Calendar

Add Hide Calendar Format:

February 200

& Public Milestone
2/10/2008 Assigned: Discussion Module 1
| @ Delate
W Public Milestone
¢/20/2008 Due: Discussion Module 1
D Edit|Delete

| Delete Selected | [ Selectall | | Unselect &l |

R e e S
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How to Link to Content Items from a Calendar Event

One of the more common events listed on a Course Calendar is the due date for a specific
activity. However, you can also link the event on the Calendar directly to the content item
associated with it, by using the inline HTML Editor.

1. In this example, you will link a Discussion Forum Assignment in the Calendar directly to
that forum within Lessons; so that when users click on the event in the Calendar, they
can access a link that takes them to the Discussion Forum. To begin, click on the event

on the Calendar.

i Calendar
February 2008
Sunday Monday Tuesday Wednesday
3 4 5 6
10 11 12 13
M......MA.&._M_,WMM.. VYU '““‘"‘f»‘“

% This same procedure could be done when adding any event to the
Calendar using the Add link within the Calendar.

2. Access the Edit link by hovering the mouse over the Calendar event. Click the Edit link.

10 11 12

Assigned: Discussion |

Assigned: Discussion Module 1

R | T .

)
SERRPUR NPT T SOy S PN BT S T W ~M9—~~w

3. Go to the Notes section of the Event Settings page.
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Event Settings

Title Assigned: Discussion Module 1
User | Everyone :\_v]
Section | DMO 101 Couse 1]
Category Méstcne v

Contact

Notes -l AR~ B 7 U a G 3 - := Font~ 1S

4. Type in any text that explains the Assignment, including the text that will hyperlink to
the actual Assignment.

e ~ssgred: Dacusson Wode T
User Everyone E
Section | DMO 101 Couse 1 [w]
Category  Missons _\_d @
Contact

Location

Wotes | A @ - B Z U @ @I 5E e ¥ %

classmates |

Post vour answers to the questions in Discussion Module 1. Youneedto i

5. Highlight the text that will be linked to the content item.

AlekElzlr BleRIEl == sl

-

Post your answers to the questions in [ ESRIRUEL Bl Yo

classmates.

RIS w'w“w."“*

6. Click on the Folder/Hyperlink icon on the HTML Editor toolbar.

& =A
The Folder/Hyperlink icon

(shown here) will link to items within the
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Course.

A&~ Blz ol ®IEY - =

classmates.

7. A pop-up window will appear. Click on the Map tab.

", Content Links -- Webpage Dialdg
e, mp:ﬂabhan.angel!earm‘ng.usfrineedutodedkorlfdddog.html |
H Content Links

Personal Coursd | Map Fm; s

Path: <Course>

D | ) ContentExports

_JFAQs

) saveas.pdf

N ~."- “\.*W

8. This will display all of the tabs within the Course. Click the expand all link to display all
of the items within the Lessons tab.
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3 Content Links - Webpage Dia
& | http://alpha?3.angellearning.usfinline

Content Links
Personal Course Map  Icons

expand allfcollapse all
Course

Calendar

4| essons
Resources

4 Communicate
Report
Automate

4Manage

”'“W""‘“‘-"P’w“

9. Click the content item associated with the Calendar event. In this example, you want to
link to the Discussion Module 1 Discussion Forum, so you will click on that link.
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‘3 Content inks™-- Webpage Dialog
—||| & | http:{falpha73.angellearning.usfinlineeditor/editor fckdialog. ht

Content Links
Personal Course Map Icons

HE=1

<l essons
=Module 1
Exam 1
= New Orieans Sights: French Quarter, Pre-Katrina

New Orleans cemetary
Courtyard at Bed and Breakfast on French Qua
Downtown New Orleans
French Quarter Architecture
Jackson Square with St. Louis Cathedral in
Background

Assignment 1

New Orleans

Working with Powerpoint

Enabling a course
How to Save as a Word 2003 document
Discussion Module 1

10. The selected text is now linked to that content item.

-~

|Aml- Blzu B8RS =EFa-ls
Post your answers to the questions in

iscussion Module 1.
classmates]

(s~ W= e R e S ’(,:‘.-Mt‘

11. Add any other settings needed and then click Save at the bottom of the Edit Settings

page.
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Contact ]

|
]

Location |

Notes

Am- s sl peEs

-

Post vour answers to the questions in Dis
classmates.l

Password [ | Confirm \

Date and Time Settings

Date |February [ [ 10 [w], [ 2008 (]
Time AM 12 [se]: [00 [»] EST/EDT
Duration [.Chr |v|f6£m11—lz|

cel

e s PPN

12. When users view the event in the Calendar and roll the mouse over the event, this
information now appears.

10 11 12 1
Assigned: Discussion |

Assigned: Discussion Module 1
Category: Milestone

17
Post your answers to the questions in Discussion Module 1. You
need to also respond to at least 2 other posts from your classmates.

Ex Cancel
ph -;MJ*.WN ,lmmw.

13. Then clicking on the hyperlinked text (Discussion Module 1)...
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10 11 12 1
Assigned: Discussion |

Assigned: Discussion Module 1
Category: Milestone

17 .
Post your answers to the questions infDiscussion Module 1§ You
need to also respond to at least 2 ot:twbhmuu-@lxes.

(Ewat] (o Canea )

N *M*"W“\ Mwws

...opens up that content item in Lessons.

il Discussion Module 1

New Tepic ] Thresded View | ¥

Directions
Discuss hove you might use ANGEL to organize content

*+/- Subject
# % Organizing content

\.-M“u‘“m’*h’nk \‘N'M\

Because you can link to anything within the Course by using the HTML
Editor, you could put your entire schedule on the calendar as an
alternative for students to access their course content.

14. If the user were viewing the Calendar in List view, the hyperlinked text would appear as
shown below.

February 2008
& pube  Milestone
SU02008  Assigned: Discussion Module 1
Post your answiers to the questions if Discussion Module 1. fYou need to 21so resp
other posts from your classmates.
R ooy e e R, _M .wmo\\."‘w'\-\
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How to Set Up Live Chat

Live Chat allows ANGEL users within a class to hold a “live” (real-time) discussion. The ANGEL
Live Chat nugget also includes access to a Whiteboard and Desktop Sharing. You can add an
unlimited number of Live Chat “rooms.” Each instance can be configured for different teams.

If you have different groups working on Group Projects, you could create a
& Live Chat room for each group and give them another option for
¥ communicating with each other. If you also chose the option to log the Live
Chat, users will have a transcript of the chat to refer to later.

1. Goto Communicate > Live Chat.

2. Hover the mouse over the end of the Live Chat toolbar so that the Edit and other icons
appear. Click the Edit icon (which looks like a pencil).

Refresh i

3. On the following page, click Add a Live Chat.

Live Chats

There are currently no Live Chats, Click the add a Live Chat link above to
| Exit Live Chat Editor_|

e, M‘*‘*\-‘W s 'W-LM\M‘*““ PRI

4. Input all information on the next page:
e Title — identifies the Chat (in this example, Group 01)
e Description — optional; you could input some description or function of the Chat

e Tracking — set to On will create a log of each Chat session that can be reviewed later by
all members of that Chat

e Team - allows you to specify the team to use the Chat; selecting ALL will make it
available to all users
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e Viewable By — sets the minimum Rights needed to view this Chat (usually set at
Students)

e Start Date/End Date — setting either or both will make it available (and/or unavailable) at
for the time period set; setting neither will make the Chat continuously available.

Live Chat Editor

Live Chat Settings

IName {Group 01

Description Growp 01 Project

Tracking On (v

Team Group01 |»

Viewable By Studerts v

Start Date [ | Februay [ wv,zoosv PM 07 [w: 50 v
End Date O] | Februay (sl 10 (v, | 2008 v ] | PM 07 (s ): 50 (w

ki U--W-W*M""‘M“"W”‘ PR

5. Click Save to save your settings.

Name IGroup 01 .

Description ;rGfC'}{D 01 F'rgi'
Tracking ljnﬁ le

Team 33’
viewable By frstudents '
Start Date 7 | February

End D?/ [ | Februar

| Save | [ Cancel |

g Y SV VRN

6. The Live Chats Editor page will display, showing the newly-created Chat. Click Exit
Live Chat Editor to continue.

' Live Chats

¢ Add a Live Chat

_Edit | Delete | Group 01
Tracking: ON Team: Group-01
Group 01 Project

[ Exit Live Chat Editor | /
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7. The Live Chat now appears on the Communicate page.

B,
&, Communicate
EdR Page
Live Chat
View Inbox ~ Quick Message Vosaut:
Wiew, read, and compote Skip the inbox and and start &\B'r:o;;z (esleonl
MRS ages YOUr MRISage.
Unread
DMO 101 Course 1 (001) 0 metseger

How to Setup Live Chat 406



How to Set Mail Privileges Within a Course

The default privileges within Mail allow all users full access to emailing anyone within the
course. However, the Instructor can limit these privileges according the different Course Rights.

1. To set Malil privileges within a Course, go to Communicate. In the Course Mail nugget
toolbar, hover over the end so that the Edit icon appears and then click it.

% The Edit icon is only available to Course Editors.

&*_! Communicate

Edit Page

Colrse Mail

(. View Inbox ' Quick Message
: View, read, and compose " Skip the inbox and and start
messages YOur message,

A '&-.'5;;3\‘.-'&.‘“ w.-w%w;&.w

2. The following page allows you to designhate the User Rights for each option.

Course Mail Settings

Feature Minimum Rights

Send Internet E-mail Defaul (v
Send to All Facultyleaders | Defaul (v
Send to All Students/Members | Defauk (v]
Send to Teams Defaul (a2
Send to Individuals Default v
Reply to Al Defaul £

~Message Options

Csend a Copy to Each Recipient's Internet Email

| Save | [ Cancel |
S ot IR A0 e ki cog WINPT AN, s g
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e The Default Minimum Rights is for everyone to have each option. To select a different
level, use the drop-down list next to each option.

Course Mail Settings

Feature Minimum Rights
Send Internet E-mail [Defak
Default

Send to All FacultyAeaders

a

Authenticated Guests

Send to All Students/Members | Students/Members
Team Leaders

Send to Teams Course/Group Mentors
Course/Group Assistants

Send to Individuals Course/Group Editors
Course/Group Admiristrators

Reply to all Disabled

Message Options .
L ;].S.'mha Sony mﬁd_@fwwat S, . ad

‘f;;g For more information on Course Rights, see Understanding Course Rights.

e Send Internet E-mail allows users to send/forward email messages to the mail
addresses stored within ANGEL for mail recipients. Those who have this Right will also
have the option to select whether a copy should go to the recipient’s exterior Internet
email account when composing the mail message.

While mail messages within ANGEL can be sent to the Internet email
address associated with users within ANGEL, no email messages from the

% Internet can be sent TO ANGEL mail. Also mail messages from ANGEL
can ONLY be sent to email addresses already associated with users
within ANGEL.

¢ Send to All Faculty/Leaders permits users to send mail to anyone with Course Editor
rights within a course.

¢ Send to All Students/Members permits users to send mail to anyone with Students
rights within a Course.

e Send to Teams allows users to send mail to a Team, which would include all members
of that team.

e Send to Individuals permits users to send mail to any individual, including all students
and faculty.

e Reply to All permits users to use the Reply to All option when replying to a mail
message.
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e In Message Options, checking Send a Copy to Each Recipient’s Internet E-mail will
automatically send a copy of every mail message sent within the Course to the
recipient’s Internet E-mail account.
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How to Create Folders in Course Mail

The default Folders in Course Malil include Inbox, Trash, Draft, and Sent. You can set up
additional Folders and move mail into those Folders. This might be done to place mail into
logical groups. For example, you might want all mail associated with a particular course project
to be kept in one place.

1. To create Folders in Course Mail, within any of your courses, go to Communicate >
View Inbox.

| 8;{ Communicate

Edit Page

Course Mall

i~ Yiew Inbox .| Quick Message
View, read, and compose « Skip the inbox and and
messages Your message,
7]
‘ Unread Messages

DMO 101 Course 1 {1)

0 messages

2. On the next page, click the small triangle on the side of My Folders.

Course Mail

[ Compose New Message |

Search:
|v Search |
System Folders
i Drafts 00 [ ‘ "
3@ Inbox {00}
CAsent {00}
@ Trash {0/0)
My Folders

Loaahathe.. . 'WA.‘..N“‘ e,

3. Select New from the drop-down list.
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Course Mail

[ Compose New Message |

Search:

r |
System Folders
A Drafts {0/0)
@ Inbox {00}
@ Sent {0/0)
@ Trash 7 {o/0)
My Folders
New X
Rename
Delete

R T .,*__’ﬁ*-._w“ 4,

4. A pop-up window will appear.
Input a name for the Folder and then click Save.

seader and drop it here to group by that column

? \From | Subject

B There are no email messages stored in thil
( New Folder x| &

Enter name of new folder:
Team & ‘

| Save | | Cancel |

'\\.* ‘”W"w.;".:“r A A el o, .Mw

When naming folders, remember that the folders will display in ALL your
courses; so you want to be sure you can distinguish between the different
courses. In this example, you name the folder Team A so that all of Team
A’s mail will go there. If you had a Team A in another course and wanted
to also keep all that team’s mail separated into a folder, you would need to
have a designation so that you wouldn’t confuse the two.

bty
@

=

T
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5. The new folder appears beneath the My Folders label. It will appear in the Course Malil
for all courses belonging to the user who created it.

Course Mail

[ Compose New Message |
Search:

System Folders

@ Drafts {0/0) O

3 Inbox (0/0)

[l sent (0/0)

@ Trash {0/0)
M

3 Team & (00}

TSR ag g mans

6. When new mail arrives, it will automatically be placed into the Inbox.

| Compose New Message |

Search:

| |

System Folders

g Drafts (0/0)

é Inbox (111}

Sent (0/0)

A Trash (00}
My Folders =

CdTeam & (0/0)

7. To move the mail into a different Folder, click the box next to the mail, and then select
Send to Folder in the Actions drop-down list.
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essaée l

Actions:
Search { Delete v

...........

Drag Send to Folder
(io,.'flo; - ‘ ] Mark as Unread
Message Read BE |

(0/0) ‘-"\

0jo
. M‘»ui’w‘“wﬂ\wmmw

8. Click Go.

Actions:
l.Seaich | [Sendlofolder ...

9. A pop-up window will appear so that you can designate where the mail is to be moved.
Note that you have a choice of moving the mail or copying it. In this example, you
choose Move messages. If you choose the Copy messages option, the original will
remain in the Inbox with a copy going into the designated folder. Click Continue to

finish.

¥ |From | Subject

[ Send to Folder
Send selected message to this folder:

®move messages O Copy messages

rCOntinuzm:el ]

- Somamie®®,  adebaneen T et O

10. The following screen shows that the mail is no longer in the Inbox, but has been moved
to the Team A folder.
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Search:

| I

System Folders

@ Drafts (0/0)
Elnbox {0/0) |

Sent (O,!‘ﬁy']

CATrash (0/0)

My Folders

B am}
S \*-—nﬂ--\\ "-sw
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How to Share and Edit Files Among Multiple Users

Files can be shared and edited among several persons. How to best accomplish this will
depend upon the Rights of the persons needing to share the files. If everyone involved has
Course Editor Rights, the answer is simple: Everyone can edit anything anywhere within the
Course!

However, if the need is for students to be able to share and edit files, or a mix of students and
faculty, a different approach is needed. Student Rights do not allow for the sharing and editing
of course files. One way to accomplish this would be to use the file-sharing capabilities of
Teams.

1. Goto Manage > Teams.

lons I Resources l Communicate I Report I Automate
icole
* gy Management Console
Edt Page
Course Management
Gradebook General Course Settings
Manage both on-ine and off-line Modify seltings such as tithe and
grades for this course URL for thiz section.
Roster Course Theme Selector
pe enroliments and rights Change the colors and fonts uted
for this section,
Teams
m team enroliments and Tab Settings
settings Cordrol which 1abs are displayed
and where they link.
Attendance

L'\V\M\'w*\,’k‘wsn Nniiiﬂf""“ Bonsands.

2. This will open the Teams Editor. Click Add a Team.

| Teams Editor

Add a Team |Unassigned Users Random Team Generator

There are currently no teams,

| Exit Teams Editor |

Bt TSy it s, \Mn“

% The assumption here is that the members of the Team are already
selected, which is why the Random Team Generator feature is not used.
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3. The new Team screen will appear. Give the team a name (for this example, Team A).
The rest of the options in the General Settings section are optional.

General Settings b

Team Team A

Description

Homepage

Project URL _
Hidden | No [w]
Disabled Mo (e

L-TEAM,TOOIS oy o it et

In the Team Tools section, change File Sharing to Enabled.

In the Quota field, put in the maximum file size (here 5 MB) for the total files to be
shared. This size will be based on the types of files being shared, the number of files,
and your institutional policy.

6. Click Save to continue.

Team Tools
File Shari

| Save | | Cancel |

™ w-s,—«uw\\.«»&...y""'*

7. The next screen will allow you to add members to the Team. Check next to each person
that you want to include in the Team, and then click Add Selected.
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Team A
Add Team Members

R = already 3 member
Name Username Teams
¥l 1. Edwards, Nancy nedwards
2. Fride, Karen kfride
3. Hart, Ross rhart
4, Martin, Alice amartin
5. Smith, Joe jsmith
6, Sparrow, Salli  ssparrow

| 4dd Selected ]IL Done |
T N .\‘."M-‘-k FYPEY NN rﬂ—w,&’—

8. Click the Done button to continue.

- already a member

Name Username Teams
% 1. Edwards, Nancy nedwards Team &
<, 2. Fride, Karen kfride Team A

L 3. Hart, Ross rhart Team &
< 4, Martin, Alice amartin Team &
L 5. Smith, Joe jsmith Team &

L 6. Sparrow, Salli  ssparrow  Team &

| AddSelected | | Done |

In this example, there were very few students in the course. If this was a
much larger course, there could be more than one screen of names. You

% can only add one screen of names at a time; use the Add Selected button
to choose the names on the screen, then go to the next screen and again
use the Add Selected button to choose the next set of names. Click the
Done button when ALL team members have been added.
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Any Course Editors for the course do not need to be selected as Team
% members; they will be able to access the Team Files even without being a
member of the team.

9. The Teams Editor screen now shows that Team A has been created and has 6
Members.

leams Editor

Add a Team Unassigned Users Random Teag

Team &
Members: &
Fu RS temove users settings rena

[ Exit Teams Editor |

Rl SV SERERUT TR TN S Y - r~ 'S AL,

10. Go to the Communicate section to see the Team Files nugget.
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() | Communicate

Edit Page
Course Mal t
. View Inbox Quick Message
2 View, read, and compose 1 Skip the inbox and and start |
messages your message. }
e ] !
¢ Unread Messages
DMO 101 Course 1 (1) 0 messages :

Colrse Roster

Course Roster
View a list of people in this course.

Course News and Events

Announcements

Read past and present course announcements, y
News

Read past and present course news, d
Polls

Take part in course polls, :

Team Files

Team AFiles | -

11. To add files, click the Team A Files link. On the next screen, click Add Content.

Team A Files
iza: B (4.9 MB of 5.0 MB availal

add Content | Download all

RN il o ot

12. All Team A members can now upload files, add folders, or create a file (using the HTML
Editor) similar to what can be done with files and folders in Lessons.
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! Create a new Folder in the current directory

| Create a File
_‘ Create a new text or html file in the current directory

‘ Upload Files
'EIJ | Upload files to the current directory

Add Content
Module3y,
| Create a Folder
Drag-n-drop §

SEJ Drag and drop files or folders to upload to the current direc

Ezit Team Files

L \~.wmm~~h~&,ﬁ%~«w“ w‘w\wmw

13. Because all Team A Members have Access to this area, they can easily share and edit
any files within.

. Establish a protocol as to how files will be named and renamed, if edited,
9 to be able to track who has contributed.

Another option for sharing files among non-Course Editors would be to

create a Group and give all Group members (including students) editing

%y rights. Anything created within a Group can be imported into a Course, as
long as the Course Editor has editing rights to both the Course and the
Group.

Two other ways that Students can share files:
?llg\' In a Drop Box, setting Review mode to Peer Review;

Allowing Students to attach files to a Discussion Forum post.
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How to Use the HTML Editor: Changing Fonts and Colors

The HTML Editor works very much like a word processor and is a WYSIWYG-type editor (What
You See Is What You Get). You can change fonts, add bolding or italicize, align text, and add
colors. In this example, you will use the Create a Page option to demonstrate the HTML Editor.
You can also use it by editing an already-created page.

1. Go to the Course and the location where you want to add a page and click Add
Content. On the following page, click Page.

. Module 2

Add Content

Hdgin

Create an Item

Folder Page
|~ Create a new folder to organize your content. Create a dew

AL e et a0 M e AR

2. You will then be able to add the settings and the page text. Add a Title for the page (in
this example, Chapter 2 Notes).

_J New Page

Settings: O normal @ advanced

Content ‘Access | Automate \ Assignment \

oitinge

Chapter 2 Notes|

UL |

4

;ﬁﬁv B 7 U -~ Qg)vv
- Tg~ &y~ Stlev Fomat~ Fontr Sizex & 7

R P . PPNt .pﬁd..,g‘_w.

3. Inthe Page Text window, add your text.
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_JNew Page

Settings: Onormal ® advanced

Content | Access H Automate H Assignment ’

—Page Settings

Title {(;hapter 2 Notes

Subtitle

Page Text
AB- B 7 U-B68- -@&- 3
% Tg~ &~ Stlev Fomatv Fontr Sizev & | ~

Chapter Two Notes:

In this chapter

00— M*-Wér“"m’
4. The first thing you will do with text is to center the title. Highlight the text to be centered,

and then click the | Ei icon.

Content | Access  Automate  Assignment 3

Page Senng

Chapter Two Notes

A®- B ZUu- Q@8- -@-F-O0-B- 55["*‘1

| Ta- O Stac Fomas Forts Suer ¥ 5 -

: Chapter Two Nobes
-.__M—.\w...nw.‘w. PORPPEE DR RS Y T

5. Next you will Bold the same text by keeping it highlighted and clicking the B icon. You
can also italicize and underline text by using their respective icons.

Use “underline” sparingly, if at all. On the web, underlined text generally
A indicates a hyperlink. If you underline text that is not a hyperlink, you may

confuse your users.
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ige Text
A48 - B’f - 26 -@-3-0-

g ~ Styfgoiq prmat~ Font~ Size~ oL -

hapter Two Notes
M et sn oA B nt s a e,

6. To change the color of the text, you continue to keep the text highlighted, and click the
Text Color box.

Blu"j& [ - Z O-8

hapter Two Notes

B (55 e TR E PRSP PT SRpRP T SrIpo s o Srer SR

7. A drop-down “palette” of colors will appear. Select the text color that you want. Here you
are selecting a dark purple color.

Keep a good contrast between the background color and the text color.
(That is, if the background is light, choose a dark text.) This will make the
: & text much easier to read and will also enable anyone with a color
! deficiency to be able to read the text. (While someone who is unable to

see blue may not see the text color you intended, they would still be able
to read it.)

P age Text
-ﬂgv B Z U -~ Qg)v

Stylev Format~ Fontv Size~

I

"R
nEEEEEN
EEEEEEEE~
EDCEEN
EONOCON

Maore Colors...

8. You can change the font by keeping the text highlighted and clicking the Font button.
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Chapter Two Notes

i:ﬂﬁvl u- 98 -@-3-0-
Al T~ O~ Style Format~ |Font~ |Sizev % ] ~

hapter Two Notes

In this Chapter..

R R TR ERRY L R e

9. A drop-down list of all available fonts will appear. The appearance of each one is
illustrated. Here you are choosing Arial.

viggﬂvvzv:;
v |Fontv |Sizer & ] ~

f» Arial
Comic Sans MS
Courier New
Tahoma
Tiraes New Roraan

Verdana

You may wonder why the choice of fonts is so limited, unlike what you
may see in other programs. When users view web pages, they can only
view the fonts that they already have installed in their computers. If the

%% font specified is not installed in their computers, the text will revert to a
default font, often Times New Roman. Best practice is to choose a
common font that the vast majority of users will already have installed. The
fonts in the HTML Editor are the most commonly found fonts.

A sans-serif font is an easier to read when viewed on a computer screen.
\ Sans-serif fonts include Arial, Tahoma, Comic Sans, and Verdana. A serif
¥ fontis easier to read in print, especially when there is a lot of text.
Common serif fonts are Times New Roman and Courier New.
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10. The final change will be to make the size of the text larger. Click the Size button.

5

fle
!

i' Q' Style~ Format~ Fontx

ettings

|Ehapter Two Notes

e-[B:zu- 58

nis Chapter ..

.“..,_\_rw .\_‘ww.\w--d;

£k pter Two Notes)

11. A drop-down list will appear of the sizes available. You will select medium.

Z LU~ @&..2.5.3

Format> Fontv Sizew % 7| ~

wr-small [.:
x-small
small 3
\ medium i
large A
[ae

12. This is how the text appears after all these changes:

O

ubtitie

A®- B 77U Q8 -@-3-0O-
_| T~ %~ Stler Fomat~ Font~ Sizev ¥ T ~

Chapter Two Notes

LT R
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How to Backup a Course

When Backups Should Be Done

Schools may have different policies as to when backups are to be done and when (or if)
backups for all courses are done at the System level. However, even if System backups are
routinely done, they cannot meet the needs for each Course, unless backups were scheduled
24/7! Therefore, it is up to each Instructor to determine when to do a backup for their individual
Course(s) and to do their own backups.

Some circumstances when backups might be warranted:

e Before adding new content to a course or deleting any content.

% This would ensure that a backup was available in case any content is
accidentally deleted during the addition of new content.

e After adding new content to a course.

%} This would ensure that a backup contains the latest version of the course.

o After adding grades.

%} This would ensure that the backup contains the latest grades. If data were
lost for any reason, reconstructing and regrading could be difficult.

¢ ANYTIME that data that you do not want to lose has been added. You might want to
backup your Course routinely at least once a week.

Backing Up a Course

1. Goto Manage > Backup/Restore.
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HManage

se Settings Course Files Manager
hgs such as title and URL for this

Data Management

»

Backup/Restore
e Selector

colors and fonts used for this

Import Wizard

Import content from the cof

I file

2. Click the Backup Now button to begin the process.

Backup/Restore

Backup Information

|Directions: To make a ba

grup of all Course data and files, click th

This Cour ot been backed up.

3. The next screen will show the process as it is running.
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( oLnse FV«'-Y‘. i"ll’ )

Backup Progress
(> Save Data

/) Save Files

+7) Create Archive

<7) Clean Up

Exporting dmo-testteach-enc101-1...
Exporting General Settings ...
records exported: 1

Exporting Team Settings ...
. T TS VS -

...... k,

4. When the process has completed, the “clocks” will be replaced with green circles with
checkmarks in them. Click the OK button to continue.

il ourse Backup

Backup Progress

) Save Data

/) Save Files

() Create Archive

(%) Clean Up

Exporting dmo-testteach-enc101-1...

Exporting General Settings ...
records exported: 1

Exporting Team Settings ...

S .,.‘% W”wxuq‘.‘.

5. The next screen will show that the backup was successful. There are now more options
available: Restore Backup and Download Backup. These options are added to this
screen after a backup has been done for the first time.

6. You may want to save the backup to another location, such as the hard drive on a
computer, a flash/thumb drive, or a CD. Should anything compromise the data on the
server, you would still have an intact backup.

To save the backup to another location, click the Download Backup button.
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Backup Information

Directions: To make a backup of all Course data and

Last Backup
Date Created: 12/26/2007 7:2047 PM
File Size: 3886671 bytes

| Restore Backup | | Download Backup |

| BackupMow | | Done |

et - L 00 ale mR PN

You may wonder exactly how large the backup file is, since you need to
ensure you have enough file space to save it. In the above example, it

% says the backup is 3886671 bytes which is the same as about 3887 KB or
approximately 3.9 MB (1000 bytes = 1 KB; 1000 KB = 1 MB). If you had a
flash drive that held 1GB (1000 MB = 1 GB), you could download about
250 copies of this backup file!

7. Doing so will open up a pop-up window asking whether you want to Open or Save (or
Cancel) the backup file. Click the Save button.

' File Download

Do you want to open or save this file?

(= Name: dmo-testteach-enc101-1.bak ,
_a_l Type: Compressed (zipped) Folder, 3.70MB /2
I From: mecfl.angellearning.com :

lOpen][Save ]ICaneel]

5L

l . While fles from the Intemnet can be useful, some Rles can potentially
e‘ harm your computer. |f you do not trust the source, do not open o
-~ save ths file, What's the risk?

‘Wm% Aaten At A, w"_‘m‘.

" .

8. This option will require you to designate where you want the file to be saved. It will also
allow you to rename the file if you wish. In this case, you are saving it in the Course
Folder on the C: drive. Once it is saved, it could be burned to a CD or DVD. It could also
have been saved directly to a removable storage device.
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% If you are using Firefox as a browser, it will default to saving the file to your
desktop, unless you have changed the settings to download it elsewhere.

Savent | L ENGI0107 7.,»! [ s e

J

Recerd

€]

Dethtop

My Documents

o

My Comgute

> Fha pane dmoteitteachenc101-1 bak v
MyNetweek  Saveastpe | bak Document v [LCencel |
it w--u-uﬂ:‘ Ny ’»w“m@»%m“ﬂ S ™

The backup file can only be used to RESTORE a course to the way that it
% was when the backup was created. You cannot make changes to any
content within the backup file.
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How to Activate/Deactivate a Course

By default, many institutions create their course shells in a “disabled” state. Students cannot
view any of their courses when they are disabled. This allows the course designer/faculty to
develop the course without students accessing it until it is ready. Once the course is ready for
students to access it, it must be “enabled” or activated.

Check the course listing in Courses on your Home page in ANGEL to see if the course is
Disabled. It will appear beneath the course title.

Find a Course Add a Course

D0 101 Course 1
[Disabled] Islele] Role: Faculty

QENC 1101 English Comp Section 1
[Disabled] [Delete] Role: Instructor

DJEMC 1101 English Comp Section 2
[Disabled] [Delete] Role: Instructor
I o ST W SN

In ANGEL 7.3 the default setting is that all disabled courses do not appear
w= Onthecourse list unless the Course settings are changed to see them. If
@ your institution has not changed this default, you may not be able to see

your disabled courses. You may need to consult with your System

Administrator in order to change this setting.

1. Open the Course, go to the Manage tab and click General Course Settings.

How to Activate / Deactivate a Course 431



Automate ‘

Course Setfings

ifﬁéneréi Eburse Settlngs .

- d URL For this
section,

Course Theme Selector

« Ehange Ehe colors and fonts used mr this s;titip

2. Select the Access tab.

Course Settings
| DMO 101 Course 1

Ace liment | Standards | Objectives
—General Information
Io* (SFTQ»O O-dmao_nancy
Primary Key: Alpha-numeric, dash and undersc,
Title™ DMO 101 Cowse 1
Category™ 0
Instructor Login Name  [hills |
Instructor Name Sandia Hil |
~

3. Note that Member Access is set to Editors Only. Using the drop-down list, change to All
Members and then click Save.
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Course Settings 1
DMO 101 Course 1

Course  Access  Ervoliment  Standards  Objectives  Advanced i

Al Members | £

Edtoes Orly I‘
i

O ves ® No 1i

The Editors Only setting for Member Access signifies that only Course
Editors can access the course. This is what designates the course as

%g Disabled.

Changing the setting to All Members will make the course visible to
anyone enrolled in the course on their Home page.

Guest Access: None means that only people listed on the roster can view
this course.

Search Engines set to No means that this course will not display in a Find
a Course search.

=@ Both of these settings restrict the access to this course.

If the Guest Access were set to Authenticated or Anonymous, it could
allow others into the course. They would be able to view any content item
NOT set to be viewed by Students Only.

They would be able to find the course via a Find a Course search if that
option were set to Yes, or via a direct URL link to the course.

4. Returning to the Home page, note that now the “Disabled” has disappeared from the
Course listing, indicating that students can now access the Course.

-ind.a Cowse Add s Couse
JDMO 101 Course 1
[Delete] Role: Faculty

Tasks: | ] P
| T s sl
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If you get calls from students at the beginning of the semester telling you
g that they cannot find your course, the first thing to check is whether or not
the course is still “disabled”!

@: Reverse this procedure to prevent students from accessing your course
dJ once the course is over.
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How to Archive and Export a Course

By archiving a course, you have a complete copy of the course with all student data within it.
Should it ever need to be restored, it can be restored from the archived copy that has been

saved.

Archiving a Course
1. Goto Manage .> Export Wizard.

o] S =
burse Settings Course Files Manager
ettings such as title and URL for this Manage Course files
Backup/Restore
eme Selector Backup and restore course data

Import Wizard

gs from the content kb
which tabs are displayed and where they Export Wizard
for archive d

LTI g s At AN

T)ucolo's and fords used for this

2. Select ANGEL Archive on the next page.

Content Export Wizard

What export format do you want to use
Directions: Select data format you want to use for the export
ANGEL Archive
Export data to an ANGEL zip archive file,

IMS Package
Export data to the IMS Content Packaging format for inter

| _Exit Export Wizard |

B i T et RN
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3. The next screen will allow you to choose the data that you want to archive. To preserve
all data (grades, student assignment submissions, discussion postings, and so forth) in
the Course, leave everything checked.

Export Options
Directions: This wtilty allows you to export thiz section’s data and flesz to a 2ip archive. In
addition to the actual content, you can optionally inchude uzer and log data. Select the axport
options you want and click the Export button.

General Infor mation

Advanced Settings
[ Gradebock Settings
Team Settings
CJDo rot nclude files
Mcontent Muser Data
Agents [ Activity Logs
[ announcements M attendance
M cslendar Events M chat Logs
[lchat Rooms [“lDiscussion Posts
& Gradebook Assignments M Gradebook Grades
[“1n Touch Links [MLearner Profile Notes
MLessons\Content MRroster Entries
“milestones [ Team Files
[MNews Articles Muser Mail
M Quick Polis [Muser Notes
MRreports Muser settings

4. Click the Export button at the bottom of the screen to continue.

JTICTTW S | L=

Quick Polls
Reports
Syllabus
Tool Links
Obijectives
Standard

sociations

[ Export ] [ Reset || Cancel |

< 'Waw-"m-““

5. The next screen will show the progress of the export process.
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Export Progress

% General Information

) Advanced Settings

o9 Gradebook Settings

) Team Settings

P Agents

@ Announcements

o9 Calendar Events

&) Chat Rooms

) Gradebook Assignments
&2 In Touch Links

() Lessons\Content

P Milestones

(4 News Articles

P Quick Polls

@ Reports

@ Syllabus

@ Tool Links

(% Objectives

(7 Standard Associations
9 Roster Entries

L M\_M“#.‘M_ W‘\MM‘““

The sections that are still processing have a “clock” icon that will change
to a checkmark when it is complete. See Lessons\Content and Standard
Associations in the above illustration.

&

6. After all sections have been archived, the Download and Done buttons will be available.
Click the Download button to save the archive to another location. This might be into a
folder on your computer’s hard drive or to removable storage media, such as a thumb
drive.

Once the file has been downloaded to a folder on your computer, it could
also be written to a CD or DVD.

&

) Team Settings @ Quick R
( Agents () Report
(4 Announcements (2 Syllab
(4 Calendar Events ) Tool Li
(4 Chat Rooms () Object
;\/) Gradebook Assigng#€nts .\9 Standa
(% In Touch Link () Roster
| Downlaad,Filej (...Done. .|

Collecting files ...

\EKW&{ chrenc101-1...

b e o
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7. This option will require you to designate where you want the file to be saved. It will also
allow you to rename the file if you want. In this case, you are saving it in the Course
Folder on the C: drive. Note that the file name ends with .zip.

You have chosen ta coen
= dmo-testteach-enc101-1.2p

whxch s a: Comgressed (2pped) Folder

froe: heeg {fmcof anelesrtirn com
R L Ll [ nfer mame of f11e 10 save t

Saven L) ENGIOND

J

Recent

@

Deibicp

My Documeres

My Compuiter
q Fio reamer @roremeschenclt ] 2o v

MyNewoh  Siveaite | Conprested inpped] Foider &

o

e e

8. The archive has now been created. It can be used to restore a course with all data intact
or to populate a new course.
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How to Populate Course Content into a New Course Shell

There are several ways to add course content from a previously-developed course into a new
course shell.

Whenever importing content into a course, always ensure that you are in

A the CORRECT Course. All of these procedures could overwrite content
already within a course. Note the options available for overwriting content
and choose them with care.

Copy Course: A very simple method is to use the Copy Course option within the Import
Wizard. This can be done as long as the Instructor has Course Editor rights to both the course
being copied TO and the course being copied FROM. It will copy ALL content from one course
into another WITHOUT any student data.

e;g‘ = Refer to the How to Use the Copy Course Wizard to Copy Content from
¥ One Course to Another tutorial for the Copy Course option.

Importing a Saved Archive File

This procedure is useful if the Instructor does not have Course Editor
- rights to the course with the content to be used but does have access to
¥ the archive file, or when a course is no longer available on the ANGEL
server but a downloaded archive is available.

1. Enter the course that you want to import content. Go to Manage > Import Wizard.
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Lirse Settings Course Files Manager

Jtings such as tithe and URL for this Manage Course files
| Backup/Restore
me Selector | course data and fles
he colors and fonts used for this
Import Wizard
bs 1 the content lbrary or a fi

brich tabs are displayed and where they Export Wizard
Export course content for archive or distribastio

ht Variables Data Maintenance
heed environement variable settings, Remove old logs data and submissions

DS i |, appramtatmtetitn. L o, LRS00 Aurinmeabenctend® .

2. Click Content Package.

Content Impaort Wizad

What do you want to import?

L S e zan s sty wins s b et ety
e .
m - r
Mt wehivn, Wbt ™ erpon. Badbowd™ ¢ wtriion, Lanviiens®d Cotricion, DV JSCCRM pach wge o 3

Calondar and Announcemonts
“"‘W'w -

TN et

This same option is used to import a test bank from many exam programs,
%} such as ExamView®; and also to import content from other course
management systems, such as BlackBoard™

3. On the following screen, click the Browse button to find the file to be imported.
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Upload a Content Package

Directions: Click the browse button to locate the archive file on your compute
filz to the szrver, Allow up to 30 minutes for the file to be uploadad,
Archive File

i .Browse...

[J overwrite existing files

[.Upload File ] .Cancel ]

[ Bxit IMS Import Wizard__|
~ . .‘_.‘M-M.—\M\ et

4. Find the file to be imported, and then click the Open button in the pop-up window.

Note that in this example, there are 2 files available. The other file has a
.bak extension, which indicates that it is a downloaded backup of the

% course. The file with the .zip extension is the file that you archived.
However, a current and complete backup file could also be used to
populate a course using this same procedure.

n | ) ENG10107 » O 2@
=3 dmo-testteach-enc101-1.bak

Fie name: dmotesteschenc] (1.2 ~|

Fles of type: Al Files v

5. Click the Upload File button.
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Upload a Content Package

Directions: Click the browse button to locate the archive file on your com
filz to the server. Allow up to 30 minutes for the fils to be uploadad,
Archive File

IC:\Documents and Settings\NancyE\My Documents\EN
[[] overwrite existing files

L Upload FileJ||. Cancel |
'-..-..,._WM.,‘—M-“M& ~anmns

You would only check the “overwrite existing files” option if the course
A contained content that you want to have deleted when the new content is
uploaded.

6. A pop-up window will appear that shows that the file is being uploaded. The process
could take several minutes if the file is very large.

:nt Package

ckage Import Wizard
Uploading ...

Please be patient. This may take several
minutes.

exiséng ﬁlesrm
ﬁ“ ot sttt i, e DS, o ot

7. Once the file has finished uploading, a screen will appear showing that the upload was
successful. Click the OK button to continue.

1Y J " - F
Upload Successful

Your file was syccessfully uploaded. Click OK to continue.

R e I s o an NN 0 0 e e s e At
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8. The following screen will allow you to designate the portions of the course content to be
imported.

The archive file that you have uploaded may contain student records,
grades, emails, submissions, discussion forum postings, and so on,
depending upon the options selected when the archive was created.

% Uncheck the User Data column so that they will NOT be imported into the
new course. All assignments will remain, but will not contain any student
submissions.

You may also want to uncheck Calendar Items and Announcements if
you do not want these in the new course.

APV L OLLuiy o A\
Directions: Selsct what tems you want to imppg
Content [] user Data
Migrate Quizzes to Assessments [ Activity Logs
: [J Attendance
O chat Logs
] piscussion Posts

3

Advanced Settings

?gents [] Gradebook Grades
Announcements [] Learner Profile Notes
Calendar Events [] Roster Entries

Chat Rooms [J Team Files

General Information ] user Log Data
Gradebook Assignments [ user Mail

Gradebook Settings J user Notes

In Touch Links
Lessons\Content
Milestones
News Articles

Objectives
A Ottt A o Bt s MM\WA.

[J user Settings
[] user Submissions

NEEEEEEEEEE

9. Click the Import Data button at the bottom of the list when finished.
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L] USET oellliys

Lessons\content [] user Submissions

Milestones
MNews Articles
Objectives

Pending Files

Quick Polls

Reports

Standard Associatjens
Syllabus :
Team Settip

HEEEEEE

_Import Data | Cancel I

s S VR RPN P ST PR e S

10. The next screen will show the progress of the import. When all icons have changed to
green circles with checkmarks, the process has finished.

Once it has finished, click the OK button.

@ Calendar Events l@ Quick Polls
@ Chat Rooms @ Reports
@ General Information @ Standard Ass

(% Gradebook Assignments & syllabus

& Team Setting

Importing data ...

Importing advanced settings into ENV_VARS ...
Ny — 'WM'"’W«“"

A

11. The process is now complete.
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w Lessons
~

Add Content Rearrange Reports Utilities Preferences

Module 1

] Module 2

e ‘-s‘_.,ﬂQgg!?pQ*""“““"“ -‘».m,m.‘_nﬁw_

Importing Content from a Master Course

Creating a Master Course is advisable for courses that are being taught frequently. It allows
you to create a complete course as the “Master” and then import it directly into a new course. It
never contains any student data. This might be preferable to continually copying courses over
into new courses semester after semester, which could potentially lead to some degradation of
links and data.

Master Courses are also a good solution for a course that has many sections that are taught by
different faculty. A core group of faculty could develop the Master Course and then make it
available to all faculty teaching that course. Once the Master Course has been imported into a
course shell, faculty can edit content within that course.

1. Create and develop the Master Course. Once a Master Course has been added, it can
be developed as any other course.

Follow your school policy and procedure for having the Master Course

% shell created. This is often the responsibility of the ANGEL Administrator
or someone else with System Administration rights. See How to Set Up
and Use a Master Course for more information.

2. Toimport the Master Course that has been developed, open the new course to be
populated and go to Manage > Import Wizard.
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Data Management

lirse Settings
Jings such as tithe and URL for this |

me Selector
he colors and fonts used for this

Export Wizard
Export course content for archive or distribatio

t Variables Data Maintenance
ed envi J ble setti Remove old logs data and submissions

-"‘”‘MWM

tabs are displayed and where they

3. On the next screen, click Master Course.

Content Import Wizard

JiE58]

what do you want to import?

l Directions: Select the source from which you want to imp

Content Package
Import content from an ANGEL archive, WebC
Blackboard ™ cartridge, ExamView® cartridge, IMS/S
package or zip file.

Calendar and Announcements

Import calendar entries from a text file (compatible with

TTM axp)

calacdar axoort Alac)

vlaster Course
Initialize the course based on a master course template

Copy Course
Initialize the course based on another course or group i
you are an editor,

~ mmw.w

4. On the following screen, select the Master Course that you want to have imported. The
drop-down list will list any Master Course available to be imported to this course.
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Master Course Import

Directions: Select a master course from below or enter a master
course PIN to initialize this course based on its information,

Available Master Courses
‘ select a master course {1 v

'géiect a master course
MASTER English Comp

N A 2 S AN s o I s s o

5. Some Master Courses will require a PIN to allow them to be selected and then imported.
If a PIN is required, you would enter it first in the field beneath the Available Master

Courses list.

Available Master Courses

| select a master course (v
vaster Course PIN /

" B 2 s, SRR,

6. Uncheck any of the options that do not apply and then click Import.

Available Master Courses
[.sglect a master course ise]

aster Course PIN

Migrate Quizzes to Assessments

backup course before import

replace all existing content

LImport | [ Cancel |
'-\A.A,, - - wah

If this is an empty course, you would not need to check the “backup
course before import” option or the “replace all existing content” option,
since they would not apply.
E The “Migrate Quizzes to Assessments” option might be preferable if the
course being copied from used the Quiz format and you want to change
to the newer and more feature-rich Assessments format.
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If you choose to “replace all existing content,” it means that any content
A already added to the course will be overwritten. Leave it unchecked to
preserve that content, if any.

7. If you chose the Migrate Quizzes to Assessments option, you will see a pop-up
window asking if you want to backup any Quizzes before migrating them to

Assessments.

B) Creating a backup BEFORE changing formats is generally a very good
L idea!

Windows Internet Explorer

- ) Would you ke to create backups of quizzes before migrating to assessments?

Lok ][ cancel

J content

8. The screen that follows will show the progress of the Copy Course process. The time
this takes could vary according to the amount of content being copied. Click OK when it

has finished.

Import Progress

a Backing Up Course
j Deleting Existing Data
‘/) Importing Data an

|
Backing up existing data and files ... {'}
Deleting existing data and files ... =l
Importing Data and Files l i
v

_,ok mq qradn-booL cm . e

9. The content has now been imported into the new course.

++  No matter what method is used to import content, it is a good idea to
"y ensure that the import was successful and that there has been no
duplication of content, especially in the Gradebook, Calendar, and/or
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Announcements.
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How to Use the Copy Course Wizard to Copy Content from One
Course to Another

Using the Copy Course Wizard in ANGEL allows you to copy all course content from one
course to another. This includes all items in Lessons, Calendar, Announcements, the Course
Syllabus, and the Gradebook. Student data, including the Course Roster, Discussion Postings,
Quizzes and Drop Box Submissions, Grades, and Mail are NOT copied during this procedure.
The procedure can also be used to copy content from a LOR or Master Course. You need to
have Course Editor rights for both the course that is being copied from and the course into
which the content is being copied.

This procedure is used when you need to copy everything from one
course, LOR, or Master Course to another — excluding student data. It is

% an “all or nothing” process. If you only need to copy certain content items
from one course to another, use the “Import from Course or Group” or
“Import from Learning Object Repository” options in Lessons.

The Copy Course procedure is useful when teaching more than one

P section of the same course. Develop one section as completely as

Ll possible, and then copy it to the other section(s). This procedure can also
be used to copy a course from one semester to the next.

1. Open the Course that is to receive the copied content. This is usually an empty course
shell.

Ensure that you are in the CORRECT course. Accidentally copying your
A EMPTY course over the course that you wanted to copy FROM could
erase everything in that course, leaving you with two empty courses!

2. Go to the Manage tab and click Import Wizard in the Data Management section.
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Data Management

e Settings Course Files Manager
hs such as title and URL for this Manage Course fles

Backup/Restore
e Selector Backup and restore course data and file:
olors and fonts used for this .

Import Wizard

" from the content library ¢
file

h tabs are displayed and where

Export Wizard

3. Click Copy Course.

Content Import Wizard

what doyouwant tolmport?

| Directions: Select the source from which you want

Content Package
Import content from an ANGEL archive, WebCT

Calendar and Announcements
Import calendar entries from a text file (compatibl

Master Course
Initialize the course based on a master course te

Copy Course
: Trifiahize the course based on another course or

| Exit Import Wizard l
ot e i iR

4. From the drop-down list on the following screen, choose the course that you want to
copy the content FROM.

%& You must have Course Editor rights in the course that you are copying
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FROM, or you will not see the course listed.

Course Copy

Directions: Select a course or group from below to initialize

Source Course/Group
select a course/group ;Q

select a course/group

Course: DMO 101 Course 1

Course: ENC 1101 English Comp Section 2

aFacanr BRC A0 oliah ComodluSantAnt®ttefasd. i

5. Uncheck any of the options that do not apply, and then click Import.

Course Copy ;

Directions: Select a course or group from below to initialize ¢

Source Course/Group
 select a course/group (a2
Migrate Quizzes to Assessments

LA

I backup courgpdfefore import
[ repla existing content

| Import ][ Cancel |

| Exit Import \Wizard. |
vw-w‘,_ww.w.ﬂm

S since they would not apply.

If this is an empty course, you would not need to check the “backup
course before import” option or the “replace all existing content” option,

The “Migrate Quizzes to Assessments” option might be preferable if the
course being copied from used the Quiz format and you want to change
to the newer and more feature-rich Assessments format.

preserve that content, if any.

If you choose to “replace all existing content,” it means that any content
A already added to the course will be overwritten. Leave it unchecked to

6. If you chose the Migrate Quizzes to Assessments option, you will see a pop-up

window asking if you want to backup any Quizzes before migrating them to

Assessments.
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? Creating a backup BEFORE changing formats is generally a very good
L) ideal!

of group from belows {0 Intialze this course based cn s information

Windows Internet Explorer

e Lok J [ concel |

7. The screen that follows will show the progress of the Copy Course process. The time
this takes could vary according to the amount of content being copied. Click OK when it

has finished.

Import Progress
l@ Backing Up Course
‘3 Deleting Existing Data

(% Importing DW

Backing up existing data and files ...

Deleting existing data and files ...

Importing Data and Files i
v

|Copying aradebook se%‘lngq... — . -

8. In this example, you can see that the course content has now been copied to the
Course Announcements and Calendar sections.

ENG 101 English Comp Spring08

Edit Page

" Course Announcements

View: Past Present All | Sort: Descencing

Tuesday, December 18, 2007

“ Welcome to this course. Please begin b
be found in the Lessons area.

DT T MM-...‘“
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January 200
Sunday Monday Tuesday Wednesday

r 7 8 9
Classes begin

3 14 15 16
Paper#1due

ot pniathoenat At IR S, bt
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