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Log into MyCourses

How do I login to MyCourses as a faculty member? (Indirect)

Step 1: Type http://intranet.twu.ca in your web browser and press “Enter,” you will see
this page:
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Step 2: Click “Academics” - red box on the top left and you will see this page:

TR vl + Arsdamcy Wk ML
#l Academics F b | TH v
1 e | :E.l_ll“.luﬂl'.“tul'lu '_ Fm" Lk
A6 Pruli Syl LG LLT00T 1:48 784 ® Fandiy Soocuroe
TG, By Jonurthan Ssrravety = Grade Eriry
B ity Dl Tha wrmg SO0 Sreatshis i o aniine, = otk ou by

o D e i rsgr g e R wiphabecical i

Trooimends 2 Efan
ez i o B —
iyt b TREET L, Shamirn

= PFuadty Doty The srmg T008 Srowisble i rosd ok, o sk v [tk
Friicrie evmin L Do Lol bl ol i Bard
Lisds
* oty ks e I i
& Reogge Lk Tha Fall 2007 Terwiubin i naw orine it o L e casen et/ tefa ot see. T
= = D08 Tgring Mecuttp Scwduls
I Recpols Bis ¥ dickd reem @ nooUnCE AR = Caurss Tiwisse
= Ldwary
.F.""',_!]' .- W Add e ik
Riimect
Thara srena fers toabow n e v of Be T 0U0L° docason Scwrrl Ta canis mnra Bam, o A ners dacuseen” Dt il Faculty Adin Links
Dekra e e
@ Consrnm Flansgersent {Lraincioe Ssngem
W Ak man dmouaren = TO08 Spring Terwinble Crewto

u Sarwris by Dwperbeend Tegres

T Add res ik




MyCourses Complete User Manual 4

Step 3: Click “MyCourses” — the red box to login to MyCourses

How to login to MyCourses as a faculty member? (Direct)

Step 1: Type http://courses.mytwu.ca in your web browser and press “Enter,” you will
see:
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Step 2: Click “Sign in” and it will take you to twuPASS login:



MyCourses Complete User Manual 5
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Step 3: If you are using university computer, you can just click “TWU Employee Sign

In.” Or, you will need to supply your “twuNAME” and “Password. If you do not have it,
please email sst@twu.ca or esupport@twu.ca .
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After you login to MyCourses (either Direct or Indirect), you will see a portal page where
it lists “Calendar,” “Course lists,” “Announcements,” and “eSupport” (some users
may have more features listed).

MyCourses: Overview of my courses
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The above picture shows a screen shot for MyCourses portal page.
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Knowledge base

1. This section lists all courses a user has either for learning or teaching.
This is a site-wide announcement. Always check this because there are important
messages sent out by the site administrators.
3. eSupport contact information and a knowledge base for questions and answers.

User can just click any one of the course names to get to a course home page.
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OVERVIEW OF MYCOURSES
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Overview of MyCourses

Home Page Structure
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The above picture shows a portion of MyCourses course home page. The dark blue box
shows the course title. An instructor needs to verify if the course title is correct. If
incorrect, please send a request to esupport@twu.ca. The smaller red box is what we
call “breadcrumb” navigation; this helps you trace back to your course if you are “deep”
inside one course. The bigger red box shows the instructor’s information. If you do not
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see a picture in your course home page, it means you have not supplied one. To update
your profile picture, please check out this tutorial: update profile picture.

The top green box is a quick short cut to ALL activities in a course. The
“Administration” box includes many useful course management functions for instructors.
(Note: students do not have the same “Administration” view as instructors. To see what
students can see, please read this tutorial: views).

You are logged in as Shuo Feng (Logout)

&) Switchraleto.. A [ Turn editing an ]

This above picture shows the reader the right side of MyCourses course home page. At
the top you have two buttons: Guide and eSupport. The “Guide” is the knowledge base
where you can find many useful tips for using MyCourses (we are constantly updating it).
The “eSupport” button shows our staff schedule and contact information. These two
buttons will always be available for both instructors and students to access.

Below these two buttons, “Shuo Feng” is currently logged in. The name “Shuo Feng” is
underlined so that you can easily and quickly update your personal profile. To update
your profile picture, please check out this tutorial: update profile.You can also “Logout”
from MyCourses by clicking the button inside parentheses.

At the bottom, the first icon from the left is a question mark icon. Throughout the use of
this state-of-the-art MyCourses system, you can easily learn what a feature can do or
mean by clicking that icon (Note: not all features have such an icon). You can also see
“Switch role to...” dropdown list in the middle. This feature is handy and it can be used
at any time when an instructor needs to see what a student’s view is (to learn about
“Switch role to...,” please read this tutorial: views.

“Turn edition on” button is probably the most frequently used feature in MyCourses.
When you click this icon, the course home page will turn to the editing mode with many
added icons. Here is a sample view:
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As you can see, the home page is changed and marked with many red boxes. Compared
to the homepage without the editing feature, there are many new features you need to
know.

Icons in MyCourses
“esdERE |,

The above picture shows a set of features. Left arrow is to indent course items to the left;
right arrow indents course items to the right. Up and down button allows you to move
course items within course sections. The “pen and notebook™ icon is to update or edit a
course item. If the “X” button is clicked, the course item can be removed after a
confirmation question. Lastly, the “eye” button allows you temporarily hide a course
item until an instructor turns the eye on for everyone to access.

Ciutline
sections

3

MyTWU team added a new feature for the learning community called “Outline sections”
to allow you to easily and quickly add course sections (for weeks or topics). You can
change course outline sections at anytime while constructing a course (Please read this
article on the look of outline sections).

_E) | Add material... v | @ | Add an activity.. v
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“Add material” dropdown list allows you to select features such as webpages, uploading
a file, linking to a website, display a file directory functions, etc. “Add an activity” drop
down list allows you to choose course activities such as assignment drop box, forum, quiz,
wiki, etc.

You are logged in as (Logout)

&P | Switch role to.. e [ Turn editing off ]

Blocks

Add. v

Announcements
Blog Tags
Calendar

Coursefzite Description
Courges
HTkL
bMessages
Cnline Users
Feople

- Cluiz Results
Fecent Activity
Upcoming Events

- 5,6

The “Blocks” feature gives an instructor more freedom and ability to manage a course
such as adding a calendar, announcement, recent activity, etc. The “Turn editing off”
button shows right after an instructor clicks “Turn editing on”. By pressing this button,
the course homepage will return to its normal state.

E.-
7

The “pen and notebook” icon is to update or edit a course item, in this case, editing or
updating a section.

=
+

The “eye” icon can hide an entire section from students or others if it is closed. The
“down arrow” allows an instructor to move down one section or move up one section if
there is an “up arrow”.
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Update Personal Profile Picture:

ou are logged in as Shuo Feng fLogout)

9 | switch role o hd |[ Turn editing off ]
Blocks
Add. . v |

To edit a personal profile such as uploading a portrait picture, updating addresses, emails,
writing blogs, etc, a user clicks the name at the top of the course home page as shown in
the red box.

K‘jr'( THIMITY WESTERN UMIVERSITY

Parsonal profile: S i g v
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oy 2 6

LasLaioede Frgay, 1 Feonsty 200S 000 2k (1 ted)

[(nercl me fom GLE 1 FAIY | Mesesges |

After clicking your name, MyCourses takes you to the “Personal profile” editing page. If
you look closely, you can see options such as “Profile,” “Edit profile,” “Forum posts,”
“Blog,” “Activity report,” and “Roles.” Among these options, you need to click “Edit
profile” — second tab.
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Picture of
Current picture ﬁ
Delete [
New picture (Max size: 10MB) @

Picture description My Potrait Picture]

After clicking “Edit profile,” the page shows your personal information, scroll down to
the bottom and look for “Picture of” section as shown above. There are two possible
scenarios: upload a picture (no picture at all) or update a picture (deleting previous
picture).

1. If you upload a picture, you can just click the “Browse” button and find your
picture in local computer, then click “Update Profile” button at the very bottom of
the page.

2. If you update a picture, check “Delete” box first, click “Browse” button and find
your picture in local computer, then click “Update Profile” button at the very
bottom of the page.

Note: Sometimes the profile picture does not show after uploading and updating. This is
mostly because of “cache” or “cookies.” The web browser we use always try to
remember used pictures or information in order to quickly load the page for you when
you request it again; however, it does cause problem in this case.

To clear the “cache” or “cookies,” please read this article or check appendix A (let us
know if the page does not work for you).
http://support.nexis.com/lexiscom/record.asp?ArticleID=wg_cache

Views in MyCourses

GLC 100: MyCourses Basics Administratar

Training Course creatar
Teacher

Instructor Demo Teacher Maon-editing teacher

demo teacher@example.cam Student

Faculty Assistant

: Teaching Assistant
&2 Course Announcements Guest Instructor

1 Downloads

“Switch roles to” is a very handy function for instructors. This menu allows you to
switch temporarily to another role so that you can see what the course looks like to
someone with that role.
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[ Return to my normal role ]

GLC 100: MyCourses Basics
Training

Instructor Demao Teacher
demo teacher@example.com

&2 Course Announcements

When you've finished navigating around the course, you can return to your normal role
using the button on the course page or the link at the top of any page. For example, notice
the difference between these two pictures. The second picture “hides” the “Downloads”
section in the student view.

What are course sections?

= Section 1, Week 1 or Topic 1 &
+

@ | Add material. v | @ | Add an activity . ~|
= 0 0 ‘.\'
¥  Section 2, Week 2 or Topic 2 e
t
@ | Add material... v | @ | Add an activity.. v 4
E . . @&
Section 3, Week 3 or Topic 3 "
@  Add material.. v | @ | Add an activity... v 4
w  Section 4, Week 4 or Topic 4 &
t
@ | Add material... v | @ | Add an activity.. v 4

The above picture shows a course section (in this case 4 sections). After an instructor
adjusted “outline sections,” the MyCourse home page will automatically generate X
number of sections for you.

In each section, you will see alternating colours of grey and white, displaying a set of
icons we introduced earlier in the tutorial: “pen and book,” “Add material,” “Add an
activity,” “eye,” “up arrow,” and “down arrow.”
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What are course items?

&

Topic Two .

L4 s
B} Lecture Slides Two = P2 & & 1
&l Lecture Notes Two = P& X & 2
2 Forum Two = JPe R é 3
[] Assignment Two = JF & 8 & & 4

(7] _.ifﬁ;dd“material... ~ o _'_Add an activity.. m

“Course item” is a generic term we use to identify individual files (PDF, word, video or
audio) and actives (forums, assignments or wiki) that are listed in one course section. In

the above picture, we have a course item in PowerPoint, a PDF file, a Forum, and an
Assignment.
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Create Forums
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Making a Forum
What is a forum?

This activity can be the most important - it is here that most of the discussion takes place.
Forums can be structured in different ways and can include peer rating of each posting.
The postings can be viewed in a variety of formats and can include attachments. By
subscribing to a forum, participants will receive copies of each new posting in their email.
A teacher can impose subscription on everyone, if necessary.

What is the icon for forum on MyCourses?
L]? [
Turn on the feature

Topic Four

1-;9)

w Add an activity...
Assignmanis
Assignment Dropbox
rEgvas Online text
o « " B W Upload a single file
. Offline activity
s CPEWERS 500k
& | Add material... v | @  Chat
Choice
ic Fi Glossany
Topic Five Ao
SURsEY
Wik
Workshop
@ | Add material... v | @ Add an activity.. v

- ()

=

The above picture shows that we are going to make a Forum under Topic Five. Instructor
first needs to scroll down to the lower section and click “Add an activity” and select
“Forum.”

Notice that on the right hand side, the Topic Four (or week 4) section visibility is open
with the “eye” being open (what is an eye?), but Topic Five section visibility is off where
the “eye” is off. This is to ensure that no one sees the content before an instructor wants it
to be available.
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Forum Editing Page
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The above picture shows the Forum editing and creation page. It has been divided into
four sections: “General,” “Grade,” “Post threshold for blocking,” and “Common
module settings.”

For “General” section:

e e

@ | Serdedioumior genersluse ¥

)
o # [ = | Ly B S UR 2 o m 1 T
EFEIAN AT IEEEE Y —Jwmage QOS50 & o @
Path: gty
el =1
rbed? | Mo w
W
n7 @l | Opiorel &
@ okE w

1. Supply a forum name, e.g. “Week 5 Topic 5” (the * marker means “you must
supply a value”).
2. Choose a forum type:

A single simple discussion - is just a single topic, all on one page. Useful for
short, focused discussions.

Standard forum for general use - is an open forum where anyone can start a
new topic at any time. This is the best general purpose forum.

Each person posts one discussion - Each person can post exactly one new
discussion topic (everyone can reply to them though). This is useful when you
want each student to start a discussion about, say, their reflections on the week's
topic, and everyone else can respond to these.

Q And A Forum - The Q & A forum requires students to post their perspectives
before viewing other students' postings. After the initial posting, students can
view and respond to others' postings. This feature allows equal initial posting
opportunity among all students, thus encouraging original and independent
thinking.

3. Supply Forum Introduction (must supply)
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4. Force everyone to be subscribed? Default setting is no.

When a person is subscribed to a forum, it means that he or she will be sent email
copies of every post in that forum (posts are sent about 30 minutes after the post
was first written).

People can usually choose whether or not they want to be subscribed to each
forum.

However, if you choose to force subscription on a particular forum, then all
course users will be subscribed automatically, even those who enrol at a later time.

This is especially useful in the News forum and in forums towards the beginning
of the course (before everyone has worked out that they can subscribe to these
emails themselves).

If you choose the option "Yes, initially" then all current and future course users
will be subscribed initially but they can unsubscribe themselves at any time. If
you choose "Yes, forever" then they will not be able to unsubscribe themselves.

Note how the "Yes, initially" option behaves when you update an existing forum:
Changing from "Yes, initially" to "No" will not unsubscribe existing users; it will
only affect future course users. Similarly, changing later to "Yes, initially" will
not subscribe existing course users but only those enrolling later.

5. Read tracking for this forum? Default is Optional
If 'read tracking' for forums is enabled, users can track read and unread messages
in forums and discussions. The instructor can choose to force a tracking type on a
forum using this setting.
There are three choices for this setting:
e Optional [default]: students can turn tracking on or off for the forum at their
discretion.
e On: Tracking is always on.
o Off: Tracking is always off.
6. Maximum attachment size. Default is 500KB

Attachments can be limited to a certain size file, chosen by the person who sets up
the forum.

Sometimes it is possible to upload a file larger than this size, but the file will not
be saved on the server and you may see an error.
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For “Grade” section:

Lerid &

08 gl | Soola; Eathibacion w

1. Allow posts to be rated? Default is off. Check the box to enable this marking
feature.

2. Grade: possible scales or marks for this forum.

3. Restrict ratings to posts with dates: choose the date to open the forum and
the date to turn off the forum posting.

For “Post threshold for blocking”:

Fost threshold for blockng

ng @ |Conthiock
Kng @
d‘

Time period for blocking, Post threshold for blocking, Post threshold for
warning

The concept of managed postings is very simple. Users will be blocked from
posting after a given number of posts in a given period, and as they approach that
number, they will be warned that they are approaching the threshold.

Setting either the warning threshold to 0 will disable warnings, and setting the
blocking threshold to 0 will disable blocking. If blocking is disabled, warnings
will automatically be disabled.

None of these settings affects the teacher’s posting.

For Common module settings:

Comamep w2 sEiing s

node &gl | Mo gougs v
Hide &

Smoe changes | [ Cancel |

1. Group Mode:
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The group mode can be one of three levels:

e No groups - there are no subgroups; everyone is part of one big
community.

e Separate groups - each group can only see their own group; others are
invisible.

e Visible groups - each group works in their own group, but can also see
other groups.

2. Visible: default is shown.

Click “Save Changes” or “Cancel”

Adding a new discussion topic

—
(¥
GLC 100: MyCourses Hasics

Py imireee B GLG 10 FAT &= Fonme - al,

TRIMITY WESTERM UUNIVERSTTY

Tris forum Aiows YEMRENE i chocse whetner to sicrie o not

| [[2dd = new discussion lopi | 3

{Thare are ne disIussion De1as yet i this tores|

BhjpFerdg \Logoi

A1t s ra | Drsrkonecly Canpgs | Mapof S empss:] Pivecy Statem eml yrbac Ll

This is the forum name that we set up from “General” section (refer to above).

. This is the Forum Introduction from the “General” section.

3. This is the “Add a new discussion topic” button. When this is clicked, the page
takes users to a new forum posting page.

4. This is the function “Update this Forum” that an instructor can click when a

change to the original forum setup is needed.

N —



MyCourses Complete User Manual 23
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The above picture shows what happens after a user clicks “Add a new discussion
topic” button.
1. “Subject” is the discussion topic title to initiate discussions. For
example: Topic five: “Why study online?”
2. “Message” is the main text for the discussion topic. For example:
“Online courses and modules can be accessed from home, in the
workplace or at the learning institution. This allows students in
many different situations to continue their education at a time, and
in a way, that meets their individual needs. What is your opinion?”
3. “Format”

This format assumes the text is pure HTML. If you are using the
HTML editor to edit text, then this is the default format - all the
commands in the toolbar are producing HTML for you.
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Even if you are not using the RichText HTML editor, you can use
HTML code in your text and it should come out exactly as you
intended.

4. “Subscription”

When a person is subscribed to a forum, it means that he or she
will be sent email copies of every post in that forum (posts are sent
about 30 minutes after the post was first written).

People can usually choose whether or not they want to subscribe to
each forum.

However, if a teacher forces subscription on a particular forum,
then this choice is taken away and everyone in the class will get
email copies.

This is especially useful in the News forum and in forums towards
the beginning of the course (before everyone has worked out that
they can subscribe to these emails themselves).

5. “Attachment”

You can optionally attach ONE file from your own computer to
any post in the forums. This file is uploaded to the server and
stored with your post.

This is useful when you want to share a picture, for example, or a
Word document.

This file can be of any type, however, it is highly recommended
that the file is named using standard 3-letter internet suffixes such
as .doc for a Word document, .jpg or .png for an image, and so on.
This will make it easier for others to download and view your
attachment in their browsers.

If you re-edit a posting and attach a new file, then any previous
attached files for that post will be replaced.

If you re-edit a posting with an attachment and leave this space
blank, then the original attachment will be retained.

6. “Mail now” — coming soon...
7. “Post to forum” - click this button to submit the discussion topic.
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TRINITY WESTERM LIKINERSETY

This is a page after clicking the “Post to forum” button. On the screen it says “You have
30 mins to edit it if you want to make any changes.” This usually tells a student (not the
administer or instructor) that he or she cannot constantly edit a forum postings since the
forum discussion may be sent via emails to others or the forum post is being marked.

At any time, a user can click “continue” to jump back into forum discussion main area.

TRIMITY WESTERM U MIVEIRSITY [ Guide |
GLC 100; MyCourses Basics [« Hueo. @
MyColisap &= OLO TDFSIT & Foiaie & Wk S Togie S Iim |_LlE._1ﬁ_H‘_l1|_‘\'-Eﬂﬂi

| #dd m meswclgcuesion iopic |

i ||:||:m.u.mn I 2 |emrtedny | 3 | Rephias | & | voread. | 5
1. “Discussion” lists all discussion topics instructor creates.
2. “Started by’ lists the creator of one particular discussion topic; this

could be anyone in a classroom.

3. “Replies” tracks the number of replied messages for one discussion
topic.

4. “Unread” tracks the number of unread messages for one discussion
topic if the feature is turned on under “Forum editing page” section.

5. “Last post” lists who is the most recent person commented or created
a discussion for that topic.

6. “subscribe or not” has three options:
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= “Force everyone to be subscribed” once this is turned on,
everyone in the classroom will receive a copy of email for any
posting in the forum.

= “Show/edit current subscribers” will allow an instructor or
forum owner to add or remove people for accessing this entire
forum.

= “Subscribe to this forum” allows a user to subscribe to this
forum.

E'.ﬁ, | TRINITY WESTERN UNIVERSITY

GLC 100: MyCourses Basics

Wiy Courmes = 501 FATT & P = Wik § Tope § fanm = Wy shydyng andene 3

i Coeplery reples n nestsd fom " 4 [ Pl s thim cliecus=on o - l

Wiy sfudpng anne?
Hy § - Wrsdedy, A Py SODE0 DECAS M

Cotires 0URTE A SO IO L REcs -3 0S50 a2e3 Becd Ty Pocimi, I (e WO AP ESCE 73 the 1A ming Iainmon. THie afioms shioamsin mary dimaremt
stiuationrs o corbinue ther educshon at @ ime, and n 3wy, st meels Fedrindeadisl n=eds What b= 'y opiion?

2 Eilll | Cealrts | Rigily

If a user clicks the “topic” discussion (in this case, Why study online?), he or she will see
the above picture.

1. This function is very handy and it has four other options. Choose the ones you
prefer (“Display replies in threaded form” is suitable for large amount of postings):

| Display replies in nested form v |

Dizplay replies flat, with oldest first
Dizplay replies flat, with newest first
Display replies in threaded form

Display replies in nested farm

2. “Edit,” “Delete,” and “Reply” usually appear for administrators, instructors, and
forum owners. Students can also “reply” to a message.
a. When “Edit” is clicked, the page will take you to the “Add a new
discussion topic” page.
b. When “Delete” is clicked, the page will look like this and an instructor or
topic owner can press “Yes” to delete a posting.
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ETY ks TERM L
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c. When “Reply” is clicked, the page adds a “Your reply” section under the
original message. The page looks like below:

GLC 100: MyCourses Basics # (4] [Jumpm -

My Couisap = BL0 MR & Foime = Wark S Togc STom = Wiy 81Ty ol = Edding

_* Wity stusying enline?

b i - Boredwy, 4 Februose s 5008, 09 45 38

TINANE-COUrsEs and Mook ies Can OB arcessan from nims, in e workpiaceor a i g msmmimon Tne Rl ety f many
GTEreE A0 e PO0c 0 i e resdr ke pINn 263 e, S 0 wey, THET messts TREE ioii i al ressdks: WISt {5 your opinon?

Edl | ekl
o faply
SubipEct” [Re Wy stuckng onbre?
el |
areiard W 10Ap wing v B I 8| % R N

EEIR qan CEiRE Y —fesew BOGER 2 o @
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Fakhe

Formmat §gé  HTML fomat
SUEEN0N &g |1 oonT want emal oo pies of poks I thiskonim

Altachment (ke smo= 10ME] i) | Browes.. |

ral nimw L

| Postin fonam |

Ther= are required fiekds n this form maraed*

3. “Search Forums” is a function where you can find a keyword in the forum or a
phrase. Just type the keyword in the box and click the “search forum” button.

@| |[ =earch farums ]

4. “Move this discussion to” function will enable administrators or instructors to
move topics around inside the entire course.

Move this discussion to .

Course Announcements
Topic 1
Forum One
Topic 2
7. This 2 Forum Twao
yourop T fopic 3
Forum Three

Calit I TMimlats | Domede




MyCourses Complete User Manual 29

UPLOAD A FILE OR WEB LINK
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What 1s “Link to a file or a website”?

This function allows an instructor to make downloadable links such as word files, PDF
files, PowerPoint files or even video/audio links.

Turn on the feature

_ A
Topic Four +
- '
iy
2 AR L
@ | Add material... v | @ | Add an acfivity.. o
- " Q
Topic Five "

=

A ywieek 5 Topic Sforum == ® < &

@ Addmaterial, v @ Addanactvit.. ]
Add material...
Compose atext page
Compose aweb page I {Logout)

Link to a file or weh site
1pus | Map of Can Display a directory &
YT Canads Add an IMS Content Package

ame Al RIERS B S

The above picture shows that we are going to press “Link to a file or website” under
Topic Five. Instructor first needs to scroll down to the lower section and click “Add
material” and select “Link to a file or website”. Notice that on the right hand side, the
Topic Four (or week 4) section visibility is open with the “eye” being open, but Topic
Five section visibility is off where the “eye” is off. This is to ensure that no one sees the
content before an instructor wants it to be available.
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Link to a File Editing Page

GLC 100: MyCourses Basics kit e

MG Diican &= GLC 100 FAQY & Craicd Wl = Ellig Goiss ks

Sidding a new Course Material to section 5@

Ganera
Mama® ! Smy ok ™
Smmary g

Smaaf & | L[Bpr) e -unq--Bfl.I-E LI ]
1

EFEIW v SEE® W —dmbe GOgGR = o @

ek

Limk to a file or web she

Locsnnn | gy
| Choceam o upload k. |
Wird e
| | BN Achotinca d
WIrdck | Ssmewndow
Parameters
| Ehirw Ackaancad |

Cammen medide seitngs

WREIE | Hide

|_Ezpvm chemnges | | Carcal |

There are recpuaired fiekds i this form marked®

The above picture shows the “Link to a File of Website” creation page. It has been
divided into five sections: “General,” “Link to a file or website,” “Window,”
“Parameters,” and “Common module settings.”
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Upload a file

For “General” section:
1. Supply a “name” for your link or file title, e.g. “Google Links” or “Week 5
PowerPoint Lecture Notes.”
2. “Summary” - the summary is a very short description of the resource..

For “Link to a file or website” section:

Link to afile or web site

Location |itp:/

[ Choose or upload afile ... ]

[ Search forweb page... ]

a. Click “Choose or upload a file.”

TRINITY WESTERN UNIVERSITY

GLC 100 FAOT » Files

Name Size Modified Action

O 3 Mark 1.1ME G 5ep 2007, 11:27 Al Rename
O 3 Motes 3ME 4 Sep 2007, 02:39 P Fename
O =3 Slides 14MB 27 Aug 2007, 04:09 P Fename
O J_backupdata ALB 12 Sep 2007, 1213 P Rename
O J_moddata B7KE 4 Sep 2007, 10:44 Ak Rename
O & Lecture Motes - Week One.pdf 551 8KB 5 5ep 2007, 11:24 Al Choose Rename
O & syllabus pdf 39.8KE 27 Aug 2007, 04:50 P Choose Rename
| Wvith chosen files... hd |

Selectall || Deselactall

Logout

Abouttwu.ca | Directions to Campus | Map of Campus | Privacy Statement | Contact s

b. A window pops up like above picture.
1. “Make a folder” will allow you to create file folders.
ii. “Select all” selects all documents in this window.
iii. “Deselect all” deselects all documents in this window.
iv. “Upload a file” will take instructor to the file upload area.
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TRINITY WESTERN UNIVERSITY

GLC 100 FAOT » Files

Upload a file (Max size: 10MB) = /

| [ Browse...

Upload this file

TOU-af

1 &5 Shuo Feng (Logout)

Abouttwu.ca | Directions to Campus | Map of Campus | Privacy Staterment | Contact Us

TEOO G sk

c. Another window will appear after clicking “Upload a file.”
d. Once you “Browse” your file, click “Upload this file.”

TRINITY WESTERN UNIVERSITY

GLC 100 FAOY » Files

Name Size Modified Action

O -3 Mark 1.AME G Sep 2007, 11:27 Ak Rename
O @ _naotes IMB 4 Sep 2007, 02:39 PM Fename
O @ Slices 14MB 27 Aug 2007, 04:09 P Fename
[0 -3 bhackupdata 4kB 12 Sep 2007, 12013 PM Rename
O 3 _moddata 87KkB 4 Sep 2007, 10:44 A Fename
[0 & Lecture Motes - Week One pdf 551.8KEB 5 5ep 2007, 11:24 AM | Cheoose |Fename
O &y Syllabus pdf 39.8KB 27 Aug 2007, 04:50 PM Choose FEename
|With choszen files.. V|

Selectall | [ Deselectall

e. Very important: Make sure you click “Choose” beside your file name.
Note from MyTWU team: If you have a long file name, the choose button
will be extended to the far right. By scrolling to the right with your mouse,
you can find the button.
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Link to a file or web site

Location || Syllabus pdf

| Choose orupload afile .. ]

[ Search forweb page.. ]

f. After “choose” your file, the “location” will indicate your file name. Note
from MyTWU team: Instructor cannot simply type the file name; the
proper procedure must be followed in order to upload a file.

For “Window” section:

Window

| Show Advanced

Sarne window

INew window

The default setting is “Same window,” where the file or website will cover your browser
page. It is recommended tha you choose “New window” so that a learner stays on the
current page, and the file or link will appear in a popup window.

For “Parameters” section, we recommend you leave this section without modification

For “Common module settings”, the default is “Hide.” We recommend leaving this
untouched.

[f"'?’  TRINITY WESTERM UNIVERSITY  Garir | ~Cuppo |
e

GLC 100: MyCourses Basics H [a]] umpn -

= Ot = G0 100 Bplshu rl_lpqlule-hlsl:uursghlnlgnul |

-‘-lp

the coarze Tyt

Thit mnteris = d apneart |
his materisl should appear i

F it didr't, chick Feer

This picture shows what happens after an instructor clicks “Save change” to save his or
her work. Click the “Breadcrumb” navigation to go back to the course home page.
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Topic Five

O
+
®

A yweek 5 Topic Sforum = B R < &
—> 4 GLC 100 Syllabus » $ & X <
—) €] TWU GLC Website Link = 4 & % <
@ | Add material.. v | @ | Add an activity... v

The red arrows are pointing to files uploaded and a website link
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Link to a website

GLC 100: MyCourses Basics [l ptadati s
Py beiiea & GLT TOO FAT & Chuicd Wulmid &= Edniig Godrss Majma

ZAdding a new Course Material to section 5@

Ganeral
HEmE ' i i ifijike
i_ —
smmary i@
T ad A | LB | [larg ] B N8 | % ow® | erE

EFIE av SRR s —Juss GO = o @

Fesh

Lnk to a fille or web sibe

LOCahnn | bk
| Steceam o il ek . |
Wird e
|| Etirw Ackotincad
Wrdow | Semewndow
Farameters
| Ehowasckancad |

Coammen medide seitngs

WEHER | Hide =

| Sapm chemngee | [ Cancei |

Ther= are reqained Aekds in s form manked”

For “General” section:
1. Supply a “name” for your link name, e.g. “Google Links”
2. “Summary” - the summary is a very short description of the resource.

For “LinK to a file or website” section:
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Link to afile or web site

Location fhitp:fhnee. e, cadglc

[ Search forweb page... ]

Type the URL in “Location” as shown above, in our example, http://www.twu.ca/glc.
The “Search for web page” button opens up a browser window to search web pages, so
an instructor does not have to start a new browser window from the computer.

For “Window” section:

Window

*| Show Advanced

Window |
Sarme window

My window

The default setting is “Same window,” where the file or website will cover your browser
page. It is recommended that you choose “New window” so that a learner stays on the
current page.

For “Parameters” section, we recommend you leave this section without modification.

For “Common module settings,” the default is “Hide.” We recommend leaving this
untouched.

[f"‘?’  TRINITY WESTERM UNIVERSITY E =
e

GLC 100: MyCourses Basics H [a]] umpn -

= Ot = G0 100 Bplshu rUpﬂHEth':ICIIFSEHFU-"U' |

-‘-lp

the coarze Tyt

This mse=ris 2 dd appear in 2 popup sndoms

F it didr't, chick Feer

This picture shows what happens after an instructor clicks “Save changes” to save his or
her work. Click the “Breadcrumb” navigation to go back to the course home page.
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Topic Five

O
+
®

A yweek 5 Topic Sforum = B R < &
—> 4 GLC 100 Syllabus » $ & X <
—) €] TWU GLC Website Link = 4 & % <
@ | Add material.. v | @ | Add an activity... v

The red arrows point to files uploaded and a website link.
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CREATE AN ANNOUNCEMENT
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What is an announcement?

Announcement is a very handy tool where an instructor can show an important message
right after a user comes to the main course home page. The screen on the individual’s
computer will become black and he or she needs to click the message to view it before he
or she can eliminate the black screen.

Note: Announcement shares some common functionalities and behaviors with Forum.

Turning on the feature

. N
ﬂ*l TRINTTY WESTERN LINIVERSITY

GLC 100; MyCourses Basics Vi i et i oy Lt

Iy Coomd g & L 100 FALY ﬂ- S--ﬂchl-l:llel-n- 'I Tum mdimg oh |

CooLersa Tana
[P

QLG 100 Mylouwrses Basios Bk

T Gk Ak
e Gt = = I
3 Tl am by e
[ sx2irment 3 Blog Tage
2 ol B e ol s
-l-'.-lu ; REEED CormeySie Desmpion
SRt ECINE. | o
j—l RS fRaimnal -,'.II LA R ANOAPNTEMENE: = TR &S b= HTHL

P Heen oy
s gt ation RN, e Ordine Lisere
B 3§ = | A mete il = | i | Add an mchuky u Eeq:: P

g Fam i

=2 3wmy scrnrg o & EemlnacmE p,.-nl
21 settren Topic One A proming Events
B faain rikes .
£ G o
P achup _
T rstiire =
T import BHEL

Usually, announcement is under “Blocks”. The first step is to “Turn editing on”. Next,
choose Announcement from the dropdown list from “Blocks”.
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The box shows where the “Announcements” block is located. The arrow points to
“Add” to add a new announcement.

Announcement Editing Page

M UMNIVERSLTY

GLC 100 MyCourses Basies H | o o [ ]

WyCduwsies » SLE 108 FANT = Fomuhn & CiallSe Sirdin e = Sl & new Dpe
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Path:

Erowse:

- feQ

Foet o fonm ]

After clicking “Add” in the announcement block, the page takes instructor to the “course
announcement” editing page. The box indicates the type of this announcement.

I.

2.

Supply “Subject” in the required field. Usually, this it the title of the
announcement.

Type “Message” in the editing box. This is where instructors type the contents of
the announcement.

“Format”

This format assumes the text is pure HTML. If you are using the HTML editor to
edit text, then this is the default format - all the commands in the toolbar are

producing HTML for you.

Even if you are not using the RichText HTML editor, you can use HTML code in
your text and it should come out exactly as you intended.

“Subscription”

When a person is subscribed to a forum, it means that they will be sent email
copies of every post in that forum (posts are sent about 30 minutes after the post
was first written).

People can usually choose whether or not they want to subscribe to each forum.

However, if a teacher forces subscription on a particular forum, then this choice is
taken away and everyone in the class will get email copies.

This is especially useful in the News forum and in forums towards the beginning

of the course (before everyone has worked out that they can subscribe to these
emails themselves).

“Attachment”
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You can optionally attach ONE file from your own computer to any post in the
forums. This file is uploaded to the server and stored with your post.

This is useful when you want to share a picture, for example, or a Word document.

This file can be of any type, however, it is highly recommended that the file is
named using standard 3-letter internet suffixes such as .doc for a Word
document, .jpg or .png for an image, and so on. This will make it easier for others
to download and view your attachment in their browsers.

If you re-edit a posting and attach a new file, then any previous attached files for
that post will be replaced.

If you re-edit a posting with an attachment and leave this space blank, then the
original attachment will be retained.

6. “Mail now” — coming soon...
7. “Post to forum” - click this button to submit discussion topic.

TRINITY WESTERM UNINVELSITY

This pages shows what happens after clicking the “Post to forum” button. On the screen
it says “You have 30 mins to edit it if you want to make any changes.” This usually tells a
student (not the administer or instructor) that she/he cannot constantly edit a forum
posting since the forum discussion maybe sent via emails to others or the forum post is
being marked. Since this is an announcement and only the instructor can create, this
message is irrelevant. (Announcement shares some functionalities and behaviors with
forums).
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Check Announcement
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The red box shows you the message that the instructor just created in previous steps. Now,
let us click the message.

GLC 100: MyCourses Basics | dumpm Bl
Whluuzpd & G100 FADT & Fauim & Coiee Asmaondemand & Couee Siaie in2 daye. Please imad abs el 7 [ Emarchioruma |
Dl beyy rempod ey 1 rmeshencd dovm = e this ciecusmon o &

Course Gtans in g days, Please rekd abeac

Tiy Wralayy, i P ey ST [0S P

TrecCOurae wil RET I Wi Qavs, D=3 6 ey Pesdnooks . [Ty Nave Quashong; Jen The Fsmacinr a0 cmal

Aot tcys 1 Dl o Came Mg Of LAy Frivarp sknmaTd | ol s

As you can see, this picture looks very similar to a forum posting (and indeed it is a
forum!). There are three buttons you can choose to manipulate this announcement. (refer
to forum section)

“Edit,” “Delete,” and “Reply” usually appear for administrators, instructors, and forum
owners. Students can also “reply” to a message.
a. When “Edit” is clicked, the page will take you to the “Add a new course
announcement” page.
b. When “Delete” is clicked, the page will look like this and an instructor or
topic owner can press “Yes” to delete a posting.
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c. When “Reply” is clicked, the page adds a “Your reply” section under the
original message. The page looks like below:

GLC 100: MyCourses Basics # (4] [Jumpm -
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CREATE AN ASSIGNMENT
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Make an Assignment

(Two parts: a drop box and an offline activity)
What is an assignment?

The assignment activity module allows teachers to collect work from students, review it
and provide feedback including grades.

Students can submit any digital content (files), including, for example, word-processed
documents, spreadsheets, images, audio and video clips. Assignments don't necessarily
have to consist of file uploads. Alternatively, teachers can ask students to type directly
into Moodle using an online assignment. There is also an offline activity assignment
which can be used to remind students of 'real-world' assignments they need to complete
and to record grades in Moodle for activities that don't have an online component.

Relations to Grade book

Once Assignment Dropbox and offline activity are created, the course gradebook will
automatically create an entry for grading.

Here are Steps to create an Assignment (as a drop box)

&P | Switch role to.. | Turn editing on
Annoeuncements -
Monday

Course Starts in 2 days,
Please read ahead

Ao Dlder topics. ..

An instructor can “Turn editing on” from the top right hand corner.
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Topic Four 4

=
=

e Add an activity...
. . » » Assignmanis
Assignment Dropbox
L M Online text
Upload a single file
Offline activity
Topic Five Book
Chat
& Choice
Forum
Glossany
2 Week 5 Topic 5 forum = & 8 < & Cluiz
) GLC 100 Syllabus = 4 & % < Exmey
&) Tyl _(_BLC Wehsite Link = P& 8 < ‘Workshap
@ Add material... b @ ;?Add an activity... ol

- ()

2 ogoed nas Demo Teacher (Logout)

The above picture shows that we are going to make an Assignment under Topic Five.
Instructor scrolls down to designated section, clicks “Add an activity,” and selects
“Assignment Dropbox”.

Notice that on the right hand side, the Topic Four section visibility is open with the “eye”

open, but the Topic Five section visibility is off where the “eye” is off. This is to ensure
that no one sees the content before an instructor wants it to be available.

Assignment Editing Page
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GLC 100: MyCourses Basics
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The above picture shows the assignment editing and creation page. It has been divided

into three sections: “General,” “Assignment Dropbox,” and “Common module
settings.”

For “General” section:

General

Assignment name™

You must supply a value here.

Description™ @

San-Serif || L{Gpt) »

¥ || Lang ¥ B J O&| >

: x| ] Cu

SisEE Td —beess OMOQH

KT
MM B e e @

Path:

Grade @ | 100

W
Available from | &

w || 2008 ~ || 09 v | 50 «| ODisakle
v |l 2008 | 09 »| 50 | ODisable

+ || February

Due date |12 » || February

Prewvent late submissions | Nao  »

[a—y

Supply an “Assignment Name.” For example, “Topic Five Reflection Paper.”
Enter “Description” for the assignment detail.
“Grade” dropdown list is the possible mark for the assignment. For example: the

mark for this paper is 100. Instructor selects 100 from the list. Look at the screen
shot below:
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Scale
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Scale
Scale
Scale

-

34
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37
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34
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- Satisfactory
- Satisfactory
- Satisfactory
- Satisfactory
- Satisfactory
- Satisfactory
- Separate and Connected ways of knowing

1= 1}

Grade @ 100

“Available from,” “Due date,” and “Prevent late submission” will allow an

instructor to select when the dropbox is open and when it is closed for submission.
An instructor can also prevent late submission by selecting the option in the

dropdown list.

For “Assignment Dropbox’:

Assignment Dropbox

Maximum size
Allow deleting @

faximum number of uploaded files
(7]

Allow notes @@

Hide description befare awvailable
date @

Email alerts to teachers @

10rB

Yes ¥

“Maximum Size” is the maximum size PER document.

enabled, participants may delete uploaded files at any time
grading.
of uploaded files” - Maximum number of files each

participant may upload. This number is not shown to students. Please write the
actual number of requested files in assignment description.

1.

2. “Allow deleting” - If
before submitting for

3. “Maximum number

4.

“Allow notes” - If enabled, participants may enter notes into the text area. It is

similar to online text assignment.
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This text box can be used for communication with the grading person, assignment
progress description or any other written activity.

5. “Hide description before available” - If enabled, assignment description is
hidden before the opening date.

6. “Email alerts to teachers” - If enabled, then teachers are alerted with a short
email whenever students add or update an assignment submission.

Only teachers who are able to grade the particular submission are notified. So, for
example, if the course uses separate groups, then teachers restricted to particular
groups won't receive any notices about students in other groups.

For “Common Module settings”:

Common module settings

Group mode @ | Mo groups v
Yisible | Hide |+

Save changes ][ Cancel

1. “Group mode” - The group mode can be one of three levels:
e No groups - there are no subgroups; everyone is part of one big community.
e Separate groups - each group can only see their own group; others are invisible.
e Visible groups - each group works in their own group, but can also see other
groups.

3. “Visible” — details coming soon...

Click “Save Changes” to continue or “Cancel” to start over.
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Assignment Work Area

After clicking “Save Changes,” instructors will be taken to a page similar to below:

Fs
t ? TREMITY WESTERM L'NMIVERSITY

GLC 100 WyCourses Basics H [2] umor >

Mg Lo w GLE TO0 FAITT & o4 ol ol fI Tooe F i F efla o F'llhﬂl 1 I : Lmﬁ"'limilgl'lllﬁﬂ_'

3

THE weases nefIBC0aN paper et lon B posed rnees Pleass read

PiraBabie Tram Toessy, SRy D000, (5050 4ld
B e Frarravs’, 13 karch S00E, 0550 AM

1. This is the assignment title we have just created under “breadcrumb”
navigation.

2. This is the “Available and Due date” we set up from “General” section.

3. Click “Update this assignment” and it will take a user back to the
assignment creation page where you can reset many features.

4. 1If there are assignments being submitted, the number will change.

[ Update this Assignment ]

View 17 submitted assignmenis

How to Mark an Assignment?

TRIMITY WESTERM UINIVERSITY

GLC 100: MyCourses Basics RELA ) domp -
Wy G ® GUC 100 Fall & Agmigrmemts = Topo Fes Reflachp Fapsy & Sohmissnn Lipeists thie S signment
[ S nl mry ek |
Firstnam=: AIABECDEF {|JKL KN FH
Sumame - ARG EHCDEFGHII KL PORETUYWXEY S
First name ( Sumame § rzde Commant Lirst masbug {Sbmbor] L madiind (Teacher) ~ Status

ﬂ Do Ehderd Mo grasde: Grade

After clicking “View X submitted Assignments,” the instructor or teacher will be taken
to the assignment back stage where you can see the student name, grade, comment, last
modified time from student or last modified time from teacher and status.
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Imagine there is an assignment submitted; click “status” button on the right.

[

1(spt) (™ v|[lang »| B £ U & | % x* | @ | )«

Mo EEEE T —Dbeee QOQGR| 8 ©

Path:

[ Sawve changes ][ Cancel

Response files:

Upload this file

Browse...

Demo Student

Instructor or teacher will be taken to the marking area. From the top:
1. “Grade” — this dropdown list will allow you select the final mark for this
assignment for the student.

Mograde &
1004100
99/100

» 987100 !
97/100
96 /100
95/100

947100
937100

92 /100

91/100

| 907100
89/100

85/100

a7,/100

867100

a85/100

S 544100
837100 e

Az /100 |
Reshnnse fles
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2. “The box” allows you to write comments to the student.

“Save Changes” or “Cancel” the change.

4. “Browse” and “Upload this file” allow an instructor or teacher to submit back an
edited assignment from the instructor’s local computer so that students can see
how they did.

(98]

What does it look like after marking the assignment?

Here is a sample screen shot; at any time, instructor can update the assignment marking
results:

. 100 Miondey, 10 Dacember JTET 105 Mericiar. 10 D cemper 207, 4000
100 o] o
Mo iday, 10 D cembar 2007, 158 Hioaaayd, 10 D g b 208 T, 1054
15 [ 100 Ea
Al A
Mionday W December 20ET, TN Hendyy 10 December 20T 005
' LER LT 3 o : L
T X LEETE]
- Blonaay, 10 December FG7, W05 Mondap, 1 Dacenbar 2007 1057 )
grioo Joie
2u ]
‘ 100 1 Wonday, 10 December 697, W53 Mondsy, 10 Decembar 2007, 1053 2
ton =0 A

What does it look like in Grade book?

NITY WESTERN UNNVERSITY

"ol o fog pa i as Dsa e T e r (Log oufy

GLC 100: MyCourses Basics

Py reae = GLC 100 FAQR = Gradas

| Dirsn boemecd i D63 Furmvest || Do kosecd i Excad fomest || Do boseecd i e bowmai

Grades iy
Esfued et Assignment Ore Week & Topsc § forum (Topia Frve Reflection Paper| Tatal 4T Edats Student
Sel By Lasknams Sart By Lifsriiss
Raw & B Raw % A Raw % 290 Parcent

Sart By Firabaame fert by Farpinnse

4 B4 . i) . | 4| 2207 |Student e

Doairved Tieaii Foa /Loy it

The smaller box shows the student name for this course and the bigger box shows the
automatically generated grade book entry when an instructor creates an assignment
dropbox (currently, this student’s score is 0).
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What is an offline activity?

Teachers provide a description and due date for an assignment outside Moodle. A grade
and feedback can be recorded in Moodle.

For example, it can be an assignment that is handed in by students in class but the teacher
grades it online.

Steps to create an Assignment for Offline Activity

&P | Switch role to... | Turn editing on
Announcements -
Monday

Course Starts in 2 days,
Please read ahead

Add Dlder topics. ..

An instructor can “Turn editing on” from the top right hand corner.

&
Topic Four "
w +
r ®
£
. Add an activity...
@  Add material . v | @ Assignmants
' ) Azsignment Drophbox
Online text -
e Ei Upload a single file o=t
Tapic Ehe Oiffline activity t
; |Book
= Chat
Choice
" i : " |Forum
2 Week 5 Topic S forum = FPE X < & e sal
W GLC 100 Syllabus = JF = % < Cluiz
&) WU GLC Website Link = 4P &= %8 < E‘-JL’J'EEF
iki
[7] Topic Five Reflection Paper = JF & % < YWarkshop

@ | Add material.. v @addanacivity, v
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The above picture shows that we are going to make an Assignment under Topic Five.
Instructor scrolls down to designated section, clicks “Add an activityand selects “Offline
activity” .

Notice that on the right hand side, the Topic Four section visibility is open with the “eye”
open, but the Topic Five section visibility is off where the “eye” is off. This is to ensure
that no one sees the content before an instructor wants it to be available.

GLC 100; MyCourses Basics

W Couwses &= GG 100 FADT & Asmpnmants & Eding A=sigrment

Wau e logpad in o Derved Ted e e (Logout

D&dding a new Assignment to section 5@

Ceneral
.ﬁ.-:lg'mznl name*" I
Description ™ igh

Carclal | jpp o | | Ly B OF =%« ® af
EEIN AT EEHE Bl —Dhwmeaw QOG5S E 2 & @

Grade i@ | 100 -
Foabaie from |5 [« |Febrary || 2008 =) 11 = 00 = Ol Cisable
Due date |12 | Febusre & 2006 = 11 & |00 =8 O] Disatie
Prevent e SUDMisSns [No

Offlinee actreiby

Cammen medide seitngs

Group mode @ | Hogroupe v
WEEE | Hioes o«

| Zmnim chenges | [ Cancel |

Ther= are requinsd Aeids in s form manked*
Demp Taacher Logout

The above picture shows the assignment editing and creation page. It has been divided
into three sections: “General,” “offline activity,” and “Common module settings.”

For “General” section:



General

o »n

Assignment name™

Description™ @

MyCourses Complete User Manual 59

You must supply a value here.

[[1apy |

L
&
=
n
@
=
=
<

| V||LangV|B!g'S'x2xznn

= M SiSEE Tk — e OOQGE & ©

Path:

Grade @ | 100 v
Available from |5 v || February v || 2008 v |/ 03 |50 v| ODisanle

Due date |12 v || February v || 2008 /08 v | 60 v| OJDisanle

Prewvent late submissions

Supply an “Assignment Name.” For example, “Topic Five in Class Essay.”
Enter “Description” for the assignment detail.
“Grade” dropdown list is the possible mark for the assignment. For example: the

mark for this paper is
screen shot below:
Scale
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100. The instructor selects 100 from the list. Look at the

» matistactary ~
: Satisfactary -
: Satisfactary
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: Separate and Connected ways of knowing

1= 1

Gracde @ | 100
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8. “Available from,” “Due date,” and “Prevent late submission” will allow an
instructor to select when the dropbox is open and when it is closed for submission.
An instructor can also prevent late submission by selecting the option in the
dropdown list.

For “Offline activity” — empty

For “Common Module settings”:

Common module settings

Group moce @ | Mo groups At
Yisible | Hide »

[ Sawve changes ][ Cancel ]

1. “Group mode” - The group mode can be one of three levels:
e No groups - there are no subgroups; everyone is part of one big community.
e Separate groups - each group can only see their own group; others are invisible.
e Visible groups - each group works in their own group, but can also see other
groups.

4. “Visible” — details coming soon...

Click “Save Changes” to continue or “Cancel” to start over.
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Assignment Work Area

After clicking “Save Changes”, instructor will be taken to a page similar to below:

ﬁ J TRIMITY WESTERR. L MIVERSITY

: ! H[a] -
GLE 100: MyCourses Basics H [=]| ket
Mycaisat b GLO D FAD = Asdigrananis s{ToncFid b CisisEssap] 4§ 3 | | Upidee ik Ak st |
4 [T ST ey
TS iE & bie i ik e Ton o0 i s o3 B (e esl [esd Pes e i [Tie neCiular OB Bam
Pl Mo T 500y, 5 Fepiundy 33 11 00BN
D chwter: Tumsdarp 17 Fabromey 3008, 1100 AN F.
- g el
il ] il b B e L & e 1 L

1. This is the assignment title we have just created under “breadcrumb”
navigation.

2. This is the “Available and Due date” we set up from the “General”
section.

3. Click “Update this assignment” will take a user back to the assignment
creation page where you can reset many features.

4. Offline activity will always have “0 submitted assignment” (distinguish
this from “assignment dropbox”).

How to Mark an Assignment?

TRIMITY WESTERM UINIVERSITY

il |_'1_| Jormip o -

GLC 1000 MyCourses Basics
Wy G ® GUC 100 Fall & Agmigrmemts = Topo Fes Reflachp Fapsy & Sohmissnn Lipeists thie S signment

[ S nl mry ek |
Firstname: AlAECDEFGHIJELMNOPOREST
Sumame - ARG EHCDEFGH

Fitarnanin] Batabie) arsde Comment -  Lusimosses Sl s medied Menchen © Statis

ﬂ Do Ehderd Mo grasde: Grade

After clicking “View X submitted Assignments,” instructor or teacher will be taken to
the assignment back stage where you can see the student name, grade, comment, last
modified time from student or last modified time from teacher and status.
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Imagine there is an assignment submitted; click “status” button on the right.

1(spt) (™ v|[lang »| B £ U & | % x* | @ | )«

Mo EEEE T —Dbeee QOQGR| 8 ©

Path:

[ Sawve changes ][ Cancel

Response files:

Upload this file

Browse...

Demo Student

Instructor or teacher will be taken to the marking area. From the top:
5. “Grade” — this dropdown list will allow you select the final mark for this
assignment for the student

Mograde &
1004100
99/100

» 987100 !
97/100
96 /100
95/100

947100
937100

92 /100
91/100

| 907100
89/100
85/100
a7,/100
867100
a85/100

S 544100
837100 e

Az /100 |
Reshnnse fles
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N

“The box” allows you to write comments to the student.

“Save Changes” or “Cancel” the change.

8. “Browse” and “Upload this file” allow an instructor or teacher to submit back an
edited assignment from the instructor’s local computer so that students can see
how they did.

~

What does it look like after marking the assignment?

Here is a sample screen shot; at any time, instructor can update the assignment marking
results:

'Iﬂu I Mondee, 1 |:'|.-p.-r|h|.: T 1 |‘:'_a MNondy |.._F.1|-|'_p.|a| ..:\."‘ T ':'..-\.I
100 sy A
Blonday, 10 Dacom b 2007, x5 Aonday, 10 Dsacgambar 207, 1055
. 15 1 100 et
AL a1
' Y, '||:||:| |J__- dyr 10 :p. ':'"ttf' _':h." T B Ijr_.1_—_;|_ |_|:'-|:1:|-||:,f| _".: T .'|':.'_ e
e it G
' Blonddy, 10 Dseegam bar 0T, 1057 Moniay, 10 Decganisr 2007 157 3
. o100 Lipciate
A Al
i Toon i Wonday, 10 Cecembay 20T, 1E53 Mondyy, 10 Cecember 2007, 0053 ¥
11]1] au T ~Lrs

What does it look like in Grade book?

'*.
;l FRIMITY WESTERM LiMIVERSITY
GLC 100 MyCourses Basics eiatnd il St i
MyCairees = EUE 100 FAIT & i
e i T S FrE R
i i in DS e mi i| i ini Excelormai |i-':1. iy b st |
Gradesig
fss|gniment Wees 8 Topic & Tepic Five Refectan | | Tepic Foe & Class Tegal 4% Sudent
Ona form 1 Faper 2 ESsay Exats Hort by
Lastnamse
103 Raw% &0 FRawr % 100 Raw % T Raw % 380 Percant RO by
Firstnams
fd® - 0% 1% 0% g 1891% Sipdent [ems

The smaller box shows the student name for this course. Number 1 box shows the
automatically generated grade book entry when an instructor creates an assignment
dropbox. Number 2 box shows the automatically generated offline activity.
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Appendix A: Clearing Cache and Cookies

Clearing Cache on Microsoft Internet Explorer 6.0

Nk W=

Click Start and select Settings, then Control Panel.
Double-click Internet Options to open Internet Properties.
Click Delete Files.

Click OK on the Delete Files dialog box.

Click OK.

Clearing Cache on Microsoft Internet Explorer 7.0

PN R

Click Start and select Settings, then Control Panel.
Double-click Internet Options.

Click the General tab.

Click Delete under the Browsing History section.

Click Delete Files in the Delete Browsing History dialog box.
Click OK.

Click Close.

Close and re-launch your browser.

Clearing Cache on Firefox 1.5

SNk W=

Click Tools and select Options.

Click the Privacy icon.

Click the Cache tab and click Clear Cache Now.
Click OK.

Exit and re-launch the browser.

Clearing Cache on Firefox 2.0

SNk W=

Click Tools and select Options.

Click the Advanced icon and click the Network tab.
Click Clear Now under the Cache section.

Click OK.

Exit and re-launch the browser.

Safari 2.0 for Macintosh

l.
2.
3.

Click the Safari menu and select Empty Cache.
Click Empty on the Are you sure message box.
Exit and re-launch the browser.
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Firefox 1.5 for Macintosh

Nk W=

Click the Firefox menu and select Preferences.

Click the Privacy icon and click the Cache tab.

Click Clear Cache Now.

Click the X in the top left corner to close the Privacy window.
Exit and re-launch the browser.

Firefox 2.0 for Macintosh

1. Click the Firefox menu and select Preferences.
2. Click the Advances icon and click the Network tab.
3. Click Clear Now under the Cache section.
4. Click the X in the top left corner to close the Advanced window.
5. Exit and re-launch the browser.
BlackBerry Handheld

Clearing the content caches clears both the rendered pages and server data:

1.

3.

)]

Highlight the Browser icon and click the trackwheel.

Click the trackwheel again to display the Browser Options menu.

Scroll down to Options and click the trackwheel to open the Browser Options
screen.

Scroll down to General Properties and click the trackwheel to open the General
Properties screen.

Click the trackwheel to open the Cache menu.

Scroll down to Clear Content Caches and click the trackwheel to clear the cache
and return to the General Properties screen.

Press the Escape button to page back to the main menu.



