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Global and Home Page Tasks

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

How to Change Personal Information

How to Customize the Course Page

How to See Courses That Are Disabled

How to Remove Courses from Course List View

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

How to Set Up and Use a Master Course

Global and Home Page Tasks 4



How to Change Personal Information

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

To change your personal information:

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

2. Click Personal Information.

General User Settings

sonal Information Editor to enter %

Personal Informatior]

contact information and set who cal

Change Password

Change your password often to ensure your privacy.
M.—‘ﬂ““ R N T N

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

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

How to Change Personal Information 5



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

Name Settings

Viewable By Everyone v

First Name [Sandra

Last Name [Hat

Middle Name |

Title Prefix (Mr.
Honor Suffix (.,
Nickname

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

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

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

Email {stpanow@aroel edy  ShadentsMembets

Photo URL Shadents/Membets

Phone Settings Viewable By

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

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

ol bt ol

- e | -
Work Frone I Cowrse/Group Assistarts

Address Settings

Viewable By  Course/Group Edtors v

Type Home v

P.0, Box i

W &\*h,’\_.’—-ﬁk e '--M~o.-._‘

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

How to Change Personal Information 6



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

-

ey r-m Y T T, P‘- k,-.wh.j

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

Address Settings
Viewable By ]'_-Téém Lea
Type

P.0. Box
Line 1

Line 2

Line 3

City
State/Prov
Postal Code

Country

| Home

| Save || Cancel |

\"‘*‘M N

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

How to Change Personal Information 7



| Communicate |

'se Content | Resources

@ Communicate

Edit Page

Colrse Mall

View Inbox
View, read, and compose messages Skif

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

Course Roster
‘Course Roster |

. ple in this Course.

-

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

hse Hart, Ross
Student

E-mail: rhart@angel.edu
user profile

Martin, Alice
Student

E-mail: amartin@angel.edu
user profile

Smith, Joe
Student

E-mail: jsmith@angel.edu
user profile

— | Sparrow, Salli
Student

row@angel.edu

user profile

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

User Profile

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

555-555-3049

Cellular

A student in the same course can only see the email address, as that was
how it was s&t up by dASalli

User Profile

Salli Sparrow

e-mail ssparrow@angel.edu

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

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

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

How to Change Personal Information



ANGEL 7.3

Home » ANGEL 7.3 - Home

Username D
Password l:]

1 forgot my password
Reqguest an account

Public Content: Links

Library Resources
Event Calendar

In the News
Public Surveys
Public Forums

Search and Help Links

Course Search
ommunity Se

503 |
| \LMIQ% At

Search Form

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

Name

fsparmow [_Search |

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

3. Sal |l i 6s n aanBparaow pSalkh. Clek on that.

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

Find |spanow ' [LSearch ] [_Cancel ]

1. Sparrow, Salli

kAR Bttt giiiioosalibont. |

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

( User Profile

Salli Sparrow

[/Favorites

There are no bookmarks to display,

s a4 o ok b, o

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

People Search.

Home
Edt Page

Find 3 Course

JOMO 101 Course 1
Role: Faculty

Community Groups

Find 3 Group Create a Group

pi T P R VA,

Search and Help Links

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

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

Name

lspanow |_Search |

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

2. Sal l i 6s n adGiiek omtpemare.r s

Home » People Search » People Search

People Search

Results of search for "sparrow”

!S SIrow

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

User Profile

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

555-555-3049

Cellular

How to Change Personal Information



How to Customize the Course Page

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

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

ﬂ DMO 101 Course 1

Edit Page

[Acﬁvity at a Glance

bl

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

‘! DMO 101 Course 1

Add | Use Detoults |
{ Activity at a Glance A0S X} | Course Arnouncements L OIS X]|
: Thare are N0 NAW ANNOUNCEMents.
Logons

{3
S WL N Y }Ari\a e “_'MM“...A..‘M.

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

[Cluse as default O

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

There sra No New ANNOLUN g

Prorcesing, please wait...

‘AAMW“_*M

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

you want to add.

ed VT G WUTTE

Available Components

[JRepository Access
4| | Course Banner

| | ] Course Management

[CJsyllabus

Add Selected ||_Cancel |

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

Course Calendar.

How to Customize the Course Page
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Available Components |

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

i Syllabus [v]

o)

Location | Default  [w] State | Defautt (]

[ Add Selected ][ Cancel |

R ‘.L\ agpe + A BB it M‘M

You can also designhate where the components will be placed:

p— D e

Available Components |

LI TEAIT l"lUJBle
] Theme Selector
Cwikipedia

Course Announcements
Course Calendar

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

e - vr -‘l... - - .'.. ll‘-"”‘ ’-“.WI

[11%1 HD

And how they will appear.

How to Customize the Course Page
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Available Components

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

Course Announcements
Course Calendar

Location | Defaut  [v] | State |

[ Add Selected ][ Cancejl,]

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

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

Available Components

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

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

| Add Selected LCanQel |

""'w'*LM-WW A t—t

The nuggets have now been added.

How to Customize the Course Page

16



0l
Su Mo Tu We Th Fr Sa

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

No Syllabus

i Last Lesson ER

-~ Start this course at the beginning.

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

E There are no events for this week.

e, -

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

0 DMO 101 Course 1

| Add Components | | Use Defaults |

-

There are no new announcements,

Syllabus =] x|
No Syllabus

PIin=
{ Colrse Calendar Ao

There are no events for this week,

(Activity at a Glance o] =l x]

.
1

4. Click Save when you have finished.

How to Customize the Course Page 17



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

{ Course Arncurcements 2101 S] ]
e ———

A SN g A

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

@ o110 101 Course 1 i

Edt Page

[ Course Arnouncements

Thare e 00 N ACOUNCmants.

No Syllabus

[Last Lesson

=~ Start this course at e bagming.

| Course Caendar

Thars dee 10 wwanis for the wesk.

How to Customize the Course Page 18



How to See Courses That Are Disabled

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

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

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

Find a Course Add a Course

LDMO 101 Course 1
[Delete] lgole: Faculty

-~ ﬁs‘;\“\/ "“-\n"-"‘-“- —."““"w. f

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

Courses Settings
Display Filter

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

DMO 101 Course 1

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

Advanced Settings

Group By [semester  [lcategory

Also Display Mrole Ccategory [Cinstructor
Tasks Unar Mail [“lPosts
Show Disabled E@L‘\}Yes aﬁéil_cl

[ Save | [ UseDefaults | [ Cancel |

ot N e s, .r-*“‘“"‘"""”—«w-..,.u...

How to See Courses that are Disabled 19



Note the other options that can be chosen. For example, if you do not
want some of your courses to be displayed on your Home page, unclick
them and then Save the settings.

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

Find a Course Add a Course

Course 1

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

“+ ol St e e s v adhs n A

e

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

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

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

1. Go to your ANGEL Home page.

ANGEL 7.3 }

Home

Home
Ede Pagn

Fsd o Coure Add 4 Courte Thice are o events foe boday,
0840 101 Course 1

e oo |
QENC 1101 English

Comp Bockmarks

[Owiete] Rode: Sratrucion Yawp & parsonakied bt of bockmarks for ey
JFfm Appreciation 2coess 10 your Faworie sher.
Rele: Courte Adminyalor Flos

Upioad Mes for aasy access om sopwhure,

Voep rachk of mgortant partonad events.

Fed s Grop Oreate s G

Al Rosources

Accuis rasources found on the 0on page
“—W PRSI "‘“N“‘*’.w\

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

Find a Course Add 3 Course

- DM 101 Coursedd |

You will see all your courses listed.

How to Remove Courses from Course List View 21



Courses Settings
Display Filter

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

DMO 101 Course 1

Film Appreciation

Advanced Settings

L GEMOBY | ammntnandaSe

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

Courses Settings
Display Filter

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

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

Advanced Settings

Group By Clsemes
R P R, oD Bertn TR

5. Click Save at the bottom of the page.

i1 ENC 1101 English Comp
Film &ppreciation

Advanced Settings

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

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

The course is no longer listed on the Home page.

How to Remove Courses from Course List View
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Home
Edit Page

Find a Course Add a Course There are no ej

JDMO 101 Course 1

[Delete] Role: Instructor

Today's Car

OFilm Appreciation

Role: Course Administrator

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

How to Remove Courses from Course List View 23



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

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

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

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

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

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

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

Today 's Calendar

There are no events for today.

Bookmarks

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

Files

Upload files for easy access from anywhere,

Calendar

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

courses,

okl L e TR M M et o

Sotandlim™

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

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



Merged Roster Managel

Create a Merged Course

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

Semester: ALL
[Ipmo 101 Course 1
I0: dmo_coursel

[VIENC 1101 English Comp 1- Section1
ID: encl1101_secl

ID: encl1101_sec2

~ s A i s i ot A - N -*w-‘f“)

Aot e A S it SR iR SR A5

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

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

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

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

Having the teams automatically created can be very helpful, especially if
you will be creating any content items for the different course members or
%% if you otherwise need to divide them into their teams. For example, within
the Gradebook you can elect to see grades for each team separately 1 a
useful feature if you need to enter final grades elsewhere for each course.

5. Click the Create Course button to continue.

How to Merge Two (or More) Course Rosters for Multiple Sections
25



Merged Course Settings
General Settings

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

Merged Course Title

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

Section Settings

Course Team

ENC 1101 English Comp Section 1 ‘enc1101_1 1
encl101_1 T

ENC 1101 English Comp Section 2 enc1101_2
enc1101_2

Create Cowse | | Cancel |

£, A A man s g g pem it i

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

Home » Merged Roster Manager » Merged Roster Ma

Creatlng Merged Course ...

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

.. disabling source courses

Merged course successfully created.

| Retumn to Profile | | Create Another Course. |

The new merged course now displays in the Courses nugget.

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

Find a Course Add a Course

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

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

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

LJEMNC 1101 English Comp 1: Sections 1 & 2

[Delete] Role: Instructor

R L

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

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

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

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

A Master Course has the following uses:

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

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

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

@ Once a Master Course has been imported, faculty can add their own

content to it.

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

The name of the course

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

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

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

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

q using Copy Course. You need to have Course Editor rights to both the

If a course has already been developed and you want it to be used as a
basis for a Master Course, it can be imported into the Master Course by

Master Course and the course being copied.

% order to import it into one of your courses. As long as your course matches

You do NOT need to have any editing rights within the Master Course in

the filter criteria set up for the Master Course, you will be able to import it.
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To Import a Master Course, enter the Course into which the Master Course will be imported,
and go to Manage > Import Wizard.

1. On the following page, click Master Course.

pnsola » Content Impoet Wizard

. Content Import Wizard

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

d oer & master course teernplide, R

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

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

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

Master Course Import

| Directions: Select a master course from below or e

vailable Master Courses
i select a master course { v ﬂ

MASTER English Comp
|

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

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

How to Setup and Use a Master Course 29



Master Course Import
Directions: Select a master course from bels

Available Master Courses
MASTER English Comp [+

laster Course PIN

[

Migrate Quizzes to Assessmen

backup course before import

replace all existing content
NS P ERR O N ey

The final options on that page allow you to:

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

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

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

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

3. Click Import to continue.

i Migrate Quizzes to Assessments

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

[ Impoit | [ Cancel |
R e

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

ourse Import

-9 Importing Data and Files

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

Copying team data

| Exit Import Wizard | -

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

&

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

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

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

How to Setup and Use a Master Course
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Content Management Tasks

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

How to Organize Content

How to Edit a Syllabus

How to Upload Files for Course Use

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

How to Copy Content Items from One Course to Another

How to Upload Images in a Content Item

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

How to Upload a Web Page and Its Contents

Understanding the Difference Between Assessments and Quizzes

Assessment s: Understanding Options and Settings; Creat
Interaction Settings

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

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

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

How to Create a Secure Assessment

How to Create a Pass/Fail Exam

How Students Can Reenter an Exam

How to Grade an Essay or Short Answer Question

How to Increase the Maximum File Size for Drop Box Submissions

How to Grade a Drop Box Assignment

How to Grade Drop Box Submissions Offline

How to Integrate PowerPoint Presentations

How to Set Up and Use Games: Crossword Puzzles

How to Set Up and Use Games: Quiz Shows

How to Set Up Teams Within a Single Discussion Forum

How to Create an RSS Feed

How to Subscribe to a Course RSS Feed

How to Set Up the Gradebook: Preferences and Grading Scale

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

How Students Can See Their Grades

How to Create a Survey

How to Create Teams

How to Set Up Team Projects

How to Rebalance Teams

How to Set Team Access Rights for Lesson Content

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

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

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

Content Management Tasks
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How to Organize Content

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

1. Goto Lessons > Add Content > Folder.

s | Resources | Communicate Report
itent
- . Lessons
Add Content

Create an Item

I Folder

J >
| Create a new folder to organize your content.

\,“_w_*’f_‘mhww\u__?’

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

' New Folder

Settings: ® normal O Advanced

Content | Access | Standards | Objectives | Automate

r—Page Settings
Module 1
August 20 - 26|

L D asamastdta BN .\,_7’\- e Anamy AR A Ao P

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

Content | Access Standards  Cbjectives  Automate | Assignment

r—Page Settngs -
Modute 1
August 20 - 26

Jaml-slzyl- ge-@-z-0-8- [EE-[E=
Welkcome to Module 1, $FIRST _NaME$!
This week provides an orentation to the coursa.
You will need to:
1. Send an email to me usng ANGEL Course Mail

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

- ;"‘N’M*"“M—-ﬁ o‘-‘-wo&""‘w"’l

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

i
-

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

.

‘| Module 1
August 20 - 26

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

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

~ o ana it AR . o ambr ot nrmedn ettt

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

Create an Item

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

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

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

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

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

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

1 Orientation Dropbox
nJ-* settings reports Utities delste

5 Introduce yourself
2

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

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

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

e

Module 1
August 20 - 26

Add Conterg Rearrange 3ettings Reports Utilities Delete

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

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

{ ;_ - ‘|

. Module 1
August 20 - 26
Rearrange

Instructions: Organize the items in the list by clicking

 Orientation Dropbox

Orientation Quiz- Based primarily on information in th

¢ Infroduce yourself

| Save | | Cancel |

B LT Ll TP S Sy

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

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

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

File 'Drop Box

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

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

wiki Course Syndication F

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

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

Content | Access | Standards | Objectives | Automate | Assign

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

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

N st shas Ap AR oo bbb, o pefint

After saving, the Section Heading is visible.

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

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

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

41 Introduce yourself
L2

.- ']Orientation Dropbox

_jRead the Syllabus and then take the Quiz below

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

-'~W_Mw"\. BUPOORRL

Heading where you want it.

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

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

the unit folders.

'{ Lessons
~

Add Content Rearrange Reports LUtilities P,

) Module 1
|~ August 20 - 26

| Group Project
|~ Due October 15

] Module 2
|~ August 27 - September 2

] Module 3
|~ September 3 -9

~. s MMM"M‘“AM
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How to Edit a Syllabus

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

syllabus will depend on how it was created.

Editing a Syllabus Using the Syllabus Template

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

Q Resources i

Edt Page

Course Syllabus
;“"'“*“"‘%“"*‘“"’"“"“"'*V~i“m“"‘*"

2. On the following screen, click Syllabus Editor.

Course Syllabus

Syllabus Source
:Default Template. fel]

E Syllabus Editor IL Syllabus Files |

| Lpdate || Cancel l
P Y ‘Mw - ,‘__,.¢ -

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

Keywords

|

Faculty Information
Name
|S andra Hills

Title

[Assistant Professor

Home Phone
|941 -555-4359

Office Phone
|341 -555-4903

Office Fax
AT

~ et

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

HTML Editor

Miscellaneous

ditor
[ Save ]IL Cancel |

~-M.‘,\'~Wrx.

Editing a Syllabus that was Uploaded as an HTML file

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

How to Edit a Syllabus
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Course Syllabus

Syllabus Source

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

| Update | | Canéel |

SN

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

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

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

Exit Syllabus Files ]

o *"“'M P S Sy

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

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

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

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

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

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

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

S pre—

HTML Editor

Unicode format

L ‘__“m%’rm“wm. e

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

o | ;

Required Text

Unicode format

~gg?z-=n-inu-ﬂﬁaduub

6. You will return to the Syllabus Files page. Click Exit Syllabus Files to finish.
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L i e L e L |

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

[ Exit Syllabus Files |

b 2 “"M b ‘.‘NA““-.
g s

Editing a Syllabus Uploaded as a Document

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

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

syllabus file.
U-abe X Aa~/|V-A- | EE AN = O 2 Mo
Font 0 Paragraph

ANGEL Instructor Cours

Faculty: Sandra Hil

Title: Assistant Professor
et mna s Aiand ru\ ".H‘*‘_m ’ r-..,\wuw

2. Make any changes, and Save the file.

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

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

Size: 14.7 KB
Add Content Download All

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

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

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

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

Syllabus Files

Size: 14.7 KB
Add Content  Download all

6. The nextpage willsay, A Ar e you sure you wantOKt o del ete thi

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

Delete File

\syllabus.docx

Are you sure you want to delete this file?

Cancel l

e g;w-&w.w“ gy v Sy

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

Add Content § Download All

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

8. Click Upload Files.

* Add Content
\

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

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

‘ Upload Files

Upload files to the current directory

H Drag and drop files or folders to upload to th

| Exit Syllabus Files |

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

Upload a File
j

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

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

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

e A s o S e .NM_

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

The file may be accessed at the

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

ther File

l, Exit Syllabus Files I

o~ ettt AR s

How to Edit a Syllabus
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How to Upload Files for Course Use

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

Files Used as Content Items in Lessons

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

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

2. Select File.

Add Content

Module 1 3
4

Create an Item

1 Folder |

| 2 |
| Create a new folder to organize your content. J

[

_ 1 Link 5
0 Create a URL to link to a document on the World Wide / C

Web,
File ]
d optoad Zip, Word, Excel, graphic files and more from your d' C
computer, p
~ tostntile A amt amn A-MA-WM‘ SEl rus YV,

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

Upload Form

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

File to Upload

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

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

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

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

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

Recent 8 fle03.509

G}

Deskrop

)

My Documments

-

My Computer {

q File name powetpont pdt _\:J ‘ DE

S e P e B~~~

bt

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

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

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

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

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

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

Upload a File

Upload Form

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

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

Titte
y\f_orking with Powerpoind

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

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

Upload Results

File Upload Successful

<« !
W««.M«.

The file is now in place within the module folder.

How to Upload Files for Course Use
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_IModule 1

Add Content Rearrange Settings Reports Utilities Ds

& Exam 1

Q:_] Assignment 1

gj Working with Powerpoint

settings reports utilities  delete

- \w“\\\r‘“‘“\xwu_.’.mﬁh_

Uploading Files Linked Within an HTML (Web Page) Document

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

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

Upload a File

Upload Form

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

File to Upload

Title

File Type ,
 AutoDetect s

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

L Eilonl. bataacl Banaipatiots. ontd 0.,

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

Drag and Drop

| Instructions: Drag the files and folders you want t

Drag and Drop Files Here

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

window.
TR =
__o ﬁé@d@&;-

-9 »

Inaroduction to AMGEL

= % cnable

'Drag-n-Drop files
’ Orag and Orop

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

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

delwt B¢ Srom the dagrrdeop
|

| Drag andd Drop Fles Hare

File and Yolder Tasks

G Move the selected Rems
[) Copy the selected Rems

@ Pubish the salacted Rems
to the Web

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

Other Places

wa—n

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

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

} 37% Cancel

L R e I — v

e TGy T

4. Click the OK button.

Ll ené.ing

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

o _»'-.wm

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

Drag and Drop

Enabling a course

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

?
enable. pdf

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

%Mﬁ-" Rt TRy "M‘L"\"-

-

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

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

6. Click OK to continue.

Title
Enabling a course

Default File
enable.html ||

[ 0K J|[_ Cancel |

R VT F oyt a _’”"-

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

Add Content Rearrange Settings Reports

=

| Exam 1
=

‘ Working with Powerpoint

= ] Assignment 1

Enabling a course
.. ~~®~W

8. Clicking on the link will display the page.

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

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

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

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

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

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

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

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

Report  Automate %%

Course Go to the MANAGE tab

B i e e e = e

How to Upload Files for Course Use

56



How to Share Content Within a Learning Object Repository
with Other Courses and Users

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

1. Click on the LOR button.

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

3. Click on Course and Group Access.
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gy Management Console

Edit Page

Repository Access

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

) |

..*""*«W“"m w saalinema. gme

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

Repository Association Editor
Current Assodiations: USER-hills

Remove Type Id Title

My Courses

e

oo

Group Search

T S P ey W*"—‘M"“

The Course Search options will appear.

You can search for a course by using a keyword,

Add Assodiations From.

such

as

t he

nstructor

or all of the title or Course ID, or you can apply as many of the criteria that might apply

in order to select the course. Note that you can search by term, location, school,

department, and so forth.

The terms used here will be those that are set up by your institution, and may differ from
the terms used in the example. If no criteria are set, you can also click the Search button
and all courses within ANGEL will appear. In this example, you just used the search

criteria All in the Term selector.

5. Check the box next to all courses that you want to have access to your LOR, and then

click the Add Selected button.
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Add Associations From: My Courses
My Courses

Course Search

My Groups

Group Search

My Courses

[J Automatically map all courses to my personal repository

Add Course Title

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

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

* sehfarthed “Meanananp M*"‘“‘W‘*t.’

The courses have now been added to the access list:

Repository Association Editor

Current Associations: USER-hills

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

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

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

‘ Lessons

Import from Learning Object Repaository

Browse

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

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

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

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

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

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

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

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

Find a Group Create a Group

Repositories

JPersonal: Sandra Hill
Role: Owner

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

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

2. Click Add Content.

=noTraTy T Ty

!— ¥ Personal: Sandra Hill

add Content fRearrange Reports Utilities

- et oAb, .Mw‘ B

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

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

Create an Item

« I Folder

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

Survey
Create a new form or online survey.

L L aaandiiene, sonsilimintiine o it antai b

3. Apply Settings to the New Folder and Save.

__INew Folder

Settings: ® normal O advanced

Content | Access | Standards | Autom

Title i@lodule 3

| save | | cancel |
R e M . e

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

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

Add Content Rearrange Settings Reports Utilities

-

' Module 3 ;

‘ Instructor Notes: Chapter 3 j

P VY WWM

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

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

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

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

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

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

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

Lessons 1

Browse

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

Section

| Repository: Personal: Sandra Hill

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

Find Text

4 Ww \-Mm-—ﬁ_»"*""“’“.'ﬂg,

9. Then click the Browse button.

Lessons i

Import from Learning Object Repository

Browse

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

Secton
: Repository: Personal: Sandra Hill %V_l

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

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

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

Import Content: Search Results

Course\Group Browser

Directions: Select the checkbox next to each resource that v

Repository: Personal: Sandra Hill

Quizzes
L include Question Keywords

Assessments
[include Question Keywords
[Jinclude Question Difficulty Data

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

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

Lessons

Import Content: Importing Results

Items Imported: 1

[ Continue ] [ Done ] |

~~.w...,MM“‘

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

folder in the LOR.

How to Link or Copy Content from a Learning Object Repository into a Course 66



'} Lessons
O

Add Content Rearrange Re

‘ 'll Module 1

—

‘ - 1 Module 2

-

“IModule 3
&

~-~.,"~w

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

(= il
' Module 3

' Instructor Notes: Chapter 3

‘“'-4\4_."...... et fineg s, L.

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

Home » Library » Personal » Module 3

. Module 3

Add Content Rearrange Settings Reports Utilities Delef

SO NNNG

' H ' Instructor Notes: Chapter 3

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

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

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

course also.

Because this is linked to this actual Assessment within the LOR, you
% cannot make any changes to the settings within the course. All settings
must be changed within the LOR.
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