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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

Tip: A type of note that helps users apply the techniques and procedures described in the test to their
Fl 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.

=
P Reference: Refers the user to another source of information.
.
A Caution: Advises users of actions that could potentially cause problems.

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

\\\\\\\\ Video: Brief tutorial videos that illustrate the current task.
V777777

Yideo

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. com’ 2 ifref1/index.htm

. f
;\_“ Contents | &% Search

®@® X

+ @ Instructor Reference Guide

- @ Instructor Quick Start Tutorial < @

- @ Downloadable Guides ‘.\ @

[+ QSchool Resources \ AN G E L H elp
O

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

Heme > Instructor Reference Guide

ANGEL® Instructor Reference Guide e =

* Search
A oA A S oL e THEDAST AR iofoamsoquishinhe ANRFLS 7.2 Holoem

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.

R W N -

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 ate

All questions
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).

Display Settings
Display Mod /
2

o
7=| New Assessment
Settings: @ Normal O Advanced

Content | Access | Interaction | Review | Stand

Delivery Settings

Help: Display Mode - Windows Internet Explorer |Z||E|E|

& | http: ffIFE74, angellearning, comHelpfContextHelpServer, aspxrtoken=assessment _dis ¥

Display Mode

Sets how the assessment is viewed by users:

Date Enabled F |Januar\,r " | | 4 VL
) o All at once: All questions are displayed on a single page.
Date Disabled O ey B[+ ™, _ aue leplayed o gie pag
o Question Set at a time: Questions are displayed one
question set at a time. The user must click the Continue
Display Settings button to view the next set of questions within the
Sl T assessment.
isplar
£ @all ?'t ElnEs o * 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
) Question set at a time the next question.
Questions displayed one question se + Show question titles: Question titles are displayed with the
O Question at a time question text.

Dizplay questions ane at 3 time,

[show question titles

) Improve this Help Text Close
Question Set Defaults
Crandomize the order in v =
Done G Internet L 100% -
[ |Randamize the arder of SrromesmemT /g
el e T N S S e ﬂ—-..—*--**-u-..___’-—#t_"ﬁa-_.._,rj,

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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S

)Illlllj
Video . . -
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.

\\\\\\\

p

Illlllj
o Video: "Navigate the Home Page."

{ - . > .
| Courses (1 i Course Mal (3 ‘ My Announcements (6 )
[ Fird & Covrse Wy View Quick There sre no new snnourcements.
26 : Inbox ﬂ Message
| N | Ve read, and Skip the inbox snd -
Community GrouDS (a composs ressagas  dart youT Message, Public Announcements ( 7 )
[ i * Yew! Pas Preseat Al | Som Dessendng
‘__l Unread Messages There 2re no new snnouncements.
All 0 messages

Event Calendar

Thars are no svents for todey, In the Newis
Public Surveys

= d -~ | Public Forums
Toolbox 5

Bockmarks
Keap » parscraioed Tt of bockmarks
for aavy sccem 10 your fvorte ste

) Public Information (8 ’
Today's Cakendar Q_

Files
Ughoad fiss for aasy accass from
arywhars,

Calendar
Kaep track of important perscral

everts,

AR I o o A0 anh gbern i A Aot S sl I AN A, gebmniny, |

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

1. 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.

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

w

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.

© N o u b

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 (LORs) 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

expand o collapse
@ course

+| M Lessons

& Resources
&] Communicate
wy/Report

© Automate

& Manage

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.

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.

Home Course Lessons Module 1

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 Y RSO

i Course ] Calendar Lessons Resources | Communicate Report Automate Manage

"‘“"‘-‘I‘&,g_r o Mttt - et 00 ca et

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.

0 Pharmacology BY
Edit Page Refresh
- 0" &
Activity at a Glance v Course Announcements
View: Past Present All | Sort: Descending
Logons Mail Messages Tuesday, October 30, 2007
200 200
@ Welcome to the Pharmacology Coursell
100 100 /A\
Course Mail g
ol | | ol I /5. View Inbox Quick Message
Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th - View, read, and compose messages ! Skip the inbox and start your
message,
Discussion Posts Submissions W
200 200 __) Unread Messages
Pharmacology BY (900) 0 messages
100 i 100 —
Grades @
0 - < 0
Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Chapter Exams 76%
Research Project 90%
, /2\ S
sylabus { ! Participation 94%
Homework 89%
Course Syllabus Last updated: 1/2/2008 2:20:06 PM - Refresh

A It e Pttt A s I S s A ittt s M SN I o

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) b
Add ' 1 ! Format: List Grid View: Day Week Month Year Previous Next Today ’
January 2009
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 :
02:00p ANGEL 7.4 Do j
4 5 6 7 8 9 10
10:00a ANGEL 7.4 Dot 02:00p ANGEL 7.4 Do ‘
11 12 13 14 15 16 17 !
10:002 ANGEL 7.4 Dot 02:00p ANGEL 7.4 Do
18 19 20 21 22 23 24
10:003 ANGEL 7.4 Do¢ 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
Public Entries @

Team Entries
Personal Entries

e e e P o IR i it D QR N s A o g AT St i, [ g g

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.

\'{ Lessons @l

Add Content Rearrange Reports Utilities Preferences Print My Notes | Previous Next Index

‘ Syllabus
‘ Credits and Acknowledgments

| Before You Begin

P

| Instructor Thoughts

Audio Glossary
Pronunciation Audio Clips

1 Course Lectures

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

{ |Chapter 1: Orientation to Pharmacology

J, Chapter 2: Application of Pharmacology in Nursing Practice
J

- o S S e, 2B A 4, AP aet MG N _*r‘-‘v’« P P TP UURPLoy ~ SIGpamy ~ S PG
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.

9 Resources !

Ech Pape

[Sylus L | Cotrse Rescurces Q;
Thvors a0t %4 Bockomer ks 46 dapla

No Syllabus s bockmarks tu daplay ’

(2 'L Institutiona Rescurces S
Wikpeda

Search
@ Wikipacia OWiktionary O Wikibooks
Seacch
‘ Fuli-bed Search
Googe @J
< Search
GO& )8[6 ‘ Seasch l
e Y A e ——— e L R

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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Video

| Video: "Upload a Word File as a Syllabus."

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.

U Communicate

7 kgj e @J

o
._| Unread Messages

1

View Inbox Quick Mossage
Vesw, raad. aned corpane *‘J;’--rh::n.i".'.»/
iy reriege

There sre no ofcs Moo sess ons schachubad

Nt s A I e S ol titetds At bt Ao, gpi—an __’,)

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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‘g Reports Console

Report Settings | Saved Reports \

Choose Report
Category Report User(s)
[ WhoDunit v|[LastLogon [Alusers v

Configure Report -1 Collapse
List users that Lhave not ¥ | logged on since | 14 days ago 7"}5.'.

Select report view | Table v [ PrintPreview | [_SendReport | [Export | [Save] [ Create Agent |[ Send Mail | |

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

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

Name Days Ago
7:.‘..‘...;‘ gl 'NoﬂDat'a
S, 2Bt _inditen | 24
Sada, A aia 24

B S o &u,‘,—-‘a‘..b..,.__.‘,.,w- -"-»M\’o-‘b—k- ?'f““' N\M

% 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 New 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 N/A NfA NfA
At Risk Students - Content Agent On grade successful 5/14/2008 3:50:16 PM NfA
Cleanup - Content Agent on view successful 12/10/2008 1:21:47 PM /A
Complete Chapter 4 - Content Agent On grade successful 12/12/2008 3:42:27 PM NfA
Homework Message - Content Agent 0on submit successful 12/12/2008 3:40:04 PM N/A

o gnn i RS P B A o AN B il et Al b e gt
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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a Management Console

Edit Page Refresh
D 3) %)
Course Management U) Course Seftings g Data Management u
Gradebook General Course Settings Course Files Manager
Mznage both on-line and off-line gradss for this course Modify settings such as title and URL for this section, Manage Courss files
Roster Course Theme Selector Backup and Restore

Manage enroliments and rights
Teams
Manage team enroliments and settings

Attendance

Tzke attendance and review sttendance information

Change the colors and fonts used for this section.
Tab Settings
Control which tabs are displayed and where thay link,

Environment Variables
Edi advanced environment varizble ssttings,

Backup and restore courss data and files

Last Backup: December 17, 2008 02:25:08 PM (114.4 MB)
Import Console

Mznage content from the content library or a file

/' 200809- ANGL-docs-ANGELDOC- A zip imported

successfully

Mail Settings Export Console

Edit course mail settings.

..Course Theme Seleaor(Z)

Theme
| (Use Defaut)

Manage content for backup or distribution
Data Maintenance

Remove old Jogs data and submissions
Date Manager

[ Usethistheme | [ Theme Manager |

Change the date settings for all content associated with

this course

Keyword Manager
Change the keywords for all content associated viith this
course
Assessment Question Bank Manager
Crezte, edit and manage assessment tems
Survey Question Bank Manager
Crezts, edit and manage survey items
Rubric Manager

Create, edit and manage grading rubrics

i e Y T S
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

11

Video

! Video: "Set Up the Gradebook."

2. 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

4. 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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Click the Settings icon (|£]) on the Courses component
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 lsl of Bye course for which you sre currantly » meecbar, To prevenit a cowrss from being
deplayed, deselect the chackbox next to the course

¥ 1ntro course [Desanled]

Advanced Settings

Group By [COsemester [l camgory

Also Display [“IRrole D".afag:ry Otrstructor  ClSemester
Tasks Flungraded [Fmail Flross EMiestonss ETasks
[show Disabled B ve: ONo |

The course is now visible on the Home page. Notice that the course is designated as [Disabled] and also

3.
displays the role of the individual.

[ Courses

Find a Course .
Olntro course */
[Disabled] Role: Faculty

B T W"“N

SN

)////l/]
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 I Manage ]

Course Settings 1]

General Course Settings
Modify seftings such as title and URL for this

secton,

Course Theme Selector
Change the colors and fonts usad for ths

---w-.»w.w*
Click the Access tab and change Editors Only to All Members and then click the Save button.

2.
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Course Settings
Intro course

Course | Access | Enrofiment | Standards | Objectives | Advanced
Editars Only

Ediors Onl

S
1111004

Video

! 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.

N
11T

Video

! Video: "Edit Page Components."

Courses N j
i)
\F"d‘qﬁ@mm..m\.‘ Sy e rww«d\ s.,,..»-m Y

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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NS

777774
Video

! Video: "Add a Course Announcement."

@ 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.

] 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.

] 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
Announcement Settings
Announcement

3 A®- B LU - QL-E(I-S’-D-Q'(Q}
T =1 -E]E - Ty By~ Stye~ Fomals Fords Sige~ % 5 -
Welcome students! b -~

Ploase bogin by reading the Syllabaes, 16€ ated in the Resowe ces soction, amd then complete the
Oriomation Module in Lessons,

E »V
Start Date @

January  [5e] 10 (], | 2000 [w][T [PM 04 [k 35 ]

End Date
February ™14 | 2000w ju FMO04 wh 35 v

Sequence

Default | »

Section

£33625470064334890 | [ Other |
User @

Everpone ¥ || Cther |

-m&‘m-h-.‘"~w»w- saatade .r"“‘“\ e u»..J

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 u &

Enter the end date and time when you no longer want the announcement to display (d).
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8. 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).

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

11. 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.

TTEAT

.

l Course Mal J Course Arnouncements ’
View Inbox Quick View! Pt Prasest Al | Sos: Duicanding j
\./ Wew, read, and __" Message Thursday, January 8, 2009
tihapasd Skip the inbax and ael ’
mesaged L @
I & Welcome students!
ad Unread Messages Please begin by reading the Syllabus in
Intro course 0 messages the Resource page, and then complete
the Drientation module in Lessons,
5 N~ e e T L e Seere~—

A syllabus can be added by using several methods:

e Upload a syllabus document in Word, RTF, PDF, or HTML format.
e Link to a syllabus on another website.

e Use the built-in syllabus template.

e Create a syllabus page using the HTML Editor.

S

11

Weo | \sideo: "Upload a Word File as a Syllabus."

You may add a syllabus by going to the Resources Tab and clicking the Settings (ﬁ) 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:

‘ﬁSyllabus i
No Syllabus

Syllabus Source

MNone
External URL
Upload a File

e 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.

Syatnis Editor 1

(e (Cancel]

General Information }
Haading i

Irtsoduction s ANGEL }
Karyoroetis
ANGEL on eeriyt oo introductian 1

Faumy Information . i
Namo by

Bardrs HI
titw

Aanistaet Professar

Fome Mhone HTML Editar
Mescelaneous

e e

Exaums

e Fox

APt e P

HYMLEd &

L e aad T e g gt AR o b,

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

Lntroduction to ANGEL

Instructor Sandra Hill

Titk Assistant Professor
Office Phone  Ext 0845

Office Address Bulkding 7, Rm 104
Office Hours  Mon -Wed 1 -3 pm

E-mail shiliangaiu.ad
Location Online

Start Date January 12, 2009
Course Credits 3

Required Text

An Introguction to ANGEL, D. Dillow; ANGEL Publishing 2003
Course Description

This coursa will ensbia new ANGEL usars 10 (raate a course I A
COUEROLICCHINNE e tthn, | oot apatriten .

If Upload a file is selected, the screen will change so that the syllabus file can be uploaded.
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| VSyllabus
No Syllabus

Syllabus Source

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.

U’ 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 Contert
2
Cre[é‘te an Item
Folder Page
' Croate 2 new folder to organge your content. Create a new page Of content from scratch
Link File
@ | Ceate 2 URL to Wk to a docurment on the Word bl | Upload Zo, we 183 and m
Wae Web from your comg
Drop Box Game
s~ Create 2 drop bax far users to subme fies ar Adds a crossword puzzie or qua show conte
ePortfoio pudications, tem,
IMS/SCORM Package Discussion Forum
“ Adds 2 reference to an IMS/SCORM content f" Adds a gradabie Dscusson Forum for colzbo
padiage or Q& A,
Blog wiki
/? Adds 2 blog page where 3l usars can post ! adds 2 @ where ysers can frealy act
others po

s . A B A e B oo ‘\__’_’MMM'.—-A s

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.

’ Content 1 Access Standards :AVObjeictivesr.‘A Automate Assignment

@- Q@ @ Q@ @

T s P P~ R . ,‘*’;‘*"W“‘ T

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.

RS FEDY A ﬁ’—* . ‘Fr".W'*"

Content } Accessr Automate 1 Assignment

Page Settings
@ cantent tem T
(b) |Content Item Sub Title

]

5. Click the Access tab and enter applicable settings.
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| Content ] Access | Standards | Objectives | Automate | Assignment |

@ e Tracking  [Disabled I |

&ccess Tracking

View Restrictions

iewable By Students v

| All Teams ¥ |

T

Save | [ Cancel |

’YY’A“‘ s e I DI Sct oife A2 e, R 23

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.

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.

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.

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

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.

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

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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Mikstone Settings

Settings: @ Normal O Advanced ‘
Content  Access | Standards | Objectives | Automate Assignmeni

@
Itern completion | v

@ﬁ January v 12 [~], [2008 vi i
@@ January  »| 17 (sl 2008‘v3; }
3

Gradeboc Sattings -

(New Assignment) v@
[Gerar]v]
wo [

First submission | @
Course Default v @

R

O .

.

[ Saveﬁcel |

PSR “M\*’Wd‘“”\.m W_M‘*‘~ b a2

a. 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.

c

Set an assign date.
Set a due date.
Select (New Assignment) in Gradebook settings.

Select the Gradebook category appropriate for the assignment.

oo a0

Designate the total number of points to be awarded for the assignment.

Calculation Type is usually First submission for content item assignments.

o «Q

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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Video

Video: "Create a Folder."

In this example, we will create a folder to house an orientation module.
1. Within the Lessons page, click Add Content.

2. On the next screen, click the Folder link.

Lessons
Add Content

Create an Item

| Folder /

. Create a new folder to organize your content,

s

Link : File
“ Create a URL to link to a document on the World ket Uplo
Wide Web,

fr

i \«..Aa‘a-\.*_‘w__ ' » _‘A**‘r.'
3.

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.

Setkings: O Normal ® Advanced

‘ —— :
Content | Access | Standards | Objectives | Automate | Assignment |

—Page Settings

le Rﬁ Orlentation Module
: Due January 19

—Link Sattings

Sk, P AN Antn ot AN s e

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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Students |

-t

26 (v

O [Novemper (] (20 [, [ 2008 )] [PM 05 :

[0 [Mavember [»] 20 (x), 2008 v,3 PMO6 wk 25w

EoSF Rpd by e

Course Editors | w

Coursn Edtors | v

O O O 0

O O ]

L ATAS SR LT Rl U AL VUit WPAR TG 107 SUTAY Vi % AT Ae LR r TTAR Tie, 1 S ST ML ET, LI THTIT A B 147 ARAT 10 U0 TURRT TIUT & AT, o nniTe.

'*‘-w-_.'whwn.&-mc,“w.ﬂ‘” e A

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
Due January 19

Add Content Rearrange Settings Reports Utilities Delete

. \w-\-..“.‘m.‘mmwm

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.

NS
1111211
Vi

“ | Vvideo: "Add a Page Item."

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

Orientatign Module 1
D Jauxy 25 ]
A Condar? "Roartande Settings Radorts LLEWs

Dadat

Add Content

Create an Item
Folder

Create 3 naw foidsr 1o organize your content

Page

aate a new page of content fram scraton
B e e O B ~M. —— o w‘“"»"“"

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
sottrgs: @ Nomal O advanced

Content | Access | Standards | Objectives | Automate | Assignment |

—Page Seftings
Iitle ‘Mode Instructions

BU-@8-RG-X-0-8-
= - Ta- O Syl Fomats Fowr Sees ¥ 9 -
For this module, you will need ta!

1, Send a madl message to the rstructor of this course.

2, Invoduce yoersalf o your classmates by posting on the Introductions Discussion
Forum. Respond to at least two of your classmatss’ posts.

3. Writera paragraph about your goals for this course and submit $he paper Into the
Cr Crop Box|

The page is now added within the folder.

mmmh
Dum Jevaey 19

AN Sortuss Savenge Sexey Reperrs WIS

 Modksie Imtructions

~ Module Instructions
Settege Faporte tBtws [abots L]

For this module, you will nood to:
1. Serd s madl mesmage to e nsnuctor of Bes course.
2. Prodce yourse! 1 poor clysmyles by oY on P Mtoduetione Dacusson Forum, Reepond 10 ok laset two of jour claszmaies’ p
3. Writs o paragragh sbout pour goak for e course and SO the papee KA the Crentaton Drop Box
4. After reading the Sylabus (ocatd N te Resources page), take the Orentaton Qui

e PP e, PP O et g NIt . T AN, ity iyt

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

))IIIII

Video: "Add a File Item."

1. Click Add Content and then click File on the following screen.

Copyright © 2009 ANGEL Learning. All rights reserved. Page 26 of 94


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

2.

r__:' Or

S Conkent

Module

Due laru -

yrangs Settngs Secorts Utibes Delete

Modh

de Instrictions

Dus
R (YY)

Janary 139
Content

| Orientation Module !

-w,w AN TN AR At T o A e A

Create an Item

" Fokder Page

L-~ Create a rew fodder to organioe your content, Cxeer?z of conrent from soratch
Lirk File

‘ Create 3 URL to fnk 13 3 document on the Word H Lpload 2o, Word, Bxoal, graphic fes and more

Wide web, from your computer

at AutoDetect.

Upload

a File

Lpload Form

CADacuments and Setings'BandraHN | Brawse.. |

Instructions: Click "Browsa" to lacate the file then click "Upload File* to add it 10 your contert,

Title
ANGEL Frequently Asked Questions
File Type

AutoDatect [»]

L

m-,ww.”

On the next screen, browse to find the file, add a title for the file, and then click Upload File. Keep File Type

If the file needs to be opened within a specific software program, such as Microsoft Word, a download screen

will displ

ay when the link is clicked.

! Orientation Module

Due January 19
Add Content Rearrange Setbngs Reports Ltilities D

Module Instructions

ANGEL Frequently Asked Questions

£

W ANGEL Frequently Asked Questiors i
]

SRy Nepers \Mi Seety Bet VySewe | Bewag

170 0gu0d) M4 Con Do 3000eed! g e Ik tolow

Frovpenthy Askod Duestoms doox

WnlM.Tosbp&!&r\anw-eywmmuhﬁabaue‘
10 Qomriod e M0 10 pO O COMEUES, ANLOCR TN 00N Il i JORCT “Some "ot 45" Or “Siae Lk ™ YN 0 20000 Mir, TO 107t 50 v 1w
P Foem e Qe caten), Aat Mok S oceton ik

M thers
Toaowndond the fe 10 sour own Comune, Jch and hokd the moLeo LUmon on e SCIon Ik, T soect Cooy unk m D or “Save Lk 8™ Y00 10 poowe
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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.

\\\\\\\
i
Video

1. Upload the zip file.

Video: "Add a Page Item."

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

Default Fle

File Upload Successful

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

| indesx kitrnl

[v]

Extract Files

s lﬂ-m.“ MM*W

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

Setey Reports Lies Dedste

Wl Saving as a Word file

:

B "'“"‘"'W oAl

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.

€ Uniiled Document wps  Microsolt Warks Woed Vrocessst

Fle ER Waw Juar Fomst Took Tatke Heg l
DeEwm &R A0 QESW | o
Tevws baw o |30 o B0 nlu EEIWmEE 2N

S This is a "paper™ written in
Microsoft Works,
To save it as a Word .doc
—

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

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

“mw‘.—. PP SRR

3
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Orientation Module

Due Januany

Add Conte?

learrange Settings Reports Utxlitlci

Orientation Module

Due Januay 19
Add Content

Create an Item

Folder
< Craate a ney

Page

f to organize your content, Create a

Link File
e Craate a URL to lnk to a document on the World u.J Upload Zi
Wide Web from yo

g ‘~-‘<\-,~*\\¢"*M~M‘~--y .M‘ TRV r—.—‘«nw

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.

@ New Link
settings: @ nioemal O advarced

Content | Access | Standards | Chectves  Automate | Assgnment

ANGEL Laaming

Q New Windaw %! Mno barner
(2 i‘htu)l",'www QAEITING.COM Erowse

save) [cancal ] ——
S r,_“_',.,,‘_’.--..u‘p‘\w...’.us..““‘ *\*.’ww

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.
NS
17777774
Video . i
! 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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Reference: See "Using Grading Rubrics."

1.

3.

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

Settings: &/ Normal U7 Advanced

Content ;;Acc&ss Submission || Review | Standards | Objectves | Automate

Orientaticn Drop Box

t Due Jaruary 19
‘ aB-BZ71-98-QC-Z-0-8-
S -[E|E - Ta- M- syl Fomar Fotr Seer W Z -

Submita cr»a:[pxaqraph paper listing your goals for this coursa.

. - ~

The drop box settings include a Submission tab.

Setbngs: @ Normal O Advanced

Lo st A D, "‘“Nﬂ- fun

a.

Content | Access | Submission :VReview

Submission Settings
ek swisies T G
— Enabledi]@

(Enabled (] @R@

box. The range is from Unlimited to 10.

Max Submissions allows you to set the nhumber 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.

c. Enabling Attachments will allow students to upload documents as attachments.

Review is another tab specific to the drop box.

Copyright © 2009 ANGEL Learning. All rights reserved.

Page 30 of 94



- Orientation Drop Box
e Januay 19

bettings: & normal O Advanced

Content | Access | Submission  Review  Standards | Objectves

Noemnd - users see only their own subrmisslors
Paer Review - dl ussrs see 3l submissons

tx.‘N.M-_MA..\_‘,’_-‘,*w_MM._‘
4. There are three User Review settings:

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

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

% 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.

5. 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.)

Copyright © 2009 ANGEL Learning. All rights reserved. Page 31 of 94



Milestone Settings

Task Type Item completion (¥ |
n Date [ [November [se] 29 (], [2008 [w][7]
Due Data Janwary w19 ], (2009 E

— Gradeboak Sattings

Orlentation Drop Box ||

— Supplementary Evabuation

Supplementary | No Supplementary Rubric In Use [w] | Pr,e.\{te.gl

add another Supplementary Rubric

| 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.

SN

)Illlllj
o Video: "Add an Assessment."

1. As with other content items, begin by selecting Manage > Add content > Assessment.
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Blog Wik
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roErdm oy corfert ke RSN agpeusirs v

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.

Sethings: CWH‘i@M(WEd L

Content | Access | Interaction | Review | Standards | Objecties | sutomate | Assignment |
—FPagn Settirgs —

Onentation Qu
Due rury 19

™ R B -IIH-JS'C~I—D_-B-
JdsiE -lElt » Ts» %> Sylev Fomair Foks Sees ¥ 7~
The fllowing quiz will cover informatily from the syllates and from the Crientation Module, Be

sure that you hawe deabled any pop-up blodeers 10 be able to take the quiz, You will not be
wlo to access $w quiz after 11 pm on January 19

U g AN B e O o S

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

View Rt ictons

O
L Studlerts _~r_]

Al Toarms [y
cowe (@ O Garnary el 4 Tl 2000 [FR) (am 11 1l 25 ()
(b)) & vy ()19 ), Fi IR v 11 ekio0 )

— Edit Restictons

Course Editors | » |
Ls i=hie by | Course Editors (v

Internet Secur ity

- diable nght-cick, pent, etc, 7_} [}
Note: Madium sacuity megsures aa not 100% effactive,

VAN g et e A - e B e

e -

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:

None. No browser security imposed.

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

100% secure.

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

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

o

-

@ ¥ daruwy  pe] 12|, | 2006 ;e PR AM 0B ) 00
‘b! Y] Tnuwy vl 19wl 2008 » 3] PM 11 k00

2/ AR at once

‘ C ) M questions sre dplayed in 2 smple B2 on 2 Inge page

QUEShoN 98t ot & e

eshers deplayed one Quethon 3! o » line

QUERhON at & time (\'

Dapley queturn ore # 2 lvw

| Show question ties

(d Q |Randomize the order n which questions e delvered

|Randomze e order of aach uestion's answer aptons
Don't alkow Dacky ack
Dplay feecback after oach question

COrrect awer must be seacind before et guestion |8 prasented

R

IR SRS - LRS-

S— Y

Mw.wmww

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.

a time.

for each set.

Question Set Defaults include the following:

Randomize the order in which questions are delivered

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

&
% Note: Questions in an assessment can be grouped by Question Set with different options configured

Randomize the order of each question's answer options

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)

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

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

et &]IF score Is above % deny additional attempts

Attempts Allowed |1 X @
i &) plow, but issue warning [+ ]

¥l show save button ('h)

Q‘l Make submissions anonymous

(i)CWMmmd

®Limitto; 30  minutes

(k)
O No warming

®wWarn |2min |v|before time expires

1
:.’%Dmatv:a“y submit assessment when time expires

T T A"y ?r.:mm-:;:,::;.‘. gy ,’,,.__.,.' et

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.

I.  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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QL Review begine days after | Assessment duabled »
Review ends days after review begns
2 CIRestrict review untl all questions e graded
< M Assessment completion. v
@ Floveratiscore EiRightor wiona &lquestion text BUser response
FlFeedback xt & Arswer key “lGrader remarks ¥ Points possbl
“IPoints awarded

"
W

save | [.Cancal |
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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.

s

- Onento!lon Quiz

1

. My Noes Prea ‘
yores 2

Instructions

This Sscatsevant i worth 10 ponts

Mazimum rumése of sttampts: |

08 el

nE mm s o ahable

maton fram r-—».tn» s from e Or entation Module, Be
£ dlockers o ba 30 o e e quiz a wil et e 3Dk o
19 ot 11 per

me km i 1 Mt L

bz {

w&,.. y\- ' NPT e s R e P *"P“-.I""“—_‘j
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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.

S
1111004

Video

| Video: "Add an Assessment Question Item."

1. 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 3
attins Asoirts Lstes Ledels Pk M Mot v W

Assossmont Cltor | A2 3 Glwrco 1
A0d Queshon Sat  Freview Seactanicaon e Lo 7] Crag ' arop ecabivd

Question Set: Questions 3

Ly Dueston Configure  Sodect

A Quersti
THice 0 Uity 7O QASIONS 1 OV Insitamient TC M QUINOrs % Bue Ittt Cick $e Add Quinton irk

Wipew. TO 400 e nave o oy Lhttingl for this Quinition o, ¢lek “Corfigre” {

A A A, kP e I S AP A TNt AN Attt —w-—-.-r‘-"“j

2. Select Configure to apply options for a question set, if needed.

Add Question Set  Preview

‘Question Set: Questions

. : ) .'s..
Assessment Editor | At a Glance | 3

&dd Question | Configure |Select all Delete Question Set

L. “,,_,',,,-M«...Mh PPV T eI R I ST ¥ Uy “.j

3. The next screen will open in the General section. Add a title for the question set (the default is Questions).
You have the option of 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.

'] 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.

N o ou A

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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General 7 | Interaction
Set title Corpert [heemns [(]Display set title dur

The following questions all pertain to

Heading text

HTML Edizar j
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8. The Interaction tab provides other settings for the individual question set.

[Fuse assessments=ttngs (g
Presentation Settings

Question set display mode All questions at once { b b
The question st mode & defined on the
Assessnent Inter achons tad,

937.':’.'.‘.:: :‘I:W I'Jpﬁﬂm Randornze the order 1 which questions are delvered
;,m,:,k, withins (e M,,:: ey Randormee the order of each question's answer optiors
Don't allow badktrack
Dieplay feadback after each question
Correct answer must be selectad before next guestion k& presentad
Limat the number of guestions within ths Quastion Set to:

Time Limit
Time limit @ Urdimited

Set time allowved 1o comrplete this Rem

Limit to mnutes
Expiration Warning No warmng
Warn thudents before tme slowed ewporas
Warn before time expres

Automatically move to next guestion set whan time exprres

S |

@

"“W‘KAM‘-.M...*"“An*""M SRPUUES TSI SRRPeTE Y

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.

9. Add a new question set by clicking Add Question Set.
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Assessmeﬁt-Editor | At a Glance ]

Add Question Set] Preview
~Question Set: Content Items

4dd 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"

~W,M~M~\.

10. A pop-up window will appear. Add a title for the next question set. Leaving the box next to Edit Question Set

11.

12.

13.

settings upon save will allow you to configure the question set. Click Save to continue.

Enter Question Set title:
j gﬁeports

Edit Question Set settings upon save

HI _Save | [ Delete |

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

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 | At a Glance I

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 settings for this question set, click "Configure"

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)

e  Matching
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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.
hcd Question
[Pleaso sekct T typo of question you want 0 add 1
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o1 Multiple Cholce T True or Folse
~ Tt s i & gurion Mdowed by 4 F Preiand) A s o Robard whah Sy
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14. Once the questions have been added, they will be listed in the Assessment Editor within their respective

question sets.

+ Queestion Set: Content Itens

M Quentny,  Sorfgre  Gelact AR Dwlotn Queston Tet
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15. There are options that are associated with questions in the Assessment Editor.
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Delete Questions
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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.

N
Jrrrie,

Video . . q
Video: "Set Up Discussions."

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

Create an Item
Folder Page
Create & raw foider to ongarce your content Craate a new page of content from sratch,
Link e
o Create a URL to ik to o docurment on the Warld ﬂ Uplaad Zip, Word, Excel, graphic Sles and mone
Wide Web, from your computer
Drop Box Game 1
-~ Create a drop box for ussts to submit fiss o Addks 3 crosswond puzsia of QU & gontent i
ePortfolo publcations item
1
IMS /SCORM Package Discussion Forum
e Adds a refersnos to an IMS/SCORM content £ Adddhs 3 gradable Oscussion Forum for colaboration]
package, Q& A 4

Qv ST ““N“nw u,...“‘\.‘__"..-‘l#”u-M_ ..,,4...1_’.-0-&‘4

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

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 Normal @ Advanced

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

| Read | NewPost | Reply
o | @ | 8 | @
i a EE S SREprve Sese Y e NP

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

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

lontant | Access | Post Permissions | Interaction | Standards | Obpactves | Avtomate | Assigniment |

Nomnal Discuszion v
@ Thread@: ] Elalow users to switch between views

[©) sllow Atachmentd

: Disadle anorymous posts V@

fudard :_]
Allow students to ed thelr Sxisting posts
Dlso‘.ay user profies
P;ble paer rating
Flrag Flroswd
[“replies ] author
Mlscere
Tt et A« st 200 H,wnw,‘*”h“,‘_,w*#

a. A variety of discussion forum modes can be chosen:

¢ 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.

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

VINCe att

@ Automatically approve all message: I;

@ MluUnread Posts 3}

(¢ ) Populated v

PR SERIY _ERE S EE NSRS E R SperGue ey A An b e, _a’j

|
|

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.

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

if | & of Posts vl > M |1 Delete

ard IF # of Repliez vil| 2 M2 Daleta

Add Criteris ="

‘~~.:‘.M~"‘M"‘"M s TP PSR ._,,'.-w“‘-‘

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.

Beore 25
and o £ of Pasts Viie 80 j
and £ of Replies » FEW 1| }
add Criteria
§
Score 0 i P
% 4
f X of Posts Wil= w0
1/_ 4
Save Cacel
s MRSt MR s A I I AT et s \.W.._J

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.

N
1T

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 | Manage

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.

[FLep:m:vsitn::vry.a Access

Course and Group Access

Manage linked courses and groups to current repository

O S S f‘h

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.

Repository Association Editor

Current Associations: USER-shill Adkd Assocka : My Courses
Rumove Typw I e My Courses

Fe=—e— e

My lirongn
froup Seorch

My Conrves
&‘m\ mat aly g Al ol T ce Rra repas Ty L_;,_.g!_]
Course Tithe

M BINESA A D 10 tixrw

o

')

A (. A YN st U Al U, G g O, s 0
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.
o= Survey . Section Heading
= reste a new suivey ®_JTeate 3 naw nine ssction haaong
-
More Options <
Copy Items Import from Learning Object Repository
Creste 3 dupkcate of an exsting foldes or #em Copy or brk to items n tha Leaming Obeect
Repoutory
1
Tgmp.ht_‘eg‘ Weﬂjv‘“.m‘* e et *f"’"r‘—‘ \‘._" ._.__M’
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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 ‘
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M polcws for argcEe Y i
(
Qustion Difficulty Levels

@ Copy ltems || # Link to ltems |
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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

Intro coursa

Browse Seach

L b

Cloo.e |
Sy ‘_,_Q‘-v-aann-a‘._,‘*,‘ S, A A, i ..,..\..'pn-*‘r

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

Settings: ® normal O advanced
\_Conhent Access | Automate iAssignment |

—aAccess Tracking

User Tracking Z:?ﬁ!‘?’?,’?tﬁ Only

—%iew Restrictions

Coa not allow

[ S

Jiewable By ;EStudents [_V}
Pas

» AR teiin, N‘*.MM P N

10 view this ibem

ard :*****I

« e

% Note: Beginning the password with an exclamation point (!) will hide the content item from the
students' view.

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

—Yiew Restrictions

o this item

| Students E£2)
Password [orok
=

Feam At

AliTeams .1~

_Save || [ Cancel |

kN onfifmetiith - amutedionsatii . o assihos adsss.

4. 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
~

" || Module 1

o

.j;-f-‘: Module 2

=

- W‘WM,
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.

H Lessons
N

Add Content Rearrange Reports Utilities Pre

P ‘lu Module 1

I'l Module 2

—

=1 Module 3 &l
|_[@ settings rpports utilities delpte

Password=!mod3|

e

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

Add New Agent

...

- ‘“W*WW »
3. 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 Agent is a three-step process, First you determine and col
the agents to monitor and the conditions required to trigger an action.

Step 1 of 3: Choose Agent Type

Name your Agent
The &gent name appears in thed Agent console list,

Module 3

—Agent Type & Configuration

Choose Agent type

Choose the type of event that yvou wish to use to initiate an Sgent.

O scheduled Agent

Agents that run on a scheduled basis or upon request

&} content Agent

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

O Event sgent

Agents that run when users access specific areas within the &
REVP VNPTVl cer et s ot o

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

2 1O a Su A

81 content Agent

Agents that run when users view, take, subl

O Event Agent

Agents that run when users access specific

Choose Lessons

Select content to monitor ]
5| viewed [
= N B A e SERanm t aan i

5. 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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Folder
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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.

CITOOSE FOeTTC Ty Pe

Thooze the Tyos oF everd that you with 1o U 1o e an Agenl

Select content to monitor

Lesson Type
Assessment (o]

r—Assessment

O Any assessment 5 Specific assessments

Use CTRL + Click to select multiple items

@ ose Yyindow }

OO L [ TV P T R O S ey W v i
s -“.M...,’--..NMM,MAM ™ g

Then click Close Window.

| Exam 1

Use CTRL + Click to select multiple ite

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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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 J gréd-ea- ivﬂ

and grade is between (80 |%and 100 | %

=>mint. Mwwww»

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.

g

Agent Summary

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

[Concel ] [hext ] =
e k. Sioiis 'Mw%mw.“

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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{8 Users

~User Selection Properties

Select Users

Choose i users of 3 specific user for the Agent Yo manitor,

® any user O specific Users
Rights Filter
Refine your uter selection by chioosing which cowrse rights the users must have to be in
® any Rights O Specific Rights

Team Fiiter
Refine your user selection by choasing which team memberships the uters must have b

&lany Team O Specific Teams

r—User Selection Conditions

Under what conditions thoudd the uzers selected sbove be included in thiz Agert?

5. A summary for the agent will be displayed at the bottom of the screen. Click Next to continue.

= A

Content Agent "Madule 3" will run for 4% users when Exam 1 is graded.

Agent Summary

[Add Ancher User Selecion.]
(o] () e
T P T ~ e A

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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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. . {s¢] Action des
__| Choose Action Type...
Add Variable
— Alert
Announcement
Calendar
| Email [External]
" GoTo
[: Grade Assighment
£ Lock
| Mail [Intemal)
¢ Message
| Milestone Completion
Redirect
Replace Variable Text
SetVariable
Task
Task Completion
| Team Enroll

| Unlock

b s %..' . m

1. 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.)

8" will run

Eevious 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 lae] Action des

— Configure Action
Release password-protected content to the

Unlock content for

Al Filtered Users
Filter: &ll Users
All Facul

2. Finish this section by putting supplying the password that will unlock the Module 3 folder.
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Select the action you'd fike to run based
clicking the "add Additional Actions” buttd

| Unlock Action d

— Configure Action

Release password-protected content to thel

Unlock content for
Ewent Originator
All Filtered Users
Filter: &ll Users
All Faculty

[LAadd> |"'Elriginator"
Password(s)
{!modS

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

[Add>.] "Ongnator”

Password(s)

(lmod3

l
|
l

— Agent Summary

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

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

4. The final page allows for any changes to be made. Click Save to activate the agent.
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) Madule 3

Agent Type

Cortant Agent

—
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Action

Unlock B Unlock Content
Password: !mod3

Summary
Contgft Agent "Module 3" will run foe All Users when Exam 1 is graded.
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The agent has now been added to the Agents Console.

} | Ed# an agent's spacific by cicking 3 ik below, IF you wish to work, theaugh a8 thy peopeetivg, fart

T o o A g M A AN BN DI ot bl 0

O Agents Console
A Ny Agent Refre
Show 2 vl [shewan [v] [Jshow Revred
Titie Category Type Last Status Last Run  Next Run
Module 3 B Content Agert  On grade RA WA NA

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

unlocking other content items.

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. 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.

Q0O Sanda Hil &

©~ b, . _‘J\ M.,‘

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

Preview button.
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Directions: Seiect the seffings you want to use and ciick Continue, When you are finished, cick on ¢
to return to norma viening.

Rights
O Anonymous User O Authenticated Guest ® Student

O Team Leader {0 Course Mentor () Course Assistan

O Course Edlty

|_Begn Prevew | [ Cancel Prevew |

""*"\MMMM"“"".\W

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.

Q0 Sstudent ¥ )

|.'{h . ' . :

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.

N
1111,

e 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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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
\’."ie\;‘r

View All Grades
Vizw 2l the grades in 2l the categories,
View Grades
All Categories 4]

All Users "t

Print Grades
Crazte 2 printer-friendly PDF View of the

gradzbook,
Enter/Edit Grade

By Assignment

Enter grades on = per zssignment basis,

By User
Enter gradss on 2 per user bass,

Gradebook Setup

Preferences
Mszintzin overgll prefzrencas of the gradzbock:

Import Grades

Import gradss from zn axtzrnal file,
'«J\.%_F\?@WL&;Q,“#‘ . -l

Add the options needed.
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a.

Preferences
T'o copy seftings from another course, usa the Copy Gracebook Settings tool,
General
Defailt Disnla i Score (Percent) v{al
"."'.fl::, ‘ t'v;3'|"£15-1|) as gerg ‘b’
@_‘_r"_ g ts b aam
Gradebook Mode: | Percentage (w{ €

Average Settings

[Save.| [Lcancel j
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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).

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

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.

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

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.

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.

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.

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
Craats and =dit categories. A category 53 buckst
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2. Assignments
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3. Macros
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student recsives an £8% on an assi
they vizw their grade 2 "B+ will show up.
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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.

rading Scale
el Mo
n 895 [|add ew

<< Back To Main Menu

s M\‘W-M J_\M"‘.\

3/ 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.)

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.

e [Ty
L adinag .

Labal Minimum
Percent
& 89.5 |EditDele

B 79.5 |Edit Dele
C 69.5 |Edit Dele
D 59.5 |Edit Dele

F o | Add New

<= Back To Main Menu (

AR, ot o ate i, o j
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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 . D learn more sbout the gracdebook seup wizard and ohar commonly used
features
Gradebook Mode:
¥ Points
This option enablies simpe ponms-based gradirg. Formulas are available at the assignment levi
oniy
O percentage
This option enables percentage-based grading. Category weighting and formulas are avallable
Title [ Calcudation
Homework Use 3l assignments s
{
QUEs2es Uss dl assignments ¥

T — e L S S ey

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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Hormework Use all assignments v 3
Quizzes Use all assignments ¥
Exams

Use all assgnments v

Usa all assignments v
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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.

it Calculation

Quizzes
Exams
S VTR FL P N *M-W

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 7 o |
AL A g e *’YM"’MMW R

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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Title
Default

- tariaehen s,

Category EBtor wew) @ rme O ot

T Dmousson (1 b Destraton

Cakdaten; {2' Clexra cradn

e all assignments
R 3 Weight ) auto-cakulate
&) Deop fowest et o0

U Use highest 1 |grades

A

1. Enter a title for the category you are creating.

Petcaet Ovaralll L0O%

- P
-~ Sl

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

3. 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.

4. 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).
ategory Editor wew: @ remnsl O advanced -
Titke: Dscussions Description
Caboulation. @ Uee all assignrments Extra g
O Drop lowest
Ouse highast 3 lgrades
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1. Go to Assighments > Gradebook Settings when setting up a content item. Ensure that you are in
Advanced settings view.

e OB |

Content | Access  Submison  Review | Standards  Copctives | Auomate | MetaData | Assignment

Miksstore Sattrg

(None) y

(Nore) .
- e amta —_— ««...’---.MMMM-

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

— Gradebook Settings

{Hew Assignment)

\TW A SRR b o B B o 4

3. 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
a category that is not listed.

—Gradebook Settings

(New Assiggent) [v]

Dropbox1

oy T
Cateqory

- il Cacadah:

New Category
Title j::Research Paper 4
Weight20l | Cauto calculate
[extra credit
Add _ Cancel
L VO o < ———

5. Complete the rest of the information to set up the assignment and then click Save, as shown in the following
figure. (This process will be discussed in more detail later.)
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— Gradebook Settings
(New Assignment) |v| :

Dropboxl

Research Paper |v ﬁ
Bints Passibie 100
First submission '_Yﬁ?

Caurse Default

Save | | Cancel |

PR St m o AT 2 A0 A0 st assibiame il iRt

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 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.

1.

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.

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 ]

igsible flUO

Average score [-

Maximum score - -
= T Last subrmission L2
Manual

W Sy~ epe—wr Ty ;\M-ﬁw

e First submission. The first grade entered.

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.

2. Select how you want the grade to display in the Gradebook (the default value for the display format is set up
in Gradebook > Preferences) and then click Save. Only check hide gradebook assignment from
students if you do not want them to see their grades until you are ready to release the Gradebook grade for

this content item.

RESEaTCIT Paper ¥

100

First submission [+

Course Default

| Saye | Cancel
=~ Somkam, \.oh...av.. boid, '-\.Tu,,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. Go to Manage > Gradebook > Assignments in the Gradebook Management section.

2. At the bottom of the next screen, click Add New.
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Home || Course > Manage = Gradebook > Assignments
O Title Category
Add MNew

'y %w : ‘._'W - @,r-" S |
3. The Assignment Editor will appear beneath the Add New button. Input a Title for the assignment.

Assignment Editor view: @ Nomal O Advanced —

Title: [Presentation |

Description: '

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.

Category: 3
Default
Paoints:  Research Paper
Display Format: l Course Default jv_i‘
Calculation Type: fManuaI !XJ

O Extra Credit

""“"ﬂww--.ww,

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.

Copyright © 2009 ANGEL Learning. All rights reserved. Page 66 of 94



SN

)Illlllj
e Video: "Create a Rubric."

N

Go to Manage > Rubric Manager.

| manage |

ICouseSetthgs [Data Management

Ganeral Course Settings Course Flles Manager
Modfy ssttings such as tithe and URL for ths Manage Course files
pchen: Backup and Restore
Course Theme Selector Backup and restore course data and les

Change the colors and Fonls used for this section,

Sk it Import Console
ngs Mans: L i it lbe
Control which tsbs are displayed and where they OF EENAIR O e Con: s
Ik, @ zz_demol.2ip ervor during import
Envirchment Variables Export Consola

Marage conlent for backup or datrbution
Data Mantenance

Edit adwanced environment variable settings.

Mail Settngs = o d 4 .
Ed8 course mall ttings, emove oid logs data and submissions
Date Manager
Change the date setting: for i content ass00
this course
Keyword Managar

Change the keyword: for al content ass
this course

Assessmeant Question Bank Manager
Create, edit snd manage azzezzment items

Survey Question Bark Managsr
Creyte, «dit snd manags wurvey fems
ubiric Manager

Craate, edit and man rubsics

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

Add

: L — |:| : “.’l ‘ \dd above to clreate a rubric.

Add Rubric X
> %

Create new rubric (

Create a new rubrnio from zorateh

Created

Copy existing rubric
Craate a new rubric by copying an axisting rubric from a course,
garoup of repository

Link to existing rubric
Create a new rubric by linking to an existing rubric from a repository,
keeping all of its settings intact

RISV L SNTSIeYLEPPe Y &

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

it Create Rubric Wizard (step 1 of 3): Name, Rows & Columns

Erder a rubeic name and tet up cofuming and rows for your rubeic {you can change in step 2 if reeded)

rRutric Settrgs
Rubric Name | Orientation

rAchievemeant Column Settings ——
Number of columns |4 [v]

Column Ordering  © order low 1o high © Crder high 1o law @
b Wirighting 1 2 3 4

0 % 33 B (67 9% 100 %
Column Labed Achisvernent Level ]

Weights defieve the bowes wore osaded 10 #an an schivement kv,

~Criteria Row Settings
Enter rows @ ® createl3 | blark criteris rove
@

Craate and alion criteria rows fom stardards and objectives

ct St ad(s)  Selkct Objective(s)

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.

M Create Rubric Wizard (Step 2 of 3): Achievement Levels and Criteria  §
Edt your Achievement and Crteron test by doking within a cell and then entering text nformation for that cel

enter Critena and Achievement weighting and standard/obsective 3 t via the edtor as wal,
T e e e T e T e T T T N e e
\ > > ] :
i Achievement Level 1 Achievement Level 2
% 3%
l Goals ¥ percert 1122 peccend 22,70 percent
(395 Weighting) 32w agragh dost not inchude any govs Lonby one godl included or gots ot 2 Goak For o
reievart 1o conrse
Tl’ 'ﬂ!\&?‘ 2 0 percert 1083 percent 22,11 percent
L3380 ek b coaacsack Frared o d o T o v o sk sl bad_scdler 3-4 |In pyagrach
. fb fon gramenanc sl ar
File upload
1 b5
HTML Ednar

Algn Standard(s)  Algn Cbecieals)  Criterion Weighting % ; 33

(Sae) (SemiEdiies) [Cosca]

Lo aptettsd o

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

| Create Rubric Wizard (Step 3 of 3): Review
Remzw your rubnc, IF It s OF, dick the Save button. 1f you need to maks changes, cide the Previous buttor

Achievement
Level 1 Level 2 Level 3 Level 4
s 33% 7% 100°%
P parcert 11.22 percent $2. M percent P4 percern
Goals P agraph does not [orky one godl P Gosk for course |2 or mare goaks
(39% Weighting) frcuce any govs  nduded o godls notlated. redevarz o fsted, of we rdevary
@ovant 1o cowrse  coure 0 o
N percert [104% parcend ¥1-11 percent 133 percent
Formatting ot 0 parageaph  Parsgraph i3 ot weldn paragraph fn good paragraph
(33% Weighting) Format andfor S or  prganeed, andfor  Foemats 12 spelirg, Formu no speling or
yrove speiing, P-4 speding and prammatcyl eerors,  ranmatical ervoes
ot aronatic ol ervoes  Pramenalical ences
N parcers 10 4% parcent $7.11 percam |3 percent
P aragraph not Faper ot in correct Pacagraph submited Faagraph nbmitted
pubrmeted on fest P formats had 2o omectly ba po toe and o
ry; had to be oot JRer ubmitled 12 dayz  focevect foemat
yervinded to peminvder OR e
(”Tm) bezubmiiyped  pubmited 35 days
P 22 30N 0 =
e bon inthasd
wploadieng 4 Ha
udanilled more
by € days lale

[ Frevious | | Caacal |

'M’*'M“\.m P Y POV a—

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

The procedure for students to upload an assignment is as follows:
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I R ARAL R A AN A i ) UIUV L A=E
Due Janhuary 19

"7 Asxociated Files - Mozilla Firefox

Raview: Ful, Anorymous: No

| http: /¥t 74, argebearning. com/soctionfConter | _L__:l
Submit 3 ore paragraph paper listing st least 3

Instructions: Enter or paste your writtan work " oS 3
Upload a File \)
Title A ; I Erowse. |
KFnde-Orientation (1 Upload File [m
Message / Upladad Flles

kfride_goals docx

/ ‘
] 9

S

[__Finishea | [ Delete |
hath. - MWM* ',‘--\.‘.

W kinde goak.docx (10066 bytes)

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.

1
2
3
4. When the file is located, click Upload File. Once uploaded, the file will appear in the Uploaded Files window.
5. Click the Finished button.

6

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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Review: Full, Anomyrious: Mo
Submit 2 one paragraph paper listing at least 2 goals for this ©

M Yiew Grading Rubric

Lser Review Enabled

Sutbisct Lrade (10 pite )| Convmants
KFride-Crientation

sutmitted 12132008 854,08 P
Pages: Previous | Mext | 1
'“h“_f-ﬁ-"‘-x. R S f'ul.m-u.-ﬁ"_‘ -

Grading the assighment:

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.
dIntro course
[Delete] Roleg ructor
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.

Wbiat's Mew

last lagaon [i] __ﬂl
[ Calerdar (1)
4] Cortent (2]

[ Crientation Drop Box

Tasks

] Milestones (1)

|4 Personal Tasks (00
| Unread Mail (00

= Unagraded Items (2)

Fricle, Karen
12/13/2002 6:54:07
Fr

Winkler, Rick
12/13/2008 7:00:36
Fr

. *M xa._.,.__'-ﬂ-""‘

3. Opening up the content item will display a list of all submitted assignments.
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w4 Orientation Drop Box
Due January 19

Settings Reports Utdties Delete

Title

Submit a one paragraph paper listing at least 3 goals for this course, Paper

Instructions: Enter or paste your written work and/or click “Attachments”

Message

[atachmens |
[subm |

Submissions /

Subject / swmmey Usar Grage (10 pts)

R. Winkler- Goals Winkler, Rick (rwinkler)

submitted 12/13/2008 7:00:35 PM]

KFride-Orientation Fride, Karen (kfride)

submitted 12/13/2008 6:54:06 PM)|
.,W’W‘mww AN 0D

4. Click the link to access the submitted assignment. On the following screen, click the individual file to open the

assignment.
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Grade

points (20.00 max.)

Remarks
JBAa8 - B 21 @@ GCXE - ==

[] send as mail message to user

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

Submitted Files
ak.docx (9872 )

D VP G st V"“"’"“"“

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.

)
w~ Orientation Assignment Drop Box

Uslites > Submissions > Grade submission by Fride, Karen (kfride) on 1/4/2009 2:45:35

Grade

20 points (20.00 max.)

Remarks

J@ae -3z g @GEl EER-
Good job!

[] send as mail message to user
DA -\w““q‘\mﬂu r--gmw..‘m

L

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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| - Orientation Drop Box
Due Jaruary 19
Lties > Submissions

R Display Filtars
\2; : . : . . .
Suom after: []| Decamber %13 |»| 2008 ,_\f_;@ Submitted before: []| December 3 13 (] 2008 ||

[APWFJIM J [ Clea Filters ]

View: | 28
(1 b T Subiiact Gradle (1000 pby)  Submitted, H L

View | Grade | Deletn Wik der, Rick (rwinklar ) R, Wirkber- Goal 127132008 7:00:35 PM 17220045

v S ede | Dulete Fride, Laren (kirida) KFride-Criantation 891 12/15/2008 654106 PMW 17220.0.15

A A s afiane, o L T R SRS N““\ B

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.

U’ 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.

Ll

Due January 19
Liiities > Submissions > Grade submission by Fride, Karen (kfride) on 12/13/20

Grade (
ponts {10.00 max.} B8 e Gr ding Rubric

¢

Remarks
Jaam-. 8 zu @REGE - EE

] send as mail message to user

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

Submitted Files
kfride goals.docx (10066 bytes)

N ominatment® . o L ihnss .. #.,Wm\
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2. Submit the point values for each criterion on the rubric and then click Save.

Display Rubric - Mo7Ila Firefox

L1 e sngeh

| have several goals for taking t

will be easy for studants to uie) RLbrk Scores for Orlentation Drop Box
reslizing that [t canat be totally] -iS-ESeEER0000 Pcc‘ﬁ Frﬁsbh Blark s:.ores wnll ba c::unzd &0
grade it. 3
% I5% 67% L0
Goals 0 poeit 1.2 pone: 228 poris 3.8 poird
[ Paragraph does  Jondy ore god 2 Goakl For course |3 or rove goalt
34 el nchade wwy  Induded o goul [inchaded; rebiv it [ induded &
goaks ol ralevant b |t coune wu rebevant 5o the
oo oy,
&
mae
Tormatting |0 poeis 111 pons 221 pawis 330 pariz
t . Hotin paragrh Paagraph e rot |30 good In good
.22‘ fortael endifor S bl oegurannd paragr b foemi  [paragrapls formy
o mors el fend or 34 12 1peling or no tpefing or
230 o gramasatical  hipeleg o grarenaticy Qrwnaicy
= Wroes S arrons, o
mar T
iw b proirds 11 porrs 121 poeds 3.30 poriz
P Pwragragh typed FPaper not i Parsgrph Faagraph
133 040 Mexioge Bow Joorrect Mo fovmmal [subeatied subredted on W
nthuad of o had in corraety bt 02 |and i comect
230 afbe  penbmt b dey ale (e
';\’" OF suberdted  raininded OF
un i d b d s
Pageriot]l  Wonds & z?. R Ldves Ive
rted F
Sw'.n ‘.‘&’., 66 bytes) 8.91 TotaPornts (10.00 ports max)
aelard

3. 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.

3

Grade
|8.g1 points (10.00 max. )
Clear rubric score

i Edit Rubric Scares

Remarks
J2aml-slzlype@cE-E

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

KFride—Drlentatlon
Submitted by Fride, Karen (kfride) On 12/13/2008 6:54:06 PM

LT TR 'W“"‘MMN'
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" | Video: "Grade with a Rubric."

S
I

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)
+|Personal Tasks (0)
4+ Unread Mail (0)
=]Ungraded Items (3)

ZJE%am 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

Sgarch A otinn

. .. ‘*ﬁsM

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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5.

";.:--"' Module 1

Add Content Rearrange Settings Reports

e

,’o/’;'l Exam 1
J:l settings reports § utilities Jdelete

, Working with Powerpoint
Loy 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
v—

Exam 1
Ungraded .
Submissions Questions
3 Describe the 3 stages of General Ad

Rl ¥ "“""*“‘W“.*"M“’"“'M- edrd ..,

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.

ﬁurn 1
l:uew submissions: | 25 |w [ view studentnames [ view answer text

Question Text
Descrive the 3 stages of Genaral Adaptation Syndrome,

Response

The three stages of the G&S are alarm, resistance, and exhaustion. Alarm Is
while things like blood pressure and hormanal actuvity may increase, Resistance ig
soping with the ongoing stressor. Exhaustion ocaurs when the normal funtioning is
At this point the smallest thing could cause a breakdown.

Score Comments

3‘ m 'S AR

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.

Copyright © 2009 ANGEL Learning. All rights reserved. Page 77 of 94



Response

1. alarm- When the stress first happens, May cause hormones
Resistance- If the stress continues, the body may try o sustain
as possible. 3. Exhaustion- Too much stress can lead to a brea

Score Comments
3 | Very good.

2 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 i

death.
Score Comments
3 Very conmplete ansver ]

3 points max

- “"""M"""Mt‘ 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.

S
1114111

Vid . q
“ | Video: "Manually Grade Assignments."

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

View All Grades
Vievs 2l the gradas in 2l the categoriss,

| All Categories ]| Alusers
i Go I

Print Grades
Crazte 3 printer-frizsndly PDF View of the gradsbook.

Enter/Edit Grade

By Assiqment
Entzh_j=des on 2 per assignment basi,

: WEF & W«.”‘* mmmm et ”"

2. 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.

Enter Grades By Assignment

Selected Assignment: Select an Assignfneht...

|Select an Assignment...
|Assignment

QOrientation Drop Box
| Discussion
| Introduce yourself
|Final Project

'|v

3. Enter grades for each student, click Save Changes, and then click Done.
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Enter Grades By Assignment
Salectad Assgnmest: | Project ~ =
Noject
Max Fomts: 100 Overol Course Average
Catwgury: Final Project Calculation Method: Mansa!
Show: (Aluserssel [ onis Studants Display |28 (e @ Vaw: @rgt Ocon
Namne Percenings Ponts Locked
Eride. oo (40 Sparrom Sab (sgoerron) e o ¥ ]
- Sinkier, Sk [rvesler’ g 0 “

Batch Update

Detmil for Daplavet ey

ot L o)

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.

s
)Illlllj
Video . . .
Video: "Grade a Discussion Forum."
E Post Title Flag I Score I Auahﬁr '
i — T — & =
£ Karen's Introduction \ 3 Fride, Karen l
irecions &

an introduction to yourself and then respond to at least 2 othef Score P of 3 max

— [l include quick reply
Ot Title Flag

ren's Introduction 3 Fnde, Karen 12/14/2
“**““M‘“"“MMMW“

A peer review score can also be applied to posts, if applicable.
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Flag Score  Author Date Posted ¥  Repli Rating

belete [(Imark as read
3 Fride, Karen 12/14/2008 1 L 8 84

3 “'-‘""W’"‘\W‘“‘"‘ ™ "‘“M‘”““*--J.M-W‘M—'—M:
These factors can all be considered when applying a grade for any student.

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

e
2 Introduce yourself
Utilities menu
Grade forum /
Grade this forum

Associated file manager

Upload and manzge files associstad wi

Move item
Move this itzm to another folder

Subscribe
Subscribe to this forum

ot o ket At .

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

Total Pear A:;age Earned / Scoring Gradebook

- AP

User name . Posts Replies i r Possit rubric  Grade Comments
posy Rating nyn porcont  (#/5)
Eride, Kacen 3 1 2 1 3 9/ / 100% 100% |8 Geed Jev

[ Suemitgraes ] [ Exponpass | [ Copintnsseacss togrades, ] [ Cancal |
A st -y, \"N'M‘“‘--\H-wm"wM‘A."'”w"-_r‘.“'

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).

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.

Copyright © 2009 ANGEL Learning. All rights reserved. Page 81 of 94
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Introduce yourself

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. 1 have been teaching English
for 10 years at a community college and I am 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

B i

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.

&l Communicate
Edit Page
Course Mai /
[ View Inbox Quick Message
- Vizw, razd, 2nd compose messages Skip the inbox and start your
message.
b
ol
Unread Messages
Intro course 1 messages
Personal 1 messages

..“--W\ ‘“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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[t Erof

\) Course Mail .
Action Search Source Fiter .

[ Compase Message ] ! | y Course Intro course (1 nes i@

Options

¥ ¢ ! j
[C1shaw Unread Ondy L o Supect ;;;?:;2008
[7) Group by Source i ™ | Mills, Gary Question about assignment 12:11 AM

aarh, L EPSIPWS T . w\m\.A‘W

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

ftion Search Source Filter
| Cameaze [esas0e . Show Al 1‘1
Optiers
[ show Unread Only At S ! fFrom m’: Source ¥ Date
[ Group by Sowrce g Mills, Gary Abidat g:;::: Intro :;/:ﬂ\:uoos
System Foiders assignment ‘
3 orats 0 = fride, Karen Late work Personal ‘:’:’l?'r”

"MN‘M.'.WN«M AR A e

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

<< Back to Inbox

[ Repiy__J[Repial |(_Foward | Action: |Delete vl ]

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? [ wasn't sure where I was
e PO S

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 ick Message
: Vizw, read, and composs messages Skip the inbox and start your
message,
j Unread Messages
Intro course 0 messages
Personal 1 messages

2. On the next screen, click To.
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ﬂComposeMessage

i) p=

Subject:

, I

|mlaml- ssul- @8- QC-E-0O-B- EE -
Jzial-

A o BRI o, | e eI, e, B

3. The next screen will allow you to add the recipients for the message.

Select Message Recdipients '
Search: Source:
All Q Cowrse: Intro course (bh
Quick Search (t'
Groups Teams AllMembers A B COEEGHIJKLMBOQRPQRSIUYWXYXZ

User ( db Type 1 course ngredusls (ntro course)
] Ar course fazuity (633647826442338811) Grow o

] A¥ course incivicus’s (833647826459338311)  Growp

] A¥ course stucents (633%647826465335811)  Growp

&

Bee->

(i‘!
[, Ok ! ancif_] -
s presyy B e Y -

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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[ Removs selacted iacpisnlst

Subtect: Ned waet ‘ d‘ Priority

S -G -0 SE

s IMemet &-ma

oh regpient’s mentor £ known

C) ¥ sendacopy o

Cancsl|

gn: ] LSas.0mt |
gl At P e, il ATt A M.;M..‘M-.-‘-.A.,~w'. o SO

a. Add the subject.

<

Nox

I‘z + Ky~ By~ Sipe - Fomet~ =:ri

)

|

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.
You can upload an attachment by clicking the Attach files link.

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.

# Introduce yoursalf

Q‘)’ Reports  Liktus (-..-:Q’)

K ozt | Tumaded Vour W

O @

Narvigate: 4| « J 2 posts

\})-] Directiors ¥ : Past an roduction D yourseif and than responc © at least 2 ather posts

[+1 pozt Titka Flag  SCote  Autor Date Postad ¥ Replias

1 Varen's Ntroduchon Frida, Karen 12/14 /2008 1

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

b.
has been chosen.

.'@_‘1‘ ru-:,@r@
v > NJ - K

Rating

h

L IPPRR R - A A e | . «rﬁ*‘““""d}—f"'w" It PR AN e

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

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.

f.  Allows you to save the current formatting to be the default view.

g. Allows you to preview posts for printing, print the posts, or save as a PDF file.

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 &? ‘

Post an introduction to yourself and then respond to at |east 2 other posts,

New post
Post title: @ | My intreduction

! i | 'BIU'Q&'EG'X.D,';EEE,E‘.
-‘ '&vﬁ' Style > | Format » ' Fort ~ ' Size :’y,_,_] =2

Qhave been using ANGEL for about 5 years and 1am pleased to be able to teach faculty how to use it. My
| "background is in Instructional Technology.

Attachments ( file) Q

=] Advanced message options
[[] Send replies to course mail [[] sticky post
[lsave as draft [Cloo not allow replies
[JHide post as draft until:| Decemoer [s] 17 (3] 2008 i] Pue sl 22 [l
[[] Hide post ,

draft after: oecemoer [we] 17 [se] 2008 Q Fas el 25 [a

r Cancsl ]
PSR L e e e AWW”MMM‘

'T:‘:“;
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.

3. 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 Fiag _Score _ Author Date Fosted ¥ Rep
My introduction - 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

Lo i ot At R L ettt bde ittt Lt At ke samdadih B e et

4. To read any post, click the title.

] Tip: You can sort by any of the column headings by clicking that heading.
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Threaced View |we) Navigate: "|

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

iFiE Karen's Introduction =5 éparrow, Salli
!Hi Karen,

il have 2 teenagers, too - although mine are both girls. 1am hoping to teach online next semast
{to use ANGEL.

a
[[Seleztane [w] (@) Reply Edi Frint Email author Delete 7
7 At PIOM A, et M;.."A N,M‘ e o andimh

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.

waw Post | [Nestes View v/ @ Navigate: 1e | < |[Aicem

{1 Directions &7
Post an introduction to yourself and then respond to at least 2 other posts.

[[+] Post Titie Flag _Score

Author _ Date Poste

My introduction - Hill, Sanda 12/17/20

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

Seioct ora j_!} Reply Edit Frint Emall author Deleéte
£ Karen's Introduction - Fride, Karen 12/14/20

:3 This is my first time leaming about ANGEL. [ have been teaching English for 10 years at a community colleg

teaching onkina. I have a BA and MA from the University of Michigan. I lve with my husband of 25 years, 2
and 2 birds.

Salect one :l Reply Edit Print Emall author Delate
RE: Karen's Introduction -~  Sparrow, Salli 12/14/2

R S R R I TR R L S SO0 S
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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.

Resources |(.omrmr-ale Report | Automate Manage

= Management Console

Edk Page

(e T9i™ Roster Editor

Gradabook d 3 Lser ch Enrol Export Print Roster Synchronization
ot oni
Roster Ros Search
e | Search | | ExitRoster Editor. |
- PSEET—

There are currently 6 enrolled users,

Name Logn Name Rights
gdit_| peiete | [JFride, Karen  kfride Student
edit | peiete| [ Gionani, Anne agionani Student
edit | peiete| [JHill, Sanda shill Coursa E

MRS P PR T S N

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 3

To envoll an exshing user, search for the user by entering the user,
account does not already exist for the user, click the “Create New

Account Search 3

Imgraham [ Search ” Cancel ]
Results of search for “ingraham®

The following accounts match the infarmation you spacified. If theg
the uzer,

select 1. Ingraham, Dinah (dingraham)
E-mall: dingr sham@angalu edu

M \-'w’“-'\m."—“\.rmw‘

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.

Enroliment Settings

User Settings ] Permissions @

|

User Settings

Login Name kfride
Rights | Student [v]
Title |Student  [w
Hidden  [No 4]

Disabled N° @

ify user of account c

@
< il

Ap ot cmeitnnton, o oati ;g afetss

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.
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Roster Editor

Add a User BatchErwoll Export Print Roster Synchronization

Roster Search

Thare are currently 7 ervolied users.

Name Logn Name Rights
eat | owete [IFride, Karen kfride Stude
ar | eetel T16 Enpoliment Settings
£dit | Delete DH

et | pwete| [lag User Settings | Permissions |
gdt | peiete] [CIM :

; User Settings
£dit | pelete| [
Login Name kfride
ean | owete] CIW | Rights Student v
Title Student E]

l.Deiste Selected | = 'dden

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 ‘
Il

Add a User Batch Enroll Export Print Roster Synchronizatiol

Roster Search

There gre currently 7 envolled users.
\ Name Login Name R

_est | velete| Cfride, Karen kfride s
_tat | paste| [gionani, Anne  agionanl
_tst | vetete| [Hill, Sanda shill C
_tat | veetz| [ingraham, Dinah dingraham  C
kst | oelere| [mills, Gary gmilis S
_eat | velete| [lSparrow, Salli  ssparow S
_est | oelets| [winkler, Rick  rwirkler S

i natet g et tns gri
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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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Course Flles Manager

L for the section. Manage Course fles
Baciup and Restore
For thas section. Backup and realors ¢
Import Console
nd whaes they bk Import New Course Content
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F‘.,_ M-,. Select a content type to import
Coment P xA0E
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Import History
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2. On the next screen, choose the course that is to be copied from the drop-down menu.

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

Source Course/Group

Courze:Intro course E

~Backup Options
M Backup courses before import
MRreplace all

|_Cancel |

* AN At ns. shatte, e A aadehan A can ot g o s

content

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.
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Copy ¥ of the contents Froen ancther course or group nto this course

The course copy is grocessing. You may browse away from this page while ths content i copied

Your content will be processed in the order it was submitted,
#n emall wili be sant o shill@sngelu.ed. when your content has been processed,

—rr—

A, o ath i ~ _’NM—M\"L.M.M.

4. Once the course has been copied, the Import History screen will display a record of the import.

gy Conrss 1

Irdtiskon P course based on ancloar coure or Group in s you e e sdoe 1
Import History ew (20 1] §
Elle famg o lmparied by Cane Imparted g 1
B336510 15647512607 20 10.80®) Ml Sanda 12/16/2008 ¥ (gdetzts Trpor Daky p
AR Bl e ’.wﬁoﬂ—“-wws..hﬁuwm e

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.

S
11111

" | 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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e Settings W | Data Management

ral Course Settings N Course Files Manager
by seitings such asttleand URL for this ™ Manzage Courss files

cvon,

ckup and Restore
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2. On the following screen, click create new backup. The Scheduled Automatic Backup would be set by your
administrator.

Backup and Restore
Mznzge backups, create 2 naw backup or restors cou

Your Backup (create new backup)
There is no completed course backup

Scheduled Automatic Backup
Next Backup: None Scheduled

3. 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)
Date Created: 12/17/2008 11:30:07 PM
File Size: 59247 bytes

| Restore Backup | [ Download Backup |

Scheduled Automatic Backup
Next Backup: None Scheduled
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