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ANGEL 8.0 Instructor QuickStart Tutorial

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

Conventions Used in This Tutorial

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

This text also features different types of special information:

Icon Description

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

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

Reference: Refers the user to another source of information.

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

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

Video: Brief tutorial videos that illustrate the current task.

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

ANGEL offers a comprehensive Instructor Reference and key step-by-step tutorials via its online Help system. Help
is accessed by using the Help link located within the ANGEL power strip.
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Contents. This option allows you to browse through the entire ANGEL Help system.

Search. This option allows you to search through the entire online Help system.

Instructor Quick Start Tutorial. A tutorial that covers the basic uses of ANGEL.

R

Downloadable Guides. This link takes you to a page in which you have access to downloadable (PDF)
versions of the various ANGEL help documents. Your system administrators also have access to the source
document files.

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

In many places within ANGEL, the help is built in to the application interface. You access this help by hovering over
a field label on a configuration page.
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Clicking the field label loads a pop-up help window with additional information on that particular setting. In the
following figure, the user has clicked the Display Mode text (1) and thus loaded field-level help for the Display

Mode setting (2).
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Display Mode

Sets how the assessment is viewed by users:

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

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

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

Questions displayed one guestion sef + Show question titles: Question titles are displayed with the
) Question at a time question text.
Dizplay questions one at 3 time,
[Jshow questian titles 1
i
Improve this Help Text Close

Question Set Defaults

[JRandomize the order in

Done

[IrRandomize the order of e

n1m g
B it B, o gt Mee. . o i

F100% v

@ Internet
UL

g R A J-.M . f s o +

B4y

e At

Blackboard is fortunate to have a robust community of users working to support each other's use of ANGEL via the
ANGEL User Group List. The User Group List is managed by Indiana University-Purdue University Indianapolis and

is not officially supported by ANGEL. Blackboard recognizes the User Group List's value to our user community and
highly recommends that our users investigate the listserv as a means of additional support.

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

R

Mw”j
Video . . R
Video: "Navigate in ANGEL."

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

| Courses @ | [course mai [& My Announcements @

Thers gre no new snnouroEmETE

o View Quick
=T -.,J, Inlbax ﬂ Message
7Y | v react and Skip the inbox and f =)
Community Groups KZi compote resecal  ar vOuT resaage, Public Announcements Q

[ Rns 2 Grosn

ik Yiw! fam Frosamt &1 | Sen Descgnding
—_i Unread Messages Thers gre na new sTnourcements.
All 0 messages
- ~ | Public Information (8 .
Today's Caiendar Q Evant Calendar
Thars wre 0o sents for Eadiny, in the Hews

Fublic Surveys

5 — | Public Farums
Toolbox

Bookmarks
“aag p parkoreded @t of isokmarks
fer aiiy bocasi 1o vour feoarte e,

Files
Uipinmd flss for sady acow from
aryurhan,

Calendar
“xep track of mportant parscra
wAart,

N N T ._,,’.“MH,_#MM.

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

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

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

w

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

Today's Calendar. Shows today's calendar events.
Toolbox. Helpful tools including bookmarks, files and a personal calendar.
My Announcements. Announcements specific to you and the courses in which you're enrolled.

Public Announcements. Campus-wide announcements sent by the system administrator.

© N o u &

Public Information. Information and resources available to visitors to ANGEL.

Q\ég;_»r
Reference: See "Configuring ANGEL Components" for information on how to customize these
components.

The Power Strip is available at all times and provides access to global navigation options.
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6.

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

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

Log Off. Use this to log off of ANGEL.

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

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

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

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

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

The Map is located on left side of the screen and is opened and closed via the handle highlighted in the following
figure. You can open and close the Map as needed. The map will "remember" the last state it was in and default to

the open or closed position the next time you enter a given course. For example, you may find it useful to close the

Map when viewing the Gradebook so that you have more room onscreen to view student grades.

@ Note: Keep in mind that students also have the option to open and close the Map sidebar, so they may or
may not see the items listed there.
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The Map offers several useful navigational views of your course. The default Map view may be preset by your
institution. It can be opened or closed by clicking on the arrow at the top right. When closed, the arrow will be on
the top left side of the screen. Each view option is discussed below:

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

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

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

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

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

6. About. Provides ANGEL copyright and contact information.

Breadcrumbs

You can also navigate through an ANGEL Course or Group using breadcrumbs—Ilinks that are created as you access
different sections of the course. They allow you to quickly return to a previously visited area by clicking the link.
The links are located under the tabs within a course.
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The tabs located across the top of the course/group/repository screens will open up the respective pages, as
indicated by the tab label.
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The tabs are the same as the links on the Map. The content displayed within each of these ANGEL pages differs
according to the course rights of the user. The course instructor will have access to more information and options
than students.

Course Tab

The Course tab (or breadcrumb link) serves as the course's Home page within any ANGEL course or group. While
the components on this page may differ depending on institutional policy and editor customization, the following
figure displays the default view of the Course tab and its components.
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1. Activity at a Glance. A graphical display of the course activity, including logons, mail messages, discussion
posts, and submissions of homework and assessments by day of week for the current week. Editors will see all
course activity displayed; students will see a representation only of their own individual activity. Clicking any
of the sections will access reports for more detailed information.

2. Syllabus. Loads the instructor's syllabus from the Resources > Syllabus component.

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

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

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

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

Calendar Tab

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

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

You can also filter your views of the Calendar by choosing which type of events you want to see: (5) public, team
or personal Calendar entries.
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Only course editors can add items visible to the entire class. Students can add personal items that are visible only
to the user.

Lessons Tab

The Lessons tab contains the main course content. This is where you'll add content to your course, and where your
students will access that content. Detailed instructions on adding the different types of content items are shown
later in this tutorial.

The tools you need to add and rearrange content items and reports on student activity within lessons are located
on the link menu just beneath the Lessons title (1). Content utilities and lesson page preferences are also options
on this menu.
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The Resources page commonly contains reference content for students. The default display is illustrated in the
following figure, but other components can be added using the Edit Page link.
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1. Syllabus. Allows you to add a syllabus using several different methods. Once it is added, the label will change
from No Syllabus to Course Syllabus.

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

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

vk W

Institutional Resources. Links to resources established by your system administrator and cannot be edited
by individual course editors. Generally these are used for links to institutional web pages such as the Library,
Academic Calendar, Help Desk, and so on.
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deo Ivideo: "Upload a Word File as a Syllabus."

Communicate Tab

The Communicate tab contains access points for all the communication tools for your course or group. Additional
components can be added to the default view shown below.
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1. Course Mail. This is the same component that appears on the Course page, but defaults the inbox to the

current course.

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

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

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

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

6. Communication Links. This component allows the course editor to create links pertinent to course

communication. If none is added, this component will not be visible to students.

Report Tab

A wide variety of reports can be configured, run, and saved. You also have the option to act upon (send mail, send

the report, create an agent, and so on) the results in a report immediately from the report itself.
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@ Note: Reports available to students are limited to those that pertain to their own activity within a course.

Automate Tab

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

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

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

The Manage tab contains all the course tools needed by the course editor to conduct and manage the course. This
page is visible only to course editors.
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1. Course Management. This component allows the course editor to do the following:
e Configure and use the Gradebook
e  Edit the course roster, including adding and deleting members and editing rights
e Set up and manage teams

e Take attendance

2
| Video: "Set Up the Gradebook."

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

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

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

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

It is a common practice for institutions to create course shells in a "disabled" state so that students cannot access
them until the course is ready. To see your disabled courses, you may need to change your default settings for
Courses on your ANGEL Home Page.
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1. Click the Settings icon (|£]) on the Courses component

2. On the screen shown in the following figure, change the Show Disabled option to Yes and then click Save.
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3. The course is now visible on the Home page. Notice that the course is designated as [Disabled] and also
displays the role of the individual.
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' Video: "Enable/Disable a Course."

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

1. Go to Manage > General Course Settings.
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General Course Settings
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2. Click the Access tab and change Editors Only to All Members and then click the Save button.
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Course Settings

Intrd course

Course | Access | Enrgliment | Standards | Objectives | Advanced

Editars Cnly

3. Your institution may use the option to have all courses be available on a specific date when the semester
begins. In this case, your course does not need to be “disabled” and then “enabled”. Students will see their
courses listed on the ANGEL Home Page but they will not be able to enter the course until the designated start
date.

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

Video: "Edit Page Components."
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1. Edit. Allows you to change the settings of the component. This option appears only within components that
have settings or editing functions available.
2. Refresh. Refreshes the content of the component.

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

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

Each component will have different editing and configuration options.

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

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

\\\\\SY

° |Video: "Add a Course Announcement."

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

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

To create an announcement, follow these steps:

1. Go to Communicate > Announcement.

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

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

R

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

Add Announcement

ARrOLEICement Sﬂ'[”r'l'l.']:‘-

Announcement

4®- P I U - OR-BGC-F-0- ﬂ Q

al E i= -:l-- = Th 4% Shele~ | Fosmal = Font=  Sige =

Welcome studernts! h Lir
Plisarse bagin by veading the Syllabirs, 10€mad i the Resainces socticn, aml ihin complato e
Chrivdnlastion Modile in Lessons,

1

Start Date Q

January s, | 2009 [se][T | P 04 ek 35 [w]

End Date Q

ety 2000 [w][TRY | P 04 ek 35 [ae]

ST

Diefauly

Becthon

633628 Smmwu ~ | Other |

User

Everyune v [Lcther. |

L-ﬁ-m.g ! [nl‘i-ﬂ»l R e el g gyt a-_..J

4. Use the HTML Editor menu to format the text and add an image and/or hyperlinks (a).
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i@
E/ Tip: Avoid cutting and pasting directly from Word. If you want to use text from Word, copy/paste it into
a text editor first, such as Wordpad or Notepad and then copy/paste it into the Announcements from there.

Type the text into the text entry area (b).
Enter the start date and time when you want the announcement to display (c).

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

® N o u

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

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

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

i Courss Mal COLrse Arnouncemeres
view Tndmx Quick Wiser! Pt Prasamt &8 | Sos: Duicandiag
S [ ‘ﬂnun_.mge Thursday, January 8, 2009
bl Ehipe thii inksan and tharl
TRATEIOEE T s g wl
B " Welcome students!
_J Unread MEssages Please l_n_ll,ju I:J-,- rl:-u[jinlj the ':illl[l.jbl,“ in
il COuFaR 0 Mg the Resource page, and then complete
the Drientation module in Lessons.,
AL

o e T SRR i g A i;_a..:.r.:._—;,..ﬂ

A syllabus can be added by using several methods:

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

e Use the built-in syllabus template.

e Create a syllabus page using the HTML Editor.

SN

V7777777
Vid
“ | video: "Upload a Word File as a Syllabus."

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

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

No Syllabus

yllahus Source
e B =

iMaone

| Mane
External LEL
Upload a File

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

e External URL. Allows input of an external link to a syllabus.
e Upload a File. Allows uploading of the syllabus file.

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

SyBabiis Editer 5

[ [annt] 1
Genersl Information ‘l‘
Hanading

Intioduction ks ARGEL *
Earyoris

ARG L eyl ndmdudian 1

1
Facumy Indormaticn l
LBy [:! b
Sarlie Hil
Hithe

dzpiviw Profesar

Home Phon HTML Editar
] M elar ipous

HTMLEL
Cancel

L. e s, il PR

DL P

Hxa (s
Mhce Fas

sl i

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

Irestructor Sarncka Hill

Title Assistant Professar
COffice Fhone Ext 0845

Offica Address - Building 7, Rm 104
Offica Hours  Mon - Wed 1 -2 pm

E-mall shillEange iy edu
Location aniline

Skart Duate January 12, 2009

Course Credits 3

Required Texl

Ay frifrocbc i i ANGEL, D Dilicwr; ANGEL Publishing 2008
Course Description

This coursa will ansbia new ANGEL usars 1o raxle 3 course i Al
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If Upload a file is selected, the screen will change so that the syllabus file can be uploaded.

.Swlahus .i
Neo Syllabus

Syilabiss Source

Pt ppiehond g o et R it a aslihn

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

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

complete the procedure.

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

@
%/ Tip: Saving the file as an HTML file and then uploading it will make it easier for students to open the file

because it will not require a word processing program to be accessed first. Save it as a web page, unfiltered.

Much of the course will be conducted within the Lessons page. Content is added by clicking the Add Content link

and then selecting the content item to be added.
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Content items available include:

e Folders
e Files
e Pages

e Discussion forums

e Links

e Drop boxes

e Assessments

e Surveys

e  Wikis

e Blogs

e RSS syndication folders
e Games

e Section Heading

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

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

1. Within the Lessons page, click Add Content.
2. On the following screen, select the content item to be added.

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

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

@0 Q @ Q@ @

‘.‘,..'..ﬁp T — T#“-—-MH —
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a. Content. The title and subtitle are entered here. They display within the Lessons page to identify the
content item.

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

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

d. Objectives. If activated, allows you to align the content to objectives you create via the Objectives tab
on the General Course Settings tool. Standards need to be activated for Objectives to be used.

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

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

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

Content | Access || Automate || Assignment
Fage Settings
Title @ \Content Itern Title
Subtitle @|Cuntent Itern Sub Title
A ATt o e rt_ AR

5. Click the Access tab and enter applicable settings.

|_C|:rntent Access | Standards || Objectives || Automate || Assignment | -

Access Tracking
a F:—'.r.ar Tracking | Disahled v

Wiew Festrictions

b oo riot allow users to view this item

-

F
C Bicwable By |5tuder‘|t5 b |
d JPassword i |
e ¥rearm Access |.-'-‘-.|| Tearns »

[ Save ] [Eancel ]
w#‘nm_, W.M#m*‘-‘“m -—-‘ ol

a. User Tracking. Enables or disables user tracking. In this example, no student activity related to this
content item will be tracked and thus will not be available when running activity reports.
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b. Do not allow users to view this item. Checking this option will prevent any users except for those with
editing rights to see the content item. If any other access dates, such as a start date, are set, this setting
will override them.

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

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

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

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

7. Click the Assignment tab if the content item is to be graded and the grades recorded in the Gradebook
and/or if you want to specify milestone settings.

Settings: (@ Normal O Advanced &

Content | Access | Standards | Objectives | Automate | Assignmen

@)
Itern completion | »

bk i
M [1anuary (] 12 (], [ 2008 [+ [j

@ri January ] 17 [se], [2008 [+][F)

@
(Mewy Assignment) ~ | |

[v] [Lother NEA

100 f
First submission | | @
Course Default V:(hl

Mikestone Settings -

s g

Gradebock Sattings

R

d

i

o N
== )

e b, s sm il et T _'-ﬂr‘l‘“"". e _aie i

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

b. Set an assign date.

c. Set a due date.

d. Select (New Assignment) in Gradebook settings.

e. Select the Gradebook category appropriate for the assignment.

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

g. Calculation Type is usually First submission for content item assignments.
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h. In Display Format, Course Default is set when determining preferences for the Gradebook. This
specifies how the grade will display within the Gradebook.

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

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

Folder settings will "cascade" to all content items that are added within the folder. If the settings are changed after
other content items are added to the folder, you can specify which settings will apply to those items already within
the folder.

Q Video: "Create a Folder."

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

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

Lessons
Add Content

Create an Item

Folder / Pa

_— Create a new folder to organize your content, Cre

s

_ 1 Link _ File

“ Create a URL talink to a document on the world ke (Walu]

wide weh, fi
\\_*ﬁﬁ_"\-“‘ln-‘w-ﬂh“‘__" L"""‘"f“‘f’“"_"’“ F.ll-

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

Copyright © 2011 Blackboard, Inc. All rights reserved. Page 24 of 108



4.

e e

Sethings: O normal ® pdvanred

—FPage Sethngs

e - — .
Content: | focess | Starcacds ) Cecives | Auamats | dssiepment |

% Cirlentation Module
titia [Cue January 19

—Link Sattings

Soha, gt UWMW.; A,

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

The Access settings (in Advanced view) allow for start and end dates to be added as well as options for
Cascade settings. The Start and End dates affect the visibility of the folder (or any other content item). The

content item will not be displayed to students outside of the Start/End Dates.

0
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Check any settings that will cascade to content items already added to the folder. All settings will automatically

be the default settings for any new content items added.

A new screen will open within the folder so that content items can be added to it.
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Pages that contain information or other content, such as lecture notes, can be created and added within ANGEL.
This example will demonstrate adding a page of instructions for the orientation module.

AN
T

¥ | Video: "Add a Page Item."

1. Click Add Content and on the following screen click Page.
L Orien Madule 1
Do Jaruary 15 I
Akl Condart *Rasitangs  Sellings Faports Ubikns  Delste
Add Content B
S
Create an Item
Folder Page
Create 3 rew (oider I0 orjaniie your condant, Zreate a new page of confant from aoaton
] Mw‘wm..ﬂhw‘- e 4 “‘..._Muq.m
2.

On the Settings menu, add a title and subtitle. Within the Page Text box, create the page of information. The

HTML Editor menu at the top of the window can be used to format the text, as well as add hyperlinks and
images. Click Save when finished adding any other settings.

MNew Page

Sattrgst (@ Normal () advanced

Content | Accass | Stardarcs ébp:ttéas | Automate | Assigriment

—Page Setings

‘Modie Instructions

ra®- 870 -8 -@C-3-0-8-
*@EE-DE- T~ S snle= Fomatr Font= Siess B 9 -

For this module, you will eed to:

1, Send a madl message 1o the rstructor of fhis course
. Introduce yoursall o your Classmates by posting on the Intraductiors Discussion
Forum. Respond to at least two of your classmates” posts

. Weritera paragraph about your goals for this course and submit e paper info the
Cr tion Crop Box|

[Lcarcal |

-t il M e SRy b A M B sk bt N B gt .

The page is now added within the folder.
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You can add documents and images in a number of formats, including DOC, RTF, PDF, HTML, TXT, JPG, GIF, PNG,
PAGES, SWF, and ZIP.

};III}II!
_"™° | Video: "Add a File Item."

Tip: If you use DOCX, PPTX, or other Microsoft Office files, students must have the appropriate software on
their computers to open or view the material. This also applies to files in Pages, Open Office, Star Office and other
formats. While these can be uploaded, students will not be able to view them unless they have the associated
word processing programs. Use web-friendly formats such as PDF, RTF, or TXT that can be opened more easily
with free downloads or most word processing platforms.

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

Orientatief Mocule
Due laruar
Sl Conkerd “WErrangs Sethnogs Seporks Uhhes Dwlste

Mochde s iriscthons

D Jarmazry 19
firkd Contan

| Orientation Module '

Create an Item
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Lirsk Filet
Craahe 3 URL to ik 1o 2 dociment on the word el | Linioad: Zio, Wiord, Bxrsl, graphic fiiss and mor
‘e Weh Fom yolr compubor

el o B o e I el ol e et ot L s, gl e B, .

2. On the next screen, browse to find the file, add a title for the file, and then click Upload File. Keep File Type
at AutoDetect.
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If the file needs to be opened within a specific software program, such as Microsoft Word, a download screen
will display when the link is clicked.
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A web page can be uploaded into ANGEL as a file content item. Because a web page often contains images and
links to documents, these have to be uploaded along with the web page. One way to do this is to save the web
page and all its associated files as a zip file. Then upload the zip file using the same procedure as when uploading
any other file.

N

N

%IIIII
J\"dm Video: "Add a Page Item."

1. Upload the zip file.

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

kad | Saving as a Word file l

Setwie Aspors Ubibes Dedste

Saving a file as a Word 97-2003 Doc file
Microsoft Works
1. Saving a file in Word 97-2003 Doc format when using Microsoft Works.
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Links are another type of content item that can be added:

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

& Mew Link
Sertiags -'"E-‘u'-'.:l 3 pdvancad
Content | Access | Standards | Ohpectives | Auipmate | Assignment

Fam Sattirgs

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

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

\\\\‘5\
/77770

Video ,‘ Video: "Add a Link Item."

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

Copyright © 2011 Blackboard, Inc. All rights reserved. Page 30 of 108



Q‘g@_—-{
' Reference: See "Using Grading Rubrics."

1. The Content tab has a Directions area for adding instructions and other pertinent information.
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2. The drop box settings include a Submission tab.
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a. Max Submissions allows you to set the number of times students can submit assignments into the drop

box. The range is from Unlimited to 10.

b. The Message Box is a text area in which the student can enter text. Because the text cannot be
formatted, it should be used only for shorter assignments. It can be either enabled or disabled; disabling it

will prevent it from displaying.

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

students from uploading anything.

d. Set Start Accepting Submissions and Stop Accepting Submissions dates/times to limit the time
period that students have to submit their assignments. They will not be able to submit except within the

limits set.

3. Review is another tab specific to the drop box.
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There are three User Review settings:

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

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

@ Note: Although students can see all documents submitted, they do not have access to any grades
except their own.

e Disabled will not allow students to see any submissions.

The Assignments tab allows for grading rubrics to be selected to be used with the drop box assignment. In
the following figure, the Orientation rubric is selected. (The other components within the Assignments tab
are completed in the same way as other content items.)

%} Note: When setting the Assigment for the Gradebook, do NOT select "Manual” as the Calculation
method. This would only be used for assignments not submitted via a content item, such as a paper
submitted as a hard copy in class.
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6. Click Save when all settings have been added.

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

assessment settings have some additional options available.

Video: "Add an Assessment."

1. As with other content items, begin by selecting Manage > Add content > Assessment.
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To take full advantage of all features available for assessments, use the Advanced view in settings.

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

Satbngs: Oblerme] [ Advanced |

| Content i Access | Interaction | Review | Stendards | Objectives | Autserate | Assignment |
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Eu-.a*:'rah:n Qi
Due iy 19

: g JENE RO S NESHSTL NEN(- [ oI E¥5 HEY =IFY - 1T
== .iE'I_ + T Mx Sider Formal= Fork= Swas 55 0] =
This falknwirag quiz will cowir indor matits fram the syllabos and from the Crientation Module, Be
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3. The Access tab includes options that are specific for an assessment.
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a. The Start Date, if set, will determines when the Assessment item is viewable by students. In this
example, the Start Date is not checked, so it will be visible to students when they first enter the course
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and until the End Date.* The Start Date only allows the assessment item to be visible but it does
not make the assessment available to be taken. (The assessment cannot be taken until the Date set
by the “Start Accepting Submissions” date, which is set on the Interaction tab.)

b. The End Date, if set, will determines when the assessment item will no longer be visible to students.
Notice that the box is checked, so this assessment content item will not display to students after the date
and time indicated (January 19 at 11 PM). Like the Start Date, it does NOT determine when the
Assessment can no longer be taken; that is set by the “Stop Accepting Submissions” date and time on the
Interaction tab.

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

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

e High. Prevents the user from leaving the assessment or use print, copy, features, and so on. This
setting involves using the Secure Browser and can only be set up in controlled environments, such as
a testing or other institution computer lab. Students cannot set up the Secure Brower on their
individual computers.

4. The Interaction tab includes several setting options as shown in the following figures.
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a. Start accepting Submissions: sets the date and time when the assessment can be taken.
Stop Accepting Submissions sets the date and time when the assessment can no longer be taken.

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

Enable Assessment Navigation: Allows for returning to questions that are marked for Review by the
student. Students may mark questions for review when they want to revisit a question before they submit
the Assessment or the question might be one that they had skipped and wanted to answer later.

@ Note: Questions in an assessment can be grouped by Question Set with different options configured
for each set.

c. Question Set Defaults include the following:
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¢ Randomize the order in which questions are delivered
¢ Randomize the order of each question's answer options

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

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

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

Submission Settings

@" sstery S8tings [ ff seore is above % deny additional attempts {
Attempts Allowed

]AIIom but issue warning _J

¥ Show save button
[ Make submissions BNonymous

"~ Unlirited ®
Limit to: minutes

Mo warning

- /
Warn before time expires

[ Automatically submit assessment when time expires @

Time Settings

LY

Ol

Ea\.nel Cam:el|
W g »* % _ﬁem@ M*\-

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

3
}
\f TP W N W

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

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

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

d. Save Option. If checked, users can save answers, close the assessment, and resume the assessment
later. (All answers are automatically saved while users are taking the test.) This option is not functional if
a time limit is specified.

e. Anonymous Mode. If checked, all submissions are anonymous and user cannot be easily identified. Use
with care!! If this mode is chosen, User Tracking will be disabled.

f. Time Limit. Can limit the amount users have time to take the test.

g. Time Warning. Can opt to warn users of set remaining number of minutes before time limit has been
reached.

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

5. The assessment item also includes a Review tab that determines the kind of feedback the user can access as
well as when that information is available.
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a. View Submission History. Determines the type of review available to the user after taking an
assessment. The options are the following:

e Full review. The user has access to whatever feedback options have been set for the assessment.
e List only. Users will see only their points awarded out of points possible and the overall score.
e Disabled. Users cannot access any feedback or scores.

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

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

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

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

@ Note: Multiple choice, true/false, fill in the blank, and ordering questions will be graded automatically;
essay and short answer questions have to be graded by the instructor.

Example: When students access the orientation quiz before the “Start Accepting Submissions” date, they will see

the following:
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Notice that the Begin Now button is grayed-out and there is a message advising the students that the quiz is not
yet available.

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

Video: "Add an Assessment Question Item."

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

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

Assessment Editor |ﬂta Glance | 'i
Add Question Set Preview e

‘Question Set: Questions
Add Question | Configure | Select Al Delete Question Set !
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3. The next screen will open in the General section. Add a title for the question set (the default is Questions).
You have the option of having the title display to the students taking the assessment. The Heading text
window allows you to put in information pertaining to the questions in the set. Because it gives you the option
of using the HTML Editor, you can add hyperlinks, images, and formatting to the text you add.
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4.

‘§  Tip: You can use the Heading text in a variety of ways:

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

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

timeral Interaction
Set tithe Crarberd |Remns [ Display set title cur

The following guestions all pertain to

Heading text

HTML Edinar j
R, el B g P 0 5t b, e e

The Interaction tab provides other settings for the individual question set.
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a. Use assessment settings. if checked, the settings will use those already configured in the assessment
settings. UNCHECK this to configure settings for the Question Set on this screen.

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

c. Question set display options. These can be changed only if Use assessment settings is not checked.
These options allow for randomization of questions within the question set as well as randomizing the
answer choices. Checking Limit the number of questions within the Question Set to ____ will
randomly select the number of questions specified from all questions within the question set, so each user
will have a different list of questions.
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d. Time Limit options can be set only if no time limit was previously set in the assignment settings.

e. Click Save when finished.

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

Assessment Edi"tur | At 3 Glance
}’-'u:id Questiun Set Prewigw

~Question Set: Content Items

add Question  Configure  Select Al Delete Question Set

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

Add Question
There are currently no guestions in this assessment. To add gquestl
other settings for this guestion set, click "Canfigure"

MM.MMM‘\- M

A pop-up window will appear. Add a title for the next question set. Leaving the box next to Edit Question Set
settings upon save will allow you to configure the question set. Click Save to continue.

6.

Enter Question Set title:

rﬁepnrts

Edit Question Set settings upon save

== [_Save | [ Delcte |

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

Click Add Question to add questions within each question set. You can select questions from the Question

Bank Manager or from Assessments from this and other courses in which you are an editor or you can create
individual questions.

' Assessment Editor | At a Glance |
Add Question Set Preview
-Question Set: Content Items

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

itly no questions in this assessment. To add g
l:rl.har setung*s for this question set, click "Configure”

9. You can add the following types of questions:

e  Multiple choice
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e True or false

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

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

e  Matching
e Fill in the blank
e Short answer

e Essay

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

answered orally)

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

All types of questions can be graded automatically, except for short answer, essay, and offline item questions.

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

format.

had Quiestion

Ploamn savkect She bypo of question pou want Sooadd
Sipdoe B Cuapstion Ty

| SRl Chodon T
o Tty Wl olinrnd by w01 E
— -u-m (=) d’-n-:- Pk B Ll td —-f

o | Meilttipde Solect Ll
o Mﬁ-‘m-ﬁ-emkh-dh 1
oF asdrat g JabTiae s

=== satching )
P it e o bar of i wnd duleiion £
0 b rwachad

7 Lkt Arvcmis {r ey G sded]) o
ﬂwmdﬂ-iwmhn f
v-d-uh s b, Wrwaian Faes ba

| e gl

10.
question sets.

e,
T Esnay (umaby trsbed) =
| IR AL oW G Gt Al by b l:h
relied waear b, Baspansat g
onnsily e,
i | Cusirs iy (roes Qiir Sonrces
= Cogry fpsesthons Troem an assesnnl =
gq}. Caiwet) ko koo i o o 'l
W ) O T
5 Duestion Pool ]
| St orm o mars e oo e uisiin e
Wl ari b o el cobiss
hooc Copry aied Parste Ques Hons
53 ¥ rewt guchors by ooty sndgading

]
¢

Truse o Fols
Pt by, ik s i s
[SETFTASE e —"

Dirdhering
Vrwimdy. wiiry vy a et ol e o b sl
[P -

Wl iy thee Blamdc (4]
Dty o et bt e and Bl s

U b b e et atras e comn plvis e

wach Bawnd e,

O Pl 10 s sy for sl
Ermzgnr

Brovese st Bk
Browns For qraskara beom sl poar
i bk

Sewarchy (s bhony Busni
Sawch For quastion bom sl poor
e

A iy e PR ARV P i SR B O i e gt AN it

Once the questions have been added, they will be listed in the Assessment Editor within their respective
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11. There are options that are associated with questions in the Assessment Editor.
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12. Checking Drag 'n' drop enabled allows you to change the order of questions by dragging them into place
with the mouse.

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

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

Video: "Set Up Discussions."

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

Create an Item
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2. Enter the title and subtitle on the title page. Use the Directions text area to input the topic and instructions
for the discussion.
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3. Add any options within the Access tab. There are no have any components that are specific to a discussion
forum.

4. The Post Permissions tab is specific to a discussion forum content item. This tab allows for different posting
permissions to be given to members of different teams if teams have been created. It can also be used to limit
permissions for members of teams or for everyone (default).

2 New Discussion Forum
Settirgs: O tormal @ Advanced

Contenit || dccess | Post Permissions | Interaction | Stsndards | Objectives | Autn

| mead | mew Post | Reply
Al | B | = =
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By default, all members can read all posts, create new posts, and reply to posts.

5. The Interaction tab has specific options only for discussion forums.

fontant | Access | Post Permissiors | Interaction | Standards | Objecthes | Automate | Assignmeant |
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a. A variety of discussion forum Modes can be chosen:
e Normal Discussion. The default mode with all members being able to post to the same discussion.

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

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

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

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

c. Maximum Instructor Rating Score: Instructors can rate student posts by using a point system. A
default maximum rating score can be added using the Maximum Instructor Rating Score, if applicable.
Input the maximum number of points that would be awarded to a single post, if using this option.

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

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

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

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

h. Enable User Profiles: If checked, student profiles can be accessed within a discussion forum.
i. Peer Rating: If checked, students can rate posts as a peer review activity.

j.  Show/Hide Fields: A number of fields display within a discussion forum; they can be chosen by
checking the appropriate box.

6. More options in the Interaction tab can be set if settings are displayed in Advanced view.
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a. Discussion Moderation. Choices are to automatically approve all messages or enable moderation, which
means that all posts have to be approved by the moderator before they can be displayed.

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

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

e. Reply Subject Lines. Defines how the subject line displays for replies; Populated means that the
subject line will contain the subject line of the top post preceded by re.
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The Assignments tab has additional features to add two types of rubrics. The milestone and Gradebook settings
are the same as for other content items.
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1. Grading Rubric : These are the same rubric tools used for Drop Boxes and Essay questions. These can be
used to compute grades based on qualitative and quantitative criteria. Instructions for setting up a Grading

Rubric are found in the Grading section of this document.

2. Supplementary Evaluation: A second rubric can be used to further evaluate posts, but will not affect the
grade.

1. Scoring Rubrics: Can be used to evaluate posts based on quantitative criteria.

Check Enable scoring rubrics to begin.

= SCorng Rubrics 1
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2. One common rubric is to award a percentage of points based on the number of posts and replies to posts that
a student makes. To do this, put the score by percent in the Score box and delineate the number of and types

of posts needed to attain this score.

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

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

GO 20
L
and f ¥ of Pasts 1= i) (0
and o £ of Replies el e || i
4dd Criteria
L
Score |0 *
% ]
F ¥ of Pozix = &0
3
(AJ_ r
d
[ save
g At e A s, et b sl -J

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

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

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

The only type of content that can be stored in a LOR are content items that are found in Lessons within a Course or
Group. It cannot be used to store any content found on the other sections in Lessons such as Announcements or a
Gradebook.

\\\\\\“\""

LI

video | _ . " "
Video: "Import Content.

To access your personal LOR for the first time, click the LOR button on the Power Strip.

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

LOR |Repusitur',rw Manage |

> >

B R e okt

1. The LOR tab provides easy access to all LORs in which the user is a Member.
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2. The Repository tab functions similarly to the Lessons tab in Courses and is where content is added, using
Add Content. In this example, a page has already been added using the same method used to add a page in
Lessons.

3. The Manage tab is similar to the Manage tab in Courses although there are fewer options. One important tool
is to designate content in the LOR to be available to s where it needs to be linked using the Course and
Group Access.tool.

Fepository Access

Course and Group Access

Manage linked courses and groups o current repasitary
T et N ey, r‘qu-‘.ﬂk

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

Repasitery Sssociation Editor
Durrent Associstions: 1EER-ghil Al Axsncinbe : i ey Doy 1
Ry Ty 1s 1ithe Moy COUNSIHE ﬂ i
IET—— ot
. — Pl liramgry *
T Gearch 1
Pty CoRmrees 5
@" WIS Wi W oL Sy il it :.w-;.-.-.,!
A Coures Tithe
[I: (c !_'l}.ks..q._:'i i
=
R e T e S L, I e ity et i sk ..p-"
a. Click My Courses. This will display the options discussed in step 2.
b. Check Automatically map all courses to my personal repository.
c. Click Update.
d. Click Exit.

1. To add content to a Learning Object Repository, go to Repository > Add Content

2. The same content items that can be added within a Course or Group can be added to a Learning Object
Repository (LOR)

Set up the content items the same as they would be set up within a Course or Group.

4. Drob Box, Assessments, and Surveys have some different settings in a LOR from what is found in a
Course or Group. Discussion Forums do NOT have these options.

a. On the Submissions tab in Drop Box and on the Interactions tab in Surveys and Assessments,
there is an option to check “per course or group”. Checking this option will allow any
submissions that are LINKED to the LOR and where submissions are set to be sent into the LOR
(in the Assignments tab, explained below) to be filtered when viewing the Item Analysis or
Submissions for that content item. That is, you would be able to use a filter to view only
submissions from a specific course and to export data using that filter. See illustrations below:

Drop Box:
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Content | Access | Submission | Rovisw | Standarde | Autamat
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2
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Assessment and Survey - in the Submissions section of Interactions tab:

— Submission Settings

Mastery Settings I score is above yyamium\al attempts

T e Y e Sl

Atemnpts Allowed 1 : [ Per coursefgroup
Validation Allow, hut issus warning 2

Save Option ¥ show save button

A HOITYTTHOUS Mode

|_| Make submissions anonymous

*[—Tlme Settings
] i R P s ol i P A

i
;
)
{
)

b. On the Assignments tab, there are options for where the Submissions for these content items
will be sent and where the submissions can be graded. The choices are:

i. Repository only: All submissions and/or Grading options will only be found in the LOR

ii. Courses/Groups Only: All submissions and/or Grading options will only appear within
the linked course

iii. Courses/Groups and repository: All submissions and/or Grading options will appear
in both the linked course/group and the LOR.

iv. The Assignments screen is identical for Drop Boxes, Assesments and Surveys
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- New Dr‘np Box
Settings: @ hormal ) Advanoed

Content | Access | Submission | Rewiow Slzndardsi.umma:e Aﬂiﬂlﬂl‘!ﬂt_

Submilssion Visibilty & Grading-
Note: These settings are only appicabla if this item i Iinked to a coursa or group,

Make submisszion data visible in:
Reposiory ony
Cowrges/groups only

(=) Courses/groups and repository

Allow grading of subnvssions in;
Reposiory only
Coursessgroups only

(8 Coursesforoups and repository

_,J:ELE;'L‘:?“‘W'LW — B R T T S ke

5. NOTE: If the content item is LINKED within a Course/Group to a LOR, most of the settings will be set
within the LOR and not within the content item.

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

Podcasting.
gt Survey _Ssection Heading
= FEEtE 3 EW SLvEy #_|Create a new inine section haading
More Options
Copy Items Tryport from Learning Olbdect Repository
Cresta a duplcate of an seisting foider or fem. o ooy or bnk ha items 0 tha Leaming Obect

Reocitony

Templates and WIZATAS o ston it o ot

2. The screen shown in the following figure allows you to choose the content to be imported.

Import From Leaming Object Repository i
friora cOurEs
Brovwis Sazrch | Add Te
EH [ e - Reading Cove Corfent 2007 » LOR (b ‘ Oriantation Moduls [~]
ey Scbdobler

et | CUET Reposiloey
= | perscral Savka I-| i R Cop Optiors
[ | Polcies for ANGEDTEE J [ Capy Stardards Mappings

O ciog Guestion Keywords:
| Copwy Qusetion Difficulty Leests

@ Copy ltems ||l Link to lems .|

A 'ul-l.-'\.---\.,__..ﬂ-\ B e R '

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

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

Copyright © 2011 Blackboard, Inc. All rights reserved. Page 49 of 108



¢ Choose either Copy Items or Link to Items to finish:

e Use Copy Items for items that need to be separate from the item(s) in the LOR. This might be
when copying Discussion Forums so that all posts remain within the Course and not the LOR or
when a content item needs to have specific settings that would be different from those set within
the LOR. If any changes are made to the content item within the LOR, they will not change the
copied item within the course. When Copy is chosen, a pop-up window allows for choosing some
options such as copying rubrics.

Conv Itamel [#] Link ta Iteme
Copy Options *|

Copy Options

Review the following options to determine if the data listed will be copied or
not.

LQICopy Rubrics
 copy Standards Mappings

™ Copy Question Keywords
# Copy Question Difficulty Levels

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

In the example, Link to Items is chosen.

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

Impart From Learning Object Repository

Intra courss

Browse | Sesch

HS - Reading Come ot

LFT Repository

[ B

Parsonas; Ssncra Hill

Palicig fiot

(Dene.]

S .__'-_,.-.l--ﬂ-ﬂdlﬂ"—ﬁ“- _.‘_*"'__-..\_-M"‘ﬂ-—--r-i.u’-'l_l.-.ﬂﬂ-lj.‘_w

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

g Test Chapter 1 ]
o+ ‘mm 1 ]

“.F::_N
ww-_a--_...-u—p-j

7. If content is linked, the settings will not include the “Interaction” , “Submissions” or “"Review” tabs as
these can only be set within the LOR.
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By using an automated agent, you can release course content based on specific criteria. For example, you could
release new content based upon a drop box or assessment grade. This content could be remedial in nature, based
upon an unsatisfactory score, or it could open the next module of content based upon the student's score. Another
example would be to release content after students have taken a pretest or survey.

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

1. To begin, you need to create a password for the content to be released. Go to the Settings option for the
content item. In this example, you will be releasing the content in the Module 3 folder.

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

Settings: & normal O advanced

Content | Access | Aufomate | Assignment |

r—Access Tracking

User Tracking | Students Only v

—4iew Restrictions

Do ot allow users o visw this item
Yiswahle By | Students e
Passweord .
T = T

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

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

— e Restrictions

Do ot allowe Lisers o vigw this item

Yiewahle By | Students

Fassword R

. - prEmrE——— o
Team Access fall Teams |

Save | Cancel |

L.t o i sm 2ot e %wm

4. The folder will appear with a small padlock icon on the side when you are in Course Editor view.
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| l Lessons

Add Content Rearrange Reports  Utilities Pr

== ] Module 1

= "'Ii Module 2

L

-'i'-f'l_'_jl Module 3 &

In Student view, shown in the following figure, the Module 3 folder does not appear.

l Lessons

J' ] Module 1

T ] Module 2
|

- WWM
If you had not used ! as the first character in the password, the Student view would be similar to the Course
Editor view.

Only the password will unlock the module. In Course Editor view, when you roll the mouse over the padlock
icon, the password will appear.

l Lessons

Add Content Rearrange Repaorts Utilities Pre

J = Module 1

|' Module 2

==

1 Module 3 &
J.___E settings reports utiities delgte

Password=!mod3

. ot o 12

1. Go to the Automate tab.
2. In Agents Console, click Add New Agent.
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3.

Agents Console

Add New Agent

2 ,*w\_wﬁm 2
Supply a name for the agent that will help you identify it easily and then choose Content Agent as the agent
type.

Create Agent

Creating an Agent iz a three-step process, First wou determing and col
the agerits to ronitor and the conditions required to trigger an action,

Step 1 of 3: Choose Agent Type

Mame your Agent
The Agent narne appears in thed &gent consale list,

Module 3

— Agent Type & Configuration

Choose Agent type

Choose the bype of event that woo wish bo use to initiake an Aagent,

O Scheduled Agent

Agents that runcon & scheduled basiz or upon request

i% Content Agent

Agents that run whan users Jisw, takee, submit or reviews a c

O Event Agent

Agents that run when users access specific areas within the &

S SV il v o o o

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

{31 content Agent

Agents that run when users wiew, take, sub

O Evert Agent

Agents that run when users access specific

Choose Lessons

Select content to monitor

is | viewed @

e o RO s, R,

Select the Lesson Type of content that will be monitored (that is, what type of content item will trigger the
agent to activate). In the example shown in the following figure, it is Assessment. Students will have to meet
or exceed a specific grade on the assessment for the content in Module 3 to be available to them.
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Lesson Type:

]
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| Blog
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Drop Bow ) Specific assessments’
O |File :

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

T SE. FpETIC Ly e

hecioa tha ypel oF Ewerd Ehat o seinhy bo e Lo riata sy Soger

Select content to monitor

Legson Type
Azsessment |3

— Aggessment

O Any assessment 8 Specific assessments

Use CTAL + Click to sebact multiple Hems.

(o TR T LT T, VALRLIIBa 5 ¥ IIT 0L U W B | (LT Pty Wt il v ) 1 R WL, l

R R i, MnM -.‘r v it
7. Then click Close Window.

| Exam 1

Use CTRL+ Clidki to select multiple ite

Add | | Close Window |

T

1. You will need to indicate when the agent is to run. Because the specific action will occur based on the grade
that the student receives, the choice shown in the following figure is graded.
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Choose Lessons

Select content to monitor

Exam 1 (delete)

i wiswe .
[ viewied
| subrmitted
araded
—agent taken

| reviewed

GontsabAant el abal b

2. Because graded is chosen, more options will appear so that you can set the criteria for the content to be
available. In this instance, you want the Module 3 content to appear if the student receives a grade of 80% or
more.

Select content to monitor

Exam 1 (delet=)

i [ gre.:.u:-leﬂ. i:*]

and grade is between (80 | % and 100 %

TR s aci o g ATR. o s i3, oottt fal.

3. The summary for everything that so far has been set up for the agent will now appear at the bottom of the
screen. Click Next to continue.

: |

Agent Summary

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

[ Cangel | [Mext | ==
- _ n - wm i

4. The next screen allows you to select which users would be included within the agent. In this instance, you
want all users to be included, so you will not make any changes in this section.
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MName Selection

Hames this combination of user and condion critaris.
A8 Users

~—Uzer Salection Properties

Select Users

Chemse all usars of & specific user for the Agent bo ronitor.

® Any User C‘Speciﬁt Users
Rights Filter
Ffir yrour uter selection by chioosing which course rights the users rust hava bo be
@ any Rights O Specific Rights

Team Filter
Rofireg wour user selection by choosing which beam masnbarships b auzers miast hance b

& any Team O Specific Teams

""" User Selection Conditions -

Undar whal condtions thould the uzers seleched stove be included in thiz Agent?

Condition: | None '1 E

hwmmw_

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

Content Agent "Madule 3" will run for 48 users when Exam 1 is graded.

=k

—Agent Sumimary -

» "I».H‘u i

6. Designate the action that is to occur if a student scores a grade between 80% and 100% on Exam 1. You want
Module 3 to be viewable by the student; which means you need the password-protected Module 3 folder to
become unlocked. Therefore, the action is Unlock.
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2.

Create Agent

Step 3 of 2: Configure Actions
—Choose Action Type

Selact the action you'd like to run based upo
clicking the "Add Additional Actions” button

{Chonse Action 1 ype... 1) Action des

Chooze Action Twpe...
AddVariable
] Alert
Announcement
Calendar
Ermail [E =ternal]
T GoTo
[: Grade Azsignment
= Lock
| K ail [Internal]
o Message
 Mileztone Completion
Redirect
Replace YWariable Text
SetVariable
Tazk
T azk Completion
| Team Enrall
1
| (Unlock

e gl AR

B il o

Fervious |

Next you need to designate which users are to have access to the content (that is, have the content
"unlocked"). Select Event Originator as the user. This means that anyone who triggers the "event" (which is
achieving a score of 80% or better) is to be included. (That is, this isn't just limited to users on a particular

team.)

Step 3 of 3: Configure Actions

—Choose Action Type

Select the action you'd like to run based updi®
clicking the "add additional Actions" buttor 8

| Unlack [ae] Action de

— Configure Action

Relzase passwaord-protected content to the

Filter: All Uzers
_.-'-‘-.II FaC_L_,I|

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

4.

Choose Action Type

Selact the action you'd like to run based
clicking the "add Additional Actions" buttd®

| Unlock [ae] Action d

— Configure Action

Relaase password-protected: content bo Eha®

Linlock content for

: Ewent Originatar
All Fikered Users
Filter: Al zerz
All Faculty

[ add - | |"|:|riginat|:|r"

Pasgword(s)
mod3

E/ Tip: If you forget what the password is, remember that you only have to roll the mouse over the padlock
icon for the content item and the password will appear!

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

“Diignalor”

Password(s)
Imod3

— Agent Summary

Content Agent "Module 3" will run for &l Users when Examn 1 s graded,

Save ggﬁal_] | Previous | | Newt |
" L i s g A e, ot

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

The final page allows for any changes to be made. Click Save to activate the agent.
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Edit Agent

Licer Filtdr ared Action sethngs

¥ | Bgent Marma
} Ml 3
g Agent Type
4 Comitert .":-.'._]-:'-'lf.
) | User Salection
) All Users n Al Lers
A
| Acton
Untock Bl Unlock Content
Password: !mod3
SLIFAIMNARY
(a5

| (Save]

The agent has now been added to the Agents Console.

Edd an aganit's ypacific by chckimag 3 bnk belaw, 1F wiou weich ba weork, thrasgh o the progsertiet, Wart

C Agent odule 3% will run for Al Users when Exam 1 i graded.

Tt b A M o I ol ppphincn b gl 0 [P

unlocking other content items.

O Agents Console
A sy At Fiekh
Show 3 ':I Show 3l 1. [l shew Ratired
Titie category  Type Last Status Last Run  Next Run
Module 3 E Conkerd agant  On grade WA A HiA

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

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

1. Click the label in the upper right corner of the screen with the username and a graphic icon of a pair of

eyeglasses on it.

JO Sanda Hil #

g ‘ﬁ i G

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

Preview button.
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b Peliirr b AoPMEl rERG.
Rights
) Anonymous User ) authenticated Guest (%) Student
) Team Leader ) Course Mentor () Course Assistan

© Course Editor

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

O Student W

h mﬁhﬁ’! - Wﬂa.ﬁ_\ﬁhwﬁﬂhumﬁ

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

When setting up the Gradebook, you must first decide how all the grades will be calculated for a final grade. ANGEL
allows you to use either a points-based or percentage-based system. The way in which each calculates the final
grade is very different, so understanding this difference is important. The grade-calculating system, or mode, to
be used is selected within the Gradebook preferences.

VA7 rrrrid
Video

! Video: "Set Up the Gradebook."

In a points-based system, every assignment is given a point value. The final grade is determined by adding up all
the points awarded in the assignments and dividing that by the total points possible. Weighting of assignments is
done purely through the point value of each (that is, an assignment of 20 points will be worth twice as much as an
assignment of 10 points).

Here is an example: The total points possible in an English Composition course are 1,000 points. Student A earns
875 points. This student's final grade is then 875 out of 1,000, which can be expressed as a fraction (875/1000) or
a percentage (87.5%).

A percentage-based system groups all assignments into categories and assigns a percentage value to each
category. The sum of all the categories will always be 100%. For example, categories could be set up as follows:

e Quizzes = 20%
e Discussions = 30%

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

While each assignment is given a point value, the final grade is based on the weight of the category, not the
total points possible. For example, even if the total number of points possible in quizzes equals 500 and the
total possible in discussion only equals 100, the discussions category still contributes 10% more than the
quizzes category toward the final grade.

Weighting of individual assignments within a category can be done through points awarded. An assignment worth
20 points (within a category) will be worth twice as much as an assignment worth 10 points within the same
category.

In the ANGEL Gradebook, assignment refers to any graded item. Assignments can be added manually within the
Gradebook, as part of the setup process when a content item is added to lessons, or through an automated agent.
All assignments have to be associated with a category.

A category is a group of one or more assignments that are weighted together. In a points-based grading system,
there may only be one category with all assignments linked to it. In a percentage-based system, there may be
several categories with a specific percentage-weight assigned to each category.

Only assignments can be graded; categories cannot.

This is the Gradebook that was used in previous versions of ANGEL and is still available. This first section will
demonstrate using this Gradebook.
Setting Up Gradebook Preferences

The first step in setting up the Gradebook is to set up preferences. This is where the points-based or percentage-
based mode is set, as well as other default settings.

1. Go to Manage > Gradebook > Preferences.

@ Note: The first time you open the Gradebook within a course, you will be presented with the
Gradebook Wizard. You can click the Skip Wizard button to bypass this wizard and access the Preferences
section first.
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Gradebook
View
View All Grades
Wiswr 2l the grades in =l the categarias.
View Grades
| All Categaries |_wa

[ Allusers [v] (sed

Print Grades
LCreste = printer-frisndhy PDF Vizw of the
gradebock.

Enter/Edit Grade

By Assighment

Enter gredes on g per zssignment besis,

By User

Enter gradss on & per user basis,

Gradebook Setup

Preferences :
Maintain cverfll preferences of the gradebockd

Import Grades

Import gradss from an external fils

Tt e S '« <l oy
2. Add the options needed.

Preferences j
To copy settings from another courss, use the Copy Gradebook Settings toal,
General
Default Display Format; | Score {(Peicent) d '@

Ootions. [ Treat Ungraded [tems as Zero @
@;lru" Course Assistants by Team
JExchide Instructors from Aver ag&-@

Gradebhook Mode: | Percentage v@

Average Settings
Options:  Display Oversll averagel £ i
Qverall Dispiay Format: |Percent | @

1 S—
(o) (o]

.--u\"‘hu..qq . #. _.‘_"_hﬁn- Bt s o el i ppletiiay Bk

a. Set the Default Display Format for the way you want the grades to appear in the Gradebook. Note the
choices available. All grades entered will appear in this format unless you override the default when
setting up individual assignments. In this example, the grade for each assignment would display as points
earned (with percentage value in parentheses). For example, a graded score of 10 out of 10 possible
points would display as 10 (100).

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

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

d. Exclude Instructors from Averages. Displays a class average that does not include any Instructor
submissions.
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e. Gradebook Mode. Allows for the selection of either a points-based or percentage-based modality, as
discussed above. In this example, the Percentage mode is selected.

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

f. Check Display Overall Average if you want students to see a running tally of their course average. You
can also leave this unchecked and change it later when you want the students to see their final grade.

g. Overall Display Format is similar to the Default Display Format set earlier. However, this only applies
to the final grade and allows for a different setting. In this case, Score (Letter Grade) is selected.

h. Click Save to keep all preferences as set.

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

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

Gradebook Management é

1. Categories
=t= znd 2dit catzgorizs, & category s 2 buckst
nrznts, for example "Quizzes” or

cark” zrz csteoories,

b a ks

2. Assignments
Crezte ana =di sssignments, &n
obiect that has grades 255

something = studsnt must sccomplish, i
3. Macros L
Crest= = & ma Ea a
turming
s l=ftter g }
L

EESs o

2. On the next screen, under Label, input the first (best) letter grade of your scale (generally A) and the

Minimum Percent required to achieve that grade. Click Add New to go to the next (second best) letter
grade.

Iininm

Eorcomt

A 1895 |fadd Mew

i

Label

== Back To Main Menu

NPTy v LSS TR

()

3/ Tip: If you want the grade's calculation to round up to the next whole number, put the minimum percent
as .5 less than the minimum whole number. (In this example, an A is actually 90%. Entering it as 89.5% will
ensure that anyone with a total score between 89.5% and 89.9% would still attain an A grade.)

3. Continue adding all other letter grade values in the same manner. Use the Edit or Delete links to make any
changes. Note that there is no Save button. When you are finished, click the Back To Main Menu link.
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Grading Scale *
felinirmim

kit Percent
A 89.5 |EditDele
B 795 |Edit Dele
C 69.5 |Edit Cele
8] 50,5  |Edit Dels

F o | Add Mew

== Back To Main Menu (

ot padnt oo apemil

The first step is to determine what categories are needed and how they will be weighted.

If a points-based mode is selected, no weights are needed and only one category is necessary (although you can
create more than one).

If a percentage-based mode is being used, calculate what percentage each category will contribute to the final
grade. For example:

Quizzes 20%

Discussions 30%

Research Paper | 20%

Midterm 10%
Final 20%
Total 100%

In this example, there would be five categories: quizzes, discussions, research paper, midterm, and final.

There are several ways to create categories. They can be created when using the Gradebook Wizard, by adding
them within the Gradebook, or during the process of creating an assignment when setting up a content item within
lessons.

The Gradebook Wizard will appear the first time the Gradebook is entered within a new course and can be used
initially to set up the Gradebook. If you skip the wizard, it will not be accessible again unless you have not created
any categories.

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

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

Gradebook Setup - Step 1 !

TiP ; Clck Here bo bearn more about the gradebool: sefup wizard and ofher commonly used
feahres,

Gradebook Mode:

Poinits
FTF..-.—': option eruhies simple ports-hesed oradindg. Formulas Gre available st he ascionment B

only.
I percentane _
Thia apition enatiles perceritage-hased orading. Category weighting and formulas are avallable.
| Titl T Calcudation
Homawerk Use all assgriments
; o =) i = s .

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

Title | Calculation
S 1 — At =
Caizzes | Usa all assignment: »
Exams Lisa all asmﬁmt:._“

Use al assignments

L PR A T hwmﬁ”@‘w

4. Here you are changing the Homework category to Discussions. The Calculation options allow you to
designate how many assignments within the category will be counted. In this example, you will drop the
assignments with the lowest grades.

—————Fitle Calculation
DHsCLsSi0ns | i ; :

Diizzes
Exams:
T TR T ——

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

Title “weight
Discuissions _ =
A A A A AR pipepp

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

This can be used instead of the Gradebook Wizard or to add new Categories when the Gradebook Wizard is no
longer available.

1. Open the Gradebook (Manage > Gradebook) and go to Categories within the Gradebook Management
section.

2. You will first use a percentage-based system. Note that there is one category (Default) already listed. It has 0
Weight.

3. At the bottom of the Categories section, click the Add New button.
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Cateqories
O
O

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

Cateqyory Eor e & kol T b pral

Tie: |Becusan Q) scrstcn |
Calculaton: @ |:|='-!'Jl.-':_'|_L

e all ssignments F i
@ P Kvoiat @ wsighty (D scakulate 1
Chuisa highest 1 oraces S S ——

\ﬁ@| !

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

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

3. The Weight is 30 and will ultimately be worth 30% of the final grade once the other categories are added.
You can leave the description blank or add some descriptive information.

4. When finished, click the Save button.

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

view).
ategory Editor wiew: & teanl O advansed -
Title; Decussions Descrigtion;
Caloulation: @ (ke all assinrments ElExtra
2 Drop Iowest
£ Usa highest 3 [grades

A B i I e R o i
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1. Go to Assighments > Gradebook Settings when setting up a content item. Ensure that you are in
Advanced settings view.

. Drophaoy

Contert | Access | Submbson | Revew | Standards | Obectves | Automats | MetaData | Assignnent

13 n g ] i

l o "
R > -m.#--.w—-‘hd%“M'm-

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

Gradebook Settings

As=ignmment

iMewy Assignrnent)

3. Enter a Title for the Assignment. If you leave the Title blank, it will keep the name of the content item as the
assignment. If no categories have been created yet, the only option is Default. Click the other button to add
a category that is not listed.

— Gradebook Seftings

Aszignment | (Mewe Assi

ropbond

Category

4. Complete the information indicated in the pop-up window and then click Add.

"3 hitpi/fdemo72.angellearning.c.. 2

New Category
Title ;_-Researcf] Faper |
Weightled | Dauto calculate
Cextra credit
Al  ancel
N it e e T

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

Assignment ' = ﬁlssignment'_fl_ 'V
Title |.:.:|I'I:l|::l|':ll:l}{l
Category  Research Paper [v] ﬁ
Paints Possible ::1':":' _.
on Type | First submission VI

¢ Format _Q:_n._;rse_l:;u_afa_ult

Save | | Cancel |
e S T N ST T S R

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

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

As with categories, there are several ways to set up assignments. The method used will depend upon how the
assignment is graded. Drop box assignments, quizzes and assessments, and discussion forums can all be set up
and graded as content items. Grades are generally entered through the Utilities options, or they are automatically
graded—such as with multiple choice quizzes and assessments.

The Gradebook Wizard can also be used to create assignments for content items that weren't already created
during the item setup.

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

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

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

its Possible (100
[ AvErage SCOrE Ev-;
Maximurn score L

i

I 50 P 3
ACNEE - & BI=Ia] k3

Last subrnission
anual

— e __Wﬁmw

e First submission. The first grade entered.

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

e Maximum score. The highest score attained if more than one submission has been graded.
e Last submission. If an assignment has been submitted several times, the grade for the last entry.
e Manual. Will be graded in the Gradebook, not through the content item.

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

RESEAICTT Faper 7

100

First subrnission | |

Course Default

This method is used when the assignment has to be manually graded (that is, outside of ANGEL) and cannot be
graded via a content item in Lessons. This might be for things like awarding credit for attending a performance or
for adding grades for tests not given online.

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

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

il i e
Assigniments

[ Title Category

[y EPRY
=L

Migtsd e o=l
Uglete Selec

i Tasks | | EditSelected
il 7 ! S _h_ra.; wﬂ“""""‘k

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

L

Assignment Editor view: @ nomal O advanced —

Title: Ebrezentatiu:un

Description: |

4. Continue completing the fields. Select the appropriate Category for the assignment. Note that the
Calculation Type must be Manual because it is not associated with any content items and is graded outside
of ANGEL.

Display Format: | Course Default ]
Calculation Type: | Manual 2

O Extra credit

.-m«.‘wM_hww_mﬁn
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“7.4 Gradebook”:

This Gradebook was introduced in ANGEL 7.4 and offers some options that are not available in the older
Gradebook. This Gradebook is sometimes referred to as the “Terms” Gradebook because it allows for grades to be
set up into different terms, such as might be needed by K-12 Institutions. Setting up Terms is done by the System

Administrator and is not a required step.

To open the Gradebook, go to Manage > Gradebook

1. Set Up Tasks > Copy Gradebook Settings: Allows you to copy different settings from a Gradebook
from another course where you are an Editor. You can check all needed options. It will overwrite and

settings previously entered.

r.n-lblﬂ.lr COUrss B e urul.-du

(] Note: This tool will erase carrert settings and replace them
A LR with seitings from e selecied course, Uise with cautioni
Thars (B ro e o gat ek vir sattings afher raplacing

them.

Categories wgather, NOT ooing 50 will ramove category and
term asscclations from the reports.

| O CUSs
Crr e

Copy from: | HSC 1140 Sping 20
share re Select items to copy: M Grade Reports
W Term Filers
i.gl‘ﬁntequn::
Eﬂ.ﬂsﬂqnmnrﬂi
Wl Grading Scale
™ Grade Labels
i Cradebook Preferenoes

Copy Seltinas Cancel

oy e e W — PN-_I-‘\ f‘-'l._"..u."'l...-.l- '.ﬂ-i-.ll-n. r-dl..__J—-J'".

L
L T e M e B Tt N W U T

If you are not copying any settings from another Gradebook the first step is to go to Manage >
Gradebook> Other Tasks > Preferences and set up your default values and other preferences.

DOOK
Edit Page

Other Tasks 1]l

Gradebook Preferences
Publish Course Grades
Export Published Grades

wﬂﬁwﬁﬁnﬂm
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3. In the first section, Report Defaults, select the format that you want to use to display the grades. This
will be the “default” for these displays. The illustration below shows the options that could be used for
each display:

Report Defaults

100% w
{Hidden)

A+

A+ (100%)

A+ (100pts)
100%

100% (A+)

100% (100pts)
100pts

100pts (A+
Gradebook Settings ‘ll:ll:lgts E‘IUEI%}

et Bl s ____.“ g, J"“'}"-f'#
e “Assignment format” indicates how grades will display for the individual assignments
e “Category format” indicates how the grades for each Category will appear
e “Overall format” indicates how the final grade will appear.
o A+ - Letter grade will display
o 100% - Grade expressed by percent
o 100pts - Grade expressed by point value
e There are also options to:
o ‘“Display overall average”: if you want the student to be able to see their overall grade when they
view their grade reports
o Treat ungraded items as zero” — which means a “zero” will be entered for all assignments where
no grade has been entered. Use this with care!! It will add zeros even for assignments
that have not yet been submitted or graded so that the final grade will appear lower
than it actually is if there are ungraded assignments. Itis especially useful when
selected at the end of the course.
o “Exclude Instructors from Averages” so that the raw average for any assignment only uses
student grades
o “Show grades for dropped students”: If you want to continue to have grades for students who
dropped the course or were dropped from the course display in the Gradebook

ttors from A

4. Gradebook Settings section allows you to select the mode that you will be using (Points or Percentage,
as explained earlier). It also allows you to select a default Report (used when viewing and printing grades
- configured in a different section), and also to select what page or nugget will display when you click on
the Gradebook option. You can choose to have the Gradebook open in the Main Menu, with all Gradebook
nuggets available, in the “Grade Grid” display which would allow you to view assignments and add grades,
in the “"Grade Submissions” display which would allow you to grade items submitted through content items
such as drop boxes, assessments, and discussion forums, or in the default Report view

zradebook Settings
Percentage
Owerall Report

Main Menu L

Grade Grid
Grade Submissions
Default Report

There are also 2 other options:
e “Limit Course Assistants by Team” would only allow users with Course Assistant rights to view
and grade students on the same team that they are on
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e  “Show Instructors in Grid and Grade View” will add the instructors into the Gradebook. Most will
want to keep this option UNchecked!
5. Grading Grid Defaults allows you to set options as to what you want to be displayed on the Grading Grid
(where you are able to enter grades for assignments)

Grading Grid Defaults

2
i)

Category Filter (A1) w
(Al w

User Filter Entire Class »

T R R SR NP L S -,
6. Printing Options allows you to set the orientation and font size when printing the Grade report

Frinting Cptions

Page Orientation FFEFTEIH w
: {Small |

I:l Eivad-wid

O At -
#\1,_,\_*___? #“- i -

A

Categories

Once Preferences have been set, you need to set up the Categories.

Setup Tasks j ;]

—

Categories [3*/,'

Create and manage categories to organize assignments

Assignments (1)
Craate and manage gradebook sssignments

Grading Scale (4)
Configure wour course grading scale to calculate letter grad

a8 LAREIALR e,

1. There are 3 “default” Categories already set up- “Exams”, "Homework”, and “Quizzes”. You can delete or
edit any of these by clicking the “settings” or “delete” links for each one.

Auto Percent
Tide = Calculate Weight Format Release Date Calculation Overall
O [ s Datautt) (s A2SI005 i | Ul W (D LY
1 Exams Ma 5 (Usz Defauk) G/8/2002 Us= Al 25.00%
| Homework Ho 50 (Use Defauk) &Bra/2009 Lz Al 50,00

S m,wﬂﬂhwqﬁm T T i TN -MI‘*.M“A_ et s g
2. In the illustration below, the “Exams” category settings have been changed. In this example, which
displays the “settings” options, the Title "Exams” was changed to “Discussion Forum” and the Weight was
changed to “30” Click “Save” to continue
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® Normal O Advanced

Settings
T |Discussinn Forum |
|
¥ | Use All v|l0 |grades
eight !_EEI i O Auto-calculate
it | (Use Defaul) % [#] Average Sho
Release Date  |6/9/2009 =

3. To Add a Category, go to the top of the listing, complete all sections, and then click “Add item” at the end

: @?&HEEESLJW.‘ s P e s e,

of the listing:
Auto Percent
a Tithe « Calculate  Weight Format Release Date Calculation Overall Jv
| )| Use Datnclt] | 2252005 = Une: Al w|lo /A, “An lem
e o EEEMTHON IO e !t e AN 25, Dt SRR cmotere ., gt e e il atira. o, 2807 220000 oG

Complete all sections as appropriate:

Auto Percent »
O Title = Calculate Weight Format Calculation overall
O 10| [ (use Defauly |w | o] MY &
—-\.qr--‘" = e P Wy CRrer—— ““""“‘*W"""""—‘" Sl ‘—-,\!‘-1"“‘ R ——

e Title : Name of Category

e Auto Calculate: Not generally used; would compute the weight for the Category based on total
number of points in the Category over total number of points for all grades when in Percentage
mode. This column does not display if Points mode is chosen.

e  Weight: Weight value of Category - usually the Percentage (weight of all Categories generally
adds up to 100) - *Weight and AutoCalculate are only displayed when Percentage-based Mode is
used.

e Format: How the average grade for the Category would display. The Default format is specified
in Preferences

e Release Date: Defaults to the date created; indicates the date that the Category average would
display to students

e Calculation: there are 3 options - refers to how many assignments within the Category will
“count”

o Use all (all assignments are used)

o Drop Lowest - (Specify number in box) - will drop the lowest grades according to
number specified in box
Use Highest- (Specify number in Box) — will KEEP the highest grades according to the
number specified
(NOTE: “Drop Lowest” can be tricky when you first begin the course because the overall
grade won't display until there are more grades than there are grades to be dropped!!
Plus the grade will keep changing as more are added and the lowest grades change!
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Works well when specified at the END of a course. “Use Highest” could be a better
choice and achieves the same result!)

e  Percent Overall - this column will display the weight of the Category expressed as a %. Itis
input by the system, not manually, and will display once the Category is added.

Assignments

The next step is to add any assignments that are completed and submitted OUTSIDE of ANGEL; i.e. not through
any of the ANGEL content items.

Examples of these assignments might be papers that are submitted in hard copy, such as during a class, or a
pen/paper test taken in a test environment or classroom. These grades will be entered using the Grading Grid
and will not be entered through an ANGEL content item.

Adding these Assignments is similar to adding Categories
1. Go to the top of the listing and complete all of the sections. (**Do NOT click the “Select Content”
button.**) Then click “"Add Item”

Release

] Title ~ Term Cateqory Points Format Date Content
Book Reviewr | | Monel ¥ | | Homework | (100 | [wse Daraut) 8] 522008 | [Msaiact Coranr | [ Add tem |

Tt SN St b --u--»*"""“ el T ol s R b i s e Sihht, o e o ol e

2. Use the Settings or Delete link at the end of the Assignment row to make any changes, such as
designating the assignment as extra credit, or to delete the assignment entirely.

= =T
t Book Review (Monz) Hommework 100 (lse Disfault) E/29/2009 (Mone) "'_*.-a-'.-:n:;;' lll;'l-:".e’

toaeBAOSE | MOORR, e HERETE, st Bunin s (USR] . SISO amne o SRR

Drop box, Discussion Forum, and Assessment grades are configured to be entered into the Gradebook
within the “Assignment” tab in their own Settings. Often this is done when the content item is first
created, but can be done later by using the “Settings” for that content item.

,_J Dropbox 1

Settings: O mormal ® advanced

Content | ArCCess | Submission | Fewienw | sutomate | Assignment

—Milestone Settings

Task Type | (Maone) w

— Gradebook Settings

Assignrment |(Mesy Assignment) v
Title |Dr|:|ph|:|}{ 1
Categary | Hormeswork v || other |
b
..-,.\T‘Er » ‘*_ ‘. —--. et o, "-"-““""‘"'.th..

Once this Assignment is created, it will also appear within the list of Assignments in the Gradebook.
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Title « Term Category Points Format Release Date | Conten
Mona] % |  Homewark v [Use Detaull) |BrRe2009 ™ Select Cortart
Book Review {Mone) Homework 100 (Use Default) 6,/20/2009 (Morne )
Drophox 1 (Mo Hormework 100 (Lse Defalt) 6/29/2009 Dropbax 1
Paper {MNone) Hiornewirk 100 (Use Dafault) 6/16/2009 ]
T T T Py r\-h.. aieapeadniett..nn, W._ﬁ.ﬂ_,ww b

The example above shows two of these assignments that were entered manually (Book Review and Paper) and the
one that was entered when setting up that content item (Drop box 1). Note that the Content column shows that
the Assignment Drop Box 1 is associated with a content item called Drop Box 1. The “(None)” for the other
Assignments indicates that neither is associated with a content item within ANGEL.

Grading Scale

The next step is to configure a Grading scale that designates the percentage values for Letter Grades.
1. Click the Grading Scale link
2. Put the Letter Grade in the “Label” field and the minimum percentage to achieve that grade in the Min%
field. NOTE - only percentage values can be used.
3. Set the minimum value at “.5%" LESS than the minimum if you want it to “round-up” to the next whole
number.
4. Click “Add Item” to add the next value.

i You can create a grading scale so that grades can be
“"a) Enter each letter grade below along with the minimu
achieve the grade.

O Label Min % ~

F | 0| L | add em |
] A 89.3 edit delete
] B 9.3 edit delete
] C 659.3 edit delete
] D 38.3 edit delete

[ Delete Selected ] [ Daone ]
"'l..\_u*..‘p-..q..ﬂ-tqw.ixY?ﬁn%,?‘h??*

Grade Labels

Grade labels allow you to enter non-numeric grades for assignments. When you enter a grade using a grade label,
all reports will display the label rather than the standard format for the assignment. All gradebook calculations will
use the percentage associated with the label.

An example of this is if you wanted to use a Pass/Fail designation where a “"P” means the student receives full
credit for an Assignment (100%) and an “F” means the student receives no credit (0%). By entering either P or F
as the grade, the student would receive the associated percentage value.
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] 2] 100 edit delete
Delete Selected ] [ Caone ]
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Grade Reports

The Grade Reports option allows you to set up different sets of grading reports based on dates and categories. The
default Report is the “Overall Report” which reports all grades for all categories without setting any date
parameters. If none has been set up, you will need to add one.

The option was intended for K-12 schools who have different grading periods, although it may be useful in other

instances if you want to set up more reports than the Overall Reports (such as a Midterm report). You would add
new reports in the same way as you add new categories or assignments - by completing the sections.

Grade Reports i

Rratsrgn

Directions
L Use the Torm below 1o add resw grading perod repors

Tithe = Term Category Saact Date [+ Date Tormupt '
[ —— Al 4 i | - PEp—
1

Belpin Leligind (=T
i

-.-'-'._.-"_.-'.-..-'--' i g T e "'.'---.__" 2 A= P e -

Unless you are selecting a term or want to limit the report results by Category and/or Start Date or End date, you
can add the title and then click “"Add Item”. All reports will appear in the “Report” nugget in the Gradebook.

NOTE: If there are no reports created, students will not be able to access their grades.

Drop Boxes, Discussion Forums and Assessment “Essay” questions can utilize a rubric for grading.. Before adding
any of these assignments, you can create a corresponding rubric.

\\\\\\\V
””I”j
Video . .
Video: "Create a Rubric."

1. Go to Manage > Rubric Manager.

Copyright © 2011 Blackboard, Inc. All rights reserved.

Page 77 of 108



2.

3.

| Colrse Settings | Data Management

General Course Setfings Courss Files Manager
Modify altings such ag tille snd URL for ths Marage Course files
secthor.

Course Thems Sslector Backup and rattore course data aned Flag

Tab Setthgs

Envirchment Variables

Malil Settrigs

Backup and Restore

Change the colors and Fonls used for thiz section, 1 t Consale

Marage conlenl from the cantert [Brary or &
Carfdrod which Labs are displayed and where they
Wik, ':I:':nddnmnl.zb wrror during import

Export Console
Marsge conlsnl For backup o dabrbition

Data Mantenance
Famowes oid logs data and submissions

Date Manager

Edit sdwanced eruironment wariable setings.

Edil courte mall wallivgs,

hange the data setting: for @l content azzoo
thiz course

Keyword Managsr
Change tha keynawords for all cortent sz
L‘h': TOLWFSE

Asgessmant Question Bank Manager

Create, wdit and manage aceszment itams

Survey Guestion Bank Manager
Create, =R snd manege urvey Bems
ubiric Manages

Craate, «dit ard rman ading rubscs

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

Rubric Manager

Add

Craated
L [ wdd abowve to create 3 rubric
Add Rubric x|
- —
Create new rubric (

Create a new rubsio frem zciatch

Copy existing rubric
Craate a naw rubric by copying an axisting mubric from a couma,
group or repositoeny

Link to existing rubric
Coreate a new rubric by linking to an existing rubrc from & repositary,
keeping all of its settings intact

: _‘*M-MH"“‘—‘ ;

On the following screen, begin setting up the rubric:
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f.
Then click Next Step.

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

Ertar @ rbeic nar and et up columng ard sows For pour rubeic (pow can changs in thap 2 iF raeded)

Rt E.l,!l,ln,_:'g =

Rubric Name | Cirieration

rischieyemant Column Setings
Number of columns |4 [«

ol ﬂPdE‘I‘h'H‘,] f:_"nf.'n;]-'-r et hiiggn (}L’,x._"l-—"r high 1o low @

1 2 3 4

0 %33 |67 % 100 %
Canfumn Latd Achimserment Lesel @

Whabghts dafire e loreat Toore resded o aftaln an schsrmerd lavel,

-Criterla Row SEttings

Enter rows @ & _|'=ateI3 blark criteris rows
(¥ Crewte and alion criteria rows fom stardsrds and ob jecties

Select Standlardiz] Solect Obiecthvels)

Row label @mc,.,

[ heoet | cancel |

— o —

Add a descriptive name for the rubric.

Select the number of columns needed for the point values.

Input the minimum percentage weights for each column. The weight input is the lowest score needed for
that level/point value.

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

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

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

On the next screen, set up the values for each Criteria and Achievement Level. The HTML editor is available
for formatting, if needed. Click Next Step to finish.
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[ Create Rubric Wizard (Step 2 of 3): Achievement Levels and Criteria  §

Edit your Achievament and Criterion teat by dking wethin a cell and then entering teat nformaton for that cel
entar Critens and Achievsment weighting and standard (obiecting T via the adtor a5 wel,

> > I
Achievement Level § fuchievement Level 2
10 I
Goals B parcert 1172 percen 2270 peroant
(345 Wasghting s Farpgraph doss rot incdhads sy goss Omly one gosl inchuded or ool rot ¥ Gosh For co

[riwcart o conrse

—'1'.' e

ﬁ Farmatimg B pir ek 1053 parcent 22,11 percent
Lilagrgli iy e ek Feared e d g g s e ook siiall cocuined sndior 54 |In pragraoh

Cell Destription: b
File uplosd
22,51 parcard
D i igh apihs
H-5 bt 1-2
|
HTML Edaar
fdgn Stardardz) Algn Chiscties(s] Critorion Weighting % ; 33
LSeve | [ SavesEditten | | Cancel |
. apiie! i

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

Em Create Rubric Wizard (Step 3 of 3): Raview

R your rubnc, IF it s OF, dck the Save button. 1F you need to make changes, oick the Previous buttor

Achicvement | Achéewement | Achieverent
Lewel 1 Lewel 2 Lewed 3 Lewel 4
i 3 6% LT
I pesrcerd 1] 2T peercent 21T parosnt [ perosnd
Goals o agrapin dows not [Orke e goal £ f3oak for course B or mom gosh
(3% weighting) prciucke any goafs  Induded oF gowds notlsted, rebesark o isted, o ore robewant
whyant by 00UFTE DO o CoLFSE
i peeroerd [I0 2% pesrcand 111 parvent POl perrent
Formatting [/ npwagranh  Parsgraph is not el parsgraph [ good parsgraph
{33 Format andfor S or  prgenied, andfoe  Foemnaly 13 speling, Formu no speling or
vreighiing) freces speing, B~ spaliireg and O amimacyl wrors.  Jgranmabicel erroes
ot arnrnadic o erroes arvnatical wnoen
| percert 10,4% parcent .10 percant [0 parcern
o aragraph not Papes rect b correct Parsgraph submitad Facsgrah sbmitted
pubirded on fest fls fovrmaty haed B0 oowrecthy bt fovrs Hirowa arved b
Fias P bo b L ubrrilted B2 days  foorrect Foemnal
eminded ko wmindar OF e
':ﬁ;m:w Esubind typed pbmittad 3-8 cay
Wheighting) par agrant Jita.
i b ireshiied
plaading « Ha,
adwrilled more
bawt § dlarya lals

(Previous.| [.Cencul ]

e P e T et gt B A A

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

The procedure for students to upload an assignment is as follows:
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TS TS T G oo

Due January 19

Riaiewt Ful, Anarymous Ha

Submit 3 ore paragraph psper listing st lesst 3
Instructions: Erter or paste vour writien wory
Title

K Fnde-Orientation
Message:

Attachiments

Upinad a File @
!It m

| Uplsad File | | Drag-n-Drop

Uploaded Files
kiride_goals doc=

a

I

¥
<
.| fride goaks.docs (10066 bytes) &)
9 o -
15.-:': Shmal Graclres Bodsel \ﬂ L Finiehet ]l Delets |

%x*#.&m,“ﬂ-m

Enter a title for the assignment.

Click the Finished button.

o vk W

The window will disappear and the
be clicked to finish.

it s s I btk B, '-J"""-h

To begin the upload, click the Attachments button.
A window will appear for the file upload. Click the Browse button to find the file.

When the file is located, click Upload File. Once uploaded, the file will appear in the Uploaded Files window.

filename will appear above the Submit button. The Submit button has to

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

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

Upload Results

Submission Successful

Your submission has been received successfully,

. m.?w#w‘.w‘_

When students open the drop box after submitting an assignment, they will also see anything they have

submitted listed. Once graded, the

grade and any comments will also appear here.
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Rewview: Full, Anoryrous: Mo
Submit a one paragraph paper listing at least 2 goals for this c

M Yiew Grading Bubric

ser Review Enabled

Sutfect orade (10 pie )| Convments

kFride-Crizntation

sutvmtted 1270 342008 8. 54908 B

Pages: Previous | Next | 1
-\.-\-h_\._\_\_fml\_ “‘“'\M‘*fﬁ"“'““‘“""‘_“

Grading the assignment:

1.

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

dInfro course
[Dalete] Rol ructar

Tasks! ﬂ

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

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

What's Mew

lzzt logon [i] -_DI
] Calerndar (1)
4] Content (2]

|| Crientation Drop Bos

Tasks

|| Milestones (1)

4] Personal Tasks (00
|4 Uniread Mail (00

= Ungraded Iterns (2)

Fride, Karen
12f13/2008 6:54.07
PM

wWinkler, Rick
12f13/2008 7:00:36
PM

. *M xa._.,.__'-ﬂ-""‘

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

Settings Reports Utlties Delete

Title

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

Instructions: Enter or pasta your writhen work and/for click "Attachments"

Message

Submissions /

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

Suhject / &bmfrv Lizar &rage (10 pts)
IR, Winkler- Goals Whinkler, Rick (rwinkler)
submitted 12/13/2008 7:00:35 PM|
kKFride-Orientation Fride, Karen {kfride)
submitted 1271 3/2008 8:54:08 PM|
ST T T R —
assignment.
Grade
points {20.00 max. )
Remarks

Isaa. sz @

AT e TR o

ttac
st

[ send as mail message to user

K. Fride

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

Submitted Files

4.0 7 )

B ST W g ma el #‘*M-n-.&

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

- | Orientation Assignment Drop Box

Uislites > Submissions > Grade submission by Fride, Karen (kfride] on /472009 2:45:35

Grade

20| points (20,00 max.)

Remarks

Jalam -8zl 8@ GIE - == -
Good job!

D Send as mail message to user
k. #A—I&ﬂ\

L s \h .M_‘ir-iﬂ._ o i, S ol Abragands

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

wd— Orientation Crop Box
Due January 19
Lkiities > Submissions

= Digplay Filkors—
2 S = B
Sulhm after: []| Decomber 313 (pe] 2008 |3ef |8 Submitted before: [ December 3| 13 [} 2008 | »

l Appts Fllier | l Cleat Filiers ]

Wy | Z5

L.!) Lhar Caibajacd Grace (1000 phy) - Subsmithied. o 1P Ackires
ryie wiein i e, ®iek (rwdnblsr]) B Witrk s ok B2 132008 7:00i35 P 220045

wls | Dulsls Fride, Earen (kirida] FFride-Crinntation 491 12152008 RSa06 P Lr2.30.0.15

""__"*““—'-!"*'"-—u#"*"'“--**-f"" ‘"'H'Nﬁmﬁtw'm“'“'-iwﬁmwd

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

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

; Tip: Downloading submissions for offline grading can be a great time-saver when grading papers and
projects, particularly for faculty who like to mark up papers using the comment feature and send grade

remarks back to the student as a file attachment.

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

1. Click the link to access the submitted assignment On the following screen, click the individual file to open it,
and also click the Use Grading Rubric link to access the rubric and use it to grade the assignment.
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Due January 19
LEilbes > Submissions > Grade submission by Fride, Karen (kfride) on 12/13/20

| | points (10,00 max.) 8 use ing Fubric

|3am- 870 gRRAGCE - i

Aacnments

[ send 2= mail message t user

KFride-Drientation
Submitted by Fride, Karen (kfride) On 12/13/2008 6:54 05 PM

Subritted Files '
=] 5 X 1
it g il ‘w‘n

2. Click the appropriate box for each criterion graded and that value will appear in the corresponding “Score” box.
You can also change the point value manually within the “Score” box if the actual score falls in between two
values. (For example: if the score is not quite a Level 4 but is better than a Level 3.) Click Save.

Timplay Rubric

() [t s

| v several goals far taking

will be easy for studants tow Rubric Scores for Orlentation Dfl:ip B

realizing that [t canat be totally] Porfs Fossble  Blard soores will be counted a2 0
grase it il Lt 1ris A hiwrrmsnit Lty
Achievement A bvement | Achievement
Lewed § Level 2 Ll 5 Lewel 4
O £ 10
Goals O poriz 1.2 painiy 159 poriz .40 poiniz
I Puragraphiodost - fordy one godl | |7 Gouki for cowsa |3 or rmaee gasls
34 el inchrle sy [prechuted or sl [rhatud wibes o | are ol of
goady ezl vubiang 1 o oo wn ralaaand b e
0 R A,
)
maL
Pormatting |0 poeis 1.7 pont 221 paris 130 peariz
= I . il by paiagr iphy [Parageaph B rol [in good In gt
.d-_zll Tortaal arlfor 5 ol o garibid pargriohs formi  [peatagrals foreii
o more ey o 34 172 spalng or o pafing or
15 o grammalicdl  fipwleg o grarertical granenticy
e el e, i
i IR
_ﬁw b proirils PN 221 poria 330 powriz
¥ Parsgraph typed Paper nok i Farsaraph Faragrah
133 ke Miemige o fooerict B Pooreal [subesiied ubied on
rtimad of e hid In corailly Bud 3 |ard i coreel
S upboadng whls  eeoubest she |duys e Frerriad
Ok Jubardigi el OF
mar e fhuar §-dduyz fauberatined 3-8
Lt dwgr b
B.91 Tota} Fonts {10.00 points maxs

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

L)

Grade
|E.91 points (10.00 max.) [ Edit Rubric Scores
Clear rubric score

Remarks
Jelaml- sl pe@clEl-E

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

[ Send g mall message to user

[ [8];3 ]{Gancal ]

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

L P ‘W‘u.ﬂu-ﬂum.mhhhwmm\&.

Video

Video: "Grade with a Rubric."

R
y 777777

Video: "Grade by Question Using a Rubric."

ANGEL allows you to grade essay and short answer questions in assessments by using a "blind" approach with the
Grade by Question option. This allows you to grade essays and short answers without knowing which student
submitted them.

When you log in to your course and check the Tasks menu, you can see whether you have any answers to be
graded. In this example, you have three Ungraded Items.

1. Clicking the + next to Ungraded Items expands that item and shows what needs to be graded.
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4 Milestones (3)

4+ Personal Tasks (00

4 Unread Mail (0

_—Mgraded Itermns (3) 3

hEwan 1 i
Martin, &lice '

3f8f2008 2:20:59
P

Winkler, Rick L
3/8f2008 224032 i
PM g
Hart, Ross
3/a/2008 2:25:37
P

T

Contents
Wihat's Temw

BRI, gttt

2. To grade by question, go to the proper assessment (in this case Exam 1, as noted in your Tasks menu) and
click utilities.

I‘;_-JI Module 1

Add Content  Rearrange  Settings Reporks

ﬁ_"-. Exam 1
£| settings  reporks § utilities Jdelete

. Working with Powerpoint
BT i R

In utilities, click Grade by Question.

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

Copyright © 2011 Blackboard, Inc. All rights reserved. Page 87 of 108



.
v—

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

Bt R R M‘“w

Scrolling down the next page, you can see all the responses submitted for that question. You also have the
option of selecting the number of responses to be displayed at one time, whether the student's name appear
with the response, and whether any correct answer text should appear at the top. Check your option choices.

Exam 1 5

|:izmr e [ wiew student names [ view arswer taxt

Duestion Text
Describe the 3 stages of General Adaptation Syndrome,

The three stages of the GAS are alarm, resistance, and exhaustion. Alarm is
while things: like blood pressure and hormonal achuvity may ncrease. Resistance
soping with the ongoing stressor. Exhaustion ocours when the normal funtioning i
At this point the smallest thing could cause a breakdow .

r

Score Comments

3 poinds i

5. Evaluate each response and input your score for each, as well as any comments you want to make. Notice that

the HTML Editor is available to be used if you want to apply any formatting, add images, or post hyperlinks.

Response

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

Score Comments
3 ] Yery good.
2 points max

HTML Editor

Response

» Alarm:When a stress first occurs and the body reacts by incr
hormones. Resistance: The stress continues and the body tries
as normally as possible. Exhaustion: The body can no loniger o

the stress continues or worsens the physical demands on the i
death.

Score Comments

13 Very completce answer.i
3 points max

o 1,\Mﬂ;¢w~w I e, gt
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Each score will then be appropriately added to that student's total scores for that assessment.

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

~_Video: "Manually Grade Assignments."

“Legacy” Gradebook:
1. Go to Manage > Gradebook > Enter/Edit Grade > Grade by Assignment.

Gradebook

||..l'| E 'll'I '\I

View all Grades

Wiz =l the grades in =l the categoriss,
View Grades _

All Categories |»| | All Users

3
Print Grades

Craste 3 printer-friendly PDF View of the gradebook,

Enter/Edit Grade

By Assigpment
Ent= ades.on 2 per assignment basis,

LI n et g ot o

2. On the next screen, select the assignment to be graded from the drop-down menu and then click Go. Note
that the assignment appears indented beneath its category. In the example shown in the following figure,
Final Project is the category, and Project is the actual assignment to be graded.

Enter Grades By Assignment

Selected Assignment: | Select an Assignment... [VT

Select an Assignment...
Assignment

Done Orientation Drop Box

Discussion
Introduce yourself

Final Project
Quizzes Eg
b e ﬁ#l- S— _,__,....._H*r -

3. Enter grades for each student, click Save Changes, and then click Done.
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Enter Grades By Assignment
Selested Assqrmest: Project - Q

Ml Tt PEfCENthgE Posls = 11

Eride. kbonn (i pToe Sob NperTie]

Eatch pdate
¥ of ey a :
Sl LT ¥
= * o =

LS———— PRSI

“7.4 Gradebook:
1. Go to Manage > Gradebook > Grading Grid

2. Find the column heading for the assignment to be graded and click it and then select “Edit Grades” from
gle pop-up window.

) i

Grade Entry Grid ;
Export  Assignment Wizard IJ
Users = Introduce Yourse test paper 1 ]
| 100 pts 100 pts 10 pits f
Fride, Karen B Grades /
Hill, Sandra SortAscendina |/
Sort Descending J

Sparrow, Salli =
¢

e R i g Py i B e p P o  — g —

3. A window will appear to input grades for each student. Click in each cell to add the grade. If you are
using Percentage mode, you can enter the grade as either points or percentage. You can also add a
comment that will display to students when they access their grade report. Note in the upper left a default
grade can be added for all students who have not had a grade entered.
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Grode Entry Grid
Copont  Assigransini Wit

Lo Semings

Grade (%) Grade (g} Comments
Owmrrides Esisting Grades
[ Istroduce ¥ourse
0 e

Friga, Waren

Fill, Sandra

Sparroea, Sall

Sae, Rick

4. Click “Save” when finished

DAy AT

5. To add a grade for a single student, click in the appropriate grading cell and enter the grade and Save.

Grading Content Items using the Grading Grid

The Grading Grid is a convenient way to access all content items that need to be graded in one location rather than

accessing each one individually within their location in Lessons

1. Go to Manage > Gradebook > Grading Grid

2. Click on the column heading for the assignment to be graded and then click "Submissions” on the pop-up

window that appears.

-
Grade Entry Grid

Epari  ARegriTeTE © s

Trtradors Yo res

10

-
e
-“.-u-.-‘ sl ik
— TR e
1 phs “‘ s
Bl AT ISR0E
= SO, ASCENGIng
aTa
B0t Derending
=409 e
D5H

e

-

/

1
B e il e A P et it b g el W e _._,._J""'-JI

3. NOTE: You can also access Grade submissions by clicking on "Submissions Manager” or the items
displayed in “Ungraded Items” in the Gradebook.

Grading Tasks

Grade Entry Grid

52 B[R0

Import Grades
= Export Grades

Ungraded Items f

Introduce yourself (5)

o]
e etier ey
#l  Homework Chapter 1 (2)

Submission Manager’

Repo

Y e L P -‘\,- -H\.-‘.-— S

R P o U Y oa S o PP
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4. The grading screen that appears will be the same screen that appears when either accessing
“View/Grade/Delete” or “"Grade Forum” in the Submissions link for the content item. Grades can then be
input. To return to the Grading Grid and grade another assignment, click the Grading Grid breadcrumb at
the top.

e (RGO UM EALY W O ERof Fitags

.ﬂ-allr.‘\.l\.-:;

Coatery Do Honesrk Chapser | & S e "
i

1

H

4| Homework Chapber 1 .

" Diurig Filers :
[ "r'

; Ty [

i Y- par et Dbl & LI 3

' Irda, Karersdnie) Hy capte VR EMAT Y 108508
i o s T L PRl i

5. To enter a grade for a student who either did not submit through the content item or who did not
complete the assignment (to give a 0 grade), click on the grading cell for that student, enter the grade
and click “Apply” as an Override, and then click "Save”. You can also add comments.

w7 ]

Grade Entry Grid '

Fapert  Ascignmnnt W reed )

Jsors = | trtroduce Yourse testl paper 1 Hnnmuuqr

| 00 pis 108 s 1 pts Sps |

Fride, Karen s {

Hill, Sandra S0 r

Sparrow, Salll Calculated Grade: (Mo graded submrissions] W Override L ’j
Caloulation Methed: First Submission [

Star, Rick i (Teen -.

1

Suberissines ¢

Homewnoek Chapier 1 1

N Submibslons 11.-‘

{

&

Orwui vk Comiment

A

2

e T P T P

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

Q.\\\\\\\

V/77717/
Video g o . : "
Video: "Grade a Discussion Forum.
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[+] Post Title Flag _ Authar

= K@ran's Introduction 3 Fride, Karen

ractions &
an introduction to yourself and then respond 1o at least 2 othe Score [P of 3 max
1 [ include quick rephy

aTe Fog_| (Zae]
ren's Introduction 3 Fride, Karen 12/14f2

il *%h_%_*,mrﬂhm P 'W‘J“‘*ﬂ"u"‘

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

Flag Score  Author Date Posted ™ Repli Rating 1|
L |
eleta [ mark as read
3 Fride, Karen 12/14/2008 1 W

- -H“,_P.,_WM'- - ‘g:ﬂ«-ﬂm.g.‘ e .Wq..u-l—u._ﬁ'.‘

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

1. To grade a discussion forum, go to Submissions > Grade forum. If using the Terms Gradebook, you can
also go to Manage > Gradebook > Grading Grid

~ Introduce yourseii
Sudhvmiission Liifies Meno

P

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

INTMQUDE YOursan
Grade Fonam Priral
Totai Peer """ f.med [ Possible  Gradebook Grade
User narme Posts Posts.  Replies replies Peet [ % (#/100) Comments
Rating
Erige, Karen (kfrige) 2 1 1 1 5 E76 / 10/ B7.5%
I I I i I 1) Wi Gratie, Sk e
AL AR (DR a ] o] - I N1

e In this example, the student has 2 posts: one "top-level" post and one replies.
e One classmate has replied to a post

e The average score from peers is 5.

e The Earned/Possible/ % column shows that the student received 8.76 (Earned) out of a Possible 10 points

for a Percentage of 87.6%. This is based on the Instructor entering a “Score” for each post made by the
student.

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

You can consider all of these in entering a Grade in the Gradebook Grade column.

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

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

Intro course

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

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

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

" Antbenaun . A ”*M ...M,‘_Mdﬂlﬂ..

4. To submit the grades so that they will be entered into the Gradebook, click Submit Grades. You can also
export the grades to a spreadsheet (Export page) .

Grading a Discussion Forum using a Rubric

1. When setting up the Discussion Forum, select the appropriate rubric in the Assignments tab.

| Content | Access | Post Permissions | Interaction = Automate A.ssignmmL}

— Milestone Settings f
Task Type Manually marked :
Pssign Deale ) | August  :| s #2001 : | }
Due Dat= I |y ) (7_s]s (2000 3 |(FE] A

1
Gradebook Settings 1
Assigniment Introduce yoursel = Edit f

\

i

— Grading Rumncf ‘{
Grading rao-ic Discussion : Preview r
o Display rubric to students bafore submiscion f-
ED-&L"M rJbric scores to students after submission /

T e s a— | e __,rl..,..a---x,_ﬁ-ui.f'-'“_"“‘“i""-"'-'“:'

2. To Grade using the rubric, go to Grade Forum either through the Submissions link or through the
Grading Grid (7.4 Gradebook).

3. The Rubric can be used to Grade each post individually or it can be used to consider all posts in
computing the grade.

Using the Rubric to grade each post
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1. You need to enter a maximum score for each post in the Interactions section of the
Discussion settings and also select the appropriate rubric in the Assignments setting.

2 Irbrocuce yourself {

Sattingt: @ Mormal (Ol

¢
|
'
Conlent | Arcess | Post Parmiesians | Inberaction | mnmate | Assigament i
L]

|
{

\ Throsded View § | W Mlow users b

¥

A R R e mﬂmrtmm s __h__,..-'f

2. For each post being scored, click the “Score” column in the same row as the post to
access the Rubric:

* Intreduce yourself -

Lrthirge loports Ui lubmessom Dolcbe Prind l'ha
'\unmul Ernified Yim : _m_ Mgt "'J Ll [T = "J .:
[=] Post Tt

= AN St e

RE: ANl about mae
* Enbroduction
U Lina Grasding Rubric | See || Canoe

— i T et .-""-_..-'..'-' i P g R E FLaS —_ "".-"-'.-I u.-"l- o ——

3. Click on the Rubric to open it and click in each box to calculate the total score. Once
Epe rubric is saved, the score will appear in the Score box.

i

! Introduce yourself ;

Soifings Lepats UNilMes Submissions Delsbe el My Mot .-x,_,_.,_;

New foit Tiwsades Viow __: EJ dmaigebe: | M | 4 | W moah 3| AL | "'l W

[+] Post Title Scorg s ALthor Date Posted  Fepiies Rt

Al about e = Gparvow. Sal RGP 1 '
RE: &Il alboi ree

Soord 4 B4 of 5 Fras
Inclwedo guich repy

1
2 LA Gradirg BAbric | jee || Caace 1

£ Onirechieian

f—_— i 54—
e o
s
— — -—
r——
e s

The average scores from ALL posts will appear in the student’s grading row when accessing
Grade Forum and can be used to determine the total grade for that Discussion Forum that will
be entered into the Gradebook. The instructor could chose to use the score from the Rubric
or base the grade on that and other factors, such as posting the required number of posts and
peer review scores.

NOTE: When the rubric is used to grade individual posts, the “final” grade for all posts in
Grade Forum will only reflect the actual number of posts made by the student; that is, if the
student only posts twice and each post was worth 5 points total, the “Possible” points will only
reflect the grade based on 10 points (2 posts). If there was a requirement to make 3 posts,
then the rubric grade would not reflect the missing post.
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Using a Rubric to Grade all Discussion Posts in Grade Forum
1. Go to Grade Forums for the Discussion Forums
2. Click on the “View Grading Rubric” link for the student being graded

3. The Grading Rubric will appear. Note that all posts made by the student in that
Discussion Forum will display beneath the rubric. Click the appropriate boxes to
apply the points for each criteria. If the student work falls between 2 levels, you
can manually enter a score for that criteria.

o [
Introduce yoursef 4']
Grde Forum Pred ]
1
Total
Lieer name Posty  Aeples C st
Posts f
Fride, Karen (Hride) 2 | 1 | 1 }
-
e Intreduce yoursel! ‘1
Mancy E's Sandbox Ij
100.00 Poiets Possitie  [Blank soores will be counted as O) I
Mo by, Leval 1 Ay ynrenl bevs! T ot Ll 3 Auhim v Lewed 4
Cantasl Qounh T iy W I prrhy T3 el
il vk vy e i v anvawer ol qusshions ¥ (R & pme Tl 3ol W A quesiion compisisy
5.0 i R G or ol mELEE |0 par e CoTrEsTh )
TR M %
St vy Bl 7 B P gk ] 5.7 parh LUK paeh
—_— STy S B ITETVRY & | (A V0 LR ST [N R MR U NG BT O S O TR TG SO
oo s At QHTETRE R
105 maw
Mumiber of posts ann 130 pnty .M parts 20 el
i o i Vi sz b v ot pnd o cEpie | Fal o e el pa g SRl Hen o e s oo e o e |
670 e ‘el
10 max
Purctuality CEET 1,88 peiy 1 panvis 500 poinin
. Al el e v Ban J i e | &) ooy s e Sy no e han (Pl nof n s - siothen on Bre U S i sl i BT ]
.00 dayy ?
i 1
DT Total Poiria (100000 points rax)
S Cargel
Introducton
Fricks, Karen 862011 | 330 AM
This b vy firsd sermesbe’ and iy first online course. | gassa I'm an uitradiional studert because [ Fuve gone back bo school now that iy younges! hus gradusted
from college. 1 am getting my genersl edution cowse outof the way ard Sen [ want o be o edcogy echeicies, T e been manried for 26 ysars end enjoy
T e Uy S S S 4

4. Click Save The grade computed by the Rubric will appear as the Grade for that
student. This grade will not consider any other factors unless they are included as
part of the criteria for the rubric. The grade entered by the rubric can be manually

changed.
Average
Tutal Feer Earmed | Bredeinuuk Grade
User name Pogts PoSts Replies . m":""g Possibls | 5 {#/100) Comments
Frice, Karen (kdride) [ 2 1 1 | 1 | s [ /10)% 9671 | Weloome to the cosrsed

| , , , 11 view Gradira Rubrc |
I T N Se—, i o s i P, JPRUTTRT U l_p-i" i . _'p-l.u..__#‘_ ___\_._,i' e il S i . -

NOTE: It is possible to use the Rubric for both individual posts and within the
Gradebook Grade. The only grade that will appear in the “Gradebook Grade” will
be the grade calculated within Grade Forum. It can be manually changed to
reflect other factors, including the “Earned/Possible/%" score.
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The course mail system is accessed through the Communicate tab. The component may also be added to other
course pages.

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

&_' Communicate
Edit Pag=
| Course Mai r/
[y View Inbox ' Quick Message
. Visw, read, and compose messages Ship the inbow and siadt your
messsgs.
'_I Unread Messages
Intra course 1 messages
Personal 1 messages

S SRR e ——_—_ ‘MM*MM“

2. On the next screen, all messages from the course will be displayed. You can access any messages from other
ANGEL courses by using the drop-down menu in Source Filter.

- 4 Pry
— Course Mail
Aotiar Seanch SOuUrcE FlEr .
|_ Compase Messaga J COurse: 1Al course (1 nen l G 'r'

Cipt

&2 8 0 o ¥
[l Shaw Unraad Dy - : : IR b“hﬁ'5t 11::?:: Fallifi]
[ Growp by Sourcs | | Milis, Gary Question about assignment 12-11 AM

i L '"W_“" - 3 1‘_'!“-,...,_.._ = il ﬂww_m

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

1 Arfann SEarch Source Fifter
Compose Mes=age Shiow &l ":'__
Dotigns
ke v ¥ & ! from Subject Source T Date
[ I'Show Unraad Cnly Question
[Mizroup by Source E] Wills, Gary Aok Cosarse: Intro li:l 148/ 2008
o~ i m— COurse 12:111 AM
Syate ders . : 12/18] 2008
I Drerts | = | Fride, Earem Labe work Per=onal 206 AM
S T W T g i s, M_-l—-hﬁlﬂﬂ_'_*‘.“ S (R N,

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

[ Repiy. J(Repisal J[_Forwad ] acton: | Detete ]
Date: 12/18/2008 12:11:07 AM
From: Mills, Gary
To: Hill, Sanda
Subject: Question about assignment

Could you explain more about this week's assignment? 1wasn't sure where [ was

“M-WJW=W

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

Course Mail
%y View Inbox .| Quick Message
: \fizwy, read, and composs messages ﬂ Skip the inbex and start your
MMESSEOE,
o
__I Unread Messages
Intro course 0 messages
Personal 1 messages
M op———
2. On the next screen, click To.
M Compose Message
ol
Subject: |
AAam- 8- ge-RC-E-0-B == -[Hs=-
RIF2CNE

~ A g, *W‘.W*m_*rm i, AR st o s

The next screen will allow you to add the recipients for the message.
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Select Message Recipients x
rih: Source:
0 Course: HC 1100 Spring 2011 ,@ e
Quick Search
IVELQH.E_H.DIET GiMpmbers A B CRDEE G P ELENNDPEPOQRSIVUNY WEXT]XNI |

© o

| ;
o ©

oK Cancel Eenove secied rcipenty

B e T e T e PR S

: Y D o S S

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

2 The Source window allows you to indicate which course is to be used or even a global search of all ANGEL

users, if activated.

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

&

specific recipients. Check the box next to the desired recipient.

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

Select a recipient and click CC button to add recipients to receive a copy of the message

5
6
7. Select a recipient and click BCC to send a blind copy
8. Click OK to finish.

4. Create the message and send it:

I l-ﬁ Al cturws reSokisly [frbo S

[ Remeys selectad i

Subject; |Hst wash @ Pricrity: | Me

BA@- B0 Q8 RG-E-0-B- EE-[EB%- & & e e
i

The assignmarts for nest week have been posled

Abrnchments (9 lessnge Cptans
Akt fiket to this MESsagse I @ ] Zend a copy to eadh redpsents Internat e-maid

[ Send a copy i each recdpsant’s mentor § known

[_seod || sawOnt |( Concal |
Ly ,\___* q_H#LM_“#*.M-‘-ﬂ M'M‘M‘"‘l ot g "ﬁ“ﬁ -

All users selected through searching will appear in the Users window to allow for the selection of the
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a. Add the subject.
b. Create the message. Note that the HTML Editor is accessible here for formatting and other options.

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

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

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

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

= Infroduce yourself
:{:}.‘: RpoT Wl [l @ \‘l:} "L!_I} .@:-: Flote: l\!}"'i@-' -
Sy Pos | | Bwmsced Yiem | Maigate: M| 4 | it s L L | :| o

Ld~1 Directiors f ; Past an mroduction o yourseil and than respond o at laast 2 ather posts

[+] post Ttk Flag  Scire  dutor Date Fosted *  Replies  Raling

= Karan's Introduc bon == Frida, iaren 12/, 00 1

B gt srtrstititnfil - oyl g o b e by ‘;Lm.l.--i-‘-"""'"""-"_ I, s i Sk e B g
a. Click New Post to post a top-level post or topic.

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

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

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

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

o

Allows you to save the current formatting to be the default view.
g. Allows you to preview posts for printing, print the posts, or save as a PDF file.
h. Refreshes the view so that new posts will display.
i. Directions for the discussion forum. Clicking the + next to Directions will expand the text area.
1. Notice that one post already displays. The + next to the post indicates that there are replies to that post.

2. To create a new topic/post, click New post.
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[-] Directions &7
Fost an introduction to yoursalf and then respand to at least 2 other posts.

Hew post
Paost title: @ | My introdiuchion

Aan - B8z -@e-@G-z-O-a-. = [E
Ty~ d§- Stje~ Foomat- Fort- Sizev W D5 -

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

e
4

Attachments (. fil=) @

= Advanced message opUons
[] 5end replies to course mail @ [ sticky post
[l save as draft oo not allow replies
[IHide post ac draft until:| Decemeer |se] 17 [ae| 2002 ﬂ Pus (sl 2e (]

[ Hide post g5 draft after: cecemeer [se] 17 [se] 2008 '_:-_|'_|=r|5 == [ae]

a. Add a title for the post.

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

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

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

e. Click Save to finish.

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

[+] Post Title Fiag _Score Author Date Posted ¥ Rep
My introduction - Hill, Sanda 12/17/2008 ]
= Karen's Introduction -~ Fride, Karen 12/14/2008 1
RE: Karen's Introduction = Sparrow, Salli 12/14/2008 ]

ol s i ol - ot e o AR, bt et L e M o, W_,w#
4. To read any post, click the title.

Tip: You can sort by any of the column headings by clicking that heading.
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== Raturn to Post List {(_-
Wew Fost || Thraacea view | Navigate: 4

%,; Directions &

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

:RE Karen's Introduction i Sparrovy, 5.E||I.
|
|Hi Karen,

iI have 2 teenagers, too - although mine are both girls. 1am hoping to teach online next sema
jto use ANGEL.

=
I EI|I.:|.:-'!I :-\q Beply Edit Print Email author Delete
"""“""'-"“““"**-If"*w'"r-f‘”"- '#"'#.x e s st --M# R L

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

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

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

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

1
sew Font || Hastea View ! El Navigate: M| ¥ || &lipo

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

,[_'] Fost Tithe Flag  Score  Author Date Foste
My introduction = Hill, Sanda 12/17/20

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

B garen's Introduction = Fride, Karen 12/14/204H
% This is miy first time learning about ANGEL. | have been teaching English for 10 years at a community colleg
teaching onking. [ have a BA and MA from the University of Michigan. I live with my husband of 24 years, 2

and 2 birds.

Satactons [w] [E2] ReEply Edit Print Emal author Delete

RE: Karéen's Introduction = Sparnow, Sall 12/14/2
BT i TN L R T T T .._.W..__# i
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E/ Tip: To view posts in an unthreaded manner, select the Search View and press the Search button without
entering any criteria. All posts will then be displayed unthreaded and can be sorted chronologically if desired.

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

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

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

SO F Resisirces |l‘umm||m .ITr'i Report I AnitEmate MMarniage

: [~ Management Console

Edk Page

(e TN poster Editor l

Graxishook d 2 User Batch Enrod Export Print Roster Synchronization

ooty oyl
Roster | ROS% Search
rotinan | l Search H Exit Roster Editor I

Al ot ol e,

There are currently & enrolled users,

Mame Login Mame Rights
edit | peiste| [Fride, Karen  kfride Student
edit | petote| [JGionani, Anne agionani  Student
edit || petete | [CIHill, Sanda shill Coursa E

ol i 20 s Gt Qi o0 S

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

3

Add a User

To erwoll an emsting umer, search for the user by entering the user,
account does not skeady exist for the user, chck the "Create Mew

Account Search

Iin graham l Search J [ Cangel ]
Results of search for “ingraham™

Thi Followirsg accourts match the information vouw spacified. TF the

i Lier,

Select | 1, Ingraham, Dinah {dingraham)
E-malli dings shami®angeluedu

i, ‘-'H-"\.»—n-.,,""’-._f‘u"‘"“'w :
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3. On the next screen, choose the rights and title for that user from the drop-down list. The default for both
Rights and Title is Student. In this case, we want the user to be another faculty member within the course,

so the Rights and Title have been changed to reflect that.

Enrollment Settings

User Settings | Permissions @

User Settings
Login Name kfride

Rights Student
Title Student
Hidden

Disabled

d)

@)

ol o iR -maxq‘fﬂ‘nﬂ _.-"-1

a. If setto Yes, Hidden will hide the username from students and it will not appear within Course Mail,

Course Roster, or other sections in which students can see member names.

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

access the course.

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

course editing rights except the ability to access the Gradebook.

d. Click Save to finish.

To change the settings for any user, click the Edit button next to the username within the Roster Editor and then

make the changes on the screen shown in the following figure. Click Save to finish.

RosTer St

o Balh e

oy Saiarili
| St | | Esi Sravkn: Ecioin

"'h -
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-

Uiy STl
I ripn e Infride
L™ maghis Thadmi

L

1o L

Alniin Baiwgegl | | 'SR M R

T
——— T 1

Earn | | —iniall

§

e

= '_J.'!.d_':i

i 7
“ﬁl‘.’u il TR
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From the Roster Editor screen, click the Delete button to delete any user from the course. If you needed to delete
several users, check the box next to each user and then click Delete Selected at the bottom of the screen.

Roster Editor
Add a User BakchEnroll Export Print Rosher Synchranization

[ ]
Roster Search f

Thar

l Search H Exit Rostar Editor ]

aqre currantly 7 ercolled uzers,
\ Mame Lagin MName Rk

pelete | CFride, Karen Ief e Sg
pelets | [JGionani, Anne  agionanl S
palets | [CIHill, Sanda shilll Co
veiet=| [ingraham, Dinah dingraham  Co

veiete| [1Mills, Gary gmills Si
velete| [ISparrow, Salli  ssparrow S
velet | [ winkler, Rick ik ler 5

[ Delete Selected | | ExitRaster Editor. |

i LRI S ._...g_.."

rh-h‘

it e e el |

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

Authenticated Guest. An authenticated guest is someone who has been authenticated through the ANGEL
system (that is, someone who has a user account on the ANGEL site) and who was enrolled into the Course
and assigned that right or entered the course through the Search tool (Find Course). This level has very
limited access rights. An authenticated guest cannot view any student or instructor tools, and can only view
content items that are made viewable to either everyone or authenticated guests.

You might use authenticated guest rights for someone that needed to see certain portions of the course, but
was not a student in the course. For example, this level could be used to show the course to someone from
another institution. You could allow authenticated guests to see some of the content items, but not allow them
to view any discussion forums or any other sections where student names might be revealed.

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

Team Leader. This designation would have the same access rights as students. You can restrict any content
items to this access level and above by designating Team Leader as the minimum Viewable By level in a
content item setting. A team leader would not have any editing rights or access to grading.

Mentor. This level also has the same access rights as student and might be used for a librarian or preceptor
who does not need grading or editing privileges. As with the team leader, you could restrict certain content
items to be accessible only to this level and above by designating Mentor as the minimum Viewable By level
in a content item setting.

Course Assistant. This access level would be reserved for teaching/graduate assistants or other course
members who need to be able to grade and/or take attendance. It does not allow for editing of content. They
normally have access to the Manage tab as well as the other tabs available to students. Within a content
item, they have access to the reports and the utilities options.

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

Course Editor. This level has the full access rights and can also set the access rights for other course users.
Course editors have full editing rights within the course and can create agents. As with the other levels, some
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content items could be restricted by limiting it to users at this level. This is the level that is typically assigned
to course faculty.

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

1. Within the new course, go to Manage > Import Console > Copy Course.

lpl Panage 1

1
] | Data Maragement

%
Courss Flles M.‘ina{:l_ﬂ

L ffor e section. Manage Course Fes
Backup and Restore 3
fior Bl dactian. Backiip snad reilore oo
Import Consala
I iwhvara [y ek Import New Course Content ¥
Tegurt wl oy iordard bum yie oot i coure &

& et
aenihs_ | Select a content type o import
Conitent Packags

Tompet cordund g sn A19GEL hackip, Wb sapaet, Dlskboad™
Calendsr and Anoouncaments

trepret calenclyr ardie froe g leal Rls | comgpphibls with dishc 7™ ylar

Maser Copse
1Sl et it GO § weaihes Do IR
gy Courss

irekuaizn e oot e b O wrthar CAFEE OF QT o sehich o R

Import History

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

Course Copy

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

Source Course,/Group

| Courzelntro course | ¥

—Backup Opftions
Eackup courses before import

“Repiace all @ content

| Copy || Cancel |
-M.M.W**%‘fm_

It is a good idea to keep Backup courses before import checked. You may not need to check Replace all
existing content if the course that is being copied over has no content within it.

3. Click Copy to finish.
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You will see a confirmation screen that tells you that the course is being copied and that you will receive an e-
mail to the Internet e-mail address specified for you within ANGEL when the process has completed.

Course Copy

Copy o of the conferts Froes ancthar course or group inko fhis course

T course copy s processing, o may browse away Fom this page while ths content i copled,

Your content will be processed in the order it was submitted,
fun emall will ba sant fo shillsngelu.edu when your contert has been processed,

=

A oo ‘WMM\F-Wl*ﬂh‘*

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

e LIRS
Irdialos on s bimd on ol courte o g i she® you e e edion

Import History w20 Toe]
Elle fiama S |mporied by Qe Imporing == 11
BAFGSIAISEATRLIGAT 200 AR  HIL Sands 12 MRS 728 Al o O (celask) Berfrrport Dokt

I e IO o Oy, ..*_-H_M1M=1#-mﬂ-___ﬁ_.h-m

Good practice dictates that courses need to be backed up on a regular basis. If content is accidentally deleted, or if
other data is lost, it can be restored if a backup is available. It can be restored only within ANGEL; content cannot
be accessed if opened outside the ANGEL environment.

s
i1
Video

Video: "Back Up a Course."

When should you back up your course?
e After adding content or grading assignments

e Before deleting content

@ Note: Your institution may set up a schedule for automatically creating backups.

1. Go to Manage > Backup and Restore within the Data Management component.

le Settings | [ ata Management

ral Course Settings
pdify seitings such as file and URL for the
phon,

Course Files Manager
Manasge Course filss
tkup and Restore

Backup and restore coyrse d=tz
e Y

Be Theme Selector
L e lipe e il .

e T WY
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2. On the following screen, click create new backup. The Scheduled Automatic Backup would be set by your
administrator.

Backup and Restore

Manage backups, create a new backup or restore cours

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

Scheduled Automatic Backup
Mext Backup: Mone Scheduled

o s e e e B o s

3. When finished, the backup information will display. You will have the option to download the backup to your
hard drive or removable media, which will add an additional measure of security for your course data. If you
ever need to restore a course with the most current backup, click the Restore Backup button.

Your Backup (create new backup)
Date Created: 12/17/2008 11:30:07 PM
File Size: 59247 bytes

L Restore Backup J[ Download Backup

Scheduled Automatic Backup
Mext Backup: Mone Scheduled
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