27/03/2009 DJB

— =

e classroom

SN—

Welcome To The Staff Guide To e-Classroom

What is e-Classroom?

e-Classroom is a virtual classroom which is actés$iom both inside and outside the college.
e-Classroom has been designed to integrate witRahtal system and the “My Tasks” gadget.

Within e-Classroom you can create/edit/update dksiss, teacher notes and useful links. You csm al
retrieve posted work from students.

How do | access e-Classroom?

e-Classroom is accessible after you have loggectlig Portal, you can enter the e-Classroom bkiolkic
on thee-Classbutton.

How do | create a new task?

After you have clicked on the-Classbutton on your Portal toolbar, you will see songgHike this:

e classroom @%

My Timetabled Classes My Set Tasks
Music Technology, A2, Block E ndefined
BTEC Music Technology, FD, Block BCE " Multiple Choice Quiz Active:
N Set On: 28/10/2003 Due On: 04/11/2005
BTEC Music Technology, FD, FS, Bk B )
BTEC Music Technology Yr 1, ND, Block ABE o TEmErE— T
BTEC Music Technology Yr 2, ND, Block CDF Set On: 16/11/2006 Due On: 30/11/2006
ndefined
Tutor Group 33
=  Call Centre Client Survey
Set On: 22/01/2009 Due On: 29/01/2009
iDans Clas:
" Portal Survey - Staff Active:
Set On: 05/10/2005 Duc On: 06/10/2005
" Portal Survey - Students Active:

Set On: 12/10/2005 Due On: 31/10/2005

" New Home Directory Survey Active:

My Tasks Wizard

Click here to start the wizard

From here all you have to do is click on tiiew button next to a class to create a new task ferclass.
Or you can click on thdy Tasks Wizard on the bottom right bubble to start the wizard.
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Once you have clicked on tiNew button you will see the following screen:

Class Notes Pested Work
(% New & Delete Add  [[&f Delete
Shared Files

TheTask Detailsbox is where you will set the task title, its fdiscription, the date it is set and the date that
the task is due.

You can change which class this task is assignég tamply selecting the class from t@&ssdropdown list
and then clicking oipply .

Also you will notice that there isBask Active tick box, this by default is unchecked which metmestask
will not appear on the students task list untisimade active.

Simply fill in the information in the appropriat@kes and then click on thgply button to confirm the
changes to this section of the task.

Here you can addseful Links to your task e.g. website links that could be dphe the student with the cur-
rent task.

Also you can postlass Notedo the task sheet e.g. brief notes, a word/exaelichent also an online quiz or
an interactive chat room.

You can share online files with other students youl can all modify these documents and save theaik ba

Also on this screen you can download the work stiadents have posted back to you.

To add a link simply click on thidew button undetJseful Links and the above box will appear at the top of
the page.

All you have to do is enter a title of the linktime Title box then enter the website address indRt. box e.g.
http://www.palmers.ac.uk.
Then click on theAdd button to add the link to the task or click on @encelbutton to discard the link.
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To add class notes all you have to do is clickneNew button on the&Class Notesox.
You will see the following box at the top of the page:

Here you have to enter a title for the notes tad@ed. Then you need to choose what form the malieise in.
This can either be brief typed up notes, an upldaiteument e.g. Word or Excel or you can choosedate
an online quiz or import an old quiz from file orem create a custom interactive chat room. Youewam cre-

ate an online survey. Simply click on the relevautton to proceed to the next stage.

To upload a document for students to use for examplord or an excel document simply click onlifoad
button and you will see the following screen:

Here you have tBrowseto the file you wish to upload and then click be Wpload button. This will the
upload the document to the task sheet.

If you want to add brief notes to the task all ymed to do is click on thBype button and you will see the
following screen:
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Here you enter some brief text that you studentsv@w online, the entry text box is the same tgpaised
in the forums.

Once you have entered your text simply click onShbmit button to send the text to the task sheet.

After you have entered a quiz title then click ba®uiz button you will see the following screen:

Here you need to enter a question and type inddfarent answers to the question. You will needetect
the correct answer from tl@&orrect Answer drop down box.

If you would like to add a picture, a sound clipemen a movie clip you can add them by clickinglon
Browse button and locating the file.

Note: You can only add media files of certain typssv, mp3, wav, midi, jpg, gif, bmp)

When you have chosen to add a media clip, oncstthient loads up the quiz, a player will be pre=e:d
them either a music player or a video player.

After you have filled in the information you neexddlick on theAdd button to add the question to the quiz.
Once you have added all of the questions, simjtk dn theFinish button to finish setting up the quiz.

You will then see the following screen indicatiingt the questions have been compiled successfutlyta
will give you the option to allow the students mayoes at the quiz instead of limiting them to jusé go.
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Once you have added the question you will seepigapin the list below, as you can see from thistjan |
have added an image to the quiz. Other mediadileb as a video will not be shown, the only indarathat it
has been added to the question would be thafiddia Type label will show that a media file is attached to
this question.

To delete a question simply click on tBaved Questiorradio button and then click on tBelete button to
delete it.

Once you have finished entering the quiz and you ftdicked on the next button the students can seerthe
quiz on their task pad.
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How do | edit a quiz once it has been created:

If you go back into your task pad mentioned earleu will see your little quiz icon:
Next to this you will see an edit icd=f

Once you click on this button you will then be simotlve screen you saw when you created the quiein t
first place.

Here you can just carry on where you left off. Rerher to click the=inish button to re-build the quiz to
make it active again.

How do | export my?

If you go back into your task pad mentioned earleu will see your little quiz icon:
Next to this you will see an archive ico

Once you click on this icon, you will see a sava&atjue, save this file to a location that you wéiinem-
bers, e.g. your home directory.

The file will be named e-classQuiz_-_<quiz titlép.z

This is a compressed file with all of your mediagiand questions inside and an XML file to allén t
package to be imported back into the quiz vialtmgort button.

How do | import a quiz into e-classroom?

When you are at the task pad mentioned earliernwbe add more class notes and you get the chtiices
Upload, Type, Quiz, Import, Cancel

If you click on thelmport button you will see the following screen:

Here you will need t@rowseto an exported e-class package (zip) file.
Once you have browsed to the file, click on Uplaad the file will be converted into an online quiz.
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To review the quiz results all you have to do iskcbn the title of the quiz that you want to loaikand you
will see something like the following:

Here you can see each student that has done thamgliitheir results and a percentage.
Also you will see the whole class average scores.

To view the students answers, simply click on thelents user name and you will see something tike t
following:

Here you can see the score of the quiz and theinbanswers marked with*aand the correct answers are
made in red and are bold.

If you would like to print these simply right clidnd click orPrint.
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To create an online chat room for your studentg,@imply click on tha-chat button, this will instantly create
a chat room that will be marked as private, whidamns that no other portal user can access thigabat
unless they are a member of the current task.

This can be changed if you click on the chat rgom just created which is displayed un@ass Notesand
you will see the following screen:

Here you can change the name of your chat rooneaad mark the chat room as public simply by un-
checking the tick box. This will then appear on tha&n i-chat entrance seen by all students.
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How do | create an online survey?

Creating online surveys couldn’t be easier, all flave to do is add a survey to your task usingitte Notes
option, entering a title and clicking on tBervey button.

You will see the following window:

Here all you need to do is enter a Survey TitleckttheAllow Many Goesbox if you want your students to
have more than one entry in the survey.

The Start Type drop down list specifies whether it is only anlass task or can everyone have access to this
survey. This is important to select now because3eeral Public option will set up the survey ainggou a
link at the end of it, the e-class task option wik.

Enter aStart Description into the box, this is normally an explanation dfakthe survey is about.

Then enter aiend Commentinto the box, this is normally a thank you for nigithis survey kind of thing.

Once you are happy with this, simply click on thext Button to get the following screen:

Here you will see your starting and finishing conmise all you need to do now is create the questions

To create a Rating (multiple choice) type questsmply selecRating from theNew Typedrop down box
then click on theddd button.

To create an Open Ended type question, simply ts@leen Endedfrom theNew Typedrop down box then
click on theAdd button.
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Rating Type Question:

When you have selected a rating type question Beiced on theAdd button you will see the following:

All you need to do is type your question into thestion box, e.g. Online Surveys: Rate the folignfrom 1-
5.

Next you need to add some answer options, thesetaethe user will actually rate, e.g. ColourgKofeel,
etc.
All you need to do it type an option on a new line.

Once you have done this, you need to enter a fab#éte 5 options that will appear on the screeq, &o0od,
Average, Bad, etc.

You also have the option to addNan Applicable column by clicking on the checkbox.
Once you are happy with this question simply cbokApply to save it to your survey.
Your question will then appear on your survey page.
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Open Ended Type Question:

When you have selected a rating type question Beiced on theAdd button you will see the following:

All you need to do is type your question into theestion box, e.g. Are there any other commentswaowid
like to make?

This one is a lot simpler than the rating one bytist as effective.
Once you are happy with this question simply cbokApply to save it to your survey.

Your question will then appear on your survey page.
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Multiple Choice Question:

When you have selectddultiple Choice and then clicked oAdd you will see the following screen:

All you need to do is type your question into thestion box, e.g. Online Surveys: Which of théofming do
you like doing.

Next you need to add some answer options, thesgraethe user will actually rate, e.g. SwimminginRing,
sports, etc.

This type of survey has an accumulating total arghbwn by a graph on the results page.
Once you are happy with this question simply cbokApply to save it to your survey.

Your question will then appear on your survey page.
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Single Value Question:

When you have select&ingle Valueand clicked on thédd button you will see the following screen:

All you need to enter in this box is the question yould like to be answered by a one line ansthés,could
include things like Name, department, etc.

Once you have entered your question, simply clickh@Apply button to add the question to the question
sheet.
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Drop Down Question:

When you seledbrop Down from the options and clickedidd you will see the following screen:

Here you will need to enter the question in therappate box and enter the options that you woikle the
user to be able to select in thaswer Options box.

You will need to enter each option on a new line.

Once you have done this, all you need to do ikdittheApply button to add the question to the answer
sheet.
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Viewing The Survey Results:

Viewing the survey results, couldn’t be easierl ydlu need to do is click on the Survey title unther notes
section of your task and the following window vélfbpear:

Here you will see all of the questions that youéham your survey and the results to them.
The rating type will show you a grid just like thase presented to the end user but here you wiltts per-
centage and actual results returned. The numbpresent how many users have selected that option.

For open ended questions you will see a little Wik how many people have actually left a commennt a
View button so you can view them.

If you have any single answer questions or evep down answer questions in your survey this withalyou
to filter the records by them answers.

To filter the records all you need to do is sethetquestion from the list, then a list of resuith be displayed
in theResultsdrop down box.

You need to select a result from the box and tiiek on theFilter button, then all records that have selected
the result that you have just filtered on will iepdayed and the others omitted.
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What is the public link?

The public link is the link that you give to othesers so they can take the survey.

The link is at the bottom of the results screerya simply either copy and paste the link or clickthe link
to start your email program with the link in thébpact ready to email.

Students posted work:

When students have posted work back to the tasidhyma can retrieve it from tHeosted Work section.

As you can see above, when a student has postédback to the task board, all posted work is ordéng
User Name so it makes it easier to find becausedtregrouped together.

Any work that hasn’t been viewed by yourself hagiite made bold, once you have viewed this whektitle
will go back to an unbolded font.

To download and view a posted piece of work, ail xave to do is click on the title of the work ahdn save
it and open it.

You can delete any work that is not needed by itliglon the radio button and clicking on theletebutton to
delete the work. NOTE: You cannot recover this oyme have deleted it.

You will get a notification on the attended courseseen notifying you of new student posts as shiosiow:

Number of students
posted work that has
not been viewed

Marking the work and posting it back:

Once you have downloaded the work, you can podt bacections to the student by clicking on thedate
button:

You will then be shown another dialog box where peed to browse to the file that you have just nthde
comments on, you can change the title if you neaahtl give the student a grade if necessary.

Once you click on th&Jpload button the changed document is then sent badletstident and replaces their
uploaded document.
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Post additional files back to the student:

If you would like to post any additional files battkthe student for example if a student submigté&bwer-
point presentation and you wanted to give a writtiemment and a grade, you can submit back a wasd-do
ment, all you need to do is click on tAdd button under th®osted Work section and you will see the follow-
ing screen pop up:

From here you need to browse to the file you warsieind to the student, then enter a title for ileeyfou have
the option to enter a grade if necessary, thertistile student from the list, all of these studdisted are in the
current course assigned to this task, then simjl on theUpload button to send the document to them.

How do | change the task?

Just as you created the task mentioned earlieypalhave to do it go back to the main e Classrpage
and click on the task title to edit and update it.

It will be exactly the same procedure as when yeated it but the information will automatically lmethe
text boxes e.g. Task Title and Task Description.

You can delete existing notes and links by simplgsting the link (by clicking in the radio buttoahd
clicking on theDeletebutton NOTE: This will delete the notes/links permanently!

NOTE: You cannot update online notes or postedsgteu will have to remove them and re-post them.

What is an inactive task?

An inactive task is a task that has been discoatnit still exists but is not displayed to thedsnts so later on
you can re-activate the task so the students catnag@in without deleting and recreating the tagéry time.

You can make a task inactive by un-checkingTtask Active box when setting/updating the task as mentioned
earlier.

Inactive tasks are displayed with the active tiok bnchecked.
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What is SCORM?

SCORM is an abbreviation fdBharable Content Object Reference Modelvhich is the standard for web-
based learning materials.

We have included a vast collection of SCORM malefimm the National learning Network (nin) website
the portal so you can add them to your e-classracks.

These are interactive materials that have beendalyedesigned to help aid the students learning.

How do | Add SCORM materials?

SCORM materials can been added to a task by ctictkieNew button undeClass Notesyou will see the
screen as displayed earlier, enter a title fomtlagerials then click on tH@CORM button and you will see the
following screen:

Here you can see that you can select differengoaites and activities or you can even enter a kegvi@
search for relevant activities.

To navigate you your relevant activities, simpliesea category from the categories drop down labxdys
coloured in yellow) They all start with curriculum.

When an activity is available you will see it lidti theActivities section which is always coloured in green.

All you need to do is select an activity from tist presented to you. And you will see the follogin

If this is an appropriate material then simply klan theSelectbutton and this will be added to your e-class

task sheet.
If this is not what you are looking for simply dtion theBack button to return to the activities and categories

previously.
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How to share files:

If you want to share files with students so thatytban modify the files as well as you, simplgload them to
the Shared Filessection of the task sheet.

Here students and maybe other members of staffecbeah to the class can access and modify the sfilrsd

To protect the system from corrupt files, only gegson can modify the file at any time, others stilhview
the file by clicking on the filename.

To Upload a file to the shared area, simply cliokleeUpload button, when the window appears, simply lo-
cate the file by clicking on thBrowse button, select the file and click &fpload.

The file is then uploaded to the shared area.

How to modify the shared file:

If you want to modify the shared file simply cliok theCheck Out button

This will download the file the same as when ydakcbn the file name but this will make the file that no
one else can modify it.

Once you have modified the file then click on @leck In button

Here you can upload the file with the modificatiaast and the online file then can be modifiedamnyone
else.

How to delete the shared file:

To delete a shared file you must be the one thatded the file in the first place, this is callEuOwner.
If you are the owner of the shared file, an X wjblpear next to the file, this will allow you to dtd the file.

Simply click on the to delete the file.

Please Note: Once you click on the delete butterfith ispermanently deleted and cannot be recovered.

What if | change my mind?

If you change your mind aft&hecking Out the file, simply click on the Unlock button

This will unlock the file so that others can thendify it. You will notice that you now cann@heck In the
file.

How Shared Files Work:

The shared file system works by putting the filevia locked state when a pergohecks Out(downloads) the
file, this stops other people from modifying thie fat the same time.

Other people can still download and view the filet they cannatheck in(upload) the file back to the server.
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How do | create a custom class?

The idea of a custom class is to place studerdggmoup to which you can set specific tasks toiéthere
was a group of students that are not performing wexll and you would like to set them a specifiskand
not the rest of the group you can place them inséoen class and assign tasks to that class.

To create a custom class, all you have to do ®dbe e-class area of the portal (Click on théasscbut-
ton on the toolbar). Then undely Custom Classessimply click on theNew Button at the bottom of the
custom class list.

You will see the following screen:

From here you will need to choose a class titlapsy enter the title in th&itle box and click on thépply
button.

Next you will need to choose the students thatélin your custom class, all you need to do inftbe list of
Available Usersselect a student and click on thdd button to add the student to tBerrent Students box.

As there are a lot of portal users, you may fingbisier to filter them by their context (Yearsvnich they
joined)

To do this simply select a context from tBentext drop down list box, once you select a contextigtewill
be updated with the filtered list of students.

You can remove a student from tBarrent Students list by selecting the student from the list andkéhg on
Delete

After you have created your custom class simplykatin theApply button on theCurrent Students box.
You must click apply on this box before your studést will be created/updated.

You have now just created a custom class.
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How to use the wizard:

TheMy Tasks Wizard is very easy to use, the wizard will take the plat manually creating the task for the
class and then selecting the type of activity &ate.

When you click on the wizard button from the madlass page you will see the following:

Here you have 3 simple steps to follow, the fisisking what activity would you like to create, ylu have to
do is select an activity from the list by clicking the radio button to the left of the activity.

Next you will need to enter a title for this actiwtask. This title will be used to identify thesktaand the activ-
ity to your students.

Finally all you need to is select the class that yould like to assign the task/activity to, hecaiyshould have
all of your timetabled classes and also any custiasses that you may have created. Simply seleatl#iss
from the list and then click on tidext button.

Once you have clicked on the next button you vei# the next part of the setup for that task, thesdocated
earlier in the guide.
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How its set up:

Portal

\ 4

e-classroom
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Notes

Useful Links

Posted Work

Typed

Document

Quiz

Survey

i-chat

SCORM

The e-classroom’s hierarchy as seen above requoreso create a task before you can create a sunvay

quiz.

Most classes are there automatically as they &entirom Mondas. You may need to create a custass ¢f

there is one that is not there.

After you need to create a task, it's the task thiitbe displayed on the students e-class rooreestrThey
then go into the task to see what you have sehéan, this could be in the form of an uploaded doent or a

quiz.
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