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This guide has been developed to help you create and manage your first ANGEL course. As such, it provides basic
information and focuses on only the tasks needed to set up and manage a typical course.

Conventions Used in This Tutorial

Typographic conventions used in this tutorial are as follows:
e Items in bold represent links, buttons, or fields that appear on the screen.
e Linked items (online help only) are underlined.

This text also features different types of special information:

Icon Description

T Tip: A type of note that helps users apply the techniques and procedures described in the test to their
‘g specific needs. A tip suggests an alternative method that might not be obvious and helps users
understand the benefits and capabilities of the item.

Note: Calls the user's attention to information of special importance.

Caution: Advises users of actions that could potentially cause problems.

q\g;:_-, Reference: Refers the user to another source of information.

3N Step-by-step: Brief tutorials that work through the most frequently asked questions step by step.

S | Video: Brief tutorial videos that illustrate the current task.

Before we jump into the tutorials, it's important to clarify the various ways in which you can receive help when
using ANGEL. The following sections illustrate ways to get help by using ANGEL.

ANGEL offers a comprehensive Instructor Reference and key step-by-step tutorials via its online Help system. Help
is accessed by using the Help link located within the ANGEL power strip.
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The Online Help tool provides several options for accessing help.

{= Conventions Used in This Manual - Windows Internet Explorer

? https angellearning. co 9 ifref1index. htm

E" Contents !’ Search

e X

@ Instructor Reference Guide

- Instructor Quick Start Tutorial < @
#- g Downloadable Guides — @

-"gsdnool Resources

“h‘ﬁh(:)

A W N

Home = Instructor Reference Guide

ANGEL® Instructor Reference Guide ] [

ANGEL Help

Welcome to the ANGEL® 7.3 Help system. The sections below
provide an overview of how to get maximum benefit from the
system.

+ Search

T SNV SRl MWGMI‘,_WLW
Contents. This option allows you to browse through the entire ANGEL Help system.
Search. This option allows you to search through the entire online Help system.
Instructor Quick Start Tutorial. A tutorial that covers the basic uses of ANGEL.

Downloadable Guides. This link takes you to a page in which you have access to downloadable (PDF)

versions of the various ANGEL help documents. Your system administrators also have access to the source

document files.

5. Resources. This link takes you to a page maintained by your institution in which additional help or policy

information may be posted.

In many places within ANGEL, the help is built in to the application interface. You access this help by hovering over

a field label on a configuration page.
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All questions

Display Settings
Display Mod 4"/
2

O Questi

Clicking the field label loads a pop-up help window with additional information on that particular setting. In the
following figure, the user has clicked the Display Mode text (1) and thus loaded field-level help for the Display
Mode setting (2).

%
%=| New Assessment
Settings: ® Normal O Advanced

Content | Access | Interaction

Delivery Settings

Help: Display Mode - Windows Internet Explorer |'._||'E|g|
£ | http:fiIFt74, angellearning. comiHelpf ContextHelpServer, aspx?token=assessment_dis

Review
Display Mode

Sets how the assessment is viewed by users:

Date Enabled [ | January

e

o All at once: All questions are displayed on a single page.

e Question Set at a time: Questions are displayed one
question set at a time. The user must click the Continue
button to view the next set of questions within the

Date Disabled D | January v | | 4 W L

Display Settings

T assessment.

isplay Mode

4y ©all gt s o s Question at a time: Questions are displayed one question
1 All questions are displayed in a simpl at a time. The user must click the Continue button to view

the next question.
e Show question titles: Question titles are displayed with the

O Question set at a time
Guiestions displayed one quastion se

O Question at a time question text.
Display questionz one at a time.
[ Show question titles
) Improve this Help Text Close
Question Set Defaults
[(randomize the order in =
Done 0 Inkernst H100% T

[IRandomize the order of
i T I

LIt w I
it -L-ﬂ-..--h—--hl-.p-.__.-r-aﬂ - _‘rﬂ-w-s—.____?_’_

ANGEL is fortunate to have a robust community of users working to support each other's use of ANGEL via the
ANGEL User Group List. The User Group List is managed by Indiana University-Purdue University Indianapolis and
is not officially supported by ANGEL. ANGEL recognizes the User Group List's value to our user community and
highly recommends that our users investigate the listserv as a means of additional support.

ANGEL deeply involves our user community in the development of new ANGEL features or the
refinement/enhancement of existing features. If you want to help drive the future of ANGEL or if you want to share
an idea for the product, visit our corporate website's Ongoing Customer Collaboration page for details on how you
can sign up.

There are several tools for navigating in ANGEL. The Power Strip is a global tool that is visible throughout the
ANGEL environment on the left side of the interface. Others tools that work within courses or groups include the
Map, breadcrumbs, and the Course/Group tabs. Each navigation tool is described below.
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Illllllj|
Video . . q
Video: "Navigate in ANGEL."

When you log in to ANGEL, the first screen you will encounter is your ANGEL Home page. The Home page presents
a variety of components that provide information, access to ANGEL courses, or other useful tools. In addition, you
may add, delete, or modify these components according to your institutional policies. The default tools/nuggets
available to users may be customized by your institution.

Video . .
Video: "Navigate the Home Page."
Sandra Hil

Refrash

Course Mai {3_ My Announcements @_

ey View Quick There are no new annourcements,
- Inbox ge

- i i Wy, ragd, and Ship the nkbex and L -
Community Groups {-a composs memages  start your masssgs, Public Announcements Q

’ Fird a Group

. Wit Pasm Prasant Al | Som Dascending

__i Unread Messages There are no new snnouncemants.
All 0 messages

) Public Information (B' |
Today's Calendar Q

Event Calendar

Thars are no sverts for todey, In the News
Public Surveys

- { ~ | Public Farums
Toobox 5

Boolkmarks
Widp @ parscraiaed Wb of Baakmarks
for sawy socess 1o your favorbs siss.

Filas
Upload files for sasy scoms from
arywhars.

Calendar
Kpep track of important persona
eoents,

'#M--_‘ BBER s ghern e mm«#“* sy,

By default, the ANGEL Home page contains the following components:

1.

w

® N o v bk

Courses. A list of the courses in which you are enrolled. Note that some of your courses may be disabled and
thus not visible within this component by default.

Community Groups. Lists the groups in which you are enrolled.

Course Mail. Provides access to your course mail inbox, a summary of unread messages and a quick message
link.

Today's Calendar. Shows today's calendar events.

Toolbox. Helpful tools including bookmarks, files and a personal calendar.

My Announcements. Announcements specific to you and the courses in which you're enrolled.
Public Announcements. Campus-wide announcements sent by the system administrator.

Public Information. Information and resources available to visitors to ANGEL.
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Reference: See "Configuring ANGEL Components" for information on how to customize these
components.

1. Home. Clicking this anywhere within ANGEL will bring you back to your ANGEL Home page.

2. Help. Clicking this will bring up the online Help manual, as well as links to other resources, such as the
Instructor Reference Manual.

Log Off. Use this to log off of ANGEL.

4. Learning Objects Repository. Clicking this will bring up a list of all Learning Object Repositories (LORSs) in
which you are a member. When you click it for the first time, it will create your personal repository.

5. Personal Preferences. Clicking this will allow you to set personal preferences, update your profile, and
control access to your personal information as well as to select a default theme for your ANGEL environment
and designate other system settings.

6. Instant Messages. Clicking this icon will enable you to message with other online ANGEL users.

Other navigation tools are used within an ANGEL course, group, or repository.

Each course has three main navigation aids: the course or group Map, navigational breadcrumbs, and the main
tabs within each course.

The Map is located on left side of the screen and is opened and closed via the handle highlighted in the following
figure. You can open and close the Map as needed. The map will "remember" the last state it was in and default to
the open or closed position the next time you enter a given course. For example, you may find it useful to close the
Map when viewing the Gradebook so that you have more room onscreen to view student grades.
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% Note: Keep in mind that students also have the option to open and close the Map sidebar, so they may or
may not see the items listed there.

Home  Course

Map

expand @ colapse

© course

+| W Lessons
€ Resources

@ Communicate
Wy Report
0 Automate

ﬂManage

O
2
O
3
O
O
L)
O

>

Map

What's New
Tasks
Search
Design Help
About

=

The Map offers several useful navigational views of your course. The default Map view may be preset by your
institution. Each view option is discussed below:

1. Map. Allows you to navigate to any section or content item within the course, group, or repository. The view
can be expanded and collapsed.

2. What's New. Displays any new items that have been completed, such as new discussion forum posts, new
content items added, new mail, new drop box assignments to be graded, and new assessments to be graded.
By default, you will see items since the last logon, but this view can be changed to items new since the last
week, last two weeks, last month, or a specified date.

3. Tasks. This view displays any items that need attention, such as unread mail, ungraded items, and unread
discussion forums. Students will see items that they have not completed, such as unread mail or unread
discussion forum posts.

4. Search. Allows you to search your course content, calendar, mail, or roster, and quickly browse the search
results.

5. Design Help. Provides tips and techniques for using the ANGEL content tools.

6. About. Provides ANGEL copyright and contact information.
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Breadcrumbs

You can also navigate through an ANGEL Course or Group using breadcrumbs—links that are created as you access
different sections of the course. They allow you to quickly return to a previously visited area by clicking the link.
The links are located under the tabs within a course.

The tabs located across the top of the course/group/repository screens will open up the respective pages, as
indicated by the tab label.

TR o

| Course Calendar i Lessons |Ruuuru§: |Commum|:.ate Report A.utmate{ Manage

ks o MR-k by sgpi=idhas Mphetminn,. -l e kit e,

The tabs are the same as the links on the Map. The content displayed within each of these ANGEL pages differs

according to the course rights of the user. The course instructor will have access to more information and options
than students.

Course Tab

The Course tab (or breadcrumb link) serves as the course's Home page within any ANGEL course or group. While
the components on this page may differ depending on institutional policy and editor customization, the following
figure displays the default view of the Course tab and its components.

ﬁ Pharmaceclogy BY
Edit Page Refresh
e @ ©!
Activity at a Glance u Course Announcements
View: Past Present All | Sorti Descending
Logons Mail Messages Tuesday, October 30, 2007
200 200
@ Welcome to the Pharmacology Coursell
100 100 fz\
Course Mai \J
[} 0 . View Inbox Quick Message
Fr Sz Su Mo Tu We Th Fr Sa Su Mo Tu We Th - Views, read, and compose messages Skip the inbox and start your
message,
Discussion Posts Submissions »,x'_,
200 200 .._] Unread Messages
Pharmacology BY (900) 0 messages
100 100 —
Grades @
0 1]
Fr Sa Su Mo Tu We Th Fr 5a Su Mo Tu We Th Chapter Exams ~ 76%
Research Project 90%
@ o
Sylabus Participation 94%
Homework 89%
Course Syllabus Last updated: 1/2/2009 2:20:06 PM - Refresh

e A Aty ty A el e At gttt s M N i e

1. Activity at a Glance. A graphical display of the course activity, including logons, mail messages, discussion
posts, and submissions of homework and assessments by day of week for the current week. Editors will see all
course activity displayed; students will see a representation only of their own individual activity. Clicking any
of the sections will access reports for more detailed information.
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2. Syllabus. Loads the instructor's syllabus from the Resources > Syllabus component.

3. Course Announcements. Displays current announcements for the course/group. Only course administrators
or course editors can add or edit announcements.

4. Course Mail. Provides a summary of your course's inbox, a link to view the course mail inbox, and a quick
message link that allows you to quickly begin composing a course mail message.

5. Grades. A graphical display of the average course grades by category as a bar graph. Clicking the bar graph
takes you to the Reports Console with the Class > Gradebook Grades report loaded.

Components can be added or deleted using the Edit Page link (in the upper left of the screen, just below the
course title.) The default components for an individual institution may vary according to institutional policy.
Examples of other components that might be added: syllabus, links to third-party programs, calculator, and course
polls.

Calendar Tab

The Calendar tab presents your course calendar. The Calendar can be edited to add events such as appointments,
class meetings, field trips, assignment due dates, and other information. Entries can be made for individual course
members, all members, or members of a specific team. An example calendar is shown below (in Grid view.)

The Calendar lets you add milestones, office hours, events—anything you'd add to a normal calendar you can add
to your course calendar. The Calendar allows you to (1) add events; (2) change the view format; (3) view single
days, weeks, months, or the entire year; and (4) move from day to day or week to week.

You can also filter your views of the Calendar by choosing which type of events you want to see: (5) public, team
or personal Calendar entries.

| Calendar |2| |3] |4|
Add ( 1 . Format: List Grid | View: Day Week Month Year | Previous Mext Today
January 2009

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 &
02:00p ANGEL 7.4 Do

Al Bt rttho b, it Sty i A

4 5 6 7 8 9 10
10:003 ANGEL 7.4 Dot 02:00p ANGEL 7.4 Do

11 12 13 14 15 16 17
10:003 ANGEL 7.4 Dot 02:00p ANGEL 7.4 Do

i8 19 20 21 22 23 24
10:003 ANGEL 7.4 Dot 02:00p ANGEL 7.4 Do

25 26 27 28 29 30 31
10:003 ANGEL 7.4 Dot 02:00p ANGEL 7.4 Do

All Entries 5
Public Entries

Team Entries
Personal Entries

T S S —— .f“"' i Bt b e T.r-" et i, it | gy A ny
Only course editors can add items visible to the entire class. Students can add personal items that are visible only
to the user.

Lessons Tab

The Lessons tab contains the main course content. This is where you'll add content to your course, and where your
students will access that content. Detailed instructions on adding the different types of content items are shown
later in this tutorial.
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The tools you need to add and rearrange content items and reports on student activity within lessons are located
on the link menu just beneath the Lessons title (1). Content utilities and lesson page preferences are also options
on this menu.

l Lessons ®

Add Content Rearrange Reports Utilities Preferences Print My Motes | Previous MNext Index

| Syllabus
| Credits and Acknowledgments

| Before You Begin

&

| Instructor Thoughts

Audio Glossary
Pronunciation Audio Clips

\\ | Course Lectures 1
| &

~| Class Project
|~ Brad, work on your class project here

{ Chapter 1: Orientation to Pharmacology l
N

{. Chapter 2: Application of Pharmacology in Nursing Practice 4
[ |

-k i gt ol A A~ - ﬁ‘_-‘...-—-w “""'r“ B i it I s _‘l"-"‘-“._‘
Resources Tab

The Resources page commonly contains reference content for students. The default display is illustrated in the
following figure, but other components can be added using the Edit Page link.

Syldous Q | Course Resources

Thars ars fia Boaksmarks lo daplay.
No Syllabus ! B

" | Insttutions Resourg
Wikipedia 2
Search
Enkipedia Orwiktionary C'wikibooks
core ©)
Search

Google [Gassn ]
m AL e strra -_.'_.i-'- PP ———

1. Syllabus. Allows you to add a syllabus using several different methods. Once it is added, the label will change
from No Syllabus to Course Syllabus.

Wikipedia. A link to the Wikipedia website.
Google. A link to Google's search page.

Course Resources. Allows you to organize and present links that support your course.

au A W N

Institutional Resources. Links to resources established by your system administrator and cannot be edited
by individual course editors. Generally these are used for links to institutional web pages such as the Library,
Academic Calendar, Help Desk, and so on.
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Communicate Tab

The Communicate tab contains access points for all the communication tools for your course or group. Additional
components can be added to the default view shown below.

14

Fie F

Communicate L

- 1

o

]
Course Mal |J l Lave Chat [\_4 l 5
__|| -:T\.-g-“--‘ ot - ::I;I:::m-.. sred ity Lnve Gffice Hotrs [ 5 l L

ot
_l Unread Fessages

Intra courss 0 messages Communication Links [\_6 i 1
.I- 2 -b Sk

Lourse Hoster

Vot i o et b i s,

Wiew Inbox fuick Message

Thers sra no offios hour s ions: adhachded

st Focra o 1

E
P
E
Folls
T

Coirss Mees and Evanis -ka }

AMTOLNCE RS

e g g g el g el b S A | gttt ,_‘..-J

k] [pat] B PSR WA

-3

S [ — J

skt Pt In crarna polie

Course Mail. This is the same component that appears on the Course page, but defaults the inbox to the
current course.

Course Roster. A listing of all members of the course/group. Any members that have a "hidden" designation
will not be visible to students. The roster can only be viewed here; it cannot be edited. The roster also allows
members to view photos and other profile information, if available.

Course News and Events. Provides a single point of access to all course announcements, news, and polls.

Live Chat. Allows for students and instructors to chat, share a whiteboard, or view each other's desktop in
real time. If no live chat sessions have been set up, this component will not be visible to students.

Live Office Hours. Similar to Live Chat, but can be set up and managed by the course instructor to invite or
schedule live chat sessions with students as required. Because the instructor has more control over which
students are invited into the virtual office at any given moment, it allows the instructor to chat privately with
individual students about grades or other personal information. If no office hours have been set up, this
component will not be visible to students.

Communication Links. This component allows the course editor to create links pertinent to course
communication. If none is added, this component will not be visible to students.

Report Tab

A wide variety of reports can be configured, run, and saved. You also have the option to act upon (send mail, send
the report, create an agent, and so on) the results in a report immediately from the report itself.
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-y Reports Console

Report Settings | Saved Reports

Choose Report
Category Report User(s)
|Wh0DunIt v||Last Logon vlu |-‘!‘” Users b

Configure Report -1 Collapse

List users that logged on since E
Select report view [ Table v [ PrintPreview || SendReport | [ Export | [Save][ CreateAgent || SendMail |

oy

WhoDunIt Last Logon :
users: All Users
List users that have not logged on since 14 days ago. 1

Run by bkoch at 1/2/2009 3:24:34 PM r

pram

Name Days Ago

toialien g, saie. it s Mo Data

g

Mg Japed  fplaegec: 24
Baila, Full | el 24
B N e e, T P ——————  pe—ten ﬂ'f“ '--__..--..‘___'uj

% Note: Reports available to students are limited to those that pertain to their own activity within a course.

Automate Tab

The ability to automate a variety of tasks is part of what makes ANGEL so customizable. It is almost like having
your own personal assistant in your online course! You can set up agents to do many routine tasks that would be
very time-consuming if you had to do them all manually, and at the same time you get the benefit of providing
immediate and personalized feedback to your students based on their interactions within the course.

The Automate tab allows access to the Agents Console, in which you can automate a wide variety of tasks based
upon content, activity, or a schedule. For example, agents can be set up to send e-mail to students who have not
logged onto the course within a set period of time or to release additional content based upon a student's score on
an assessment—there are literally hundreds of options.

The console is used to both create agents and to view all agents that have been set up along with a status report
for each one. The Automate page is visible only to course editors.

O Agents Console

Add Mew Agent Refresh
Show all v| |Sh0w all V| [ show Retired

Title Category Type Last Status Last Run Next Run
Achieving Students - Content Agent On grade MNfA MiA M/A

At Risk Students - Content Agent On grade successful 5/14/2008 3:50:16 PM M/A

Cleanup - Content Agent Oon view successful 12/10/2008 1:21:47 PM /A
Complete Chapter 4 - Content Agent On grade successful 12/12/2008 3:42:27 FM NfA
Homework Message - Content Agent On submit successful 12/12/2008 3:40:04 PM M/A

. _'J_‘u-‘ B PP -~ ’.-__.,_..ﬁ __"*..--_u-- ..._-A.-..A-L_._"—-—-.-.a.-m At i g
Manage Tab

The Manage tab contains all the course tools needed by the course editor to conduct and manage the course. This
page is visible only to course editors.
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o Management Console

Edit Page Refresh
) 3) 4)
Course Management m Course Settings u Data Management u
Gradebook General Course Settings Course Files Manager
Manage both on-line and off-line grades for this course Madify settings such as title and URL for this section. Manage Course files
Roster Course Theme Selector Backup and Restore

Manage enrcliments and rights
Teams

Manage team enrcllments and settings

Change the colors and fonts used for this section.
Tab Settings

Caontrol which tabs are displayed and where they link.

[ Use this theme ][ Theme Manager ]

el e T R T Y P e PN SN e

Attendance Environment Variables
Tzke i and review sttendance information Edit advanced environment varizble settings,
Mail Settings
Edit course mail settings.

Course Theme SelectorLZ)

—
Theme
| {Use Default) v| [ Preview ] [ Cancel ]

Backup and restore course data and files
Last Backup: December 17, 2008 02:25:08 PM (114.4 ME)
Import Console

Mzanage content from the content library or a file
' 20080%- ANGL-docs- ANGELDOC- A.Zip imported
successfully
Export Console
Manage content for backup or distribution
Data Maintenance
Remaove old logs data and submissions
Date Manager

Change the date settings for all content associated with
this course

Keyword Manager
Change the keywords for all content associsted with this
course
Assessment Question Bank Manager
Crezte, edit and manage assessment items
Survey Question Bank Manager
Create, edit and manage survey items
Rubric Manager
Create, edit and manage grading rubrics

1. Course Management. This component allows the course editor to do the following:

e Configure and use the Gradebook

e  Edit the course roster, including adding and deleting members and editing rights

e Set up and manage teams

e Take attendance

s
V7/7///74
Video

_ IVideo: "Set Up the Gradebook."

Course Theme Selector. Allows the course editor to preview and quickly select a new theme for the course.
Instructors may also create their own themes (or edit existing ones) via the Course Theme Selector found in
the Course Settings component.

Course Settings. Allows course editors to further customize and configure their course

Data Management. Contains a variety of options for maintaining the course, such as the ability to back up
and import course archives, manage a question bank for surveys and assessments, create and manage
grading rubrics, and configure dates for the calendar.

Once you know how ANGEL is organized, you can start to explore some of the communication, content, and
assessment tools available within a course. You will get the best use out of these features if you work in a course
shell and try each of the following tutorials.

It is a common practice for institutions to create course shells in a "disabled" state so that students cannot access
them until the course is ready. To see your disabled courses, you may need to change your default settings for

Courses.
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1. Click the Settings icon (|£]) on the Courses component

2. On the screen shown in the following figure, change the Show Disabled option to Yes and then click Save.

Courses Settings
Display Filter
Directions: The following it the sl of Bhe courser for which youw ane currently & mesber, To pravent & cours fram biing
dspliyed, desehect the chackbox rest fo e course

Iniro course [Disabied]

Advanced Settings

Group By Oserrester [ Category

Alsn Display Flrole Ocaegory Oirstructor CSemester
Tasks Flungraded Flmail Fpost: FlMilestmones [FlTasks
[Show Disabled Mves Oho |

vl Lise D
“fu*q‘.d-n#ﬁ‘#wt_.‘

3. The course is now visible on the Home page. Notice that the course is designated as [Disabled] and also
displays the role of the individual.

LCancal

[ Ciolrses

Find a Course
Olnfro course *—_——-‘
[Dizabled] Role: Faculty

r—— w—-—-—uh.. "

Illllllj|
Video . .
Video: "Enable/Disable a Course."

Because most courses are developed while in a disabled state, they need to be enabled for students to access the
course.

1. Go to Manage > General Course Settings.

Automate [ HManage ]

Course Settings [ ]=]

General Course Settings
Modify seifings such as fithe and URL for this
section,

Course Theme Selector
Change the colors and fonts wsed for this
ot e. ot ot s, o,

2. Click the Access tab and change Editors Only to All Members and then click the Save button.
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Course Settings
Intro course

Course | Actess | Enrcllment | Standards | Objectives | Advanced

Editars Cnly »

Edilars Cnly

O Yes & no

'Ilillllj
Vid
* | Video: "Enable/Disable a Course."

You can edit the properties and behavior of a component by using your mouse to "hover" over the component title
bar, which then reveals the editing functions for that component. The functions available for a specific component
will vary.

A

'Ilillllj
Video . .
Video: "Edit Page Components."

[ Courses

"-F"id-\.'ﬂ_-nm- _"—‘\A\"_’r _\'""T II‘ r-—“-"‘-—-‘"‘d‘- -\.w,-._‘h-ﬂn.._

1. Edit. Allows you to change the settings of the component. This option appears only within components that
have settings or editing functions available.

2. Refresh. Refreshes the content of the component.

3. Minimize icon. Collapses the component so that only the label appears with no content. When clicked, the
icon changes to a window; clicking the window expands it again.

4. Launch New Window. This option opens the component in a pop-up window so that it's available from other
ANGEL pages.

Each component will have different editing and configuration options.

@ Note: You can use the Edit Page link at the top left of your page to further customize the appearance of
your page. You may add or remove components as needed.

Course announcements are useful for messages that you want students to see as soon as they enter your course.
They can be configured to be read by all students, by an individual student, or by a specific team. An
announcement is time-limited; you will set the parameters that determine when an announcement first displays
and when it will no longer display. The default values, if you do not specify otherwise, is for an announcement to
display as soon as it is added and for it to be displayed for one week. In this tutorial, we will create an
announcement that welcomes students to the course.
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¥/77/1/1
Video . " "
Video: "Add a Course Announcement.

()

E Tip: You can "reuse" the same reminders from term to term. One way to be certain that students aren't
seeing old announcements from a previous term is to change all your announcement availability dates to future
dates before the beginning of the semester. This way, your recycled announcements will appear automatically on
the schedule you've determined, so that it is in synch with your course schedule for the semester.

Ael,
SR

)

E Tip: A "best practice" for online courses is to ensure that students have clear instructions about how they
need to begin working in their online course. An announcement can be used for this purpose.

To create an announcement, follow these steps:

1. Go to Communicate > Announcement.

2. On the next screen, click the Add Announcement link.

3. The Add Announcements > Announcements Settings screen appears. You will add the text for the
announcement within the Announcement text entry box.

Al
o

)z

H Tip: ANGEL has a graphical menu available for formatting the text, similar to a word processor. This is
the inline HTML Editor and it is available everywhere you need to add several lines of text within ANGEL. It not
only allows you to add text but it also allows you to add an image and hyperlinks.

Add Announcement
Announcenment Set tlrlq5
Announcement

BAMR- BJY-@R-EBC-ET-O0-B-(a
== TEE' T M= Stle= Foemale Fonke Sige=w 5% 5 .

Welcome students! h .

Plaase bagin by reading the Syllabus, [8cated in the Resaurces section, and then complete the
Cuientation Module in Lessons,

W
Start Date @
=

January  [%]710 [s], | 2008 [se][TH) [ P 04 [sel:/ 35 [
End Date [ d
Februsy |9014 [s], | 2008 ][} [P 04 [se: 35 [

L3

SRLenCe
Drefault | »
Section

BII6254RA0649 34800 | | [ Other
User C
W

Everyone Unher
Haui Cann:il . J
- | gl S e il _...-.-1.-...—.1._\__.’..-.-!-&\ ‘..’ -__L__*“__,__LM P

Use the HTML Editor menu to format the text and add an image and/or hyperlinks (a).

Type the text into the text entry area (b).

Enter the start date and time when you want the announcement to display (c).

N o ou A

Enter the end date and time when you no longer want the announcement to display (d).
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10.
11.

Select the course member (User) who will be able to view the announcement. The example will allow the
announcement to be seen by everyone who enters the course. The drop-down list will also allow a single user
to be designated or members of a specific team (e).

Save the announcement by clicking the Save button, indicated by the arrow.
When you return to the Add Announcement screen, click the Exit Announcement Editor button.

The announcement will display on the course page and any other page where the Announcement nugget has
been added, such as the ANGEL Home page.

TETTESTT
L

{

| Course Mal Colrse Anmouncemeants
view Inbio Quick Wiww: Paat Prasest & | Son: Descandisg i
= ,__JI Wiew, resd, and "ﬂ Message Thursday, January 8, 2009
3y | eorpos Ship the inbex and ztarl )
RIS WO FTRETagE ) %

Welcome students!

ot

—J Unread Messages PMease begin by reading the Syllabus in
[0 Course 0 messages the Resource page, and then complete
thie Drientation module in Lessons,

A syllabus can be added by using several methods:

Upload a syllabus document in Word, RTF, PDF, or HTML format.
Link to a syllabus on another website.
Use the built-in syllabus template.

Create a syllabus page using the HTML Editor.

s

'Illllllj
Viceo Video: "Upload a Word File as a Syllabus."

You may add a syllabus by going to the Resources Tab and clicking the Settings (-ﬂ) icon on the Syllabus
component and following these steps:

1.

Click the drop-down list underneath Syllabus Source text to select one of the methods to add the syllabus:

[Syllabus

No Syllabus

Syllabus Source

Mone
External LURL
Upload a File

o Default Template. The built-in template; the syllabus is developed by completing all pertinent fields
within the template.

e External URL. Allows input of an external link to a syllabus.

e Upload a File. Allows uploading of the syllabus file.
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2.

If Default Template is chosen, complete all information as shown in the following figure, and then click the

Save button.

Sylatus Edibor

Hoading

Inbieductiania ANGEL
ey

Paamae

General Infonmation

ARNGEL o gaviyle | ndieductian

Faculy Indformaltion

Saredia Hl
Tithe

e g Profegaar

Hme Phone HTML Editar
iscelaneouws

T Pl

Ex 0B45

e Fas

e ]

HTML Edgad®™™

L o e i s mille o 3 ot M gl .,

The syllabus will display when the Course Syllabus link is clicked within the Syllabus component.

Instruchor

Titke

Offica Phore
Office Address

lintroduction to ANGEL

Sancka Hill
Assistant Professor
Ext 0845

Building 7, Rm 104

Offica Hours Mo -'Wed 1 - Zpm
E-mail shilliPangelu.ed
Liacation anline

Start Date January 12, 2009
Course Credits 3

Required Text

Ay fetroctictions o ANGEL, D, Dillow; AMNGEL Publishing 2008

Course Description

This cowrzs will ansbla new ANGEL usars 10 raate 3 course in &

Congn O o o it | oo datisis it

If Upload a file is selected, the screen will change so that the syllabus file can be uploaded.
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ISyuabus

No Syllabus

Syllabus Source

File

i Aty .

'-L_.

a. Click the Browse button to navigate to the syllabus file.

b. After the file has been selected, it will appear within the File field. Click the Update button to
complete the procedure.

The file will appear when the Course Syllabus link in the Syllabus component is clicked.

y Tip: Saving the file as an HTML file and then uploading it will make it easier for students to open the file
because it will not require a word processing program to be accessed first. Save it as a web page, unfiltered.

Much of the course will be conducted within the Lessons page. Content is added by clicking the Add Content link
and then selecting the content item to be added.

Lessons
Add Corbant
Cre%te an Item
Folder PFage
== Crapte 3 néw folder to organisg your conbent Craeate 3 niw page of content from scrabch
Link File
'“ Create 3 URL to ink to 2 docurnent on the Word kel | Upload Zip, Woed, Excel, graphic fles and mo
Wide Web. from your compauter
Drop Box Game
mdl— Create 2 drop box for usars to submit fles or Adds 3 crossword puzzle or quiz show conte
aPorthabo pubications. LT,
IMS/SCORM Package 2 Discussion Forum
“ Adds a referance to an IMS/SCORM content £ Adds 3 gradabde Dscussion Foram for colaba
package. or & A
Wiki
4':‘? Adds 3 blog pape whare al usars can post Adds 3 wiki page whera ysers can frealy adt
othiers posts.

b g A e e it S st s et S e —

Content items available include:

e Folders
e Files
e Pages

e Discussion forums
e Links

e Drop boxes
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. Assessments

e  Surveys

o  Wikis

e Blogs

e RSS syndication folders

e Games

You can also import content from other courses and groups in which you are an editor and from LORs linked to the

course.

The procedure for adding a content item is similar for each type of content. The following illustrates the common
settings used for all content items.

1. Within the Lessons page, click Add Content.

2. On the following screen, select the content item to be added.

3. The Settings menu will appear. The menu is divided into several tabs. The example illustrated in the following
figure displays the tabs common to all items. Some content items have additional tabs that are applicable to
their function. The content item settings here are shown in Normal view. Advanced view allows the editor to
access additional settings for the item.

|c0ntent|ﬂccess Standards | Objectives | Automate | Assignment

@99 5®5 @ @ @ @

-.—.-.J‘-.# 1—'\-"_'# - _-__;-__ ‘#‘—:.*-Iu o

Content. The title and subtitle are entered here. They display within the Lessons page to identify the
content item.

Access. Determines who can access the content item. Advanced settings allow for a start and end date
for the item.

Standards. If activated, allows you to align the content item to preset standards.

Objectives. If activated, allows you to align the content to objectives you create via the Objectives tab
on the General Course Settings tool.

Automate. Lists any automated agents associated with the content item. Advanced settings allow for an
agent to be set up within the content item settings.

Assignment. Sets the assignment options for the content item so that it is linked to the Gradebook.
Milestone dates, which place the items on the course calendar, can also be set here.

4. Content tab. This is where you name your content item by adding the title (a) and subtitle (b) for your
content item. For many content items you'll also add a description on this tab.

Content | Access || Automate | Assignment

Page Settings
@ Content Item Title

(b i \Content Item Sub Title

‘__-_.-—-"—-\-"—-‘-.._‘_.‘f‘_“\ +v,-i-r

5. Click the Access tab and enter applicable settings.
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Access Tracking
a }Jaer Tracking |Di5abled Vl

Yiew Restrictions

b oo not allowe users o view this ierm

C M iewahle By | Students v|

d W azzword | |

€ Nleam Access &l Tearns »

| save || Cancel |
Wr“a-‘_._ it e el e e ol

a. User Tracking. Enables or disables user tracking. In this example, no student activity related to this
content item will be tracked and thus will not be available when running activity reports.

b. Do not allow users to view this item. Checking this option will prevent any users except for those with
editing rights to see the content item. If any other access dates, such as a start date, are set, this setting
will override them.

c. Viewable By. Specifies the minimum rights required to access this content item. In this example, users
with student rights and higher would be able to access this item.

d. Password. If set, would prevent anyone from accessing the content item without the password specified
here.

e. Team Access. Allows the content item to only be viewed by specific teams. A setting of All Teams would
allow anyone with rights specified earlier to access the item.

6. Click the Standards and Objectives tabs to specify standards and/or objectives to be associated with the
content item.

7. Click the Assignment tab if the content item is to be graded and the grades recorded in the Gradebook
and/or if you want to specify milestone settings.
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Settings: @ Normal ‘O Advanced

|
Content = Access  Standards | Objectives | Automate Assignmeni

Mikestone Settings

@
Itern completion | %
b -
Q[FJ January (%] 12 [w |, 2008 [+

@ January % || 17 |, | 2008 .“'.

d
(Mewe Assighment ) 9 [%

other hE

Gradebook Settings

First submission | @

Course Default b (h)
)

| SEHIE—II | Cancel ]

o

oo o0

= (e

|
J

Specify whether the task will be automatically marked as completed when the student completes the task
(such as submitting a test) or whether the faculty will manually mark the item when it is completed.
Setting the Task Type at Item completion with an assign date and due date within the Milestone
Settings will place the dates on the Calendar.

Set an assign date.

Set a due date.

Select (New Assignment) in Gradebook settings.

Select the Gradebook category appropriate for the assignment.

Designate the total number of points to be awarded for the assignment.
Calculation Type is usually First submission for content item assignments.

In Display Format, Course Default is set when determining preferences for the Gradebook. This
specifies how the grade will display within the Gradebook.

8. Click the Save button to complete the settings. The content item will now appear within lessons.

Folders can be used to organize content. Once created, content items can be added to folders using Add Content.
Content can be organized by modules, lessons, or other units as appropriate; or can be organized thematically with
similar content items grouped together.

Folder settings will "cascade" to all content items that are added within the folder. If the settings are changed after
other content items are added to the folder, you can specify which settings will apply to those items already within
the folder.
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¥/777777
Video . " 0
Video: "Create a Folder.

In this example, we will create a folder to house an orientation module.

1.
2.

Within the Lessons page, click Add Content.

On the next screen, click the Folder link.

Lessons
Add Conkent

Create an Item

' Folder /

|~ Create a new folder to organize your content,
Link

“ Create a URL tao link ta a document on the world ke

Wide Yeb,
* ol J““u'“ﬂu."ﬂ_-‘r‘-#fﬁ

On the next screen, add a title, subtitle, and other settings as needed. In this example, the Advanced view is
selected so that other options are available.

Settings: O normal @ advanced

Content | Access | Standards = Objectives Automate | Assignment |

—Page Settings

i % Crientation Module
(=] Due January 19

—Link Settings
Ld WHMM“ R R

The Page Text area allows you to enter information about the module/unit or other folder contents.

The Access settings (in Advanced view) allow for start and end dates to be added as well as options for
Cascade settings.
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4. Check any settings that will cascade to content items already added to the folder. All settings will automatically
be the default settings for any new content items added.

A new screen will open within the folder so that content items can be added to it.

! Orientation Module
De January 19

Add Content  Rearrange  Setkings Reporks Utilities  Delete

. ,EM-\_“#_HM.‘“W

Pages that contain information or other content, such as lecture notes, can be created and added within ANGEL.
This example will demonstrate adding a page of instructions for the orientation module.

¥77/////4
Video .
Video: "Add a Page Item."

1. Click Add Content and on the following screen click Page.

Orientatign Module i
[ I'ru'l'-;ﬁ-l '!
Ak Conterd Baarangs Sellings Reports Ubles Delsts

Add Content -
Create an Item
Falder Page
Create a new folder to arnganise your conbent. Zreate a new page of cortent from soratoh

ST S Bg—y ..._..n.u...‘.‘____,-.-.-s-.,_1____l"_u-l-*‘\ — Y

2. On the Settings menu, add a title and subtitle. Within the Page Text box, create the page of information. The
HTML Editor menu at the top of the window can be used to format the text, as well as add hyperlinks and
images. Click Save when finished adding any other settings.
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_ New Page
[Sattngs: & womal O advanced

Content | Access | Stardards | Objectives | Automate | Assignmert |

—Page Setings

Title Module Instructions

Blzluol- @8-@G-x-O-R-
= - T O s fomtr Fans Seer 3 -
For this module, you will need to

1, Send a maill message to the nstructor of Sis course.

2, Introduce yourself to your classmates by posting on te Introductions Disoussion
Forum. Respond to at least two of your classmates” posts.

3, W paragraph about your goals for this course and submit the paper info the
Cr ierftation Crop Box|

 Module Instructions
Twdtrgt Repwdic ofilest Dbt Prink W

For this modube, you will nosd 1o

1, Sard & real| e b the neinuchor of s coes

2, Inpdxe youresd oo clhezmaies by posing on Fe Iniroductions Diecuesion Forum, Respond o at leset two of pour chezmaies' p
3. Wrin a paragraph sbout pour guaks for this courss and submi the paper inks e Grismiation Drop Boe

4, &fyr raading the Splaous Jocried inohe Remaurces page), ke the Orisntation Que,

e At RS R ke S, s s g -sipetid

You can add documents and images in a number of formats, including DOC, RTF, PDF, HTML, TXT, JPG, GIF, PNG,
and ZIP.

§Illlllj|
viceo Video: "Add a File Item."

1. Click Add Content and then click File on the following screen.
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Do larw.
Aidd Conkent arrangs Tsthnge Reports Ubibes Delete

o Module ‘

Ml e Tnstrisctions

| Oriemtation Module
Due Jawsary 19
Add Content

s,

Create an Item
| Fokler Page

== Create & new folder to organize your content, Eraa?dycf conkert from soratch,
Lirk File

& | create 2 URL to bk 10 a document on the Word el | Linkoad 2ip, Word, Excal, graghic fies and mare
v b, from your compuber.

. r—— k= . agh = B B i g v il
2. On the next screen, browse to find the file, add a title for the file, and then click Upload File. Keep File Type
at AutoDetect.

Upload a File

Uplaad Form

Instructions: Click "Browsa" 1o lacate the file then click "Uplosd Fike® o add it to your content,

File to Upload

(CADocurnents and Bﬂﬁnm‘lﬂandul-ﬂ.ﬂﬂl Erowsza..
Title

ANGEL Frequently Asked Questions

File Type

AutaDetact 2]
laad Fil Dragn-Drap | Cancal |

.E. m‘*_w“ "-".-'"'ﬁ

If the file needs to be opened within a specific software program, such as Microsoft Word, a download screen
will display when the link is clicked.

. Orientation Module

Dwie Januiary 19
Add Content Rearrange Setbings Reports Litilities Dele

Module Instructions

ANGEL Frequently Asked Questions

st L ANGEL Frequently Asked Questions 3

Tedirey Apparis Lbiten Ceiede Privk Mo Ablws | Frosios

Tre rodpsnd M can bo a0oeed us ing e ink boktw 1
Frequesntly_fsked (uestion dory I

mrkn!m.Tn:hphhﬂmeymmmhﬂabuut.

Voo civesniad tha file 10 mour o COrmEwter, sgincio tha kncation e and select "oy Tarpat B2" or “Savie Link i " Fone T pop-un s, Tio aT0amgn 00 vt this
Pl b i S ® g aber, e -k e ecadion ik,
P lhers:

Ticipeenig i they fie 10 Aour oram COMOU, Chc and hold the mouss Bation on this DCyson bnk, Then sect “Cogn nk tn [k or "G Link 25" from the pogan {
i T G 0 sdw th A 00w i Cumeent camon, sl chok: th icarman bk

o i e e i, A bt b il e | s et gt oty el
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A web page can be uploaded into ANGEL as a file content item. Because a web page often contains images and
links to documents, these have to be uploaded along with the web page. One way to do this is to save the web

page and all its associated files as a zip file. Then upload the zip file using the same procedure as when uploading
any other file.

Illllllj
Video .
Video: "Add a Page Item."

1. Upload the zip file.

2. ANGEL will recognize the file as a zip file; on the next screen, select the web page (HTML) file (the one that
will display when the user selects that item) and click Extract Files.

Upload Results

File Upload Successful

The file you uploaded is an archive. If you would like 1o exir
Files" buthon. If you do not want to extract this archive, clic

Default File
index. htrml [i]

.__».M...,“.-._.__h* *MM*HM

All the files will be uploaded, and the page will display as it should when it is clicked.

kd  Saving as a Word file 1

Setrgs Reports LRtisss Delete

Saving a file as a Word 97-2003 Doc file ]
Microsoft Works
1. Saving a file in Word 97-2003 Doc format when using Microsoft Works. 1

€ Untitled Document.wps - Microsoft Works Word Processer
Fe E® Wew Jsat Fowst Took Tt Mo
DeEm &R ¥m n tD'SLIJB‘YIl'"’*J
[y e — By EEIW S BER O

22

3 v
—

= - This is a "paper” written in
Microsoft Works.

To save It as a Word .doc

| ik file..

k

Links are another type of content item that can be added:

1. Click Add Content and on the following screen click Link.
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COrientation Module

Dwe Januan

Add ContenE Rearrange  Setkings Reports Utlliti?

Orientation Module

O January 19
Add Content

Create an Item

Folder Page
= Craate a ne 21 [0 Organie your content. Create a
Lirk File
H‘ Create a URL to lirk 1o a document on the wold kel | Upload 2)
Wide Weh, from

g gt -_dl"“'“...v .r"‘*-""-- e T

2. The Link settings include a field for adding the link within the Content tab of the settings. Add the full link
and any other applicable settings, and then click Save.

@ Mew Link
settings: (5 Mormal (0 advanced

Content | Ancess | Standards | Ohjectives | Automabe | Assignment

ANGEL Laaming

ku Mew Window | # ] [¥Ino barner

|| 2 i,l'lttr:l:.'.'vw-v- SEleTEC0m Erdswse
52w | [ conl
eyl _L.__,‘__h_r._u‘nl--._ e I B ot et i 2 _‘\_H_'....J----...-ﬂlﬁ

1. Changing Link Target to New Window and checking no banner will force the web page to open in a
separate window instead of within the ANGEL page.

2. Link URL needs to include the full address for the website.

V7444
Video

Video: "Add a Link Item."

A drop box allows students to upload papers and other documents for grading. If assignment options are
set, the grades will appear in the Gradebook. A grading rubric can be used when grading the
assignments. The drop box is added in the same way as the other content items: by selecting Add
Content and then Drop Box. There are some settings that are specific for the drop box.
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q‘ég;:
Reference: See "Using Grading Rubrics."

1.

2.

3.

The Content tab has a Directions area for adding instructions and other pertinent information.

o

Settings: TE Mormal L7 Advanced

Content i.d.ccess Submission | Review | Standards | Objectives | Autbomate

FPage Setongs

Crrientation Drop Bowx

t Diuie Janidary 19
‘ean - a7y -8 -EGC-F-0- -8 -
k= ,@E + Ty M- Syier Fomastr Forkv Siav W ) -

Submit a D’e:[pa’aqraﬁ' paper listing your goals for this coursa,

R

=T —mry =y

The drop box settings include a Submission tab.

Settings: ® noemal O advanced

a.

C.

| Content | Access | Submission | Review

Submission Settings
L M@
Enabled [v] (b))

Enabled [v] @ y

-._.__*u...-l-‘ - r--.lu-l. R

box. The range is from Unlimited to 10.

Max Submissions allows you to set the number of times students can submit assignments into the drop

The Message Box is a text area in which the student can enter text. Because the text cannot be

formatted, it should be used only for shorter assignments. It can be either enabled or disabled; disabling it

will prevent it from displaying.

Enabling Attachments will allow students to upload documents as attachments.

Review is another tab specific to the drop box.
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=4 Orientation Drop Box

Lz January 19
pettings: & narmal 10 advanced

Content | Access | Submigsion | Review | Standacs | Objectives

tEview Settings

[fdormal - users s=e orly ther own submissions | |
Marnid - Users see ofly their own subrissiors
Paer Review - dl usars see al submssors

T g R e o il B e e Sl o - o AR

There are three User Review settings:

e Peer Review allows students to read each others' submissions.

Normal allows students to see their own submissions after they have been submitted.

% Note: Although students can see all documents submitted, they do not have access to any grades

except their own.

e Disabled will not allow students to see any submissions.

The Assignments tab allows for grading rubrics to be selected to be used with the drop box assignment. In
the following figure, the Orientation rubric is selected. (The other components within the Assignments tab

are completed in the same way as other content items.)
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—Milestone Settings

Task Typs Item completion x|

sign Date [ [November [w]| 29 ], |2008 (][]
Due Date 7Jmuan/ ’_—g 19 E ZUJQE

— Gradebook Settings

Orientation Drop Box [

Grading rubric { Orlentation Iv] | Preview |
Nspiay ruoric o stugents pefore s hmiEsnn

— Supplementary Evaluation

Rubri

Add Another Supplementary Rubric

Supplementary No Supplementary Rubric In Use [v] | Pre\n_e.El

|save | | cancel |

6. Click Save when all settings have been added.

Assessments allow you to create online quizzes, practice tests, and exams. One of the most powerful features of
assessments is the ability to map individual questions to course-specific standards and/or objectives. The

assessment settings have some additional options available.

¥777/1/7
Video .
Video: "Add an Assessment."

1. As with other content items, begin by selecting Manage > Add content > Assessment.
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Link iz

@ | crcatn & 181 1o bk 10 3 cocument on the workd gl | wpicad B, word, Escl, graphic fiss and mans
ik Wt from oL compune
Do o e

d Craate & drop b e o B ke Bew o Ackh & cromossed purds o iy sy content
T pulCanOe. 1o
M2 SO0RM Packags [Discussion Forum

@ | i s csincnce 1 an S SE0EN corters [ s & cyantabic tassarn Fosuam for eolbsovanen
package o kA
Blog L

B | sk ankoe) pagm wharg ol iors can poet. B sk 3 wit pagn whirg o hook oot wach

oihers post

o Syrulication Folder E Al

LB roqin 5 naw Course Sanacation Foi 1o Tt M HSEATENE, DrACtion et of am

orgEris your oonfent b RES agoregaton or

-\..L—.Eﬁﬁ.fﬂ gt bt e i ol et el bt

2. To take full advantage of all features available for assessments, use the Advanced view in settings.

The Content tab includes a Description option, only available in Advanced view, which allows you to input
any specific instructions related to the assessment.

Setbings: cﬁmml (& Advanced [
-

Conbent | Access | Interaction | Review | Stendards | Objecthes | Automats | Assignment

—Page Settings

Ovientation Quiz
Duie Jnwary 19

T - BIH'H"EC'E'E'B'
‘;EE'E" ﬁ!ﬁ!ﬁl}h' Fomat® Fork= Sie= :“.'ﬁl'

The followig quiz will cover indforrmatilg frorm the Syllabus and frorm the Orientation Module, Be

sure fhat you hawve disabled any pop-up blodkers o be able o take the quiz. You will not be
able to access $e quiz after 11 pm on January 19,

o - NM-*M&*#“M#

3. The Access tab includes options that are specific for an assessment.

Wi Rty ictions

Ooo ret & e 1f
jerveal 4t ]
al Teams [+
o' O oy [w] 4 EmEEmnv:ﬁE

b
it

(b)) & onary (] (19 ), (1] (o0 11 [ 0 )

—Edit Restrictions

drakile Course Editors [
Course Editoes [

Internet Security

- dsable night-cick, prnt, etc, ] b
MNota: Madiurm sacusity messures ore riot 100% effective,

a. The Start Date, if set, will cause the assessment to be viewable by students on the date and time
indicated. In this example, the Start Date is not checked, so it will be visible to students when they first
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enter the course and until the End Date.* The Start Date only allows the assessment item to be visible
within the folder, but it does not make the assessment available to be taken. (The assessment cannot be
taken until the Date Enabled date, which is set on the Interaction tab.)

b. The End Date, if set, will cause the assessment to no longer be visible to students. Notice that the box is
checked, so this assessment content item will not display to students after the date and time indicated
(January 19 at 11 PM).

c. There are three Browser Security settings:
e None. No browser security imposed.

e Medium. Disables ability to print, copy, highlight, and so on while taking the assessment. It is not
100% secure.

e High. Prevents the user from leaving the assessment or use print, copy, features, and so on).

4. The Interaction tab includes several setting options, as shown in the following figures.

@ Bl darwery w| 12 | | 2000 w E|| AM 08 w00
—
“.]) #|  larwsary w| 19 =) 2008 = 3] P 11 00w

il at once

' C l Al guestions are deplayed in s oeple st on @ dngls page
QUEstion s&t at & tme
ussber deplayed ohe auailicn 1wl @ a lism

D Question at a time
Cmpley quesior ore & & lme

[ show question tties

|; d I [ |Randomize fe order in which guestions ane delwered

&
el ol it o o ol g . s Ml o et

|Randomze e order of eath Question's anawer Opbons
Don't allcrw Backyack
Display fesdhack after aach Justion

Correct arewer must ba seleciad before naxt guastion |8 presentad

et s A \.H—-‘ AW
a. Date Enabled sets the date and time when the assessment can be taken.
b. Date Disabled sets the date and time when the assessment can no longer be taken.

c. Display Mode allows questions to be displayed all at once, one question set at a time, or one question at
a time.

% Note: Questions in an assessment can be grouped by Question Set with different options
configured for each set.
d. Question Set Defaults include the following:
e Randomize the order in which questions are delivered
¢ Randomize the order of each question's answer options

e Don't allow backtrack (students cannot return to questions already displayed—available only if
Question set at a time or Question at a time is selected)

o Display feedback after each question (available only if Question at a time is selected)

e Correct answer must be selected before next question is presented (available only if Question
at a time is selected)
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Submission Settings

(aj If score is above % clery additional sttempts

Attermpts ﬁIIDwES 1 b @
£

Bliowy, but issue warning | ¥

] show save button (T i

i .
L)j Make submissions anonymous

Time Satt Qs

@ O unlimited

(®) Limit to: |30 minutes

® O No warning %

®Wwarn |2 min |+ | before time expires

1
.Y%mattally submit assessment when time expires

=3 —‘\“H“*""r-h“‘-rﬂ*ﬁ_ -h.q_-_...._.\_r_h_.. & N

e. Mastery Settings. If checked, sets a mastery level so that students can take the assessment until a
specific percentage is reached.

f. Attempts Allowed. Can select from 1 to 10 attempts, or unlimited attempts.
g. Validation. Options are the following:
e Allow without warning. Does not advise users if any questions are unanswered before submitting.

e Allow, but issue warning. Users will be advised of any unanswered questions and will be given an
opportunity to answer them. Users still can submit assessment without answering all questions.

e Do not allow. Users cannot submit assessment unless they have answered all questions.

h. Save Option. If checked, users can save answers, close the assessment, and resume the assessment
later. (All answers are automatically saved while users are taking the test.)

i. Anonymous Mode. If checked, all submissions are anonymous and user cannot be easily identified. Use
with care!!

j.  Time Limit. Can limit the amount users have time to take the test.
k. Time Warning. Can opt to warn users set number of minutes before time limit set has been reached.

. Automatically submit assessment when time expires. If this is checked, the assessment will be
submitted when the time limit has been reached, whether or not the user has completed the assessment.

5. The assessment item also includes a Review tab that determines the kind of feedback the user can access as
well as when that information is available.
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Content | access | Interaction | Rewview | Standards | Objectives | awtomate | Assignment

el (@)

@ERE’-‘E'A‘ begine dhays after | Assessment deabled [
Ll Review ends days after review begie

ClRestrict review until all questions are graded

AasessmeEnt complation | w

Rasulits Ri

C

@ Foversfiscore Frightor worg Bluestion text Bl User resporss
#Feedhad: et [ arewer key ] Grader remaris [#Points poss bl
| Points awearded

=== _ancel
s B T B T

a. View Submission History. Determines the type of review available to the user after taking an

assessment. The options are the following:

e Full review. The user has access to whatever feedback options have been set for the assessment.

e List only. Users will see only their points awarded out of points possible and the overall score.

e Disabled. Users cannot access any feedback or scores.

b. Review Availability. Determines when the review will be available. An end date for the review can also
be set. The review can be available when the assessment has been submitted (User submission), when
the assessment is no longer available or the number of days after it is no longer available (Assessment
disabled) or on a specific date.

c. Display Feedback. This refers to feedback that can be added to any question; it can either be general
feedback about the question or specific feedback that pertains to the answer choice selected. This option
determines when this feedback can be viewed: at the end of the assessment or at the end of each
question set.

d. Feedback Options. If Full review has been selected, the specific items to be included within the review
are selected here.

If the assessment is to be associated with specific standards and objectives, they need to be set under their
respective tabs. The Assignment tab options also need to be set if the assessment results will be recorded
within the Gradebook. They are completed as discussed in Add content.

% Note: Multiple choice, true/false, fill in the blank, and ordering questions will be graded automatically;

essay and short answer questions have to be graded by the instructor.

When students access the orientation quiz before the date enabled, they will see the following figure.

% i
*— Orientation Quiz
D Jariiary' 19 1

My Mates | Peevis

Instructions

Thes Sl ing ez wll oover rformation fram e sy e snd from e Orientation Module, Be _ _ _ o b oo Ere
e you have disabied any pog-up blockers o ba abia o ke e quiz. ou will not b ah ks o Mo sbmissions hawe been reconded for this
acoess the iz after lsnusry 19 .4t 11 pen IS OnMmerit.

& Thiz aasessmant B worth 10 paink ubmissions for this assignment will aopear
& Wi riamier of attemgrs: 1 n his oraa

» Reviers mode; Al
# The aszeszment i deabled 1

[ [
Thie dkem i not ourreritly available.

e bt i, . et S il it A |y it ke B, i o s, SPI— rn---—--.---—nj
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Notice that the Begin Now button is grayed-out and there is a message advising the students that the quiz is not
yet available.

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 set, depending upon the needs of
the test or exam.

A

'III/IIIj
Vid
* | Video: "Add an Assessment Question Item."

N o ou &

Once the assessment has been saved, the Assessment Editor will display so that you can create question
sets and add questions. You can return to the Assessment Editor at any time by clicking the assessment in
Lessons.

Exam 2

; i

Assossment Editor | A1 5 Glrce

A0d Question Sat  Freview Senctanicion v [Go] [ Crag W oop enitied
Question Set: Questions
Add Question
Thire o Qurenty O QASTONS N T adsamierl. T0 add Quintors % T Stidetmir, Cick 1w Ac Quinton irk
Raown. TG 08 e name or 0FWe sttings for this Quintion mt, clek Corfigre®
S PP """“ BRI SRR e I A M e e I

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

L1 PP A MMAA.“_.‘Q,MQ‘W g —y w)

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 having the title display to the students taking the assessment. The Heading text
window allows you to put in 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 you add.

)z
5 Tip: You can use the Heading text in a variety of ways:

Give directions for the questions within the set.
Provide a scenario or case study for the questions within the set.
Add a diagram or map or other illustration referred to in the questions.

Add a link to a multimedia element, such as a video clip, for students to watch and then respond to via the
test questions.
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8.

iGeneral  Interaction
Set title Cortent [tems [[]Display set title duri

The following questions all pertain to

Heading text

HTML Editor ’
SRy, it b BT I e Y

The Interaction tab provides other settings for the individual question set.

[Fluse asseszment settings {'al
Presentation Settings

Ouestion set display mode all questions atonce |y '
Tha cpasestion et mode as defined on the
Aemesomant Irder schions tab,

Cueestion st display options Rarciarmics the order in which questions are delvened
Sela I e gusal
p"}.r:r‘:;:-::;::\lll‘m ..:.E:: el Rardormize the order of each question's angwer optices

Don't allow badkirack

Display feednack after each guestion

Correct answer must be selected before next question ks presented
Lirnit the rumibar of quastions within this Quastion Set io;

— Time Limit
Time limit @ Urilimted

Sk tme llcawsed o complets: this Bem

Limit to minutes
Expiration Warning Mo waITing
Wiy thackents bafors e sllowsed sapines
Warn befora time expires

Awstomatically move to next gueston set when time expires

ﬁ Cancel

@

R gt M et e g g A st (gAMIA,

a. Use assessment settings. if checked, the settings will use those already configured in the assessment

settings.

b. Question set display mode. This is determined by the assessment settings and cannot be changed in

the question set configuration.

c. Question set display options. These can be changed only if Use assessment settings is not checked.
These options allow for randomization of questions within the question set as well as randomizing the
answer choices. Checking Limit the number of questions within the Question Setto_____ will
randomly select the number of questions specified from all questions within the question set, so each user

will have a different list of questions.

d. Time Limit options can be set only if no time limit was previously set in the assignment settings.

e. Click Save when finished.

Add a new question set by clicking Add Question Set.
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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"

‘m.wwx.

10. 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 will allow you to configure the question set. Click Save to continue.

_ Enter Question Set title:
lHeports

Edit Question Set settings Lpon save

—ﬂli.Savg | [ Delete |

11. Continue to add all question sets needed for the assessment. You do not need to create more than one
question set.

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

Assessment Editor l At a Glance ’ ]
Add Question Set  Preview
~Question Set: Content Items

Add Question Configure Select All  Delete Question Set
The following questions will relate to adding content items in Lessons.

other settlngs for this question set, click "Configure"

N e At < PP ~ DL LSV
13. You can add the following types of questions:

e  Multiple choice

e True or false

e Multiple select (a multiple choice question in which more than one choice is selected)

e Ordering (gives a list of items to be sequenced in proper order)
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e  Matching

e  Fill in the blank
e Short answer

e Essay

e Offline item (a question that is not answered within the test itself; for example, a question that is
answered orally)

e Algorithmic (a question generated automatically based on mathematical formulas and variables)
All types of questions can be graded automatically, except for short answer, essay, and offline item questions.

Questions can also be added through copying and pasting questions from a text file that follows a specific
format.

Add Question
Ploase selct e type of quostion you want 1 add S
Sedoct Question Type 1

o1 Multiple Cholce T True or False
I e F | Pians voan i o susnans which
o Dcwt. Cvm Dinie by be teiared . LT St 30 B wcher s e Fae,

7] Multiple Select A Ordering r
1 iy s v o Gniin Melovend by 4 b Pratass wiars wih 2Bt of Borwt 10 be plniod g
S0 o Bicns Mnghe pbemions wn lowed, P o e,
=== Matching #7 ¥llin the Blank(s) $
L v woars weh o I of hes and Sefeiions U Prenens b quenten ac st and Nank paces
w0 be manched T e B s et wniwr B comecr phesce for
*ah Bk pace.
” SHOCt Arswer (Mo ally Graded) O DI 100 (Manssly G aded)
f Sracanrs wzars weth 4 quecton fobowed by & ah | P e wik & question ta be
wngde b wromenr bon, Beposaen raet be M wTee ot w) Bargancan veat
bo marnaly gabed
- L850y (Manmssly o aded) - Agorithmic
f Pt et Wt 3 Queston folowed by & .fb Acpom s wly guaias Sfemce
didre s bar. Puponces maw e suun.mnwu-m1

Sedect Questions from Other Sources

— - — K

& | Copy questions from an assessaent 45, Browse Question Bank

Gl Seect quastions bom tha or cther bt Browse for quachons om withe your

i AR ) O GO = o bark,

&3 Question Pool pe) Search Question Bank

,’g Selects o or more bema Srom the Quesion 7 Sewch for quastions bom witn your i
Bk Based on eoled orben " Geean bark

\ 10l Copy and Paste Questions

o'a." Ireart quastions by oufing end pating ‘
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14. Once the questions have been added, they will be listed in the Assessment Editor within their respective
question sets.

Quesstion Set: Content Iterrs

A Quaston  Confgure  Select AT Owkite Queston Get
he folomerg Questiors wil reate Lo a3dng contert Bewe 0 Lessore.

o N v Medtiple Chokce (3 poinds)

¥ you wart 10 Create 3 web page, which of $e llowing contert S shoukd you choose?
0O 2 7 Multiphe Chokce (3 points)
B pOu =t 10 Bt 5 CONNE Morn S OM O COUeS, Choose
O 3 ;) Mitigle Choe (1 ponts)
B y0u w10 SO & COPRE e 080 & Sferent Soler, Q0 1 which ik
L1 4 7 trwe or Voo {1 p0nes)
r

e et & Saad B s

To a%S & cordert M I date ardir dun date, Uae T MikrEres opton

Question Set: Reports

Add Qumton  Confgure  Select Al Deiste Queston Set
Sty o o SR RIS X AT NIt A e AN g sl

15. There are options that are associated with questions in the Assessment Editor.
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16. Checking Drag 'n' drop enabled allows you to change the order of questions by dragging them into place

with the mouse.

17. You can delete or change the point value of a question or several questions by checking the box next to the
question(s), selecting the desired action, and then clicking Go.

Discussion forums can be used for course discussions, involving the entire class or teams, private journals, as an
informal gathering place for students, and for other collaborative activities. They can be graded and can also utilize

a scoring rubric.

S

%Illllj
Video . ) )
Video: "Set Up Discussions."

1. Add a discussion forum: Manage > Add Content > Discussion Forums.

Create an Item

Folder
Crisati & rarw folder t0 ongarice your content
LLirk
“ Creabs 5 URL to ik bo a decument on the Werd nJ
widia Weh,
Cirop Box
lad ' Create 3 drop boe for wsers 1o submit fles or
ePartfollo publcations

IMS S SCORM Package
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package,

Page

Craate a nev page af content from scratch.

File

Uplaad Zip, Word, Excel, graphic Shes and mons
frair wolr commpuber.

Game

Adrks & crosswiond puzzie of QU & confent
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Discussion Forum

?‘. Adck 3 gradable Descussion Forum for colaboratio
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2. Enter the title and subtitle on the title page. Use the Directions text area to input the topic and instructions

for the discussion.
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3. Add any options within the Access tab, which does not have any components that are specific to a discussion
forum.

4. The next tab, the Post Permissions tab, is specific to a discussion forum content item. This tab allows for
different posting permissions to be given to members of different teams if teams have been created. It can
also be used to limit permissions to all members.

" New Discussion Forum
Settings: O tiormal @ Advanced

Content || Access | Post Permissions | Interaction | Standards | Objectives | Auto

| read | New Post Reply
B | = &

B s P U I St SR

By default, all members can read all posts, create new posts, and reply to posts.

5. The next tab, the Interaction tab, is also specifically used for discussion forums.

fontartt | Access | Post Permissons | Interaction | Standards | Objecties | Automate | Assigoment

Maorrnal Disouzzion v@

Threaded Yiew :, B aliow wsars o switch batwesan views
El

[ &l sttchrmen

Dizatile snorymous poats \'@

Evurdert >]

[ sliow students 1o edie their existing posts

[Fnisplay user profiles
E[@atllz- peer rating
FlFsg  [Flrosted
Flreplies [ suther
[Flscore
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a. A variety of discussion forum modes can be chosen:
e Normal Discussion. The default mode with all members being able to post to the same discussion.

e Private User Journal. Users can see only their own posts and no one else's; often used for reflective
journal activities.
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e Private Team Journal. Users can see only posts from their own team members. Some uses include
collaborative group projects or peer review/critique of papers in writing courses. Dividing a class into
teams also allows for smaller discussion groups.

e Fishbowl. One team discusses while the other team observes the discussion.
e Hot Seat. One team takes an "expert" position and the other team poses questions to that team.

e First Post. Users cannot see any other posts until they post their own response to the discussion
question.

b. Discussions display in two different views: Threaded View and Nested View. By checking the box, users
can choose and switch between views.

c. Instructors can rate student posts by using a point system. A default maximum rating score can be added
using the Maximum Instructor Rating Score, if applicable.

d. Users can be given permission to upload attachments to a discussion post, if checked.

e. Anonymous posting can be disabled, enabled, or set as a default. This might best be done for more
sensitive discussions if it is not necessary to identify the poster. If enabled, you may want to also enable
Discussion Moderation so that posts can be approved before they are displayed to others.

f.  The minimum rights required to post as a new post can be set. This is usually set at Student.

g. Check whether students will be allowed to edit their posts. (Note that students do not have the ability to
delete posts.)

h. If checked, student profiles can be accessed within a discussion forum.
i. If checked, students can rate posts as a peer review activity.
j. A number of fields display within a discussion forum; they can be chosen by checking the appropriate box.

6. More options in the Interaction tab can be set if settings are displayed in Advanced view.

lvar 1 sett {

\ ‘d) Automatically approve all messages: |-V_|

e
9
@ ViUnread Posts

nscored Posts

\approved Post {
() [None v [[Edit/Crente New |
@
( c ) Populated v

WY NN r~ Qe S SN RO S S e ey S, A A8 i e, _‘9‘

a. Discussion Moderation. Choices are to automatically approve all messages or enable moderation, which
means that all posts have to be approved by the moderator before they can be displayed.

b. Task Notifications. Check boxes for all tasks to appear within the task list on the guide.
c. Post Types. Different roles for posters can be defined.

d. Instructor/Moderator Subject Colors. All posts from the instructor or moderator can display in a
different color if defined.

e. Reply Subject Lines. Defines how the subject line displays for replies; Populated means that the
subject line will contain the subject line of the top post preceded by re.

The Assignments tab has an additional feature for adding scoring rubrics that will automatically score student
posts based on student activity. The milestone and Gradebook settings are the same as for other content items.

1. Check Enable scoring rubrics to begin.
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2. One common rubric is to award a percentage of points based on the number of posts and replies to posts that
a student makes. To do this, put the score by percent in the Score box and delineate the number of and types
of posts needed to attain this score.

Score 100
‘o
if # of Postz A ERL Delete

and if # of Replies w2 s (2 Delate

Add Criteria ge==="

— I-‘.M..._...__._.__‘Mhh_\_, P '.-._A.L ol 5l

In this example, students would receive 100% of the points possible if they posted at least one "top-level" post
and two replies to other posts. (After the first if statement, Add Criteria was selected to add the second
criteria for that score.)

3. Click Add New Score to add other scoring options. Click Save when all scoring options have been added to
save all settings.

GCOFE 20
£
and if ¥ of Pasts w = % D
and if ¥ of Feplies A ER 1| |
add Criteria
[
Score 0 i
% ]
f £ of Pasiz (= =0
/ -
i

g g S o R e sy e b y

The purpose of a Learning Object Repository (LOR) is to house content that is portable, sharable, and reusable. All
faculty members have their own personal LOR that will allow them to share content items among courses in which
they are a course editor. Using a LOR for content is a good choice when you are teaching several sections of the
same course or otherwise have content that is used by more than one course, especially if you will be adding or
editing the content. If changes are made to the content item within the LOR, those changes will automatically be
made within any courses that are linked to the content item.

A LOR is also a good solution for larger content items, such as audio or video files. Linking to them within a LOR
then requires only one instance of the file instead of having the same file duplicated in several courses, thus
preserving valuable file space on the server.

LORs can also be created for specific courses, departments, divisions, schools and so on so that users can share
the content items.

A

'Illllllj
Video .
Video: "Import Content."
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To access your personal LOR for the first time, click the LOR button on the Power Strip.

Navigation inside a LOR is similar to a course or group, except there are only three pages, as reflected in the LOR,
Repository, and Manage tabs.

LOR | Repository MManage

Home - Library  Personal

The Repository tab functions similarly to the Lessons tab in Courses and is where content is added, using Add
Content. In this example, a page has already been added using the same method used to add a page in Lessons.

1. To make the content in the LOR available to the course where it needs to be linked, go to the Manage tab in
the LOR and click Course and Group Access.

[Repository Access

Course and Group Access

Manage linked courses and groups bo current repository

L R rﬂ

2. On the next screen, go to the My Courses link on the right side. It will expand to display an option to have all
courses in which you are a course editor be linked to your personal LOR or you can select individual courses.
In this instance, we will check the all courses option.

Repasitory Association Editor
Current Associstiors: USER-shil Ak Amsociat m: My Courses
[ZTEeT. Ty o itk Py Courses e
; Flarmzss Sa b [ S
Peiny liromagrs
Groag Bearch
Pty Comrses
@X:... T ——— |
s Titke
O AOESHASHINE IS Cores
@ @ prrroree
Ezal
B . el ._r—-u.-.—un- Ty *_*_.-#%H_._‘._...h_‘.m._‘_*-u\_’.p-.l—&-h

a. Click My Courses. This will display the options discussed in step 2.

b. Check Automatically map all courses to my personal repository.
c. Click Update.

d. Click Exit.

3. To import a content item from the LOR into a course, open the course and go to Lessons > Add Content >
Import from Learning Object Repository.

Podcastng.
. Siarvey & 2ection Heading
L= Create 3 NEw surey Ij Create a new inins s=chion heading
More Options
Copy Ttems Import from Learning Object Repository
Creste a duplcata of an existing folder or fem, 8 Copy or Irkk to items In tha Lesming Obwect

Ripcritory

'_I'empllal:eg.and ﬂ[_zardgm_*___ - it s T TP
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4. The screen shown in the following figure allows you to choose the content to be imported.

Import From Learning Object Repository i
[ntra course

Browse | Saanch 43d To

It | 1S - Reading Core Content 2007 = LOR h Oriantation Mook |

Lt | T LFT Rapository e Skl

=l h.1._|n.|:*=-..uJ'4I-|@ i eCopy Options
Palicies for ANGEDR

[ copy Standards Mappings
O cogy Cuestion Keywards
Copy Cuesstion Difficulty Levels

@ Copy llems ] | | Link to ltems

. '-HL-—'\--\. I e i it i I ottt e A e St g M

a. Click the + next to the repository folder with the needed content; in this case, the Personal repository.
When the folder expands, click the box next to all content items to be added.

b. From the drop-down list, choose the location where the content item is to be added. In this example, it
will be added to the Orientation Module.

c. Note that there are some options that can be checked, including mapping the content to the Standards
already mapped to it, copying question keywords, and copying question difficulty levels (for assessments).

d. Choose either Copy Items or Link to Items to finish:

e Use Copy Items for items that need to be separate from the LOR, such as drop boxes and discussion
forums that need to have results and grades remain within the course. If any changes are made to
the content item within the LOR, they will not change the copied item within the course.

e Link to Items will not move the content item into the course, but it will create a link to the item. If
the content item is changed within the LOR, it will also change within the course. This is the best
choice for files that would otherwise need to be duplicated within a number of courses/sections
because only one instance of the content item is required.

In this instance, because this is a file and not a gradable item, we will choose Link to Items.

5. Click Done. A window indicates the item was added.

Import From Learning Object Repository ,
INrD courss

Browse Search Add To

H | HS - Reading Core Conte . ) t‘i

H | LFT Repository
= | Personal; Sandra Hill

Palicies fior SMGEL

Deone

b el .M—'—--t-_---_ _“L‘f"'l--h_\‘w‘-q-.uﬂa "-"""""-""-f e

6. The arrow on the content item icon indicates that the content item is a link from the LOR.

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.
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One way that content could be released by using an agent is to "unlock" the content for students meeting specific
criteria.

1.

2.

3.

4.

To begin, you need to create a password for the content to be released. Go to the Settings option for the

content item. In this example, you will be releasing the content in the Module 3 folder.

In the Access section, add a password. The characters that you enter will appear as asterisks.

Settings: ® normal O advanced
| Content | Access | Automate | Assignment |

r—aAccess Tracking

User Tracking Studer]tsOnIy I_V_]l

—Yiew Restrictions
DDD not allow users to view this item
' Students B2l

f****ﬂ

@ Note: Beginning the password with an exclamation point (!) will hide the content item from the

students' view.

Click the Save button when you have finished adjusting any other settings.

—Yiew Restrictions
oo not allow users to view this item

| Students

s ke e e

_Save || [ Cancel |

"\M- m'\m i

The folder will appear with a small padlock icon on the side when you are in Course Editor view.
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In Student view, shown in the following figure, the Module 3 folder does not appear.

.{ Lessons
-~

. N Module 1

" ) Module 2

-\W‘W‘n

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

‘ - Module 1

2 ]' Module 2

1. Go to the Automate tab.
2. In Agents Console, click Add New Agent.
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Agents Console

Add New Agent

o *‘A-W~W

Supply a name for the agent that will help you identify it easily and then choose Content Agent as the agent
type.

Create Agent

Creating an &gent is a three-step process, First you determine and co
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 thed Agent consale list,
A

|Module 3

r—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 scheduled basis or upon request

{51 content sgent

Agents that run when users Jiew, take, submit or review a ¢

O© Event Agent

Agents that run when users access specific areas within the e
3 S 0ht adiOR mhs | ottt s st ot ot

Click the Select content to monitor link that will appear when Content Agent has been selected.

er =] 10 a achne El

{81 content Agent

Agents that run when users view, take, sub

O Event Agent

Agents that run when users access specific

Choose Lessons

Select content to monitor
s {_viewed EJ
"‘M‘W

Select the Lesson Type of content that will be monitored (that is, what type of content item will trigger the
agent to activate). In the example shown in the following figure, it is 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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Select content to monitor

Lesson Type:
f

[

'Blog =
Discussion Forum

o Eﬂ'gp Box O Specific assessments

Folder

Game ]
IMS/SCORM Package [
L Link
Page
Quiz
~ Survey
oo Wiki

e W“ ~ e s A AR o e

Select Specific assessments in order to designate the assessment that will be used for this agent. In the
following figure, it is Exam 1, which is the only assessment set up in this course at this point). Click Add.

TITOUSE RgeTit T

20 the type of everd that you wish 10 ue tc

Select content to monitor

Lesson Type
Assessment v
r—Assessment
A O Any assessment £ Specific assessments

Use CTRL + Click to select multiple items

{1 L Add | | Close Window. | }

COTTETIC PUETIL (VIOULRS 5 WITT TUFT W1 R 1 (L] LS WESiE 15 ) 15 VIR Wel,
~ """‘“““‘MP""N‘““*‘P“""‘M . \’* «'--‘-‘J

Then click Close Window.

‘ Exam 1

Use CTRL + Click to select multiple ite

Add: | [ Close Window |

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 shown in the following figure is graded.
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Choose Lessons

Select content to monitor

Exam 1 {delete)

is viewed 1v)
| viewed
' submitted

—Agent taken
reviewed
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2. 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

Exam 1 {delete)

is | gaded  [v]

and grade is between Bd % and 100 | %

3. 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.

Agent Summary g

Content Agent "Module 3" will run when Exam 1 is graded,

[ Cancel | | Next | ="
i : 7 focison f““‘““"""‘“"““‘*

4. 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

Narma this combination of user and condition 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 i
® any Rights O Specific Rights
Team Filter

Refine your user selection by choasing which team memberships the users must have b

&l any Team O Specific Teams

r—User Selection Conditions

Under what conditiors should the users selected above be included in thiz Agent?

Condition: | None v

5. 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 47 users when Exam 1 is graded,

|& Another User Selection I

m@.um,]mw(

st girs s P s S

6. 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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N gl A,

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 anyone who 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.)

Create Agent

Step 3 of 3: Configure Actions
— Choose Action Type

Select the action you'd like to run based upor
clicking the "add Additional Actions" button

—

| Choose Action Type...
| Add Variable
— Alert
Announcement
Calendar
| Email [External)
T GoTo

[: Grade Assighment

B will run

Lock

' Mail (Internal)

¢ Message

' Milestone Completion
Redirect
Replace Variable Text
Set Variable
Task
Task Completion
Team Enroll

[ I —

ievious I

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 (ae]| Action des

— Configure Action

Release password-protected content ta the

Unlock content for

All Filtered Users
Filter: &ll Users

Finish this section by putting supplying the password that will unlock the Module 3 folder.
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3.

—Choose Action Type

Select the action you'd like to run based
clicking the "&dd Additional Actions" butt

| Unlack Action d

— Configure Action

Release password-protected content to th

Unlock content for

All Filtered Users
Filter: All Users
All Faculty

[LAdd-> | I"Dliginator"

Password(s)
|!mod3

The summary appears at the bottom of the page. Click Save to complete the procedure.

[LAdd>.] ["Orignator” ’
Password(s)

[Lln\otﬁ

{
[

|

—Agent Summary

Content Agent "Module 3" will run for All Users when Exam 1 is graded.

e G

% Note: You could add more than one password if you had several content items to be released based on
the action set.

The final page allows for any changes to be made. Click Save to activate the agent.
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The agent has now been added to the Agents Console.

Edit Agent

Ed# an agent's spacific by cheking 3 Snk below, IF you with to work through al the properties, fart,
User Fiter and Action sethings

Agent Name

Module 3
Agent Type
Content Agent
User Selection
All Users B avsers

Action

Unlock n Unlock Content
Password: Imod3

Summary
Con

O Agents Console
Add Newy Agent Refe
Show a1 vl [snowat  [¥] [Jshow Retired
Title Category Type Last Status Last Run  Next Run
module 3 ] Content Agent  On grade WA A NA

© At cam s s Ao AT o g I A | A I At A A

unlocking other content items.

Tip: This same procedure can be used to open remedial content by setting different grade criteria and

When developing a course, it is a good idea to view the course as a student would see it. In the upper-right corner
of each screen is a label with the name of the user displayed as well as an icon resembling a pair of eyeglasses.

1.

2.

U0 Sanda Hil &

On the following screen, select the user level for the preview. The default is Student. Click the Begin
Preview button.

Click the label in the upper right corner of the screen with the username and a graphic icon of a pair of
eyeglasses on it.
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Rights
) Anonymous User O Authenticated Guest (® Student
) Team Leader () Course Mentor () Course Assistan
O Course Edity
Begn Preview | [ Cancel Preview |

b, 'l Pap— M.m,“_r- ._\_"J.ﬂm-ﬁl

3. The label will change to indicate the Student view and the "eyeglasses" are now colored. The tabs across the
top no longer display the Automate or Manage pages.

OO Stedant ®

RSN . somtnanittens | M o it bt Stk it ghiin.

4. To return to Course Editor view, click the eyeglasses again and then click the Cancel Preview button on the
following screen.

When setting up the Gradebook, you must first decide how all 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.

S

%Illllj
Video .
Video: "Set Up the Gradebook."

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 expressed as a fraction (875/1000) or
a percentage (87.5%).

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:

e Quizzes = 20%
e Discussions = 30%

e Research paper = 20%
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e Midterm = 10%
. 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 toward 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.

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. Go to Manage > Gradebook > Preferences.

% Note: 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
View

View All Grades

Vizw 2l the gradas in 2l the catzgoriss,

View Grades
All Categories >l
All Users vl
Print Grades
Cri printer-friendly PDF View of the
gradzbook,

Enter/Edit Grade

By Assignment
Enter grades on 2 per assignment basis,
By User

Enter gradss on 2 per user basis,

Gradebook Setup

Preferences
Mzintzin overfll praferancas of the gradzbook

Import Grades

Import gradas from z2n axtzrnz! fis,

R
2. Add the options needed.
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To copy settings from another course, use the Copy Gradebook Settings tool.

General

Preferences 3

Gradebook Mode: | Percentage "@

Average Settings

ptions: [¥ -_i';Lz"._-L:".‘_’:ll__%_':f.z,L':@
werall Display Format: | Percent v @
&)
SE? Cancel _j

TP T T b..-..wd\...._‘”w‘\-ah-.. T —

Aerdd

a. Set the Default Display Format for the way 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, 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).

b. Treat Ungraded Items as Zero. Enters a 0 as a grade for all assignments that have not been graded.

c. Limit Course Assistants by Team. Allows only persons with Course Assistant rights to see grades (and
enter grades) for students with the same team membership.

d. Exclude Instructors from Averages. Displays a class average that does not include any Instructor
submissions.

e. 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.

Average Settings in Preferences contains options for the final grade display.

f. 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.
g. 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.

h. Click Save to keep all preferences as set.

Next, a good step is to set up the scale designating the letter grade criteria, especially if you will be displaying
letter grades in the Gradebook.

1. On the Gradebook Management (main menu) screen of the Gradebook, select Grading Scale.
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Gradebook Management

1. Categories
Create and =dit cat=goriss, A category 52 buckst
for zssignments, for axample "Quizzas” or
"Homeawork” ars catzgories,

2. Assignments
Crazte and =dit assignmeants, An assignment 5 2n
object that has grades zssocizted to 1, Typicaly, ts
somesthing = student must sccomplish,

3. Macros
Crestz and =dit macros, A macro s = shorteut for
turning lstter grades into = score, For 2xampls, whan
= lettar grads :f B+ 5 enterzd the student gats an
_sse.m =

4. Grading Scale
St l2, The grading sczlz can b—
r.df-d to r“ap 2 cartzin parcentags back to
particular lstter grads, For examplz, when tba
student recaives 2n 889 on zn zssignment, when
they vizw their grads 2 "B+" will show up.

..\,.“*n‘&‘W‘ DO e amns

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.

Grading Scale

Minimum

Paorcant

Label

A |ees |jadd new

<< Back To Main Menu

- "‘“MM .t__w‘.\

Tip: 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.)

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.

Grading
Labal Minimum
Percent
& 89.5 |Edit Dele
B 79.5 |Edit Dele
C 69.5 |Edit Dele
D 59.5 |Edit Dele
F U Add New
<< Back To Main Menu (

s W'._ \W“M\W
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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.

Only assignments can be graded; categories cannot.

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 necessary (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 when using the Gradebook Wizard, by adding
them within the Gradebook, or during the process of creating an assignment when setting up a content item within
lessons.

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. If you skip the wizard, it will not be accessible again unless you have not created
any categories.

1. Go to Manage > Gradebook. The Gradebook Wizard will appear.

2. In the first example shown in the following figure, a points-based system is selected.

Gradebook Setup -Step 1
TP ¥ Here to learn more about the gradebook setup wizard and ofher commonty used
featur
Gradebook Mode:
(& points
This option enables simple ponts-based grading. Formulas are avallable at the assignment leve
only
O percentage
This option enables percentage-based grading. Category weaighting and formulas are available
; Tithe [ Calcudation
: Homework ‘ Use a assignments »
}
QU Use 3l assignments v

ST V'rM _k,.\" S A g ~"o--e-“-.-...

3. Some categories have already been prelisted, but they can be changed by overwriting them. Notice that in the
points-based system, weights are not designated.
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Title Calculation i

Homework Use all assignments v 3
Quizzes Use all assignments v
Exams Use all assignments v
Use all assignment< v

it S VORI P .,WL&WWM

4. Here you are changing the Homework category to Discussions. 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.

——Fitle; Calculation
Discussions -
Quizzes
Exams

SR TR N PRverTSpg——

5. If using a percentage-based system, you would also see a Weight column for inputting the weighted value of
that category.

Title Weight

Discussions 30 ‘
B e e e T

6. Continue with the rest of the wizard to set up assignments and other options.

This can be used 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 use a percentage-based system. Note that there is one category (Default) already listed. It has 0
Weight.

3. At the bottom of the Categories section, click the Add New button.
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Cate gor ies
O Title
O Default

=" asfaeden-saaun

The Category Editor section will open beneath the row of buttons.

Category Edtor v & el T aduaned

Tite: |Dsousdan 1i Description:
Calculabon: (2 Cestra Cradit
O ise all assignmenis (3 — O iutcalulsts
{& brap lowest WEL 13g frrakuls
O use highast 1 |orades Percent Qvarall: 100%

= =

R T e e e r—— S S L

Enter a title for the category you are creating.

Add the calculation information. In this example, all assignments contribute toward the total grade for the
category.

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 add some descriptive information.

When finished, click the Save button.

When using a points-based system, there is no weight designation, and you cannot use a formula (in Advanced
view).

fategory Editor view: @ temal O advanced

T ‘.’!-’«_ Descussions Description

Cakulaticn: @ use all assignments Dextrac
Orop lowest
Ousa highest 3 |grades

Save ] [_Cancel |

B PR | o SIDRIND Tl _PY SURIRIERR
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Go to Assignments > Gradebook Settings when setting up a content item. Ensure that you are in

1.
Advanced settings view.

Submission  Revew  Standards | Copctves  Automate  MetaData  Assignment

(None)

(None) )
— ""'#’-‘M"“M"M

s
e

2. Select (New Assignment) from the drop-down list.

Gradebook Settings

{{hione) &~

MNone
(New Assignment)

\_.YW*\ N
Enter a Title for the Assignment. If you leave the Title blank, it will keep the name of the content item as the
assignment. If no categories have been created yet, the only option is Default. Click the other button to add

Assignment

a category that is not listed.

— Gradebook Settings

Assignment | (New Assigg

Dropbox

4.

New Category
Title  |Research Paper |

Weight 20 | Dauto calculate

\ Clextra credit
Add Cancel
AR

~ 'QMQ.__W‘--\..\‘
Complete the rest of the information to set up the assignment and then click Save, as shown in the following

5.
figure. (This process will be discussed in more detail later.)
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— Gradebook Settings

(New Assignment) ||
Dropbox1 |
Research Paper |v| [ic
100 |
First submission | ¥

Course Default

save | | cancel |
B

6. If you need to add other options to the category, such as Drop the lowest grade, you need to edit it
within the Gradebook by going to Manage > Gradebook > Categories.

D E
g Tip: With all these methods available, which is the best to use? It is often most efficient to create the
categories in the Gradebook so they are already available when creating an assignment within a content item.

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 setup.

Assignments that are completed outside of the ANGEL environment can be manually added and graded through the
Gradebook Manager.

=

Reference: Some content items that are not usually set up to be graded, such as surveys, can be graded
through use of the Automate function. See "Automate Tab" for information.

1. When adding a content item that is to be graded and viewed within the Gradebook, you would begin with the
procedure outlined previously ("Setting Up Categories while Creating Assignments in Lessons"). Continue with
the creation of an assignment by inputting the number of points to be awarded and how the grade will be
calculated within the Gradebook.
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£ Research Paper | v [ other ]
ts Possible leD '

e e, Average score N
PRI Maximumn score
ORETRRNPINY D i cLiiicsion
S SEEEEEEEE 9 act subrnission
Manual

e First submission. The first grade entered.

B Yy — e :;w-‘-n.;w

e Average score. If more than one grade is given (more than one submission), the average will be

counted.

e Maximum score. The highest score attained if more than one submission has been graded.

e Last submission. If an assignment has been submitted several times, the grade for the last entry.

e Manual. Will be graded in the Gradebook, not through the content item.

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.

_ategory resediCh Faper v

Points Possible 100

Calculation Type | First submission |

Display Format Course Default

Save Cancel
~*[mj LTJ"\TA« M“\ mr‘

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.

1.
2.

Go to Manage > Gradebook > Assignments in the Gradebook Management section.

At the bottom of the next screen, click Add New.
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Home || Course > Manage > Gradebook > Assignments

[ Title Category

}

The Assignment Editor will appear beneath the Add New button. Input a Title for the assignment.

20 De 1
3.

Assignment Editor view: @ nomal O advanced

Title: Presentation |

I

Description:

.. siait nafintie adiet A ‘:M:g“‘;‘ |“ e ile .
4. Continue completing the fields. Select the appropriate Category for the assignment. Note that the

Calculation Type must be Manual because it is not associated with any content items and is graded outside
of ANGEL.

Cateqory: m
Default
Paints:  Research Paper
Display Format: | Course Default . |i,]
Calculation Type: |Manual IXJ

[ Extra Credit

"M"~“\A~M--W“W.’M

Student assignments that are submitted to a drop box can be graded using a grading rubric. Before adding a drop
box assignment, you may want to create a corresponding rubric first.
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¥/777///
Vide
_’ll * | Video: "Create a Rubric."

1. Go to Manage > Rubric Manager.

| manace |

Course Settings

Data Management

Ganeral Course Settings
Modify mattings such as litls and URL for this
zaction.

Course Theme Selector

Tab Sattrigs

irk.
Environment Yarables

Edit sdwanced ervironment varisble sehings.

Mail Settings

Edit course mall setlirgs.,

Charge the colors ard Fonls used For this seclion.,

Cartral which tabs sre displayed snd whers thay

2. On the following screen, select Add and then Create new rubric on the window that appears.

Course Flles Manager
lanage Course files
Backup and Restore
Backup and restore courts data and Ales
[rport Corsole
Manage content fram the content library or 5
@O mzz_demol.zip error during impost
Export Console
Maruage conbent for badkup or diskribution
Data Maintenance
Farmaows old kags data and submesstions
Date Manager
Change the date mettings for all content assod
this course
Keyword Manager
Change the keyasords for all content assol
this course
Asspesmant Question Bank Managar
Create, edit and manage asseztment items
Survey Question Bank Manager
Creale, adit snd mansgs survey Rems
ubric Managar
Craate, edit and manage grading rubrcs
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Rubric Manager

Add

L Fl wdd above to create a rubric.

Created

Add Rubric

Creste new ruhric‘/

Create a new rubrio from scratoh

Copy existing rubric
Creabe a new rubric by copying an existing mbric from a coursa,
group or repositony

Link to existing rubric

keeping all of its settings intact

X
_S—

Create a new rubric by linking to an existing rubric from & repository,

B T o PP

3. On the following screen, begin setting up the rubric:

2] Create Rubric Wizard (step 1 of 3): Mame, Rows & Columins

Ertar & rubeic nans and set up coliuming ard rows for wour rubeic (vou can changs inostep 2 F resedad)

~Rubric Settings
Rubric Nanme @lﬂri:maﬂinn

Achievement Column Settings
nurnber of columns |4 [«

Column Ordering & Order low 1o high O Crder high 1o low @
o it i = 3 4

1] % 33 % BT % 100 % @
Column Lakwed Achigvernent Lavel

Wiaights dafine b kot toore neaded 1o #6@n @n achiiana? kv,

~Criteria Row Settings

Enter rows @ @ crestel3 | blank criteris rowes
) Create and align criteria rows Fom stardards and objecties
E E_ f=y = tct act E:E\

Rew label @.}i.ﬂi,

| Mest Step | Cancel |

,_.._-#.

a. Add a descriptive name for the rubric.

b. Select the number of columns needed for the point values.

c. Input the minimum percentage weights for each column. The weight input is the lowest score needed for

that level/point value.

d. Add a label for the column. The default is Achievement Level.

e. Enter the number of criteria needed. You can also have the rows created from selected standards and

objectives
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f. Add a label for the rows. The default is Criteria.

4. Then click Next

Step.

On the next screen, set up the values for each Criteria and Achievement Level. The HTML editor is available
for formatting, if needed. Click Next Step to finish.

T Create Rubric Wizard (Step 2 of 3): Achievement Levels and Criteria

Edit your Achisvement and Citarion text by dicking wethin a call and then entering text informaton for that call :
enter Criteria and Achewvement waighting and standard/olbgective dgrment via the editor as wall,

File uplomd

HTML Editar

algn Standard(zl Align Chiective(=l  Criterion Weighting %6 : 33

[ Save | [ Save&Edithea ] [ Cancal |

[ [
Achievement Level 1 Achievement Level 2

% %
Goals B percert 1122 parcent 2278 peroerk
{345 Wgghting ) Bragraph doss reb inchads sy gosls oy one goal nchuded or goals ret T Goak for cor

i3 alasard be comne

Farrmatting B percert 1053 perc 2201 perowrt
£ Iptaesabibiann Bled b rnme b Frarend wrd s B o enngn IS dede conk sl caosrdeged wmdlor 34 :"IN"W'E"I
el STLET grammatic e

1201 parcant
P aigraph
sbeetied 1-2

e el A o et st R

6. The final step allows you to review the rubric and make any revisions needed. Click Previous to make
corrections or Save to finish.

i Create Rubric Wizard (Step 3 of 3): Review

Farsgraph nol
Eubmited o first

Achievement | Achievement
Lewel 1 Lewvel & Lewed 3 Lewel 4
s % 6% L0
b parcert 1122 percent b2.79 parcent bt parcers
Gaals Faragraph does not [Only cne goa ¢ 3oak for course [ or meoee goaks
{39% Weighting) prchude any goals  noduded oF goals noflsted, rdevart bo fished, o wre redewart
ki and by coiFse  ourne i DO
P percent 1039 parcent 11 paroent 3 jper cen
Formatting Bol in paragraph Parsgraph is nct weellin paragraph in good parsgraph
(33% i Format andfor 5 or  prganced, andfor forrmats 1-2 speling, Formg no: speling or
wiighiing Irecere spaling, -4 spedireg and oranmascyl wvors,  jgrammatical erroes
for srinatical arvoes rarnnatical ereors
b percert 10,99 parcent £2.11 percent [f3 percent

Paper rot in correct Parsgraph submithed Parsgraph nobmithed
bt format) bad bo jorrecthy bt

fors time: and i

i Fad b be resbend 3er ubritted 12 daps  foorrect Foemat
eminded bo freemirecher OF e
ﬂﬂﬂ;’”:w esubirdt fyped pbenitbed 3-8 iy
Weighting) g anh in Jita.
i b inghad
wpdoadireg a B,
adrlled mors
busry § dlaga Ll
[S-:ru [Prmnus] [Om:ll]

e et TN e, T T

Aemwisny your rubmc, IF it s OK, dick the Sawe button. If you need to make changes, ok the Previous butto

Students will submit the assignment by uploading a file. The message box is best for very short assignments or for

information about th

e uploaded assignment.

The procedure for students to upload an assignment is as follows:
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Due January 19

¥ Kssociated Files - Mozilla Firefox

Rawisw: Ful, Anargmena: Ha S Y — c 7o g5l

Submit a ore paragraph paper lisking at lesst 3

Instructions: Enter or paste your written work] Atz ents &)
Uploadd a File \.}
Title . Browss..
KFrde-Orierdation 4] Lipload Fila i Drﬂ__ﬁ_Drbp
MEssage Uploaded Fies

kfride_goals docx

/l

/ le
] 9

W | kfride goals.doce (10066 bytes) @
[Subms] ‘9 _
= * [ Finished | [ Detste__|

i« g e A il Sl N | ot it i, | gy ko,
Enter a title for the assignment.
To begin the upload, click the Attachments button.
A window will appear for the file upload. Click the Browse button to find the file.
When the file is located, click Upload File. Once uploaded, the file will appear in the Uploaded Files window.
Click the Finished button.

o vk wnN o

The window will disappear and the filename will appear above the Submit button. The Submit button has to
be clicked to finish.

7. If a grading rubric is associated and available for students to view, it will appear beneath the Submit button.

Once submitted, a message will display, confirming that the assignment has been submitted.

Upload Results

Submission Successful

Your submission has been received successfully,

When students open the drop box after submitting an assignment, they will also see anything they have
submitted listed. Once graded, the grade and any comments will also appear here.
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Rewview:! Full, Anoryraous: Mo
Submit a one paragraph paper listing at least 3 goals for this ©

M Yiew Grading Rubric

User Review Enabled
Subiect Srade (10 gt Commants
KFride-Crientation
sueritted 1270 340008 8:54:08 FAF
Pages: Previous | Mext | 1

St e e 'u;m*u—."‘-‘ e
Grading the assignment:
1.

Instructors can see whether there are assignments to be graded. An ungraded item icon will appear under the
course name on the ANGEL Home page.

JIntro course
[Delate] Rol ructar

Tasks: | ]

2. The What's New option and the Tasks option on the guide will also show ungraded items. Expanding the

Ungraded Items will display the assignments to be graded; clicking the link will allow direct access to the
assignment.

What's Mew

last logon [i] -_DI
|4 Calendar (1)
4| Content (2]

|| Crientation Drop Box

Tasks

[ Milestones (1)

|4l Personal Tasks (0
4] Unread Mail (00
=JUngraded Iters (2)

Fride, karen
12132008 6:54.07
P

Winkler, Riclk
12132008 7:00:36
P

RO JM k‘?___'....qpl

3. Opening up the content item will display a list of all submitted assignments.

Copyright © 2009 ANGEL Learning. All rights reserved. Page 71 of 94



= Orientation Drop Box

Due January 19
Settings Reports Ubiities Delete

Submit a one paragraph paper listing at least 3 goals for this course, Paper
Instructions: Enter or paste your written work andjfor click "Attachrments"

Title

Message

Submissicns /

Subjact / swmfmi/ Lisar &rage {10 pts )
R. Winkler- Goals Wirkler, Rick {rwinkler)
submitted 12/13/2008 7:00:35 PH|
KEride-Orientation Fride, Karen (kfride)
submitted 12/13/2008 £:54:08 PM)|
BLE "R Sl TR RN VR Vv
4. Click the link to access the submitted assignment. On the following screen, click the individual file to open the
assignment.

Copyright © 2009 ANGEL Learning. All rights reserved. Page 72 of 94



Grade
points (20.00 max.)

Remarks

Ielalel =l GRRCELEE

[ send as mail message to user

K. Fride
Submitted by Fride, Karen (kfride) On 1/4/2009 2:45:36 PM

Submitted Files (
goak.docx (9872 Tirtes)
‘M"M"ﬂmwm

5. Add a grade for the assignment and add any comments about the paper in the Remarks window. You can also
upload a corrected paper by making corrections on the paper, saving it, and then uploading it by clicking the
Attachments button. Clicking the Send as mail message to user will send the grade and comments to the
student via ANGEL mail. Click OK to finish.

=
o~ Orientation Assignment Drop Box

Utilites > Submissions > Grade submission by Fride, Karen (kfride) on 1/4/2009 2:45:36

Grade

20| points (20.00 max.)

Remarks

Jalae - slzly Q8@ GE - == Fou-
Good job!

[] Send as mail message to user

R e e S

-

> >

6. Once submitted, the View, Grade, or Delete submissions screen appears. This can also be accessed directly
through the Utilities link and is another way to grade the assignment.
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Due Jaruary 19
Ukiities > Submissions

J| Orientation Drop Box 1

— B Display Filters
Sulbm after: ]| Decamber _'f] 13| % | 2008 || Submitted befora: ]| Decamber _'-"] 13 |» ] 2008 |+ |
[ Lpphy Filter ] l Clear Filters ]
Wiew | 23
U) Lhar Zubiet Grace (10,00 phy)  Submilted o 1P Ackdress
View | Grade | Delete weirkler, Rick (rwinkler] R, Wikl Gosk 12,132 008 7:00:35 P 172 200,15
Vigw | Grade | Dakis Frude, Earan (kfridk) FFride-Criantation 291 12132008 GeEi06 P LT220.0.1%

',—'““*-H‘F'*-'-—\_.-bﬂ-u..*-n.r‘\ w#‘*-k_.. ki o .r‘*"-#""tu—---‘-hm-_-‘

1. Clicking the Grade button for the next submission will allow you to grade it. View allows you to view but not
grade the submission, and Delete allows you to remove it.

2. Note that expanding the Display Filters option allows you to add a date filter so that you can narrow the
viewable list to see only assignments submitted before and/or after specified dates. One way to use this is to
see assignments submitted by the due date or those submitted late.

S

@7

g Tip: Downloading submissions for offline grading can be a great time-saver when grading papers and
projects, particularly for faculty who like to mark up papers using the comment feature and send grade
remarks back to the student as a file attachment.

Once you have determined that a submission is available to be graded, follow these steps:

1. Click the link to access the submitted assignment On the following screen, click the individual file to open it,
and also click the Use Grading Rubric link to access the rubric and use it to grade the assignment.

Due January 19
Lktilkies = Submissions = Grade subimission by Fride, Karen (kfride) on 12/13/20

Grade

points (10,00 ma.) & Use Grading Rubric
Remarks

Joam- 8y QRREGCE-

O send 2 mail messane o user

KFride-Orientation
Submitted by Fride, Karen ikfride) On 12/13/2008 6:54.:06 PM

Submitted Files
kfride goals.docx (10066 bytes)

e S sl - e S
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2.

Submit the point values for each criterion on the rubric and then click Save.

FMsplay Rubric - Mezilla Firefox

| have several goals for taking €

will be easy for studantsto wse| Rubric Scores for Orlentation Di‘l:lp Box

realizing that it canot be totally) Points Possible Blank scores will be oourted &3 0,
grade it
Achievement A bmeyermen.
Ll 1 Level 2 Livwred 3 Ll 4
[ I ) LOCr%
Goals D poirie 1.12 poni 229 poiriz 3.40 ponks
Parageaph cdoss  FOnby e goal = 3ok Por course |3 o mone gouln
id ol chieht a prvchid o goak [inehatad: rabeard |are skt
gosh ezt Pk ant b2 o =zars s rabiwant bz il
e U,
Tl
max
'I!'Tlﬂ:ﬂ'. D poirds 1.0 poini 221 pairts 3.0 points
ot in parsgraph Paragraph b el [in good n gooed
221 Forrsal wrelfior 5 oodll orgasited  |parigrash foom:  [parigraph Form:
or mors tpabneg  |ard or 104 I-2mpalirgor  |ra apaling or
a o grarvrsalical  [ipeling of al @ tical
rrers {ar avn aical arrirs, arrian
max il
[File Upload |t poriz 1109 porrn 2L pori 330 poarka
Parsgraph byped [Faper not in Parsgrach Farsgraph
33 i Miestage b loorrec B Foeread |submdied subavdied on B
b of aredl hisd I corachly but B2 |and in comrac
uploading & fls  reoubel s day e
o 06 subrrdied  freminded O
PE—— & E:’l i & dag e L ]
Submithed Files
o 891 Tota| Parts (10,00 painks: max)
Save

MMMM_MW“M

On the following screen, the grade assigned by the rubric displays. Add any comments about the paper in the
Remarks window. You can also upload a corrected paper by making corrections on the paper, saving it, and
then uploading it by clicking the Attachments button. Click OK to finish.

4

Grade

|8.91 points (10,00 max. )
Clear rubric score

Edit Rubric Scores

Remarks
J3laml- sl @elaclEl-lE

This was dona well; you did have 2 spelling errors,

KFride-Orientation
Submitted by Fride, Karen (kfride) On 12/13/2008 6:54:06 PR

e e ns, r"“-‘-mﬁhhrm-u

Copyright © 2009 ANGEL Learning. All rights reserved.

Page 75 of 94



\“\\\\
V//171/74

Video . ) .
Video: "Grade with a Rubric."

V7444
Video

Video: "Grade by Question Using a Rubric."

ANGEL allows you to grade essay and short answer questions in assessments 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 in to your course and check the Tasks menu, you can see whether you have any answers to be
graded. In this example, you have three Ungraded Items.

1. Clicking 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 l

S@’Eh\.ws# amdnioii

2. To grade by question, go to the proper assessment (in this case Exam 1, as noted in your Tasks menu) and
click utilities.
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";---V-"‘ Module 1 t

Add Content  Rearrange Settings Reports

— Exam 1
./:l settings reports § utilities Jdelete

: ’ working with Powerpoint
-..-.i‘»-‘-—w\ w g -

In utilities, click Grade by Question.
The following screen shows what question needs to have its answer(s) graded and how many responses have
been submitted. Click the response number (in this case, 3).

e
—

Exam 1

Ungraded .
Submissions Questions

3 Describe the 3 stages of General Ad

o & et SRR cr B ogpe s nab e, RARSIAEANLAS.,

Scrolling down the next page, you can see all the responses submitted for that question. 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.

Fxam

View submissions: 25 v [LGo.] [ View studentnames [ view answer text

4.

L

Question Text
Describe the 3 stages of Genearal 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 ncrease, Resistance s
soping with the ongoing stressor. Exhaustion occurs when the normal funtioning is
At this point the smallest thing could cause a breakdown,

Score Comments
L‘b
L M " Agtte S AN B ot Mt ED-A, | . NN o B

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.

5.
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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

Score 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 fries
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.l

3 points max

" M A ”’“‘W“‘“**‘WM

Each score will then be appropriately added to that student's total scores for that assessment.

Grades for assignments that are graded outside of the ANGEL environment are graded within the Gradebook. They
might include an oral report or other presentation done in class, papers that are not electronically submitted, or a
paper/pencil test.

¥/777/1/f
Video . i . n
Video: "Manually Grade Assignments.

1. Go to Manage > Gradebook > Enter/Edit Grade > Grade by Assignment.
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Gradebook
WView

View All Grades
Wiz 2l the grades in 2l the categaories,

View Grades
Al Categaries M All Users

Frint Grades
Creste a printer-friendhy PDF View of the gradebook.

Enter/Edit Grade

By Assippment
Entsh_=des on = per assignment basis,

. -Fis r .
RN s a1, o
On the next screen, select the assignment to be graded from the drop-down menu and then click Go. Note

that the assignment appears indented beneath its category. In the example shown in the following figure,
Final Project is the category, and Project is the actual assignment to be graded.

2.

Enter Grades By Assignment

Selected Assignment: | Select an Assignment... w
Select an Assignment...
Assignment

Orientation Drop Box
Discussion

Introduce yourself

Final Project
Quizzes Eg
MM_,____#. ____‘,._‘_*’A -

3. Enter grades for each student, click Save Changes, and then click Done.
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Enter Grades By Assignment
Selected Assgnmest: | Project ~ &
Project
Max Fots: 100 Overad Course Aversge
Category: Fnal Project Calcidation Method: Mansal
Show: | Al Usersaa) O oniy Students Display | 25 byt @ View: ®ra O cond
rame Percestage Posts Locked
Ende. Kacen (kr Soaeroe, Sabl (separron) L s ¥
.S Winkier, Rk (rwankier) L # “
Satch Update ‘
Defaskt for Daplayed Users O 1
Page 1 of 1
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R e ai M.ﬂ“"‘vm-" e P

A number of factors can be used to grade a discussion forum. Rubrics can be set up to automatically add one
grading factor. The instructor can apply a score to any post by clicking within the Score column. A maximum score
for each post can be set when applying settings to the forum.

¥777/1/7
Video . " . . "
Video: "Grade a Discussion Forum.

[+] Post Title Flag Authar
Et-Keren's Introduction \\ 3 Fride, Karen

recions & I*
b &n introduction to yourself and then respond to at least 2 othe| Scare P of 3 max
O nclude quick reply

“mngnist Title S Flag @

pren's Intreduction 3 Fride, Karen 12/14/
by “*“_M#"W‘“ m“wm_‘w_

A peer review score can also be applied to posts, if applicable.

Copyright © 2009 ANGEL Learning. All rights reserved. Page 80 of 94


http://help.angellearning.com/740/video/GradeDiscussionForum/GradeDiscussionForum.html

Flag Score  Author Date Posted ™ Repli Rating

elete [ Mark as read
3 Fride, Karen 121472008 1 W

t—-—m«?%w i ol g ) A L e e

These factors can all be considered when applying a grade for any student.

1. To grade a discussion forum, go to Utilities > Grade forum.

2/ Introduce yourself )

tilities menu
Grade forum /

Grade this forum

Associated file manager
Upload =nd manzge files sssocizted wh

Move item
Maowe this tem to ancther folder

Subscribe
Subscribe to this forum

B e e S T

2. On the following screen, all factors are noted so that a grade can be applied.

Total Pear Average £a i) Scoring  Gradebook

e

User name Posts  Replies rubric  Grade Comments
posts reples ooting  Possble/ % cent (#/5)
Good o
Fride, Karen 3 1 2 1 3 ] f 100% 100 5

L suwmitgates ] [ Ewonpsgs | [ 0, UG BE0TEE b0 giad s ] [.Cancel ]

e In this example, the student has 3 posts: one "top-level" post and two replies.
e One classmate has replied to a post
e The average score from peers is 3.

e The instructor has awarded 9 points out of a possible 9 points (3 points per post).

il e S | il 1, g S, | P __"h.,r—. PR— .“ﬂ"""“ r——

e The scoring rubric awarded 100% because it was set to award 100% if there was at least one top-level

post and two replies.

e The Gradebook assignment was set to award a maximum of 5 points overall. The instructor awarded full

credit for the student.
e Comments allows for the instructor to add any additional comments about the posts.

3. You can read all posts from one student by clicking the student's name.
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Introduce 'furself

Post an introduction to yourself and then respond to at least 2 other
posts.

Intro course

Karen's Introduction
Fride, Karen 12/14/2008 | 9:21 PM

This is my first time learning about ANGEL. I have been teaching English
for 10 years at @ community college and 1am excited about teaching
online. Ihave a BA and MA from the University of Michigan. I live with
my husband of 24 years, 2 teen-aged sons, 2 dogs, 1 cat, and 2 birds.

RE: My introduction
Fride, Karen 12/17/2008 | 10:36 PM

Chumahening s gt bt L i o aelieto S sttt oo

4. To submit the grades so that they will be entered into the Gradebook, click Submit Grades. You can also
export the grades to a spreadsheet (Export page) and/or use the rubric to assign the total grade (Copy
rubric scores to grades).

The course mail system is accessed through the Communicate tab. The component may also be added to other
course pages.

1. Access messages by clicking View Inbox. You can also access any messages displayed in the Unread
Messages section.

x :
&‘ Communicate
Edit Page
Course Mai ,..t"'
[y View Inbox Quick Message
; View, raad, and compose messages Skip the inbosx and start your
message.
1.‘- ™,
:_I Unread Messages
Intro course 1 messages
Fersonal 1 messages

it ‘#MM*

2. On the next screen, all messages from the course will be displayed. You can access any messages from other
ANGEL courses by using the drop-down menu in Source Filter.
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:} Caurse Mail
Adtion Seardch Source Filter
| Compase Message ] 1 Course: Infro courge (1n
e ¢ ¥ ¢ ' Fom Subject ¥ Date
DShaw Unread Only
[l roup by Source 0O = Millls, Gary Question about assignment :;?fiﬁm

'#'“H"'MM““W#W“HW

3. Choosing Show All will display all messages from anywhere in ANGEL.

Adtion Search Source Filter

Camposs Message Shiow All E|
Options
- e o [ ] ! Frism Subject Lource ¥ Oate
[l Showr Unread Only Question
[Msroup by Source F & Mills, about Course: Intro 11:1' 148/ X008

' COurSe 13:11 AM
assignmeant

System Folders 12718/ 2008
[ Drafis 0O = Fride, Karen Late work Personal M AM
‘m-‘.#ﬁm.ﬂ\_w#'d- -_-.-—-‘-'-H“'ﬁ..“__#ﬂ, e ntis. =t

4. Click a message to read it. Note that there are options to Reply, Reply All, and Forward from this screen.

<< Back to Inbox
[_Reply__|[.Repiyall ][ Fomward_] action: | Delete v] [Go ]

Date:  12/18/2008 12:11:07 AM
From: Mills, Gary

To: Hill, Sanda

Subject: Question about assignment

Could you explain more about this week's assignment? 1wasn't sure where I was
————— e o R . sl .

1. You can compose a message when accessing the View Inbox screen or you can use Quick Message to
bypass the Inbox screen.

Course Mail
[ View Inbox g Quick Message
- View, read, and compose messagas Skip the inbox and start your
messags,
'_.] Unread Messages
Intro course 0 messages
Personal 1 messages

A

e &

2. On the next screen, click To.
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3. The next screen will allow you to add the recipients for the message.

Select Message Reciplents

L

Search:

Spurce;
Al @ Course Intro course (b))

Quick Saarct 4[:'
Groups Teams AllMembers A E CDEESHIJELMHEOFOQRSI UYMW XY Z
User Type Al course indracuals (Intro course]
[ A8 course faculty (533647826-442138811) Group n

|:| Al course indhcuals (§1384TA 24493388 11) Graup

[ &0 course students (633547836459338811)  Group

=

f

[ ancal |

QK C
.ﬂlx‘#’hhwmmwuﬁ - o PR

a. In the Search window, you can search by first or last name.

b. The Source window allows you to indicate which course is to be used or even a global search of all ANGEL
users, if activated.

c. Using the Quick Search allows for listing of all members, specific teams, or by initial of first or last name.

d. All users selected through searching will appear in the Users window to allow for the selection of the
specific recipients. The default is to list All course faculty, All course individuals, and All course
students. Check the box next to the desired recipient.

e. Click To to add the recipient(s). In this instance, All course individuals were selected.
f.  Click OK to finish.

4. Create the message and send it:
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[ Rimove &leded iedpien

Subject: |Meed weck ( d; Friarity

E2E

Thee assignmenits for nest week havse been posied

®

-
Aftpeh Fies to this mEssage [ (c i [ Send a copy to each recpient's Itemet &-ma

O Send & copy to each redpsent’s menkor i known
©

a. Add the subject.

Mor

@4 - 8470 GA-BGC-E-0-B-EE-[H=- E*{h'i:ﬁe'ﬁm:'ﬁri

send__| [ Sesbrea || Cancsl
iy e P R bk gl o At il b, w-ﬂ-“-q*‘l\.ﬂ\.‘.._h_w.‘ e T

2
j
L

|

b. Create the message. Note that the HTML Editor is accessible here for formatting and other options.

c. You can send the message to the user's Internet e-mail, as entered in the user profile, and a copy can be

sent to the student's mentor, if any.
d. You can upload an attachment by clicking the Attach files link.

e. Click Send to send it or click Save Draft if you want to return and edit it later.

The discussion forum allows students and instructor to post responses to a topic or questions.

A Introduce yourself

k=
e Pt Thamaded Yiar |
E.a—'l_l:lrn:ctnns i : Past an infroduction o vourself and then respond 1o at laast 2 other posis.

L] post Title Flag  Score  Autor Diate Posted *  Replies

= Karen's Introduction - Frida, Karen 12/145008 1

a. Click New Post to post a top-level post or topic.

|

Feating

.{E};. Repoits  Lbibies [l‘l‘.l@ LE} U_'} f@'l. rl.luau}t'@ I

havigate: 14| 4 [ pams il

-ﬂl -1

|t b st b |l i _"_'.__‘__._.._.4-##..‘*-...; et P e

b. The drop-down menu allows you to choose the type of view to display. In this example, Threaded View

has been chosen.

c. Navigation back buttons allow you to bring up earlier posts, based on the criteria set in the next drop-

down menu.

d. The drop-down menu allows you to choose which posts will display. The default is set for All posts; some
of the other criteria that can be chosen include Read, Unread, My Posts, Draft, and Flagged.

e. Navigation forward buttons allow you to navigate forward through posts.

)

Allows you to save the current formatting to be the default view.
Allows you to preview posts for printing, print the posts, or save as a PDF file.

g
h. Refreshes the view so that new posts will display.

i.  Directions for the discussion forum. Clicking the + next to Directions will expand the text area.

1. Notice that one post already displays. The + next to the post indicates that there are replies to that post.
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2.

To create a new topic/post, click New post.

[-] Directions &
Fost an introduction to yoursalf and then respond to at least 2 other posts.

News post

Paost title: @ |y introguction
A 'nfu'a&,@c;,yygygyiggg.@;.
i Tg - g~ Ste~  Fomat - Fort~  Size- %155~

Qhave been using ANGEL for about 5 years and Iam pleased to be able to teach faculty how to use it. My
ackground is in Instructional Technology.

Attachments (add a file)

= Advanced message oplions
[[] Send replies to course mail @ [[] Sticky post
[ save as draft [(oe not allew replies

[JHide post as draft until: Decsmoer ] 17 (] 2002 :][jl Pus [l 22 [v]
[[JHide post as draft after: oecemper il 17 i-l 2008 il Fll 8 ﬂ zx il

|etanzel |

R T M e N SIS Mmﬁ_._#u##"“—*

a. Add a title for the post.

b. Input the post. Note that the HTML Editor is available so that the post can be formatted and spell-
checked.

c. If enabled, a file can be uploaded by clicking add a file.

d. Advanced message options include having replies sent to your course mail, saving the post as a draft until
a specified date or hiding it on a specific date, making the post a "sticky post" so that the post is always
on top, and/or not allowing replies.

e. Click Save to finish.

If Threaded View is the display, the title for all posts will display. Clicking the blue + next to any Post Title
will expand all the titles at once.

[+] post Title Flag Score  Author Date Fosted ™  Rep
My intreduction -— Hill, Sanda 12/17/2008 0
= Karen's Introduction = Fride, Karen 12/14/2008 1
RE: Karen's Introduction - Sparrow, Salli 12/14/2008 0

\-*M ‘nﬂ*m.ww__“_ ot At i, I.t_\,‘,_*—-_”\-.#

To read any post, click the title.

~

y Tip: You can sort by any of the column headings by clicking that heading.
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<< Rgturn 1o Post List ([;

Thresded View |3 Navigate:

I

-] Directions &
Fost an introduction to yourself and then respond to at least 2 other posts.

RE: Karen's Introduction — Sparrowd, Salli

Hi Karen,

I have 2 teenagers, too - although mine are both girls. Iam hoping to teach online next semea
to use ANGEL.

@
Select one .V-IEl Rj’i"‘ Edit Print Email authgr Delete
R ot b gt '-._ P '-#..M ..H,.,,._,.,..m--ﬂ- e .

a. Editing options available for the post include Reject (if moderated will prevent post from being read by
students), Move to move the post to a different discussion forum if it was posted in the wrong forum,
Make Sticky to keep the post on top of all posts, Lock to prevent any replies to it, and Delete to delete
the post. These options are open only to course editors or moderators.

b. Links to Reply, Edit, Print, Email author, or Delete the post. Students have only the option to Reply,
Print, or Email author. If allowed, students may also be able to edit their own post.

c. The Return to Post List button will allow access to the other posts in the forum.

5. If the display is set to Nested View, all top-level posts are displayed, including the text for the posts. If there
are replies to a post, and the post is expanded, the replies will display as well. The options for editing and
replying appear under each post.

Maw Foat || Nested View  [w] & Navigate: ' | 4 | Aliposs

[-] Directions ¥
Post an intraduction to yourself and then respond to at least 2 other posts.

[+] Fost Tide Flag Score  Author Date Foste
My introduction = Hill, Sanda 12/17/200

I have been using ARGEL for about 5 years and I am pleased to be able to teach faculty how to use it. My b

Technology.
Salact ana [ | Eeply Eddt Frint Email author Delste
El-Karen’s Intraduction -~ Fride, Karen 12/14/200

% This is my first time leaming about ANGEL. [ have been teaching English for 10 years at a community colleg
teaching onling. [have a BA and MA from the University of Michigan. I live with rmy husband of 24 years, 2

and 2 birds.
Salact ona 'v. Reply Edit Print Emall author Delete
RE: Karan's Introduction = Sparrow, Salli 12/14/2

LR A — MMM#_A.MMH“.FMH_ﬂqM T —
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Tip: To view posts in an unthreaded manner, select the Search View and press the Search button without
entering any criteria. All posts will then be displayed unthreaded and can be sorted chronologically if desired.

The Roster tool, within the Manage section, enables you to add, edit, or delete users in a course or group. (Note
that institutional policy will determine the functions that are available to course editors.)

If available, you may be able to add a user to your course/group. This might be another instructor who is team-
teaching a course with you, a peer reviewer who is observing your course, or a new student.

1. Go to Manage > Roster > Add a User.

SOMS Resources | Communicate Report Automate Manage

o Management Console

Edit Page

(e TS Roster Editor

Gradebook :. ch Enroll Export Prink Roster Symchronization

oh crri -
ROar Rostet Search
eraclererd | | Search | | ExitRoster Editor |
b e S ea——

There are currently & errolled users,

Mame Login Mame Rights
edit | peiete | []Fride, Karen  kfride Student
edit | pelete| [ Gionani, Anne agionani Student
Edit_| Delete | [CHill, Sanda shill Course

ool Qs Cap et Qroiln e S

2. Enter the last name into the Account Search field and then click Search. Select the name from the list.
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Add a User

To enwoll 3n existing umer, search for the uzer by entering the user,
account does nat aleady exist for the user, click the “Create MNaw

Account Search

Iingraham I Search H Cancel I
Results of search for “ingrabham"

Tha following accounts match the information ywou spacified. IF the
the wzer,

Select 1, Ingraham, Dinah (dingraham)
E-mail: dingrsham@angslu,edu

sl --.""-'—--\..-_.,*" "n.r“m“'"—'\-‘

3. On the next screen, choose the rights and title for that user from the drop-down list. The default for both
Rights and Title is Student. In this case, we want the user to be another faculty member within the course,
so the Rights and Title have been changed to reflect that.

Enrollment Settings

User Settings | Permissions @

User Settings
Login Mame kfride

Rights Student M
Title Student [i]
Hidden Mo [v]

Disabled (Mo, @

Mo

ify user of account c

~ ol * o . --_*—--N*rﬁ-ﬂu - .

a. If setto Yes, Hidden will hide the username from students and it will not appear within Course Mail,
Course Roster, or other sections in which students can see member names.

b. If set to Yes, the Disabled setting would keep the user on the roster, but the user would not be able to
access the course.

c. The Permissions tab allows for the some of the rights for the user to be revised so that the user would
not have all of the default rights of a course editor. For example, the user might have all of the usual
course editing rights except the ability to access the Gradebook.

d. Click Save to finish.

To change the settings for any user, click the Edit button next to the username within the Roster Editor and then
make the changes on the screen shown in the following figure. Click Save to finish.

Copyright © 2009 ANGEL Learning. All rights reserved. Page 89 of 94



Roster Editor

Add a User Batch Enroll Export Print  Roster Synchronization

Roster Search

| [LSearch ” Exit Roster Editar ]

Thara sre currently 7 ereolled uzers.

Name Login Name Rights
tdt | peate | [ClFride, Karen Ifrida Stude
oL betel L6 Enpoliment Settings
Edit_| Delete | ] H

et | pete] I [user Settings | Permissions
Edit | Delete | [C]M .

User Settings
ta | ete] I8 | | oo Name kfride
Edit | Dwelete |:|'I|II Rights Student 1]

Title [ Student «] [_Other 4

[ Delete Selected

‘Mw

From the Roster Editor screen, click the Delete button to delete any user from the course. If you needed to delete
several users, check the box next to each user and then click Delete Selected at the bottom of the screen.

Roster Editor l
L

Add a User Batch Enroll Export Prink Roster Synchronizatiol

Roster Search

l Search [ Exit Roster Editor |

Thiers gra currantly 7 anrclled users,
\ MName Login Mame Ri

kst | pelete| [Fride, Karen kfr ide g
st | pelete| CGionani, Anne  aglonani S
_eat | petets| [CIHil, Sanda shill c
_est | pelete| [lingraham, Dinah dingraham  C
_eat | petete | [Cmills, Gary gmills 5

=1

=

est | petetz| ClSparrow, Salli  ssparrow
Est | peieiz| [ winkler, Rick rinklar

| Delete Selected II Exit Roster Editor
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ANGEL allows different levels of access rights within a course or group. Many of the content items and other areas
within a course or group can be restricted according to the access rights granted to your users. You can edit the
rights of students in your class via the Manage > Roster > Edit User tool.

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 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 authenticated 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.

Student. Most of the enrollees in the course will have student rights. Students normally have access to the
course, calendar (if used), lessons, resources, communicate, and reports sections. They have only access to
their own grades.

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.

If the course assistant has responsibility only for a specific group of students and not the entire class, you can
restrict them to only grading students within that group.

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.

If you are teaching several sections of the same course or want to copy all the course content into a course shell
for a new semester or school year, you can do a Copy Course. You must be a course editor within both courses.

1.

Within the new course, go to Manage > Import Console > Copy Course.
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Coursa Flles Managar
Manage Course files

Backup and Restore
Backup and restors ¢

Import Console
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2. On the next screen, choose the course that is to be copied from the drop-down menu.

Import New Course Content

Import and copy corderd hom your computer o the courte

Select a content type to import
Content Packags
Tmpost cortant om an ANGEL backup, WebCT™ ssport, Blackbowd™

Calendar and Announcaments
Import calandar entries from » test e (compabible with WebCT™ calw

Mastsr Course
Irslisioe the courte 0N & masher Course terrplste
Copy Conyrse

irstadas the courte based on ancther course or group in which you we

Import History
Eil Name

Course Copy

Copy all of the contents From another course or group into this cour

CourzeIntro cours

Source Course,/Group

e [v]

—Backup Cptions

Mreplace all e

Mlaackup courses before import

content

[ ca [

Cancel i

© A St s, ptts i ctibnn AR ok, s

It is a good idea to keep Backup courses before import checked. You may not need to check Replace all

existing content if the course that is being copied over has no content within it.

3. Click Copy to finish.

You will see a confirmation screen that tells you that the course is being copied and that you will receive an e-
mail to the Internet e-mail address specified for you within ANGEL when the process has completed.

Copyright © 2009 ANGEL Learning. All rights reserved.

Page 92 of 94



© Course Copy

Copy ol of the confents froe snother cours or group inba Bhis course

The course Cogry I8 prOCessing. You may browse away from this page while this comtent s copied.

‘Wour content will be processed in the order it was submit ted,
An email will ba sent to shill@sngelu.=du when your contert has been processed.

4. Once the course has been copied, the Import History screen will display a record of the import.

julery LIANER

Intishes tha cowrse beoad on sncltar coune or grous n e you e e edior

Imnport History
Elle Mame Sk \mporied by Qe Imported Salk

BIIET 101564 THLI6TT 209 10 BEED Hill, Sanda 12116/2008 728 AM o OF (detsils) Rer (gt it ket

I ot R sl e e O oy it o, s, f b e B ki

Good practice dictates that courses need to be backed up on a regular basis. If content is accidentally deleted, or if
other data is lost, it can be restored if a backup is available. It can be restored only within ANGEL; content cannot
be accessed if opened outside the ANGEL environment.

Illllllj
Video .
Video: "Back Up a Course."

When should you back up your course?
e After adding content or grading assignments

e Before deleting content

% Note: Your institution may set up a schedule for automatically creating backups.

1. Go to Manage > Backup and Restore within the Data Management component.
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3.

be Settings

Data Management

ral Course Settings
bdify s=ifings such as file and URL for this

et

ke Theme Selector

N

L T Wy

=]

Course Files Manager
Manage Courss files
chup and Restore

Backup and restors co
=

On the following screen, click create new backup. The Scheduled Automatic Backup would be set by your

administrator.

Backup and Restore

Mznage backups, creste 2 new backup or restors cou

Your Backup (create new backup)

Mext Backup: Mone Scheduled

There is no completed course backup

Scheduled Automatic Backup

When finished, the backup information will display. You will have the option to download the backup to your
hard drive or removable media, which will add an additional measure of security for your course data. If you

ever need to restore a course with the most current backup, click the Restore Backup button.

Your Backup (create new backup)

File Size: 59247 bytes

Date Created: 12/17/2008 11:30:07 PM

[ Festore Backup ][ Download Backup

Mext Backup: Mone Scheduled

] 4

Scheduled Automatic Backup

v apa s g A ne
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