UMES
OFFICE OF INSTRUCTIONAL TECHNOLOGY

Understanding WebCT 6
Workshop Exercises

Logging in to WebCT

1. WebCT is accessed from the UMES homepage at http://www.umes.edu click on the
WebCT icon located in the lower right side of the screen under the three boxes.

2. Clicking on the icon takes you to the WebCT nelp page. In the centered box on the top

in the gray area click on Log On to My WebCT.

3. Enter your log information (the same as your HawkWeb login).

4. Once you have successfully logged in you will see all your courses that have websites

listed. Click on the course that you wish to enter.

Building a Course in WebCT 6
When building a course select the Build tab on the top

Teach Student Yiew

—IA Your location: Course
The Build tab must be activated when creating or editing a course

When teaching, grading, and interacting in the course activate the Teach tab
To view the course as a student, select Student View

On the left hand side is the Tool Menu

To expand the Tool Menu select the arrows

Exercise 1

Adding Headers and Footers

1) In the Build Mode

2) Under Course Tools click Course Content

3) In the main window on the right hand side click on page options scroll down and select
Edit Header

uuuuu

@ Co e Too = vour location: Course Content Home El
£y Course Content | ¥
7 BRTEMTEEETE | B Add File 2 || @ create Folder... H 51 Add Content Link %2 Page Options %
@) Assessments ’

Go to Power Yiew
& Assignments B adding Files
— Customize Page Displa
Calendar You can create files or add existing files on your computer, such as lecture notes o 2 25
=) chat slide shows, to your course, To create or add files, click the Add File button, Edit Header
wf* Discussions { Bl et
& Leaming Modules H [@ creating Folders

3) You can type directly in the box without much formatting



Create or Edit Header
HTML Creator & On @& Off

| B

_ [
™ Use HTML

I Use this as the default header for the entire course. This will not overwrite existing
headers,

e Oryou can select to have the HTML Creator On
e This will bring up an HTML editor box (please not you must be able to
run JAVA Applet Editor which may not be installed on your computer)
e |t you choose to use the HTML editor you will able to customize your
header to have tables, images, etcetera.
e You can also choose to use the header you have created as the default
header for the entire course.
4) Type your course number and section click enter
5) Type the name of your course click enter
6) Type the semester
7) Type your name
8) Click Save

Exercise 2
Announcements

This feature allows the instructor to create and post announcements that can be read by
students.

1. Select Announcements under Course Tools

2. Select Create Announcement

Your location: Announcements

Create Announcement

Order i+ [ Title Post Date Status

&5 [ & Confidentiality Reminder April 12, 2006 11:30 AM Sent

& | %) Delete
Ll

3. Give the announcement a title (type Welcome!) and type the message in the
spaces provided (Welcome to Course name for the Fall 2006 semester.)

4. Select the recipients from the list offered (select student)

Set the delivery dates (leave the default for now)

6. Click Send

o



Create Announcement

To: UMES
Title:
Message:
[CJUse HTML

Recipients
Select the user types that should receive this announcement.
[] select All Roles

Section level
[] Section Instructor

[J Section Designer
[J Teaching Assistant
[ student

[ Auditor

Delivery Dates
Start displaying on: 05/26/2006
@l |1:35PM
Stop displaying on: @ Unlimited
o 05/27/2008
@& [1:35 PM

[J Also deliver as a pop-up message

TSend | [Canesl

Exercise 3

Syllabus

The Syllabus for your course can be created in WebCT using the WebCT template or it
can be uploaded from an existing file. Uploading is much simpler and is the preferred

method.
1) Under Course Tools select Syllabus or if the you can select Syllabus from the Add

Content Link drop down

Build

<1 E

2

£ Course Content | ¥

[ Announcements [
& Assessments
) Assignments I
Calendar

+ Discussions
B Learning Madules
£y Mail

i) Media Library
g0 Syllabus

@] Web Links
(H) = Hidden

&) Designer Tools

a—a

2) Select Use File (this allows you to import your previously created syllabus file)
3) Click Select



student View

Teach

Educational Theory - UMES

@ Course Tools vour location: Syllabus

fir Course Content | ¥ select Syllabus Type

[$ Announcemeants " Use bult-in syllabus (Create Syllabus using online tool)

& Lse File (Upload a file from vour computer or select one from File Manager)

(] Assessments

B Assignments

[E calnear

3+ Duscussions

[ Leaming Modules

[Butect |

_ add syllabus item = | Printable version |

£y Mail ‘" A7 I section Information: UMES %

(5] Media Library ] Course Wame : Educational Theory

'W Course Descnphon ’ill'..l'. a '..|r||F|I|: of a bult out course with student actisty already populated. Y||||.
can access the course with both instructor and student roles to generate Artifacts that can be saved in

|a ‘Wab Links your Portfalio.

(1) = Hiddar

»% T sectlon Instructor: Fred Instructor %

& Designer Tools

&8 Manage Course

&l File Manager #%T T Course Learning Goals ©

4) Under Select Syllabus Choose Browse

four location: Syllabus
Belact Syllabus Type

T use budt-in syllabus {Create Syllabus wsing anfine tool)
# Use File {Upload 2 file from your computer or select one from File Manager)

[Beleet |

Belect Syllabus
¥ou are currently wsing the file:

Hrowse...

5) The Get Files Screen Will Pop Up
6) Choose My Computer

Get Files

|
My Files

Repository

©

Template
Manager

Class Files

|
My Portfolios

My Computer

7) Another screen will pop up where you will be able to select items from your desktop

much in the same way that you attach a file to an email

|

Lookin [I=) thurb_drive =l 2EE

) PacketCache Trisl Varsion | ] Farulty Teaching Load FA 2005, doc

(] 15HEP aper, doc ] Fall 2005 Schedule.doc

81 aabstracts.doc ] Field experience template.doc

(B 4abstractsCurrent.doc ] GlobalEducationPaperz.doc

(B1] Annual Rpt 05 Form, dac ) Grade Book.xls

i3] BRF_slides_Buzzetto_More.ppt ] quymare3.dor

@] Business Education 2004.xls @] IEPresentation_More, ppt

5] Business Education2 2004.xs 8] 1ndividual Faculty Assessment Plan 1

T BusinessEducation, pdf ] 1ns1TE _20086.doc

] CasTL.doc ] InSITEPresentation. ppt

81 Certificate_for_IRE.doc 8] Level1 workshop.doc

B EDC14278 doc ] LeveleworkshopExtendingResources

I@] Faculty Eval Document.dac @] Level3WorkshopExtendingInter actior

1| | |
File name: | Open —
Files of type: IAH Files j Cancel

8) A status box will appear
9) Wait for the upload to be complete



Exercise 4

Calendar
The calendar is one of the most useful tools available in WebCT 6.
To use the calendar select Calendar under Course Tools

You can view the calendar by month, week, or day depending on which tab you select

! persanal »
Tha Fri sat
&
1
12 20
26 Today 2
2 3

You can create a printable view and select a range for your viewing
1. Toadd an entry select Add Entry
2. Fill in the title and description in the boxes provided
3. Select dates for viewing and designate access

< Your location: Calendar » View Month » Add Entry

Add Entry
“Title:

Description:

[Tuse HTML

Dates
Start Date: 05/26/2006

Start Time: G [HH:mm AM/PM
End Date: MM/ dd/yyyy
End Time: &) |HH:mm AM/PM

Entry type
© Personal (Only you can see this entry.)

@ Course (Allows you to link to content in this course.)
Access: & Public (All course members can see this entry.)
O Private (Only you can see this entry.)
(€ More Options (Expand this area to see more options.)

Save Cancel

Required field

Exercise 5

WebL.inks

URLSs can be posted in a designated location for students to access important online
material and visit websites external to the course that provide relevant and meaningful
information.



You will want to create a folder(s) for organizational purposes. If you want to include a
series of weblinks you would want them organized into a web link page rather than all
being listed on your homepage. (See directions for creating folders)

To Add URLs
1) Under Course Tools select WebLinks

Build

) Co e Too

s Course Content | %

5 Announcements

Assessments

£ Assignments
Calendar

w+ Discussions

[ Learning Madules p
£y Mail I
) Media Library A
ER Syllabus

@l Web Links
(H) = Hiddan

2) Select Create WebL.ink

Your location: Web Link

| GCreate Web Link || GCreate Gategory |

IE ™ & web Resources %

B Create Link on: |— Select - j Iz‘ ¥Delete

3) Enter the title (UMES)

4) Enter a description (UMES Homepage)

5) Type in the correct URL (http://www.umes.edu)

6) You may also assign the URL to a category if you have already established categories;
however, categorizing URLS is optional,

7) Scroll down to select enter

Create Web Link
*Title: |

Description: =]

Item Wisibility: @& Show Item
' Hide Item

Web Address (URL)
* Inttpiss

[T Open in a new browser window

Created by
Fred Instructar

Category (Web Links can be organized into categories.)

Select Category: |None =

e URLSs can be organized into categories
e Select Create Category a button located to the immediate right of Create WebLink
e Under Create Category enter a title and description



< Your location: Weh Link > Greate Category

Create Category

*Title: |

Description:

*Required field

e You can then click on your WebLink in the Build mode and assign a category

Exercise 6
Learning Module

Instructors can use the Learning Module feature to post lecture notes (i.e. PowerPoint
presentations) for students to access and review at their own leisure.

Creating Your Learning Module

Importing Content

1) Under Course Tools select Learning Modules

Build Teach Student View ducationa eory - UM
@ Course Tools Your location: Learning Modules =
By Course Cantent | ¥
| Create Learning Module ‘
[5 Announcements
&) Assessments Order &+ [~ Title Table of Contents Numbering

&) Assignments
Calendar

14g By uniT 1 2

4 Discussions & Create Link an: I, Select -

= Mail

Media Library
EDQ Syllabus

) Weh Links
(H) = Hidden

@ Designer Tools

=l [® | % Delete

Display

2) To create or add a learning module select Create Learning Module

3) Enter a title and a description
4) Click Save

Create Learning Module

*Title: |

Descriptian:

Item Visibility: & Show Item
' Hide Item

Table of Contents
Mumbering: |1, 1.1, 1.1.1, 2... *

Dizplay Table of Contents:
& on the left
© Do not display

First page of the learning module should be:
' The Table of Contents
@ The first page in the Table of Contents

1, 1.1, 1.1.1, 2.,




Adding Content
1) Select the underlined name of the module

Your [ocation: Learning Modules

[ The items were created successfully,

‘ Create Learning Module

Order it [~ Title Table of Contents Numbering
2 I I 3 Sample < Display 1, 1.1, 1.1.1, 2...
1 3E r B uMr ¥ Display 1, 1.1, 1.1.1, 2.,
& Create Link on: I, Select - j Iz‘ %! Delete
2) To add a file select Add File
r Course Tools < ¥our location: Learning Modules » Sample
£ Course Content | ¥ Sample
I3 Announcements e
@'_j Assessments kihifdlifsdklaisdklidklasidklajl
&) Assignments
Calendar ‘ Add File H Add Content Link 2 H GCreate Heading H Action Menu Settings H Edit Link Titles

3) Select Browse for Files under the drop down box

Add File 2 H Add Content Link = | Creal

Erowse for Files | content items in this le

B create File

4) The get files screen will pop up

If you have previously uploaded the file you would like to add you can choose the

file from Class files

If you need to upload a new file from your desktop, F drive, thumb drive, or

another external source select My Computer

Get Files
)
My Files
le Your location: Educational Theory - UMES
Repositary Filter content: |All Types hd
@ ® Educational Theory - UMES J i mlll TITETS Type P
Tenmalhie L] Public Files
Mangger B3 public Files Falder
[C &) Educational Theory-CLASS WebCT Artifact
DISCUSSION: application of Thear
Class Files to Student Teaching %
IE% ™ &) Leveliworkshop.doc 2 MS word
I
Y partielas
Cancel
My Computer

5) When you select my computer a screen will pop up that will allow you to browse your

workstation and choose a file




-4
Lookin: |E, thumb_drive = roEE
53 PockstCache Trial Versian 8] Facuky Teaching Load F 2005.doc
] 15HEPaper. doc [31) Fall 2005 Schedule dac
] 4abstracts.doc (51 field experience template.doc
] 4abstractsCurrent. doc (3] GlobalEducationP aper2.doc
(] Annual Ret 05 Form.doc ] Grade Book.ds
] BRF_Slides_Buzzetta_Mare.ppt 1) quymare3.doc
B Business Education 2004.x1s ) IEPresentation_More.ppt
] Business Educationz 2004.45 B3] ndividual Faculty Assessment Plan L
) BusinessEducation. pdf (1) 1nsITE_2006.doc
] CasTL.doc ) InsITEPresentation.ppt
| |®) Cerificate_for_IRE.dac 8] Leveltworkshop doc
] Epc1427B. doc (] LevelzwarkshopExtendingResources
(B8] Faculty Eval Document dac (] LevelzvrarkshopExtendinglnteractiar
| | |
File name: ] rean
Computer Workstation (Press ENTER ko Insert)i_l
Files of type: |AH Fies LI Cancel

6) Click on the file you would like to upload and select open

Exercise 7
Discussion

To Create a New Discussion

Have the Build Tab Activated

Select Discussions under Course Tools
Too Create a Tops Select Create Topic
Enter a title and add a description
Select grading option

Select save

ok~ wdE

€ Your lecation: Discussions » Lreate Discussion Topic » Create Threaded Topic

Creale Threaded Topic
"Tidde:

Description: [ nabla wiae Crastor |

["1use HTML
f Item Visiblity: & Show Item
Il © vide Ttem
i
Cateqory: Topses can be organized nto categons,
Select Category: | - Select [ |

Grading
& Topic is not gradable
Allow the topic to be graded

& Numenc grade: Out of

& alphanumeric grade

A column is automatically created for this topic in Grade Dook
Grade Book column tide:
[] Ralease grade to Students in My Grades

To Create a Message
Select Create Message
Type the message and click Submit



Reply
*Subject: Re:If you are a good teacher this should be intuitive

Message: Enable HTML Creator

[TUse HTML Insert equation: New D @
Attachments: | Add Attachments

| Post | | Preview ‘ | Cancel | | Save as Draft ‘

To participate in the discussion section
Activate the Teach Tab
Choose Discussion from the homepage or under Course Tools

Read and Reply
1. Toread a discussion or enter a thread select the underlined subject

Create Message View Drafts
Expand All Collapse All Display: | WThreaded | Unthreaded g5 Al |BE4Unread

[] Subject 07 Messages Author Date -
If you are a good teacher this should be intuitive % 3 (1 Unread Studentl, Peter % April 7, 2006 11:27 AM
P
L] Value of Multicultural Learning 2 6 (4 Unread ) Kovinski, Michael % March 30, 2006 2:11 PM
L] Using Theory in Quizzing/ Testing % 6 ( 3 Unread ) Student4, Jane 2 March 30, 2006 10:28 AM
O - Collaborative Learning is Key % 5(4Unread ) Shea, Devon % March 30, 2006 8:50 AM =
E:l -1 Mark as Read ‘ | = Mark as Unread ‘ ‘ @ Save to Purtfﬂhu”;% Create Printable VIEW‘ ‘ vl Dalatel

Create Message

2. To reply to a message select reply
3. Type your message and click post

Threading

Threading shows discussions by message heading When messages are displayed by
threads, you’ll see the subject of the thread, and then the original message on that subject.
Beneath that you’ll see any replies. Replies are indented. Threading is a useful way to
view discussion posting because it helps organize postings in an outline format.

152 + CLASS DISCUSSION: Application of Theory ta Studant Teaching

9 CLASS DISCUSSION: Application of Theory to Student Teaching

(& Daescription (chok to collapss)

2rd ard Tyoe: Theaded
o b better aded: Yes (Nomerse out of 100.0}

Allow gt wnd raply

In addtion, plesce respand o ot Iasst 2 other sntries.

suumsa: Pabli
Teangientions fuar Mamra
Create Message wiew Drafte
Exzand Al || Cellagse A3 Dusplay: | WThreaded |LUnthreaded | | GaAN |ShiUneesd
] Subject i Messages Author Date &
[ = Lfvou are 3 gond teachar this should be intuitive & 31 Unread Student], Beter ™ Apnl 7, 2006 11:27 AM
[m] &z:ll you are a good teacher ths should be nbubive Instructor, Fred % Apnl 7, 2006 11:37 AM
[m] Re:ll you are o good Leacher thiz should be Shudantl, Pater % Apnl 7, 2006 11:42 AM
Intuitive
[0+ Value ol Multicultural Learning % & (A lnread } ko Mchas % March 30, 2006 2:11 PM
[=] ReValue of Multicultursl Leaming March 30, 2006 2:43 PM
o ivahye of Myl cal Leaming % April 7, 2006 11:29 AM
[a] Beavaue of Mulboylturdl Leamng & Instrustor, Fred & Apnl 7, 2006 11:35 AM
[m] FeiWalue of Mullicultursl Learning @ Studentd, Mary & Apnil 9, 2006 2:37 PM
[=] Resvalue of Multicultural Learning & Studentd, Eugens & Apnl 9, 2006 8:58 PM
[ = Wsing Theory in Quizing/ Testing & & & [ 3 Unread § Students, Jane & March 30, 2006 10:26 AM
(] Re;lising Theory in QuEzing! Testng & Chan,_Kaitlyn & March 30, 2006 2:47 PM
0 Eacing Theory in Ouizzngl Testing & Studentd, Jane s Apnl 6, 2008 1:30 #M
[=] Re:lising Theory in Quizzing/ Testing Student2, Mary % Apnl 9, 2006 2:39 PM
[m] Reilsing Theory in Quizzing Testing & Student], Beter ™ Apnl 7, 2006 11:40 AM
=] ReziUlsing Theory in Ouizzing Testing % Shudentd, Fugsne & Apnl 9, 2008 0:50 PM
O = Colsborative Learming is Koy & & 5 (A Unread ) Shea, Devon & March 30, 2006 8:50 AM
o ReCollaborative Learning is Key % Sowers, Arigeee % March 30, 2006 10:23 AM
[a] BeCollabarative Leaming is Key & Stedentd, Jang ' March 30, 2006 2:37 PM
[m] ReCollaberative Lesming is Key = Studentl, Peter®  Apnl 7, 2006 11:20 AM
=]

Re:Collatorative Learning is Koy & Student2. Mary & Apnl 9, 2006 2:41 PM

T R -



To view all messages in a thread select expand all

User Identihication: User Name

View Drafts
Display: | B Threaded | Unthreaded E%Unread

Author Date <+

Studentl, Peter % April 7, 2006 11:27 AM

You may also choose to create a printable view and save a discussion to a portfolio.

Exercise 8
Chat
To Create a Chat
1) Under Course Tools select Chat

Build Teach Student View

@ course Tools =4 vour location: Chat
f» Course Content | ¥

P ARTEREETES ‘ Create Chat or Whiteboard Room

Azsessments Order [~ Title

&£ Assignments @

o 1 2 [ Common Room %
(=) Chat & Create Link on: |- Select -

@ Discussions B ‘

2) Select Create Chat or Whiteboard Room
3) Give your chat a title and a description
4) Select the maximum number of participants
5) Choose format (chat only, chat and whiteboard, whiteboard only)
a. Chat Only allows you to type and past messages similar to an Instant
Message
b. Whiteboard allows you to paste images/ slide shows and/or write on the
screen

¢ Your location: Chat > Greate Chat or whiteboard Room

Create Chat or Whitebeard Room

*Title: ||
Description: E
E

7 Use HTML
Item Visibility: @& Show Item

© Hide Item
*Mazimum users: I Maximum users allowed by Server Adminis

Type

& Chat and Whitehoard
" Chat only
 whiteboard only

(¥) Mare Options (Expand this area to see more options.)

[ save | ‘ Ccancel ‘ ‘ Save and Create Another ‘

6) Click Save

To post type in the bottom left box and click send when you are finished



Handraise mode iz disahled

,
=) chat

M, Start Handraise Mode
Micole Buzzetto-Moreilns) = Hello d Participant List:
Micole Buzzetto-Moreilns) = Welcome to Introduction to WebCT 6 Active (1) B =
Micole Buzzetto-Moreilns) = [ am pleased 1o be your instructor Micole Buzzetto-Marer].

Pass Microphone/Pen
Mute Deny Access

Your first task is to

L
gl e

WhiteBoard Chat Combination View

Whiteboard = Hide Whitsboard | Bz | | Color:
= kM mED
b : g 2N Nomoo
||| | Line:

o [ 100

& o
I [j)‘é Arial LI
2] FZox 8]l v]

® ¥ Q. 100%

_lj Handraize mode iz enabled.
D M, Stop Handraise Mode

4
Lo File I Save Prirt Slide: Showes | Participant List: @
T Active (1) -
2 chat #‘ Micole Buzzetto-tlorer
Handraise mode is enabled. To participate, raise your hand ﬂ
-
=] | Totel perticipants 1
Hello, welcome to our chat! ;I Send RassMcioplicne ey
=| @& |mue | Deny Access

Exercise 9

Assignment Section

Assignment Section lists assignments for a course. Students click on an available
assignment and view either typed instructions or those that open from an instructor
uploaded file. Students do there assignment in word or another format, or on a worksheet/
template that the instructor has uploaded and that they download. Following completion
the students upload their assignments where they are available for review, grading, and
commentary by instructors

1) In Build under Course Tools select Assignments



Build d
& Course Tools

# Course Content | ¥

[S Announcements

ASSESSImEents

|5 Assignments
Calendar
wf* Discussions
[ Learning Modules
= Mail

[F) Media Library

EDQ Syllabus
) Weh Links

2) To create a new assignment select Create Assignment

Your ocation: Assignments

GCreate Assignment

3) Enter a title (Assignment 1)
4) Enter a description (Understanding Management Theories)
5) Next to Item Visibility choose to either make the item visible to students or hide the
item from student view (if you choose to hide the item you will have to unhide it later,
this feature is different from selective release)
6) Enter instructions (Please submit a one page comparing Scientific Management to the
Human Relations Approach?)
*You may choose to upload a file such as a worksheet by selecting add
attachments.
7) Select submission format the students can submit files or URLS to websites (select
files)

Create Assignment
*Title: |

=l

Description: =

|
Item Visibility: & ghow Item

@ Hide Item
(This item cannot be made visible until it is assigned to individual or group of students)

Instructions: Enable HTML Creator

|

" use HTML

Attachments: ’m‘
8) Set due dates

9) Set grading (if you are using the grade book and want your grades calculated for you
we recommend numeric grading)

10) Click Create Corresponding Calendar Entry. This will place this assignment on the
course calendar.




Dates
* Due Date {Submissions are accepted after this date but are marked 'late’y

06/14/2006
@l |12:00 Pm

[T create a corresponding svent in the Calendar tool

* Cutoff Date (Submissions are not accepted after this date and are marked 'missed")

06/21/2006
@ [12:00 PM

Grading
I~ Allow the assignment to be graded (A column is automatically created for this ass

Grade Book column title:

™ Release grade to Students in My Grades

£ Numeric grade: Outof [ |

¢ Alphanumeric grade

10) Select Save

Exercise 10

Who’s Online?
Under Course Tools select Who’s Online

|_ Course Tools 2 vour location: who's online

&y Course Content | ¥ My Status: |Visible/available x| | Update

[ Announcements
Assessments Wumber of users anline in 0101 : 2 ™ auto-refrezh
A pesiguitiis Name Role Available Online Since Busy Idle
Calendar Time

&) Chat [~ Kaye Pinhey % Section Designer , Section Yes May 31, 2006 3:20 -- 14 min
% Dissussions ) Instructor P

[ Learning Modules | |
£y Mail
B Media Library =

Ly SCORM &
A2 Search

() Local Content
ED Syllabus

&1 Web Links

=] Who's Online
(H) = Hidden fram

[T Nicole Buzzetto-More  Section Designer , Section Yes May 31, 2006 3:03 -- 2 min
X Instructor P

a—a

Exercise 11
Backing Up a Course
Backing up a course allows you to save the course for archiving and safekeeping
purposes. It is wise to periodically back up your courses.
1) Under Designer Tools Select Manage Course
2) Select Backup
3) Click Back Up course
4) Click ok
Your backup will be stored on the server

Exercise 12

Grade Book

The grade book is an advanced feature that is tremendously valuable in expediting the
professional practice of instructors. The WebCT Grade book is easier to use and superior
to the Excel spreadsheets commonly used by faculty.

To Work on Your Grade Book



Activate the Teach Mode
WebCT

Build Teach Student View

Under Course Tools select Grade book

Build Teach Student View

Educational Theory - UMES

ur locavon: Grade Dook ]

By Course Content  |%
IlS Fremm e Ix Create Column™ | Enrell Members | Import from Spreadsheet | Reorder Columns Grade Book Options &
@ Asgessmants
t Grades | Mombers | View All | Custom View
53 Assignmants “ Last Na . Firsth * userIn * Roke
[ Calendar BN (R (P R
¢ Discussions = + -
| @) Laarming v [ | %chan waithyn kehan Student
£y mad [ | % Instructor Frad Section Designes
| @) Media Library [0 | % Kovinsly Michael Stustent 81 ~78,00 E 48,00 7100
LD Syllabus [ | % Stedent o emo_q2 | Student Y = . L (85,00
| @) Web Links 0| % Stugents ot ¥ Student 5 2,88 c N e
p | % Shsdentz Mary umes_gtu Student 6 48,00 B - (62,00

CieE | = Stedentd Eugens umes_stud Student 62 0.70 A - (36,35
[ o s = e =
{1 Assessmant Managar [ | % Students Jane umes_stusd Student 50 B5.70 [ (87,85
£ Assignmant Dropbox.

Group Manager

*Tip: To have grades numerically calculated give all grades a numeric value
*Tip: If you are weighting your grades we recommend that you use a 1,000 as the
equivalency

The Column Label is the name of the assessment measure
You can include regimes for assessing intangibles such as class participation

If you are calculating midterm or final grades
1. Create a column a new column and select Calculated from the Create Column drop
down menu
2. Name the column midterm
3. One the column is in place select the downward pointed arrow next to the name in
the grey box

Yartici| £ Midterm
Calculated
{out of &600)

(87.50) %I
4. Select Edit Column Formula

Calculated
{out of 600)

Numeric
(out of 50)

B

4+ Sort Column
il Hide Column
¢ Edit Values
Z, Edit Column Formula .

& Column Statistics
= T 8.93)




t View Educational Theory - UMES

4y | Your keal Seade Bock v Edit Fermula T

Edit Formula for: Midterm

To create a formula for a calculated column, use the functions, mumarals, operators and column references below. To group expressions within your
Formuda, use PArERthases. A5 you create your farmula, it pPears in the preview bax,

when you have finished creating your formula, click Save,

Formula Example:
AVG{[ASSESSMENT: Theory of Multiple Inteligences], P

[Class Participation],[DISCUSSION: Application of

TR0y S0 S RiOME T eachioD) The final grade for your class is

based on two guizzes named Quiz

1 and Quiz 2. All students

performed pecrdy on these quizzes
= 50 you want to 3dd 15% to thair

sUM Select a column to add te your formada: ( ]
ASSESSMENT: Theory of Multiple Inteligences final grades. Your formula for the
MIN Class Participation 7| 8 a final grade column could be
— DISCUSSION: Apphcation of Theory to Student Teachng 4][5][8][* created as follows:
1 2 2| LS 1. Click the SUM function.
AVG 0
Enter her Value : 2. Under Sedect 3 column to
Anotl add to your formula, chek
End Function Quiz 1.
3. Click Enter Anather Valus.
4. Under Select a column to
add to your farmula, click
Unde | | Clear Al Quiz 2.

n

. Chek End Funcbon.,

o

. Using the numerals and
operatars, enter =1.15. Tha
complated formula appears
m the preview box: SUM
{[Quez 1],{Quiz 2]}=1.15.

. Click Save.

5. To calculate an average select AVG

Edit Formula for: Midtern

To create a formula for a calc
formula, use parentheses. As
When you have finished crea

AVG{
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AVG

| EntdAverage ofvaluesiue |

End Function

Select Enter Another Value

Select a column to add to your formula

Keep selecting columns to add to your formula until you have included all relative
measures in your assessment regime

When you are finished select End Function

Scroll down to the bottom of the screen and select Save
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To add an assessment select Create Column

Your location: Grade Book

Create Column%: || Enroll Members || Import from Spreadsheet || Reorder Columns

Grades | Members | View All | Custom View

Select the grade format (we suggest numeric for calculation purposes)
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Letter grade
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