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Introduction

Welcome to the ANGEL® 7.3 Instructor Quickstart Guide. This guide is designed to
provide instructors with a basic understanding of ANGEL and its primary tools.

ANGEL is a Web-based course management and collaboration portal that enables
educators to manage course materials and to communicate with students. ANGEL can
function both as a complement to traditional courses and as a site for distance learning.

With ANGEL, you can post documents online, such as your course syllabus; administer
surveys, quizzes, and tests; send and receive course mail; establish and monitor
discussion forums and chat rooms; receive and grade uploaded assignments using
online drop boxes; create teams for discussions or special projects; and more.

A significant portion of tobNGbBredtsspeeificwer | i es i n i
institutional needs. Please note that because your institution determines which tools are

made accessible, some parts of this guide may not apply to your use of ANGEL. Contact

your institut iifyoubave geastpns cegardinglANSEKL administration.

Special Features Used in This Manual

This document includes a variety of special feat
features and capabilities. Each feature is marked with an icon for easy identification. The
following table describes these features.

Special Features

Icon Name i Description

Tip T A Tip helps you apply the procedures described in the text to your
specific needs. A Tip may also suggest an alternative method for performing a
task, or may explain the benefits and capabilities of a feature.

@

Note T A Note calls your attention to information of special importance.

Reference i A Reference points you to another source of information.

D> & &

Caution i A Caution alerts you when an action could cause problems.

Introduction 4
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AN GEL Home

The ANGEL Home page (ANGEL Home) functions primarily as the log-in screen and
starting point for each ANGEL session.

ANGEL 7.3

Home  ANGEL 7.3 - Home

Power Strip icon 0 ‘il
Log On Today's Public Calendar
9 Username|:| « add |/ Drop Period ends Friday
Category: GeneralClass
Fam"‘l:l Course Adds / Drops must be completed by Friday.
@ Language | English {United States)
(Lean ] Public Announcements 1=
1 forgot my password
Regquest an account View: Pzst Present Al | Sorn Descending
Request @ Mentor Insight Window Thursday, February 14, 2008
account
@ Charity Event Registration -- stop by the student union this week to sign up for a community outreach
Pubiic Content Links e

Library Resources
Event Calendar
In the News
Public Surveys
Public Forums

Search and Help Links
Course Search
Community Search
People Search

Help &

Guided Tour &'

()

=
g
4

nowered hy the ANGFEL | M5 hd

The left edge of the ANGEL Home page is called the Power Strip; this area contains
basic system navigation tools. Other sections of the screen enable you to log into
ANGEL and access various resources.

Navigation Tools

There are three system navigation tools at the top of the Power Strip. These icons are
always available on the ANGEL Home page and when you are working in a course or a

group.

ANGEL Hom e 5
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The following table explains these navigation tools.

Icon Name - Description

Home 1 Returns you to your home page

Help i Displays ANGEL online help, guides, and resources

Log Off i Logs you out of the ANGEL environment

Public Resourc es

ANGEL Home offers a variety of public resources for instructors and students. To
access a resource, simply click its hyperlinked title.

% All these resources may not be available at your institution. Further, your
institution may offer additional customized resources.

Standard resources include the following:

e Library Resourcespr ovi des access your institutionés
electronic journals, catalogs, and databases.

e EventCalendarpr ovi des access to your includieg i t uti onéds
events, significant academic or training dates, and other entries.

e Inthe News keepsyouuptodat e on your institutionds | ate
e Public Surveys enables you to participate in public surveys at your institution.

¢ Public Forums lets you join public discussions at your institution.

o These resources are also available in the Toolbox section of your
'l personal home page.

Search and Help

The Course Search, Community Search, and People Search links enable you to find
and view any course, group, or user profile that is viewable by the general public.

i Log into ANGEL before performing this search to view a larger selection
3-,\5’5 of courses, groups, and profiles, including those that have been made
viewable only to authenticated ANGEL users.

ClicktheHelpli nk t o access documentation or to request
support desk. Take the Guided Tour to view highlights and features of the ANGEL
application.

ANGEL Home 6
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How to Log In to ANGEL

Before you can log in to ANGEL, you must have an ANGEL account, a username, and a
password. Your institutionds ANGEL administrator must

To log in to ANGEL:

1. Click in the Username box and key the user ID assigned to you by your
institutionds ANGEL administrator.

2. Click in the Password box and key your password.
3. Click the Log On button.

If your log-in is successful, the ANGEL home page is replaced by your personal home
page. (The personal home page is discussed in the next section of this guide.)

If your attempt to log in is not successful, contactyourinst i t uti onés ANGEL admin
for assistance.

ANGEL Home 7
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Personal Home

When you log into ANGEL, your personal home page (Home) appears. Home enables
you to access all the courses and groups in which you are enrolled. The page also
provides a variety of tools to assist you with your coursework.

G

ANGEL 7.3

\_Brad Koch | ¥
0 . Home
0 Edit Page Refresh
@ Courses Today's Calendar
Find 2 Course Add a Course Sort by: Date Secton Category | Show Notes
JFilm Appreciation Public Schedule
Role: Courss Administrator

@ Add | Drop Period ends Friday
Tasks: ] [# Category: GeneralClass

Toolbox My Announcements

Bookmarks

Keep & personalized list of bockmarks for essy sccess to your favorits stes,

Files

Upload files for easy access from amywhere.
Calendar

Keep track of important personal events.
Public Resources

View: Unread All | Mark 25 read

Thursday, February 14, 2008

@ Charity Event Registration -- stop by the student union this week to
sign up for @ community outreach program.

Community Groups

Access resources found on the logon page.

Find 2 Group Create 3 Group

1 EE

-]
o
=

To customize the selection and appearance of tools on your personal
home page, click the Edit Page link in the Home menu bar.

Navigation Tools

Your personal home page features a set of navigation tools, located in the Power Strip
along the left edge of the screen. These icons are always available on your personal
home page and whenever you are working in a course or group.

Personal Home
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fPower Stripdicons

UFilm Appred
Role: Courss

Tasks: +] | &

508 Accessibility & PDA mode
controls

The following table describes these navigation tools.

Icon Name - Description

@ Home i Returns you to your home page

? Help i Displays ANGEL online help, guides, and resources

(V) Log Off i Logs you out of the ANGEL environment

Personal Home
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Icon Name - Description

ePortfolio T Launches ePortfolio (only appears if your institution has
ePortfolio installed.)

":. Learning Object Repository (LOR) i Accesses your personal LOR

— Personal Preferences i Provides access to your user settings, such as
(W) your personal information, password, theme selector, system settings,
— and PDA agent

"] ANGEL IM i Opens the online ANGEL instant messenger

There are two additional accessibility-related icons at the bottom of the page that
function as illustrated and described below.

Icon Name - Description

508 i Allows you to create a profile that describes your particular needs
for accessing course material. If necessary, you can access an ACCLIP
for use with ANGEL.

@' The acronym ACCLI P stands for nACcC
Profile. 0 ANGELGs Accescsentd saveidry n
import ACCLIP profiles.

“ PDA'T Allows you to activate ANGEL in PDA mode. Page layout and
- navigation are customized to suit your selection.

Help

You can open ANGEL 06 shy dickihgithe Eelphicen (:';.,...»:).sz/ctefaudI,m
A N G E L dlise help system displays a searchable copy of this Quickstart Guide.

Personal Home 10
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prywm

|7 Conventions Used in This Manual
Introduction
Public Home
Personal Home
Course Overview

|7 Calendar Tab

|7 Lessons Tab

|7 Resources Tab

':Q Communicate Tab

|7 Report Tab
Common Tasks

A e S A
Thelefthandpane of

pane.

In the upper right corner of the window, three links let you access different parts of the

help system:

ANGEL 7.3 Instructor Reference

AMNGEL is a web-based course management and
collaboration portal that helps educators manage course
material and communicate quickly, easily, and effectively.
AMNGEL is designed to be used as a complement to
traditional courses and for distance learning.

With ANGEL, you can take surveys, quizzes and tests,
send and receive course mail, post to threaded
discussions and chat rooms, upload assignments using
drop-boxes, and more. Students can check their progress
and grades at any time during the course and can create
groups and teams for project or committee work.

A significant part of ANGEL's power is its ability to be
tailored to specific institutional needs. Please note that
because your institution determines which tools are made
accessible, some segments of this guide may not apply to

_‘fgurﬂ_s_g_ofﬂNGELi Q_ugtgﬂ_y‘t_n_urjnstWL{t-m_nj support QESE |

the Help window displ awhsen t he
youclickahel p theagingcdst he | eft pane, th

e The Online Help link returns you to the searchable Quickstart guide.

e The Guides hyperlink opens a list of guides that are available in PDF format,

which you can download and print.

e The Resources hyperlink provides accesstoyouri nst i tuti onds
available by your insti

can be made

Learning Object Repository (LOR)

Clicking the Learning Object Repository icon (:*) opens the Learning Object
Repository (LOR) window. You can use this window to store, tag, search, share, reuse,
and manage learning objects of various types. The Learning Object Repository is
discussed in detail later in this guide.

Personal Preferences

tuti

Clicking the Personal Preferences icon (':\-._.-:') opens the Preferences window. From this
window, you can customize the information about your profile and courses, change your

password (if applicable), adjust system settings, and further configure ANGEL to suit

your needs.

Personal Home
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% The Personal Preferences icon has changed to a silhouette image (@ )

from the previous wrench icon (®)_

ANGEL /.3

Home * Preferences

0 m Preferences
>

@ General User Settings

Tip: You can use the Personal Information Editor to enter ywour contact information and configure whe should be able to se= it

Personal Information
Update your personal contact information and set whe can ses it.

Change Password

Change your password oftan to ensure your privecy.
Theme Selector

Szlect 3 personal theme that suits your taste,
System Settings

Update system settings such as local drives,

The Preferences window contains the following links:

e Personal Information allows you to change your personal information and
determine who can view it.

e Change Password enables you to change your ANGEL password. As a
precaution, you must provide your current password and confirm your new
password before applying the change.

e Theme Selector allows you to select different ANGEL themes or even create
your own to change how the environment looks when you log in.

e System Settings lets you specify local media drives to map online course
material to CD-ROMs or other media for enhanced instruction. In the System
Settings window, you can also configure ANGEL to send a copy of all course
mail to your favorite e-mail account.

Inst ant Messenger

Clicking the Instant Messenger icon )I aunches ANiGIBdtadtMesbengen t
(IM) utility. This convenient tool enables you to communicate with other ANGEL users
online, in real time.

Personal Home 12
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] ANGEL Instant Messenger - Microsoft Internet Explorer uw
all Users | Hailey Longardner X
E Debbie Dillow to Hailey Longardner: b] @\ oOnline Users X
Hello, how's it going Hailey? - Hailey Longardner

Hailey Longardner to you:

ery well K
E Debbie Dillow to Hailey Longardner:

How do you think you did on the homework
assignment in the Web class?

Hailey Longardner to you:
1think I did well. It was a fun assignment.
Hailey Longardner to you:
How did you da?
E Debbie Dillow to Hailey Longardner:
I think I did ok - it was fun!

To: | Hailey Longardner

EB]

To converse with an online user, select a name from the To: drop-down list, type your
message, and click the Send button.

Courses

The Courses section of your personal home page gives you access to all the courses
for which you are enrolled, either as a student or instructor. To access a course, simply
click its name; information about the selected course appears on a hew page.

. Home

Edit Page

Find a Cowrse Add a Cowrse Th

UDocumentary Production
[Delete] Role: Instructor

D Film Appreciation
Role: Course Administrator W

Tasks:ﬂ +

O Journalism, Entertainment and News Reporting
[Delet=] Role: Instructor

ANGEL 6 s -relatad toslseare described in more detail later in this guide.

Personal Home 13
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Community Groups

The Community Groups section of your personal home page gives you access to all
the groups you have joined, either as a student or instructor. To access a group, simply
click its name; information about the selected group appears on a new page.

Find 3 Group Creste a Group

U Digital Media Group
[Delet=] Role: Instructor

OMedia in the Classroom
[Delzt=] Role: Instructor

DSoccer Club
[Delzt=] Role: Instructor

L S f .‘.-ﬂ L e
ANGEL 6 s -redptedtao|s are described in more detail later in this guide.

Toolbox

The Toolbox section features tools that can increase your productivity and further
customize your ANGEL environment.

Bookmarks
Keep a personalized list of bockmarks for ezsy
acoess to your favorite sites,

Files

Upload files for easy access from anywhers,
Calendar

Keep track of important personal events.
Public Resources

Access resources found on the logon page.

The Toolbox contains the following links:

e Bookmarks lets you place links to your favorite Web sites on your personal
home page. You can also sort your links by category, and set permissions for
individual bookmarks to make them accessible to other ANGEL users.

e Files enables you to set up folders and create text files, and to upload

documents and i mages for stor agmreHTMLYou

Editor to create new Web pages or edit existing ones with an easy-to-use word
processor-style interface.

Personal Home 14

al
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e Calendar lets you view or add personal calendar events or public institutional
events.

e Public Resources is your link to the resources found on the ANGEL Home
page.

Course Malil

The Course Mail section functions like most other e-mail programs: it enables you to
exchange e-mail messages with other ANGEL users.

5 View Inbox Quick Message
! View, read, and compose 'ﬂ Skip the inbox and and
Messsges start your message,

-?'.-L“
:.J Unread Messages
Film Appreciation (101) 0 messages

The Course Mail section contains the following three options:

e View Inbox opens the Course Mail application and shows all the messages in
your inbox.

¢ Quick Message lets you bypass the inbox and start composing a message.

¢ Unread Messages displays a count of unread messages in your inbox.

Personal Home

15
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Course Overview

ANGEL 6 s -relatad toslseenhance the instructional and collaborative experience
and make it easy to manage many aspects of your courses.

To access a course, click its name in the Courses section of your personal home page.
When the course opens, you can navigate the course-related information by using two
different sets navigation tools: the navigation tabs or the course guide. These navigation
tools are described briefly in the following sections.

Navigation Tabs

When you access a course, a set of navigation tabs appears across the top of the
ANGEL window. Click a tab to view a page containing one or more specific types of
information about the course. As you navigate through the tabs, the Breadcrumb frame
updates to show your current location within the course-related information.

Navigation tabs—
é Film Appreciation
[ ................................. 1 Calendar | Lessons | F— |Communicate‘ Report Automate Manage |

Home ® Course I ;
Bread crumbs—{" ‘
; o Film Appreciation 'i
. oexpand = collapse
?l Course Edit Page
- “Y? g A, e N L in il e s VAPt g MDAkt P

The following tabs are available for each course:

e TheCoursetabi s t he Adashboardod into your course.
page are the AAt a Glanced object, the Grade
and more than a dozen other optional items.

e The Calendar tab displays events that have been assigned Milestones within
the course (such as exams or assignment due dates).

e The Lessons tab provides access to all the lessons that have been created and
posted for the course.

e The Resources tab provides a set of helpful resources made available by your
institutionds aitemsicaninslude szllabg links toWeke sites
related to the course, institutional resources such as library records, a Web
search tool, and others.

e The Communicate tab displays tools that let you communicate with others in the
course via e-mail, live chat, and discussion groups. The tab also provides a
course roster and displays any course related news, events, or announcements.

e TheReporttabbs t ool s enabl e vy o wariduptypgseofreportat e and s«
related to the course, such as reports on student grades or course milestone
achievement.

e The Automatetabenabl es you to create and run servic
can perform specific tasks according to any schedule you set.

Course Overvi ew 16
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e The Manage tab features a console of tools that allow you to configure and
control various course-related items, such as a gradebook or course-related files.

These tabs and their functions are discussed in greater detail later in this guide.

Specify a custom start tab for your course by accessing the Tab Settings
tool (Tools >Tab Settings > Start Tab Settings). Users are redirected
to the Start tab when they click the Continue button on the Welcome

page.

Course Guide

The Course Guide opens the same pages as the navigation tabs, but also provides
additional tools. To open and close the Course Guide, click the Guide bar located to the
right of the Home button.

Fim Appreciation

ﬁ calendar 1

Home * Course
(h) ’
e < e Film Appreciati‘
y a Edit Page

Fim Appreciation

Open and Close
the Course Guide
by clicking on this
tab.

Edit Page

[ calendar
-+ W Lessons
€ Resources

20

The AConten
view of the Course
Guide.

&) communicate

wp Report "

© Automate I
M 0

@y Manage pos

Sa Su Mo TuWe §

<

Contents
@ What's New
508 Tasks

ades Search
bbb p——— | T

In addition to the names of the navigation tabs, the Course Guide includes the following
tools:

e The Contents tool provides a course-at-a-glance view and one-click access to all
course content.

e TheWh at 6 s linlNdisplays a list of new mail messages, calendar items,
content items, and other items for the course.

e The Tasks link displays Milestones, Personal Tasks, Unread Mail, and Ungraded
Items as task items to be completed.

Course Overview 17
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e The Search lets you search calendar, content, mail, or roster entries.

Course Overview

18
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Course Tab

By default, the Course tab appears when you enter a course. This page contains several
sections that provide at-a-glance information about the course.

A,
Fim Appreciation
ﬁ Calendar | Lessons ‘ Resources ‘f‘ i ‘ Report Automat Manage

Home * Course * Quick Poll Editor —_—————————,
{_ @@ Professor Smith | 7 1
oL=_______ & -
H - s —
H 0 Film Appreciation
mexpand o colapse - ]
o e Course Edit Page Refresh 1
[E] calendar 4
- Aty ata Gonce EOE fcosewa |
=+ U Lessons .
- % View Inbox Quick Message
€ Resources Logons Mail Messages £ View, read, and compose il Skip the inbex and 2nd
. 2% 200 messages start your message.
{D Communicate - . 1
e
wyReport . el .._] Unread Messages 1
© Automate Film Appreciation (101) 0 messages
&y Manage o o
Sa Su Mo Tu We Th Fr Sa Su Mo TuWe Th Fr Course Pols
o . P Favorite director: Tarantino or Howard? 1
Eeussion esiene O Tarantine ) Howard I
200 200 I+
I b
100 100 w 1
Course Announcements {
0] o
Contents Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr e J
@ What's New ) 4
sos | Tasks 4
! Search Grades 1
ooa  Design Help v
T AT b A A A g

e Nty Sy SR I o+t A A el R

By default, the Course tab includes the following sections:

e Activity at a Glance shows a summary of course-related activities that have
occurred during the past week, including the number of log-ins, discussion posts,
mail messages, and submissions.

e Gradesdi splays a summary of the grades of

e Course Mail provides an entry point to Course Mail. Use View Inbox to jump to
your inbox, use Quick Message to bypass the inbox and go directly to the
compose message page, and use Unread Messages to see a count of unread
messages in the course.

e Section Polls allow you to gather feedback from students and introduce a point
of interaction on the course home page.

e Course Announcements displays any recent announcements that have been
posted for the course.

How to Edit the Course Tab

You can rearrange, add, edit, or delete elements on the Course tab. ANGEL 7.3 features
a new drag-and-drop editor that makes it easy to configure the way information is
displayed on your tabs.

Course Tab 19
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Rearrange Itemsonthe  Course Tab
To rearrange items on the Course tab:
1. Log into ANGEL, select a course, and click the Course tab.

2. Click the Edit Page link (locatedunder t he c o uhe sppddlseft correme
of the tab).

ANGEL switches to Page Layout view.

-
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% The Edit Page option is available on several tabs.

3. Click the desired item and drag it to a different location.

The mouse pointer changes to a four-way arrow ('$') when you can move the
item. As you move the item, other elements on the tab automatically move out of
the way.
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Fim Appreciation
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4. When you are finished, click the Save button to return the Course tab to Normal
view.

Add an Item to the Course Tab
To add an item to the Course tab:
1. Log into ANGEL, select a course, and click the Course tab.
2. Click the Edit Page link.

ANGEL switches to Page Layout view. The Add Components and Use Defaults
buttons now appear under the courseds name,

Fim Appreciation

expand = collapse g
GCDurse [ Add Components ] [ Use §
[=] calendar '
W p— —— .'—L..—‘

3. Click the Add Components button.

The Available Components list appears, showing the names of items that can
be added to the tab. Items marked with a check are already on the tab.
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0 Film Appreciation ’

| AddComponents | | lUse Defaults |

I [J ANGEL Island

[ About This Course
Activity at a Glance

[ Attendance

Location | Defaut |+ | State | Defaut |+

[ Add Selected ][ Cancel ]

Fr S2 Su Mo Tu We Th

4. Click the component you want to add, then click the Add Selected button.
The Available Components box closes and the selected component is added to

the tab.
E\ You can select more than one component at a time.
5. Ifdesired,rear range the items on the tab as

ltems on the Course Tab. o

6. When you are finished, click the Save button to return the Course tab to Normal
view.

Delet e an Item from the Course Tab
To delete an item from the Course tab:
1. Log into ANGEL, select a course, and click the Course tab.
2. Click the Edit Page link.
ANGEL switches to Page Layout view.
3. Rest the mouse pointer on the item you want to delete.

TheDeIeteicon(ﬂ)appearson the itemds title bar

Click the Delete icon to remove the item.

When you are finished, click the Save button to return the Course tab to Normal
view.

If you change your mind, you can add the deleted item back to the tab
as descri bedAgareltemtoulsé yComr sie Tab
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Edit an ltem on the Course Tab

Some items on the Course tab have user-configurable settings. You can edit these
settings to change the data displayed by the item, to determine who can view the item,
and other features specific to the item.

To edit an item on the Course tab:
1. Rest the mouse pointer on the item.

If the item has user-configurable settings, a Settings icon (ﬂ) appears on the
i t e tilé l=r.
Click the Settings icon to view the i t e sefiirgs.

3. Change the desired settings.

When you are finished, click the Save button to return the Course tab to Normal
view.

Course Tab
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Calendar Tab

The Calendar tab allows you to post course-specific schedule items for the day, week,
month, or year. As the course instructor, you can use the Calendar tab to post calendar

events for yourself, for select students in your course, and/or for your entire class.

GUIDE

In addition to appearing on the Calendar tab of the course site, ANGEL calendar entries
also appear on each student® personal home page, on the dates designated for the

4

.

-

‘...A_ML...__.AA..AM-A

events.
|1 Calendar
|Add Format: List Grid | View: Day Week Month Year | Previous Mext Today
February 2008
Sunday Monday Tuesday Wednesday Thursday Friday Satiwday
1 2
3 4 5 6 7 a8 9
10 11 12 13 14 15 16
Assigned: Tim's | Due: Tim's Folde
17 18 19 20 n 22 23
24 25 26 27 28 29
AP ot B ol it R S it Il

The Calendar tab0 s
e The Add link opens a form for creating calendar entries.

t ccantaibsahe following options:

\ Calendar controls

e The List and Grid links let you view calendar dates and events as a list or in
standard calendar grid format. When viewing calendar entries in List format, you
can choose a specific date from the small calendar navigator or choose a month
and year from the drop-down menus.

&

By default, the calendar appears in Grid format.

If your calendar navigator does not appear in List format, click the Show

Calendar link (at the left end of the toolbar) to make it visible.

e The Day, Week, Month, and Year links (at the right end of the toolbar) let you
change your calendar view.

e The Next and Previous links enable you switch to the next view (Day, Month, or
Year). Click Todayt o br i

ng up

t he

current

daybs

Calendar Tab
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e Inthe All Entries box (located below the calendar grid), there are links that let
you view public entries, entries made by members of a given team, or just your
personal entries.

How to Add a Calendar Entry
To add an entry to the calendar:

1. Log into ANGEL, select a course, and click the Calendar tab.
2. Click the Add link.

The Event Settings page appears.

Event Settings
|

Everyone [l

Clean Course - 72 |+

Appointment | v

R A - = b B3 Fort~ Sizev 5% 0

Date and Time Settings
February |[w || 14 |»|, (2007 v
AM 12 [»[: |00 [+| EST/EDT

Ohr s || 00 min |+

[Save ] Cancel | [ Recumence |

Type the title of the calendar event into the Title field.
Select the user from the User drop-down list.

Select the event category from the Category drop-down list.

o g b~ w

Set t he [Rateelmte,@sd Duration from the appropriate drop-down lists.

Instead of clicking the Add link, you can click the desired date on the
g‘ calendar. This opens the Event Settings page and automatically applies
the chosen date to the Date field.

7. Optionally, you can use the Contact, Location, and Notes fields to provide
additional information for the event.
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% formatted information. For instructions on using the HTML Editor to

The inline HTML Editor is available in the Notes text box, allowing

f or mat t ext within ANGEL, refer t
Inline HTML Editor.o

If this is not a recurring event, click the Save button. The Calendar tab appears,
with your calendar entry listed.

For a recurring event, click the Recurrence button. The Interval Settings page
appears.

1

Date and Time Settings

Interval Settings

(¥ Recurs every ...

O Weekly ...
on these days: [Jsun CIvon M Tue Cdwed ClThu ClFri Csat
every |1 week(s)

(O Monthly ...

an the | Fourth v Tuesday v

every |1 monthis)

EehuE v | (28], [2008 [v]
February |+ || 28+, | 2008 |+ |
PM 02 [+ |: | 00 [« | EST/EDT

2hi v || 00min |

Dray(z) V

10.

11.

12.

Specify the Beginning Date, Ending Date, Time, and Duration in the Date and
Time Settingss area.

In the Interval Settings area, specify whether the event will recur daily, weekly,
or monthly. If you select the Weekly or Monthly option, set the specific day on
which the event will take place.

Click Save.
The Calendar tab appears with your new event listed.

Calendar
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Lessons Tab

The Lessons tab is designed to house the majority of your instructional content. Here,
you can create lecture notes, hyperlinks, assessments, discussion forums, drop boxes
for assignments, and more. Lesson content can be accessed directly on the Lessons
page or nested within folders or subfolders.

The Lessons tabodés tool bar contains the

e The Add Content link (at the left end of the toolbar) displays several types of
content that instructors can create, including folders, pages, hyperlinks,
discussion forums, assessments, surveys, drop boxes, and more.

e The Rearrange link allows you to determine the order in which content appears
on the page.

¢ The Reports, Utilities, and Preferences links provide tools to manipulate

G
Fim Appreciation
i ] .
Course Calendar | | ‘ Ce Report Automate Manage
Home » Course » Lessons T 1
@ Professor Smith | =
o ‘ ~ Lesson controls
A, H Lessons
sexpand = colapse =
o @ course |_add content_Rearange Reports utities Preferences Print_My Notes | Previous Next |
0 [E] calendar ;] Discussion Ice Breaker: Great Movie Lines
L=
+| MLessons
G re o _ Section #1
€ Resources .J
@) communicate Section One
e wy Report
© hutomate 2 Discussion - Section One
o @y Manege | Required Reading for Section One
| Movie Review
i Write 2 Movie Review
Section One Test
_% Section #2
_ Contents .J
@ wharsnew Section Two
stg | Tasks
q Search 5 Discussion - Section Two
o5 Design Help X v-‘
e A it o s b R A i b o o P i G A

f

ol

owi

created content, t 0o moni inthe cordeatcand sstthe dent 6 s

preferences for the lessons pages.
e The Print link (at the right end of the toolbar) lets you print the current page.

¢ The My Notes link provides any user with an online space to create notes about
any content located on the Lessons tab.

e The Previous and Next hyperlinks allow you to navigate through the lesson
content.

Adding Content Items

The following sections show you how to create new content items in ANGEL. This
includes folders, assessments, discussion forums, and drop boxes. You also will learn
how to upload lesson files, add questions to an assessment, and other important
content-creation tasks.

Lessons Tab 27
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Create an Item Page

All content is add to a course via the Create an Item page. To access this page, click
the AAdd Contento from the top of the Lessons peé

Add Content link \! Lessons

&dd Content Rearrange Reports Utilities Preferences

I (‘.. Discussion Ice Breaker: Great Movie Lines
]

LA~

T_:.u.« r—- ‘-rrJ T o e B A mateh S Al gtien e,

The Create an Item page appears.

Lessons
Add Content

Create an Item

~~ 1 Folder Page
| Create a new folder to organize your content. Create a new page of content from scratch.
Link ¢—| Quiz
0 | Create a URL to link to a2 document on the World “—| Create a new quiz, practice test or exam.
Wide Web.
survey _ File
Create a new form or online survey. o | Upload Zip, Word, Excel, graphic files and more

from your computer.

1] Drnp Box Game
' Create a drop box for users to submit files for | Adds a crossword puzzle or quiz show content
review or grading. item.
IMS/SCORM Package i “2 Discussion Forum
0 | Adds a reference to an IM5/SCORM content |_!.f---' Adds a gradable Discussion Forum for colleboration
package. or Q & A,
Blog Wiki
3 | Adds 3 blog page where all users can post. W Adds 3 wiki page where users can freely edit each

others posts.

=7 Course Syndication Folder Assessment

- | . . .
[ 8% Create a new Course Syndication Folder to Create a new assessment, practice test or exam.

=
:#'WI!,an%mrw##»,w' R . A . A

To add a lesson item, simply click on the type of item you wish to add to your course.
The following sections detail how to create the most common content types. For
coverage of the remaining content types, see the Instructor Reference Manual.

Lessons Tab 28



ANGEL

® 7.3 INSTRUCTOR QUICK START GUIDE

How to Create and Manage Folders

As the primary tab for course content, the Lessons tab can include both a high volume
and a wide assortment of items, such as assignment guidelines, assessments, lecture
notes, discussion forums, and more. One way to manage your course content effectively
in this area is to use folders. Lesson content can be nested within folders or subfolders.

To add a folder to the Lessons page:
1. Log into your ANGEL course and click the Lessons tab.
2. Click the Add content link.
The Add Content page appears. This page displays a list of content items you
can add to the Lessons tab.
3. Click the Folder hyperlink.
The Folder editor appears.
New Folder

Settings: & Mormal O Advanced

Content

‘Access Standards | Objectives | Automate | Assignment

bt e s it

Fage Settings

Save Cancel

e, AL gl e m et L

v aitn ol Al g M o efh i oA

Click the Content tab.

Click in the Title field and enter a title for the folder.

Click in the Subtitle field and enter a subtitle for your folder.

The subtitle provides additional information to describe the folder.
Click the Access tab.

Choose User Tracking level. When User Tracking is enabled, the system keeps
a log of all user activity within this folder (reports available via the Reports tab).
This optional setting is disabled by default. To enable it, use the pull down menu
to select which types of users to track; students, all enrolled users, guests or
everyone.

Lessons Tab 29



ANGEL ®

7.3 INSTRUCTOR QUICK START GUIDE

9. If users are not allowed to view the folder, select the Do not allow users to view
this item checkbox.

10. Select a Viewable By option. This option determines which user types may view
the item. By default, Students is selected, which allows students to view the
item. See the Instructor Reference Manual for details on the other options.

11. Click in the Password field and enter a password, if desired. A password is

optional and

is used to restrict access to the folder.

12. Select a Team Access value. By default, all teams may access a content item.

I f you

wish to Iimit access to speci

then choose the teams you want to be able to view the item. Note that non-team
members will not be able to view the item.

13. Click the Assignment tab.

14. In the Milestone Settings section of the page, choose a Task Type from the pull
down menu. Yo u 6l il Assigh Pate amdDseei Dgta. Tlheatemewll
appear on the calendar based upon these dates. Manually marked items must
me marked as complete manually. Item completion items will be marked
complete by the system upon submission.

15. In the Gradebook Settings section of the page, you can associate the item with

an exi
you do
conten
Assign

sting Gradebook Assignment or
nét want to grade the item. S
t item with that column of the
ment o if you want to create a

16. Click Save when all desired items are complete.

After a folder has been created, you can make changes to it from the
Lessons page:

To add content to the folder,c | i ck t he f ol dsens §
page. When t he f odicHlthaAdld Coptang lmk. ¢

To deletethefolder,c | i ck t he f ol dl er 6s {
When the folder 6s [pektghhkopens,

To rearrange folders, click the Rearrange link on the Lessons
pagebs tool bar, then drag the
Lessons page.

How to Create a

n Assessment

ANGEL offers an online assessment tool that auto-grades and auto-tabulates most

items.

% For more information on creating and administering assessments, see
the ANGEL 7.3 Instructor Reference Manual.

To create an assessment:

1. Log into your ANGEL course and click the Lessons tab.
2. Click the Add Content link.

fic

you

el ect

t eam:

can

an

gradebo
new gr ad:
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The Add Content page appears. This page displays a list of content items you
can add to the Lessons tab.
Click the Assessment hyperlink.

The New Assessment page appears.

o
7= New Assessment
Settings: & Normal O Advanced

|Content|Access Interaction | Review || Standards | Objectives | Automate | Assignment

Page Settings

Lirk

)

10.

Settings

Same Window % | [Jno banner

T B ey Bt sl B e — . _'1’__.—1-‘4-._'.',._.‘—-—-.;._--‘._‘#._‘_

Click the Content tab.

Click in the Title box and enter a title for your assessment.

Click in the Subtitle box and enter a subtitle for your assessment.

The subtitle provides additional information to describe the assessment.

In the Link Settings page area, you may choose how the assessment opens
within the browser by choosing a Link Target setting from the pull down menu.

Click the Access tab.

Choose User Tracking level. When User Tracking is enabled, the system keeps
a log of all user activity for this assessment (reports available via the Reports
tab). This optional setting is disabled by default. To enable it, use the pull down
menu to select which types of users to track; students, all enrolled users, guests
or everyone.

If users are not allowed to view the assessment, select the Do not allow users
to view this item checkbox.

Select the Do not allow users to view this item to hide a quiz that is a
i woin grogress.0 T h iing is als® ugeful for assessments that are
being used as figuesti on baandkshauldor
not yet be made available to students.
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11. Select a Viewable By option. This option determines which user types may view
the item. By default, Students is selected, which allows students to view the
item. See the Instructor Reference Manual for details on the other options.

12. Click in the Password box and enter a password, if desired. A password is
optional and is used to restrict access to the assessment.

The Password field supports proctored testing through the process of

(1) password protecting an assessment or test and (2) providing the

. password to each designated proctor. The student would be required to

iﬁ\g/ schedule and meet with the proctor to take the test. At test time, the
proctor would provide the password and observe the student during the
test to ensure testing rules are followed (e.g. time limit, use of notes,
etc.).

13. Click the Interaction tab.

The Interaction tab is unique to assessment creation. This tab lets you determine
howthe a s s e s s meestibnd are displayed to the student: all at once, as part
of a question set, or one question at a time.

14. To specify a date when the assessment will become available to users, check the
Date Enabled checkbox and set a date.

15. To specify a date when the assessment will stop being available to users, check
the Date Disabled checkbox and set a date.

The Date Enabled and Date Disabled settings are useful for limiting the

Awi ndow of t i me (ntidakadlable. dnrconwigasion it m e
0" the ATi me Li-smubmi bado@tAudoms avail
q tab, this approach is very useful for take-home assessments, to

decrease the amount of time available for unwanted student

collaboration or sharing of printed copies of the assessment.

16. Select one of the Display Mode options. The default setting is All at once.

17. Select any combination of options under Question Set Defaults. These settings
are optional.

18. Select the Submission Settings to determine how many attempts a user has to
take the assessment, the mastery settings required before the student has
mastered the concepts covered by the assessment, save options, and
anonymous options.

19. Select the Time Settings to determine how long the student has to complete the
assessment and whether the assessment will have a time warning or
automatically submit when the time expires.

20. Click the Review tab.

21. Select one of the View submission history options. The default value is Full
review.

22. Select Review Availability options to determine when the review is available for
viewing and how long the review remains available.

23. Select a Display feedback option. The Display feedback is set to Assessment
Completion by default
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24. Select the Feedback options. All options are selected by default. Clearing a
checkbox removes an item from review.

25. Click the Assighment tab.

26. In the Milestone Settings section of the page, choose a Task Type from the pull
down menu. Yo u 6l il Assign Pate aadDseei Dgta. Tlheatenmew!
appear on the calendar based upon these dates. Manually marked items must
me marked as complete manually. Item completion items will be marked
complete by the system upon submission.

27.In the Gradebook Settings section of the page, you can associate the item with
an existing Gradebook Assignment or you can
you donbét want to grade the item. Select an
content item with that column of the gradebo:
Assi gnment dtocréaten oew gradabook column.

28. Click Save when all desired items are complete.

Adding Questions to an Assessment

You can add questions to an assessment by using the Assessment Editor. The
Assessment Editor contains two tabs:

¢ The Assessment Editor tab enables you to add individual questions or question
sets.

e The At a Glance tab provides information concerning the performance of the
assessment such as the high/low scores, mean and median scores, plus the
status of the assessment. The At a Glance tab also provides information on the
number of question types contained within the assessment and general
information concerning access, interaction, and visibility of the assessment.

The following procedure shows you how to add a multiple-choice question to an
assessment. Other question types are added in the same manner.

To add a question to an assessment:

1. Log into your ANGEL course, click the Lessons tab, and clicktheas ses s ment 0s
name.

The Assessment Editor opens, with the Assessment Editor tab visible.

—
“—|New Assessment
Settings Reports Utlities Delete Print My Motes Previous Mext

Assessment Editor | At a Glance

Add Question Set  Preview Select an Action R Drag 'n' drop enabled

Add Question link Question Set: Questions

Add Question Configure Select All  Delete Question Set

Add Question
There are currently no questions in this assessment. To add questions to this assessment, click the Add
Question link above. To edit the name or other settings for this question set, click "Configure"

s il X e R L et e e e o~ ™ )
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2. Click the Add Question link (located below the Question Set title).

3. Click the Multiple Choice hyperlink or icon ).
The Multiple Choice Editor opens in a new window.
Click in the Points field and enter a point value for the question.
Enter the question text in the Question Text field.
Enter the answer choices in the Answer Choice fields.

@h You can use the HTML Editor to edit an answer choice by clicking the
'l HTML Editor link located below the Answer Choice field.

Click the Correct option button next to the correct answer.

Enter feedback in the Incorrect answer feedback field.

If desired, click the Correct answer feedback tab and enter feedback for the
correct answer.

10. If you do not want the question to be added to a question bank, deselect the Add
to question bank checkbox.

11. When you have completed all the selections and fields, click Save to close the
Multiple Choice Editor window. If you want to add another multiple choice
guestion, click Save and Create New.

You can add images, animations, or other media to assessment
guestions, choices, or feedback by using the HTML Editor or by entering
T HTML code directly in any of the fields. Be aware, however, that
) students can easily see filenames for embedded or linked media files by
right-clicking and selecting Properties, by viewing the browser status
bar, or by other means.

How to Upload a Lesson File

The File option allows you to upload any type of electronic file to your ANGEL course to
share with your students. Common uploaded file types include Web pages, word
processing documents, spreadsheets, PowerPoint presentations, project files, etc.

Uploading a file allows the upload of a single file to share with students.

% To upload multiple files use the Associated File Manager. For additional
information on the Associated File Manager, see the ANGEL 7.3
Instructor Reference Manual.

To upload a file for a lesson:

1. Log into your ANGEL course, click the Lessons tab, and click the Add Content
link.

2. Click the File hyperlink or icon (‘= |).

The Upload a File form appears.
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Upload a File

Upload Form
Instructions: Click "Browse" to locate the file then click "Upload File" to add it to your content.
File to Upload

Browse ...
Title

File Type
| AutoDetect [w]

| Upload File || Drmgn-Drop | [ Cancel |

File Upload Facts

When you upload a file, ANGEL first interrogates the file (including Zip file contents) to determine it's file type. It then performs
the appropriate action for that file type. See the list below for details on how ANGEL handles various file types during the
upload process. The AutoDetect feature is your best choice for file uploads.

Graphic Files. Graphic files are automatically imported (even when stored in a Zip file) and configured to display
automatically when the student clicks on the lesson content link. Supported file types include .JPG, .GIF, .BMP, .PNG, TIFF files
will require the student to download the file for offline viewing.

MS Office Files. Files created in Microsoft Office applications (Word, PowerPoint, Excel, Access, etc.) will be uploaded and
stored for student download and viewing.

Web Pages. ANGEL uploads web pages seamlessly and presents the contents of the page to the student when they follows
the lesson content link.

Zipped Web Pages/Sites. You may load complex course material and multi-page HTML content by zipping your HTML files
and then uploading that Zip file. After upload, the ANGEL file upload program will ask you to pick the top-level (index) page
from a list and then it automatically save all the graphics and update all the links so your files load properly. ANGEL even
updates the lesson link to automatically launch the HTML pages within the AMGEL interface when the student clicks on the
lesson content.

3. Click the Browseé button.

A Choose file dialog box appears, allowing you to select the file from your
computer.

4. Locate the desired file, click the filename, then click Open.
In the Upload a File form, the file6 same appears in the File to Upload field.
5. Type atitle for the document into the Title field.

The document title you enter in the Title field does not need to match the
actual filename. The title you enter appears next to the file icon for your

% uploaded file. The File Type drop-down menu is set to auto-detect your
file type by default. You can optionally use this drop-down menu to
select the type of file that you are uploading.

6. Click Upload File.
A File Upload Successful screen appears.
7. Click OK.

To modify the filed attributes (such as its title), click the Settings link
that appears below thefiled6s t i t | e on tToeelete éhs fiep
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click the Delete link.

How to Create a Discussion Forum

ANGEL allows instructors to create an unlimited number of threaded discussion forums.
Each discussion forum is accessible in the appropriate section of the Lessons tab and
in the discussion forums section of the Communicate tab.

To create a discussion forum:

1. Log into your ANGEL course, click the Lessons tab, and click the Add Content
link.

2. Click the Discussion Forum link or icon (“).

The New Discussion Forum page appears.

2 New Discussion Forum
Settings: (& Normal (O Advanced

Content | Access | Post Permissions | Interaction | Standards | Objectives | Automate | Assignment

Page Settings

Title |
Subtitle
Directions
Lirk Settings
Link Target Same Window v
3. Click the Content tab.
4. Click in the Title field and enter a title for your discussion forum.
5. Click in the Subtitle field and enter a subtitle for your discussion forum.
6. Enter text in the Directions field.

it You can use the inline HTML Editor to add or edit formatting to the page
-,\g’f text. For detailed information on using the HTML Editor, refer to the
Appendix fHow to Use the Inline HTML Editor.0
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Click the Access tab.

Choose User Tracking level. When User Tracking is enabled, the system keeps
a log of all user activity within this discussion (reports available via the Reports
tab). This optional setting is disabled by default. To enable it, use the pull down
menu to select which types of users to track; students, all enrolled users, guests
or everyone.

9. If users are not allowed to view the forum, select the Do not allow users to view
this item checkbox.

10. Select a Viewable By option. This option determines which user types may view
the item. By default, Students is selected, which allows students to view the
item. See the Instructor Reference Manual for details on the other options.

11. Click in the Password box and enter a password, if desired. A password is
optional and is used to restrict access to the assessment.

12. Select a Team Access value. By default, all teams may access a content item.
I f you wish to |imit access to specific team
then choose the teams you want to be able to view the item. Note that non-team
members will not be able to view the item.

13. Click the Post Permissions tab.

14. Clear the default post permissions by selecting the Default checkboxes. By
default, all teams are granted read, new post, and reply permissions. The team
post permissions are:

¢ Read i indicates that the team members can read all posts
¢ New Posts i indicates that the team members can create new posts
e Reply i indicates that the team members can reply to all posts.

e Moderated T indicates that the team members must have their posts
approved before theyo6l!|l appear in the forun

15. Set specific permissions, per team, by selecting the appropriate Read, New
Post, and Reply checkboxes.

16. Click the Interaction tab.

17. By default, forums automatically approve all messages. If you want the forum to
be moderated, select the Moderators must approve all messages option from
the Discussion Moderation pull-down menu.

Moderated discussions require each student post to be Woderators must approve all messages v
reviewed and approved prior to display. Automnatically approve all messages

Moderators must approve all messages

- R g 77___‘;.. —h P S .‘-.7,,:?‘("

Discussion Moderation: j

18.Sel ect t hmederators. Yiomnéas do so by rights level (such as all Course
Editors) or individually via the Moderator Rights options illustrated in the
following figure.
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Moderator Rights: ® Choose moderator(s) by rights level: 4
Choose moderators by Course Rights level or by selecting
specific moderators.

Course Assistant A

() Choose spedific moderators:

v el B, r‘-—-‘. e e . r.._..,--ab_l’

19. Review the other options and select as desired.

- For information and help on each option, just click the bold-faced option
g‘ name. A pop-up window appears with details on how that option
functions.

20. Click the Assignment tab.

21. In the Milestone Settings section of the page, choose a Task Type from the pull
down menu. Yo u 6l il Assign Pate aadDseei Dgta. Tlheatenmews!
appear on the calendar based upon these dates. Manually marked items must
me marked as complete manually. Item completion items will be marked
complete by the system upon submission.

22.In the Gradebook Settings section of the page, you can associate the item with

an existing Gradebook Assignment oeoyofi can

you dondét want to grade the item. Sel ect
content item with that column of the gradebo:
Assignmento i f you want to create a new grad

Gradebook Settings

(Mew Assighment) v

Homewark %

100

First submission %
b cnmin . M Bt e IR i

23. Click Save when all desired items are complete.

% For more information on common and advanced settings, see the
ANGEL 7.3 Instructor Reference Manual.

How to Post to a Discussion Forum
To post a message to a discussion forum:
1. Log into your ANGEL course and click the Lessons tab.
2. Clickthedesired di scuoansoerman. f or umod s

The forum opens on your screen.
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.\ '|
2 Discussion Ice Breaker: Great Movie Lines
Settings Reports Utlities Delete

Mewy Post | Threaded View |+

Print My Notes | Previous Next

Navigate: !4 | 4 | All posts ¥ » | "'| LH|'~=éi|“-'|

Directions ( hide | new window )
This is your first discussion assignment (and an easy one at that). Everyone must: 25
+ Add three separate entries to the discussion
+ You must include one of your favorite movie lines B
o Tell why it is funny/interesting
» Reply to at least three entries v
+- Subject Flag Score  Author Posted Replies Rating
----- This is steve's topi = Six Instructor 2/8/2008 | 10:55 AM 1] -
""" EIf -- Pocket Mathew 2/7/2008 | 3:16 PM ]
- Princess Bride -- Three Instructor 2/6/2008 | 2:20 PM 2
----- Aliens = One Instructor 2/6/2008 | 8:57 AM 1]
""" Hot Fuzz -- Cage Nick 2/5/2008 | 9:20 AM o
----- Office Space = Cage Nick 1/31/2008 | 10:46 AM O —
#-Monte Python == Felton Tom 1/20/2008 | 5:05 PM 2
#-James Bond = Felton Tom 1/30/2008 | 2:08 PM 2
----- Hudsucker Proxy = Kingsley Ben 1/30/2008 | 11:03AM O
[+ Alonc f108RY - Black Tark 1720 20ne | An-57 AR 1 V3

3. Click the New Post button.
The Post a New Message window appears.

’ E '|
/| Discussion Ice Breaker: Great Movie Lines
Settings Reports Utilites Delete

Directions: This is your first discussion assignment (and an e...

Print My Notes | Previous Mext

( show | news window )

New Post
Post Subject | |
“ A = f;! 3 - Fort~ 'Size~ "% 0F

Attachments (add a file)
Advanced message options

[ Save ] [ Cancel ]

4. Type a subject in the Post Subject field.
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5. Type the body of your message in large text field.

% You can add an attachment to your post by clicking the Attachments
button.

6. When your message is finished, click Save.

How to Create a Drop Box

A drop box is like a file folder; users can place files into your drop box so you can review,

edit, grade, or perform other tasks with them. Instructors can create any number of drop
boxes and associate them with lessons.

To create a drop box:

1. Log into your ANGEL course, click the Lessons tab, and click Add Content.

2. Click the Drop Box link or icon ( d---‘)_
The Drop Box editor appears.

uj New Drop Box

Settings: * Normal () Advanced

|Contel1t Access | Submission | Review | Standards | Objectives | Automate | Assignment

Fage Settings

aal- sz e @ z-a-a-Ee-==-
N Tg~ 3y~ Styler Fomatw Fonte Gize= %% 0F) -

e A e B e At g, At g A R g MO Al

3. Click the Content tab.
Click in the Title field and enter a title for your drop box.

Click in the Subtitle field and enter a subtitle for your drop box. The subtitle
provides additional descriptive information about the drop box.

6. Enter directions for the Drop Box in the Page Text field.

\ You can use the inline HTML Editor to add or edit formatting to the page
g text. For detailed information on using the HTML Editor, refer to the
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Appendix fHow To Use the Inline HTML Editor.0
Click the Access tab.

Choose User Tracking level. When User Tracking is enabled, the system keeps
a log of all user activity within this drop box (reports available via the Reports
tab). This optional setting is disabled by default. To enable it, use the pull down
menu to select which types of users to track; students, all enrolled users, guests
or everyone.

9. If users are not allowed to view the drop box, select the Do not allow users to
view this item checkbox.

10. Select a Viewable By option. This option determines which user types may view
the item. By default, Students is selected, which allows students to view the
item. See the Instructor Reference Manual for details on the other options.

11. Click in the Password box and enter a password, if desired. A password is
optional and is used to restrict access to the assessment.

12. Select a Team Access value. By default, all teams may access a content item.
I f you wish to |imit access to specific team
then choose the teams you want to be able to view the item. Note that non-team
members will not be able to view the item.

13. Click the Submission tab.

14. Click the Max Submissions drop-down arrow and select the maximum number
of files that can be submitted to the drop box. By default, the setting is Unlimited.

15. Click the Message Box drop-down arrow and select either Enabled or Disabled.
By default, the message box is enabled to allow students to type a message
concerning their submission.

16. Click the Attachments drop-down arrow and select either Enabled or Disabled.
By default, attachments are enabled to allow students to attach their document to
the drop box.

17. Click the Review tab.

18. Click the User Review drop-down arrow and select one of the following options:
¢ Normal i allows users to see only their own drop-box submissions
e Peer Review T allows all users to see all other submissions
o Disabled i specifies that only course editors may see submissions.

19. Click the Assignment tab.

20. In the Milestone Settings section of the page, choose a Task Type from the pull
d own me n u hen as¥igndaiek il Asgign Date and Due Date. The item will
appear on the calendar based upon these dates. Manually marked items must
me marked as complete manually. Item completion items will be marked
complete by the system upon submission.

21. In the Gradebook Settings section of the page, you can associate the item with
an existing Gradebook Assignment or you can

you dondét want to grade the item. Select an
content item with thatcolu mn of t he gradebook. Or you can
Assignmento i f you want to create a new grad
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Gradebook Settings

Assignment
Category
Paints Possible

Calculation Type
B e

22. Click

| (Mewe Assighment) V|

100

® . ‘-"—-?-_‘- “?'. T .

Save when all desired items are complete.

&

For more information on common and advanced settings, see the
ANGEL 7.3 Instructor Reference Manual.

How to Review and Grade a Drop Box Submission

To review and grade a drop box submission:

1. Log into your ANGEL course and click the Lessons tab.

2. Click

the desired drop boxd n aAnepload area appears, followed by a

submissions log.

a

.;L--'I Movie Review

Jrite @ Movie Review
Settings Reports Utiities Delete Print My Motes | Previous Mext

Reviewi: User Review, Anonymous: No

Instruction
your files.

Title

5: Enter or paste your written work and/or click "Attachments" to upload

Message

HTML Editar

[ Attachments ]

Submissions

Subject / Submitted Uiser ID| Grade (100 pts)

LSubmizsioR, £5 e o eyt t__%ﬂﬂ- P

3. Click

the name of a submitted drop box item.

Lessons Tab
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The grading screen appears along with the st
item.

==Y
= Movie Review
Write 3 Movie Review
IUtilities = Submissions > Grade submission by 541fdd33-98a3-4c54-8e47-dc7c270 1abab on 2/6/2008 4:55: 13

Grade

I:I points{100 max.)

Remarks

‘| ?/j = @ b MR Font= Size~ & "E

[] Send as mail message to user

Submission #4
Submitted by 541fdd33-98a8-4c54-8e47-dc7c2701abab on 2/6/2008 4:55:13 FM

Movie Review_brk.doc (400k)
itted Fi
SRS et oy o e Bl o s

4. Click the submitted file nametoviewt he student o6s file submissio

Try typing your feedback dganect

ey alternative color font. Then save the file under a new name to your
HED

£¥e computer. When you enter the st
upload the amended document as a feedback file for your student to
review.

5. Click in the Grade field and type a numeric grade (use a whole number with no
decimals). The Grade field uses a point value for the drop box assignment based
on the point value provided during the drop box set-up.

6. Type remarks in the Remarks field.

Use the Attachments button to locate and upload any feedback file created
using the original file or another program (optional).

8. Click OK.
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Editing Content Items

Content items have their own set of settings tabs that determine content, access,
standards, objectives, automated agents, and assignments. These settings are
accessed by positioning your mouse near the title of the content item as shown in the
following figure.

J Week 1 Reading Assignment Notes

Supplemental items for review
se::lngts\} reports utilities delete

e B _ B e

Clicking on settings will take you a settings menu like the one shown in the following
figure.

_) Week 1 Reading Assignment Notes

Supplermental items for review
Settings: @& Mormal O Advanced

|Conterlt|Access Standards | Objectives | Automate | Assignment

Fage Settings
week 1 Reading Assignrment Notes

Supplernental iterms for review

b I_H ot R e ek ol | o e, | T i’_ ‘r.-- e

All content items have the following tabs:

e Contenti determines page settings, suchast he cont ditketandi t e m6 s
Subtitle.

e Access i sets the tracking of the item and viewing restrictions.

e Standards 1 allows instructors to map content to standards established and
controlled by the institution.

e Objectives i allows instructors to create objectives and map content to the
specified objective(s).

e Automate i allows instructors to automate tasks by creating agents that run on a
schedule, when a content item is accessed, or when a user accesses specific
areas within the environment.

e Assignments i allows instructors to associate content items with the gradebook.
You can also add items to the calendar by setting a milestone date.

Additional tabs may be available, depending upon the content item being edited. For
example, assessments, surveys, and discussion forums have unigue tabs that determine
how the item is delivered or set permissions for viewing the items.
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How to Edita Content Item

To edit a content item:
1. Log into your ANGEL course and click the Lessons tab.

2. Rest your mouse pointer on the title of the content item you want to edit.

The settings, reports, utilities, and delete links appear.
3. Click the Settings link.

The content editor appears.

Edit the content item as necessary.
5. Click Save when you are finished.

Lessons Tab
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Resources Tab

The Resources tab provides access to resources for a course such as syllabus, course
resources, institutional resources, the Wikipedia online encyclopedia, and Google Web
search.

Edit Page Refresh
Syllabus Course Resources
No Syllabus There are no bookmarks to display.
Institutional Resources
Wikipedia
Search
® wikipedia O Wiktionary O Wikibooks
[ Search ] [ Full4ext Search ]
Google
Search
Google

e o "';-* e ‘r..__._._ b e s r_.__....__ el e |y e itptenthd

Syllabus

A syllabus provides students with an outline of topics to be covered during a course, an

overview of the courseds purpose and objectives,
milestones. Your institution may have specific guidelines for creating syllabuses.

Regardl ess, ANGELOGs sy litkaayaceeateadd updata ggcotrse ol s mak e
syllabus and to ensure that it is distributed to anyone who needs it.

Howto Createa Syllabus
To create a syllabus:
1. Log into your ANGEL course and click the Resources tab.
2. Rest the mouse pointer on the Syllabus componentd s t i tl e bar .
An Edit button (ﬂ) appears at the right end of title bar.
3. Click the Edit button.

The Syllabus Source appears.
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Sylabus

No Syllabus

Syllabus Source
| Default Template K3 |
[ Syllabus Editor || Syllabus Files

[ pdate ] [ Cancel ]

4. Click the Syllabus Editor button to create a syllabus using the default syllabus
form. The Syllabus Editor appears.

Syllabus Editor

Save Cancel

MNote: This form allows you to enter syllabus information for use with an ANGEL syllabus templsts. If ywou'd rather use a page you've slready posted to
the web, you can use the Tab Settings Manager to redirect the Syllabus tab. If you want to upload 2 custom syllsbus file you can do so using the
TrueSyllabus File Manager and then sslecting it as the syllzbus temiplat=.

General Information
Heading

Keywords

Faculty Information

Hame

Title

Home Phone

Office Phone

|-.M-ﬁ—=ﬁ#‘_ — Tﬂw ‘-.r" E-'-."".#

The page is divided into sections that match the layout of the syllabus form being used.
Each section contains one or more fields in which you can enter information.

The field titles are links to context-sensitive help. The help topics in the
Course Information section are pedagogically based to assist the
instructor with the completion of that section.

5. Inthe General Information section, click in the Heading field and enter the title
for your syllabus.

6. Click in the Keywords field and enter appropriate keywords for your course.
Separate the keywords with spaces; do not use commas or other characters.
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Specify keywords that will help users find your syllabus when conducting a
search i n ANGEL. Hel pf ul keywords might be
and primary topics covered in the course.

In the Faculty Information section, click in the Name field and enter the primary
instructords name.

Enter the appropriate phone numbers in the Home Phone and Office Phone
fields.

Enter the office address, calling hours, and office hours in the Office Address,
Calling Hours and Office Hours fields.

Enter t he imabkatdresschomepagesURE, and photograph URL in
the E-mail, Homepage, and Photograph URL fields.

In the Course Information section, complete the fields that you want to include
on the syllabus.

Any fields you leave blank are not displayed to the students.

Click Save when you are finished.

How to Upload a Syllabus

To upload your syllabus to ANGEL:

1.
2.

Log into your ANGEL course and click the Resources tab.

Rest the mouse pointer on the Syllabusc omponent 6s titl e bar.

An Edit button (ﬂ) appears at the right end of title bar.

Click the Edit button.

The Syllabus Source appears.

Click the Syllabus Source drop-down arrow, then click the Upload a File option.

Click the Browse button to browse your computer for your syllabus file.

6. When you locate the file, click its name, then click Open.

The path to your syllabus file appears in the File field.
Click the Update button.

When the process is complete, the hyperlinked words Course Syllabus appear
in the Syllabus content item on the Resources tab. Users can click this link to
view your syllabus.

If you convert your word processing document to a Web page (File >
Save As Web Page (filtered)) before uploading it into ANGEL, your
uploaded syllabus is more accessible to your students. Student
need your specific word processing program installed to view the
syllabus.
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Communicate Tab

The Communicate tab provides access to all course communication tools.

M,
&J Communicate

Edit Page Refresh
.y View Inbox Quick Message
£ Views, read, and compase Skip the inbosx and and start
message your mesage. [Lve Offceours |
o There are no office hour sessions scheduled.
_.._] Unread Messages

Discussion Ice Breaker: Great Movie Lines

Course Roster Discussion - Section Two
View a list of people in this Course.

Communication Links

Course News and Events Add/Edit Links

Announcements

|

Read past and present Course announcements.

News
Read past and present Course news.

Folls
Tzke part in Course polls.

. _#‘ r—ﬂ-#ﬁwu# P ¥ e \’—-_-"‘*‘*

By default, the Communicate tab contains the following items:

e The Edit Page link (at the left end of the toolbar) permits you to choose which
communication features to make available to your students.

e TheCourseMailar ea provi des a c-maildosls, soyoubaN GEL & s
exchange messages with your students and other ANGEL users.

e Course Roster provides a list of people in the course.

e Team Files provides a space for student teams to share project files and other
documents. (This item is viewable only if file sharing has been enabled for
teams).

e The Course News and Events area allows you to post course announcements,
class news, and polls for your students.

e Live Chat enables you to communicate with other ANGEL users online, in real
time.

e Live Office Hours provides a virtual office including scheduling capabilities and
a gqueue manager to control student access.

e Discussion forums are listed and are accessible not only under the Lessons
tab, but can be quickly accessed through the Communicate tab.
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e Communications Links lets you display a list of selected links to specific Web
pages.

Course Mail

The Course Mail tool allows students and instructors to correspond with each other
without the use of an Internet e-mail account. The Course Mail tool provides access to
the HTML Editor and Spell Checker utilities, and supports attachments. Course Mail can
forward messages to Internet email addresses and allows the sender and recipients to
monitor who has and has not read a message.

How to Send Course Mail

To send a course mail message:
1. Log into your ANGEL course and click the Communicate tab.

Youdl |l see t &reaofChe taly, asshowhanitHe following figure.
. View Inbox - Quick Message
! View, read, and compose 'ﬂl Skip the inbox and and start
mMesssges WOoUr message,
.?'kﬂ
i_] Unread Messages
Film Appreciation (101) 0 messages

2. Click the Quick Message hyperlink.

The Course Mail interface appears and displays the message composition
window.
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Course Mail > Compose Message

Return to Inbox

System Folders To

A orafts (0/0)

E& Inbox (0/0)

Elisent (0/0) [ Remove selected recipients |
[ Trash (0/0)

My Folders & Subject: | | Priority: | Normal |

[l
[l
4

cEI=YR200 R AR ARN=15NES =] 825 MEH] =181 IR E=I =R

N Ti' %' Style~ Format~ Fort+ Sizew 47 Bl -

Attachments Message Options
Attach files to this message o Send a copy to each recipient's
Internet e-mail
Send a copy to each recipient's mentor
if known

O

’_ Send ][ Save Draft H Cancel ]

3. Click the To: button to open the Select Message Recipients dialog box.

Filter Section List: View Section:
| Course: Pharmacology (100)
User Type To-=
Administrator, ANGEL CourseEditor
noname, julie Student
owens, chip Student
smith, joe Student
Ce=
Broo=
Use CTRL + dlick to select multiple names [Remove selected recipients
[ oK ] [ Cancel

Press and hold the Control key on your keyboard (or the Apple key on a

o7 Macintosh) to select multiple recipients. You may also send the

g message to students in other courses by selecting a different course
from the View Section drop-down list.
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To select a recipent for your message, click his or her name in the left-hand pane
of the dialog box, then click the To button to add the name to the list of
recipients. (Click the Cc or Bcc buttont o Acopy o6 or dAbli

the selected recipient.)

nd

Click OK to close the dialog box and return to the message window.
Click in the Subject field and enter a subject for your message.
Select a priority from the Priority drop-down list. By default, Normal is selected.

Click in the large text box and type your message. Alternatively, you can use the
inline HTML Editor to format your message.

Click the Send button.

&

Click the Attach files link if you want to add an attachment to your
message. Select the Send acopytoeachr eci pi ent 6-saill 1
checkbox to send a duplicate message outside the ANGEL environment
to the recipients' e-mail address. You can save a draft of your message
by clicking the Save Draft button.

How to Read Course Mail

To read a course mail message:

1.

Log into your ANGEL course and click the Communicatetab. You 61l | s
Course Mail component.

In the Course Mail section, click the View Inbox link.

Your Course Mail Inbox appears.

[ Compose New Message ]

Preferences

Search:

Actions: Filter:

| [search] | Delete v|[ o | | showal v (o]

System Folders

Drag a column header and drop it here to group by that column

ee t

.__IDraf'ts" (0/1) F D [ ! From Subject Source Date
H (o/8) Administrato 1/15/2008
ministrator, '
[ sent om | O = ! ANGEL hi hello ARM test (1) 9:15:46 AM
[l Trash (0/0) . Exec Team Code .4a
My Folders |:| = ¥ Mﬂ: RE: Test Drop Box  Complete Course ;fMBHDDB G452
—_— (Section)
. i 12/11/2007
!
| = Weaver, Lorinda  adfasdf denisel (1) 5:43:53 PM
' ) 12/5/2007
_IL ==
O = Editor, System sdfsdfs denise1 (1) 10:42:50 AM
) . 12/a/2007
—IL —_—=
O (=] Editor, System test denise1 (1) 10:41: 78 AM

B i~ ENEET VR 1-"‘*"’"’ At i ks, - KOS TEOE Coda, ,r"—-—--—"

In the Inbox, messages have the following attributes:

¢ New and unread messages appear in bold. After a message has been
opened, it appears non-bold.
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e If a message has an attachment, a paperclip icon appears to the left of
thesender 6.s name
e The messaged snportance is displayed in the column marked by the red
exclamation point.
3. To open and read a message, ¢c¢lick the

4. To return to your inbox, click the Inbox link in the list of folders that appears in
the left-hand pane of the message window.

5. You can perform the following tasks from the inbox:

e To delete a message, select the checkbox located at the left end of the
message header. Click the Actions drop-down arrow and select Delete, then
click the Go button.

% Deleted messages are moved to the Trash folder. To completely delete
a message, you must delete it from the Trash folder.

e To select all your messages, select the checkbox on the Menu icon (@).
You can then move the selected messages to another folder, delete them,
and perform other tasks.

e To move a message to another folder, select its checkbox, select Send to
Folder from the Actions drop-down list, then click the Go button. Select the
desired folder from the Send to Folder pop-up list, then click the Continue
button. The selected message is removed from the inbox and placed in the
selected folder.

e To view a different folder, select a folder from the System Folders or My
Folders list located on the left side of the Course Mail window.

e Click the Preferences link to configure mail preferences for viewing,
signatures, editing, and privacy.

How to Forward Course Mail

By default, users must log into ANGEL to send or read course mail messages. You can
optionally configure ANGELOGs course mail
course mail to an Internet e-mail address.

Course mail forwarding is a global setting. Therefore, enabling course
mail forwarding forwards all course mail messages received in any
course or group for which you are enrolled.

To forward your ANGEL course mail to an Internet e-mail account:

1. Log into ANGEL and click the Personal Settingsicon ("'--._.- "') in Power Strip.
The Preferences page appears.

2. Click System Settings in the General User Settings area. The System Settings
page appears.

3. Locate the Mail Settings area, click the Forwarding Address field, and type the
full e-mail address where your ANGEL mail should be sent.
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4. Click the Forwarding Mode drop-down list and select the forwarding mode of
your choice.

5. Click the Save button.

Announcements

The Announcements tool allows course editors to create course announcements that
appear on the Course page and on the student ds

How to Create a Course Announcement
To create a course announcement:
1. Log into your ANGEL course and click the Communicate tab.
2. Click the Announcements link in the News and Events section.
3. Click the Add Announcement link.
The Announcement Editor appeatrs.

Announcement Settings

VjEvBIu‘g TvETDTT;EEE*%
™ ']:HT %v ST}"'E.'T Format = Font= Size - ILB/C’ '}J .

[l
4

February |»| |9 [+, EDD?V FMOZ | % |2 45 |»

February ||| 16 [+, 2DD?V FMOZ | % |2 45 |»

Default [

clean-course-dillow |
Everyone w | | Other

[ Save ][ Cancel ]

4. Type your announcement into the Announcement text area. Use the inline
HTML Editor to format your message.

5. Use the drop-down lists to select a Start Date and an End Date for the
announcement.
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6. Click the Sequence drop-down arrow and select a number to determine the

announ e gigpkat ofdsr when multiple announcements appear
simultaneously.

7. Click the User drop-down arrow and select the person or persons who should be
able to see the announcement.

% You can create an announcement for an individual user by selecting the
£l userd s nfeom éhe User drop-down list.

8. Click the Save button.

How to Modify or Delete Course Announcements

To modify or to delete an announcement, click the Edit or Delete buttons (located to the
left of your announcement on the Announcement Editor screen).

Wiew: Past Present Futurz All | Sortt Ascending

Tuesday, January 15, 2008
Edit | Delete | & The library wil be cosed this Friday for repairs.
-t e e ""M
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Report Tab

The Report tab provides access to several reports which help an instructor track student
progress in the course.

The default reports include:

Learner Profile offers learner-centric performance measures and statistics. This
report enables the instructor to see a particular student's profile and give the
student information on his or her performance relative to the class averages.

WhoDunlt compiles reports on who has or has not completed a particular item,

logged into the course environment since a specific date, and more. This report

features an agent than allows you to e-mail students who appear in the report at
the touch of a button.

Class provides reports on user activity in the course. Items such as activity logs,
attendance, and submissions provide a quick view of student progress in a
course, allowing an instructor to take action, if needed.

Content provides access to activity details and activity summaries, which give
the instructor information on how many times a user has accessed an item and
an activity log of the item. Item analysis shows a summary of responses by
guestion of a quiz or survey. SCORM logs and submission information is also
available under this report.

Grades provides access to student grades without accessing the gradebook,

allowing you to take action based on thereportofast udent 6 s gr ade.

Milestones provides a list of items that have been assigned a milestone and a
legend indicating student progress.

Learning Outcomes provides reports for objectives that are mapped to content
or standards that are mapped to content. This provides an overview of the
standards or objectives mapped to the content with the number of items meeting
the standard/objective, the content type, and the name of the content item.

ANGELG6s Reports Consol e -npining @gportunises in one/eemralt h
location. This allows instructors flexibility with a full range of report options in a simple
console interface that makes selecting components easy. You can track all aspects of an
individual learner, class, milestone, or specific content item with the Reports Console.
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@ Reports Console
Report Settings | Saved Reports
Choose Report
Category Report User(s) Show filter
| Learner Profile | Logons [ » | Koch, Brad a
Configure Report -1Collapse
starting | This Month |7 ending before [Now |
Select report view [Run] [ PrintPreview || SendReport || Export | [Save]
. ™
7
E—
-
54
5
g 3
s
2
1 i
0 1 1
g, SSzogy,  FEegy  STEogy  “SZogy  “zogy
Date
b v
Report Tab
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Automate Tab

The Automate tab contains the Agents Console. The Agents Console allows you to
schedule actions that run automatically.

O Agents Console

Add Mew Agent Refresh )

Show all v Shaw all v [ Show Retired
Title Category Type Last Status Last Run Hext Run
S J_r-— A S r P AP r—— . J A gt . o

You can add the following three types of agents:
e Scheduled Agent i runs on a scheduled basis or on request.
e Content Agent i run when users view, take, submit, or review a content item.

e System Agent 1 runs when users access specific areas within the environment.

Content Agent

You can use the Content Agent to set up an action on any type of content item. Many
instructors use this agent to release content as a student progresses through a course
instead of making all the content available to the student from the beginning.

In the following example, and instructor sets up an agent to release the next lesson
folder based on a student6 gquiz grade.

How to Use the Content Agent
To set up a content agent:

1. Log into your ANGEL course and click the Automate tab.
The Agents Console appears.

Add New Agent link OAgents Console
Add New Agent Refresh

Show all v Show all v [ show Retired
Title Category Type Last Status Last Run MHext Run

et i s gt S P T s ., B A e et o]

2. Click the Add New Agent link at the left end of the toolbar.
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The Create Agent wizard step 1 appears.

Step 1 of 3: Choose Agent Type

Mame your Agent

he Agent name appears in the Agent conscle

Agent Type & Configuration
Choose Agent type

NOOEE

(® Scheduled Agent

Mis that run on a scneduied DEsis Or Up:

O Content Agent

AJENTS That run wWhen UsSers viewvi, take, submit or review a content item

) Event Agent

nts that run when users access specific areas thin the envircnment

Choose Schedule

Agent Summary
Scheduled Agent "(name your agent)" will run on demand .

[ Cancel ] [Next]

@ 0On demand O On this date ... O Daily ... © Weekly ... O Monthly ...

Click in the Name your Agent field and type and name for the agent.

Select the type and configuration (schedule) from the Agent Type &

Configuration section.
5. Click the Next button.
The Step 2 of 3 page appears.
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Name Selection

All Users

Select Users

@ Any User O Specific Users
Rights Filter
Refine wour user selectic

@ Any Rights O Specific Rights
Team Filter

Refine your user selection by choosing

® Any Team (O Specific Teams

Condition: | Mone bt

Content Agent "Quiz Completion" will run for AY userswhen Any quiz is (temp).

[ Add Another User Selection ]

[Cancel] [ Previous ][Next]

6. Click in the Name Selection text field and type a name for the user selection and
conditions.

7. Select the user properties from the User Selection Properties section. This
section determines which group of users will be monitored and the conditions
required triggering the agent being created.

8. Select the user selection conditions from the User Selection Conditions drop-
down list. This selection determines which users selected under the User
Selection Properties will be included in this agent.

9. Click the Next button to continue.

The Step 3 of 3 page appears.
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Choose Action Type... v

Content Agent "Unlecking Content” will run for Students when Week 1 - Lesson 1 Assessment is (temp).

[ Add Ancther Action l

[Cancel] [ Previous ]

10. Select the action type from the Choose Action Type drop-down list. In this
example, the instructor is choosing an Unlock action to unlock the next folder.

Automate Tab
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Unlock content for

Event Originator .
All Filtered Users Il
Filter: All Users |
All Faculty sl

Password(s)

Content Agent "Unlocking Content" will run for Students when Week 1 - Lesson 1 Assessment is (temp).

[ Add Another Action ]

[ Cancel ] [ Previous ][Next]

11. Select Event Originator from the Unlock content for list and click the Add->
button.

12. Add the password in the Password(s) field. If you use an exclamation point in
front of a password, the content item is automatically hidden from student view
until the content item has been released with the agent.

13. Click the Next button.

A review of your agent appears. You can edit the agent by clicking the linked
name of the section you want to edit.
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NE e I you Wish o Work through all the propertes, 5

Agent Name

Agent Type

User Selection

Students
Action
Unlock Content
Password: !lesson2
Summary

Content Agent "Unlocking Content” will run for Students when Week 1 - Lesson 1 Assessment is
(temp).

Cancel

14. Click the Save button when your review is complete.

Automate Tab
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Manage Tab

GUIDE

The Manage tab provides a wide array of course management tools, including: common
course tools to help you manage grades, attendance, and course milestones; course
settings tools that let you manage the course environment; and data management tools
that allow you to manage course files, import and export content, and backup or restore

course data.

a’ Management Console

Edit Page

Refresh

Course Management Course Settings Data Management

Gradebook
Manage both on-line and off-line grades
for this Course
Roster
Manage enrcliments and rights
Teams

Manage team enrcliments and settings

Attendance
Tzke sttendance and review sttendance
informaticn

General Course SettmgS
Maodify ssttings such as titke and URL
for this section.

Course Theme Selector
Change the colors and fonts used for
this section.

Tab Settings
Contral which tzbs are displayed and
wihers they link.

Environment Variables
Edit advanced environment varizble
settings,

Mail Settings

Edit course mail settings.

Course Files Manager
Manage Course files
Backup/Restore
Backup and restore Course dats and files
Import Wizard
Import content from the content library or
= file
Export Wizard
Export Course content for archive or
distribution
Data Maintenance
Remove old logs data and submissions
Date Manager

Change the date settings for all content
associsted with this course

Keyword Manager
Change the keywords for zll contant
associated with this course
Question Bank Manager

Crazte, =dit and manage sssessment iems

— L e TEE Y - P
e ST VIS S L i

Course Management

The Course Management section provides the following tools:

e The Gradebook allows instructors to keep track of grades for quizzes and

homework drop boxes within ANGEL as well as for assignments that students

hand in outside of ANGEL. The gradebook can be set up to use points or
percentage-based grading.

e The Roster manages the course roster, allowing you to add a user, batch enroll

students, and export data about students. Additionally, instructors can edit user

rights and team membership from within the Roster.

e Teams allow an instructor to set up and manage teams. In courses with a large
course roster, the Random Team Generator tool can set up several teams with

multiple users. This option randomly places users from the course roster on
teams, eliminating the need to manually assign students to teams.

Manage Tab
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e Attendance allows instructors and course assistants to track student attendance
for classroom and online sessions.

Course Settings
The Course Settings section contains the following tools:

e The General Course Settings editor allows course editors to view and change
general course information and settings. Items such as the course title and URL
can be changed here.

e The Course Theme Selector enables you to select and edit and existing theme
for the course, or to create a custom theme.

e The Tab Settings utility lets you rename, disable, and redirect course tabs to
another Web page.

e The Environment Variables utility allows course editors to add, view, edit, and
delete a wide range of available environment variables, which can modify certain
aspects of the course environment for one or more users. For example, you can
change the names of one or more tools, define values for custom tokens, and
update lesson icons based on student progress.

¢ The Mail Settings utility allows you to set the minimum rights required to utilize
various Course Mail options within the course. It also allows the instructor to
external mail options.

Search ANGEL Learningdés Knowl edge
(http://support.angellearning.com) usingthek e y wor ds fienyv
v ar i a botherdses obenvironment variables within a course.

Vo

o

Data Management
The Data Management area contains the following tools:

e The Course Files Manager allows access to uploaded course content files,
syllabus files, and team files. Attachments to drop boxes and course mail are
also stored in the Course Files Manager.

e The Backup/Restore tool lets you back up and restore all course content and
student data. Course backups are stored ond and can be easily restored fromd
the ANGEL server. Backup files can also be downloadedtoacour se edi t or 6s
local computer as an additional safeguard.

e The Import Wizard utility allows course editors to import different types of
content, including ANGEL courses, groups, and master courses; WebCT and
Blackboard course exports; IMS content packages; calendar events and
announcements; and standard ZIP-format files.

e The Export Wizard allows course editors to easily export course content,
enrollment information, and student activity data for archival purposes. Exported
files can be imported into other ANGEL courses, shared with other course
editors, and imported into other course environments.
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e The Data Maintenance utility lets you delete user data, including tracking data;
instructor notes; chat logs; and quiz, survey, and drop box submissions for one or
more students.

e The Date Manager tool allows you to change the date settings for all content
associated with the course. This tool is useful when importing content from a
previous semester where dates have been set for that semester.

e The Key Word Manager provides an area to manage keywords used on
assessments and assessment questions.

e The Question Bank Manager allows instructors to edit and move questions in all
assessments in the course in one location. Instructors can see the type of
guestion in the assessment, the name assigned to the question and the
beginning text of the question. Clicking on the arrow to the right of a question
allows you to edit or delete the question.
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Learning Outcomes Management (LOM)

A N G E LLéasning Outcomes Management (LOM) gives the instructor insight into

student performance against standards and confidence that course content is aligned to

standards. Most important, LOMs hows t he instructor what i s work
you can take action. Full coverage of the ANGEL tools associated with LOM is provided

in the Instructor Reference Manual.

Instructors map content and assessments by quickly browsing or searching for
standards. Mapping progress reports show you which content items and assessments
are mapped to each standard and quickly identify gaps in coverage.

Use the Reports tab to investigate trends for your entire course or individual students to
make sure you are on the right path to achieving desired learning outcomes. ANGEL
LOM performance reporting extends to students, encouraging active participation and
ownership of learning. Individual student performance reports ensure that students know
where they stand against standards as well as their standing in relation to the class.

Learning Outcomes Management (LOM)
AL

[nstitution

Course

Define & Administer Performance

Standards Against
Standards

REFPORT

| | - Align Course Curriculum Student

‘

& Map Assessments Fm::rllnanw

to Standards Against

Standards
Instructor

e "

- Take Assessments & Measure

.,u',uawj Demonstrate Mastery Individual

Ld - Progress
Student
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