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About this Document

ABOUT THIS DOCUMENT

AUDIENCE

The Blackboard Portfolio System Owner and Designer Reference contains information and step-by-step
instructions on using Blackboard Portfolio System for users enrolled in the following roles:

e Portfolio Owner

» Portfolio Designer

CONVENTIONS

For ease of reading, "Vista Enterprise” refers to the Blackboard L earning System — Vista Enterprise
License, "CE Enterprise” refers to the Blackboard Learning System — CE Enterprise License, and
"Blackboard Portfolio" refers to the Blackboard Portfolio System. The following conventions are used in
our documentation and may appear in this guide:

<angle_brackets> Unless appearing within HTML or XML code, <angl e_br acket s> indicate a
placeholder or variable that should be replaced with an actual value as indicated
by the text between them.

EXAMPLE: <i nstal | _di r > should be replaced with the actual directory
where the application isinstalled.

InHTML code, HTML tags arein <angle_brackets>.
In XML code, XML elements are in <angle_brackets>.
In sentences, both XML elements and objects are in <angle_brackets>.

EXAMPLE: The <person> object contains....

bold Elements that users click in agraphical user interface, such as buttons, icons,
and tabs, arein bold.

ExampLE:  Click OK.

code Code appears in a shaded box.

| ong personl D = sessi on. get Subj ect (). get Personl () ;
Cal endarEntryVJ ] entries = cal.getEntri esForUser(session, personlD);
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Courier font

E-mail addresses, file names, code within a sentence, and text in the console are
inCourier font.

EXAMPLE: A confirmation message appears. >Do you want to
overwite (y/n)?

EXAMPLE: $ORACLE_HOVE/

italic

Text inagraphical user interface, such as a screen name or column label, isin
italic.

ExampPLE:  TheWelcome screen appears.
References to Blackboard documents arein italic.

EXAMPLE: For more information, see the appropriate version of the
Blackboard Administrator's Guide.

KEYSTROKE

Keystrokes arein UPPER CASE.

ExaAMPLE:  Typeyour name and press ENTER.

[ square_bracket s]

In commands, optional parametersarein [ squar e_br acket s] .

EXAMPLE: [--glcld=identifier for the institution this
conmand applies to]
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ABOUT BLACKBOARD PORTFOLIO

GETTING TO KNOW BLACKBOARD PORTFOLIO

The Blackboard Portfolio allows you to present a collection of your accomplishments, evaluations, and
reflections online. It is designed to compliment the Blackboard Learning System - Vista Enterprise or
Blackboard Learning System - CE Enterprise course environment. The user interface has a similar layout
and employs similar toolsto a Vista Enterprise or CE Enterprise course with some key adjustments suited
to portfolio creation and presentation.

To use the Blackboard Portfolio, you need an Internet connection. Y ou must know how to use an Internet

browser, have basic word processing skills, and have basic computer file management skills. Y ou are not

required to know HTML or computer programming. Depending on your role, you will use the Blackboard
Portfolio in different ways.

If You Are a Portfolio Owner. . .

AsaPortfolio Owner, you have control over the material, design, and membership in your portfolio.
Y ou can use your portfolio to track your learning experience and reflect on your progress towards
learning goals. Y ou can also use your portfolio to share your results and attributes with others and
solicit their feedback.

If You Are a Portfolio Designer. . .

As a Portfolio Designer, you can help the Portfolio Owner design the portfolio. Y ou have accessto all
tools except for those used to manage guests.

BLACKBOARD PORTFOLIO TERMINOLOGY

Term Definition

ActionLinksicon The ActionLinks icon appears next to portfolio items. Clicking thisicon
opens amenu of options. Options include editing, hiding and showing,
previewing, and deleting items.
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Term Definition

Binders tool The Binders tool allows Portfolio Owners and Portfolio Designersto
organize and deliver material, such as gallery collections, web links,
and artifact filesto Portfolio Reviewers. A binder includes atable of
contents with links to the material.

blog A blog isatype of reflection topic to which users can post web logs.

breadcrumbs Breadcrumbs list the path of screensthat a user has visited. A user can

click a breadcrumb to return to a screen. Breadcrumbs appear in the top
frame of a screen.

Build Portfolio tab

The Build Portfolio tab contains features allowing Portfolio Owners
and Portfolio Designers to create, manage, and organize material in a
portfalio.

Calendar tool

The Calendar tool alows Portfolio Owners and Portfolio Designers to
view and create dated reminders about |earning-related events. Entries
can be viewed for aday, week, or month. Portfolio Owners and
Portfolio Designers can choose to hide or show the calendar to
Portfolio Reviewers.

course artifact

A course artifact isafile version of completed work from aVista
Enterprise or CE Enterprise course that can be presented in a portfolio.
A course artifact contains all the content and formatting of the original
item.

folder

Portfolio Owners and Portfolio Designers can create foldersin the
Home Pagetool. A folder allows Portfolio Owners and Portfolio
Designers to present and organize portfolio material, such as binders,
reflection topics, and files. A folder is different from afolder in the
Filestool.

Filestool

Filesis available in each portfolio. Portfolio Owners and Portfolio
Designers use it to manage files contained in a portfolio.

Gallery

The Gallery tool allows Portfolio Owners and Portfolio Designers to
build a database of text, image, video, and audio entriesto enhance a
portfolio. Entries can be organized into separate collections.

Get Files button

The Get Files button isin Files. It alows Portfolio Owners and
Portfolio Designersto bring a copy of afile from another location to
their current Files folder in a portfalio.
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Term Definition

Goalstool The Goalstool alows Portfolio Ownersto record and track learning
goals set by them or their institution. Portfolio Owners can associate
portfolio items with each goal to demonstrate progress and
achievement.

Guests tool Allows Portfolio Owners to manage existing guests and invite new
guests to view or help design a portfolio.

Home Page Allows Portfolio Owners and Portfolio Designers to manage the

presentation of portfolio material on the Home Page. The Home Page
iswhere Portfolio Reviewers access all portfolio material except goals
and calendar entries. A Portfolio Owner and Portfolio Designer can add
files, such as Course Artifacts, and links to items they create with
Owner Tooals. All items can be grouped and organized in folders.
Portfolio Owners and Portfolio Designers can also design a header and
footer, set a background color or image, and adjust the layout of
material.

HTML Creator tool

The HTML Creator isan HTML editing tool that allows usersto create
content in HTML without entering HTML tags. The HTML Creator
automatically generatesthe HTML source code.

Link to Other Items button

TheLink to Other Items button isin the Home Page, Binders, and
Calendar tools. This button allows Portfolio Owners and Portfolio
Designersto create links to items in portfolio tools from these
locations.

Manage Views tool

Allows Portfolio Owners and Portfolio Designers to hide and show
individual items on the Home Page for select Portfolio Reviewers.

Message Center The Message Center tool alows Portfolio Owners to send messages to
other usersin the same portfolio. Portfolio Designers and Portfolio
Reviewers can only send messages to the Portfolio Owner. The
messages can be in text or HTML format, and can include file
attachments.

Options The Options menu contains links to tools for adding and managing
guests, customizing display and functionality, controlling Portfolio
Reviewer access to Home Page material, and tracking guest activity.
The Options menu is available to Portfolio Owners and Portfolio
Designers but Portfolio Designers only have accessto Set Preferences
for customizing portfolio display and functionality and Manage Views
for hiding and showing items on the Home Page.

Owner Tools The Owner Tools menu contains links to tools for creating and

managing portfolio material
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Term

Definition

Portfolio Menu

The Portfolio Menu contains links to tools that all members of a
portfolio can see. These include Home Page, Calendar, Goals, and
Message Center. Portfolio Owners and Portfolio Designers can hide
tools on the Portfolio Menu.

Portfolio Outline

The Portfolio Outline contains navigation links to items in the Home
Page tool. Users access the Portfolio Outline on the Portfolio Menu.

Reflections tool

Reflections: allows usersin a portfolio to post and reply to messagesin
blogs and threaded topics.

Resume tool

The Resume tool allows Portfolio Ownersto build aresumeto
highlight information such as their career objectives, education, work
experience, and references. Portfolio Owners can also import afile to
use as their resume.

Set Preferences tool

The Set Preferencestool allows Portfolio Owners and Portfolio
Designers to customize a portfolio by hiding or showing tools,
adjusting the appearance of menus, selecting interface colors, changing
default icons, and configuring functional settings.

tool A tool isafunction in the Blackboard Portfolio software that allows
users to perform specific activities.
Track Guests tool The Track Guests tool allows Portfolio Owners to track the activity of

guestsin their portfolio. Portfolio Owners can create reports that
provide a summary of activity for general Portfolio Reviewer activity,
an overview of specific item usage, an overview of specific file usage,
or adetailed summary of activity for individual Portfolio Reviewers.

View Portfolio tab

The View Portfolio tab alows Portfolio Owners and Portfolio
Designersto preview the appearance and test the usability of the
portfolio as a Portfolio Reviewer.

USING ONLINE HELP

If you need help while using Blackboard Portfolio, you can use the Online Help. Y ou can view help
topicsthat are relevant to the screen you are viewing, and you can navigate the folders containing help
topics for each Blackboard Portfolio feature.

Topic content is directed to your current role. For example, if you are enrolled as a Portfolio Reviewer in
aportfolio but you are currently designing a different portfolio you own, you will only see help for your
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Portfolio Owner enrollment.

Y ou can aso search for help topics by keywords.

NOTE:

If you are enrolled in a Vista Enterprise or CE Enterprise institution, you cannot view help
for those enrollments while performing portfolio tasks.

* Viewing Help Topics

1. From the screen where you need help, click Help.
e Under Topics, links to the most relevant help topics appear.
» Under Help Contents, folders containing all help topics appear. Y ou can open and close the
folders.
2. Click the help topic that you want to view.
3. Toaccessrelated topics, click the help topics under See Also.
»  Searching for Keywordsin Help Topics
1. Click Help.
2. Inthe Search text box, enter the keywords. If you are searching for keywords, you can use the
following Boolean operators, either the words or the symbols:
Boolean Operator Symbol
AND +
OR /
NOT !
EXAMPLE:  « To search for binder and reflection, enter bi nder AND refl ecti on.
* Tosearchfor binder or reflection, enter bi nder OR refl ection.
e Tosearch for binder but not reflection, enter bi nder NOT refl ecti on.
Y ou can combine operators and designate the order of search operations by using parentheses ().
EXAMPLE: To search for binder and reflection but not gallery, enter (bi nder OR
reflection) AND (NOT gal l ery).
To search for exact phrases, use quotation marks (* ).
ExampLE:  Tosearch for the phrase becoming familiar with the interface, enter “ becomi ng
famliar with the interface”.
3. Click the Submit Search icon. Search results appear in order of relevance.
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4. Click the help topic that you want to view.

5. Toreturn to the search results, click the Back icon.

GETTING ADDITIONAL HELP

From the Online Help window, you can access additional resources.

1. From any screen, click Help and click Additional Resources.
2. Choose from the following resources:
»  For Client Support and print documentation, click Behind the Blackboard.

» For aquestion and answer service moderated by an international community of experienced
users, click Ask Dr. C.

UNSUPPORTED CHARACTERS

If you cannot save an item in a Blackboard Learning System tool, such asafilein File Manager, it is
most likely because you have entered a character on your keyboard that is not supported. Examples of
possible unsupported characters are the forward (/) and backward (\) slashes. While most toolsin the
Blackboard Learning System support all possible characters, there are afew exceptions.

If you cannot save an item in a Blackboard Portfolio tool, such asafilein Files, it is most likely because
you have entered a character on your keyboard that is not supported. Examples of possible unsupported
characters are the forward (/) and backward (\) slashes. While most tools in Blackboard Portfolio support
all possible characters, there are afew exceptions.

For more information about unsupported characters, see the following table:

Tool Type of Item Unsupported Characters

Administration Learning context titles, such asthetitleof a |/\
course or section.

NOTE: Only administrators can
create learning contexts.

Content Manager | File and folder names AN
File Manager File and folder names I\
Files File and folder names I\
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Tool Type of Iltem Unsupported Characters

Media Library Entry <>'"

Gallery Entry <>'"

Proxy Tools Proxy Tool titles T#N +,?2[]1&<>"%
NOTE: Proxy tools allow usersto

access third-party
applications. For example, if
auniversity'slibrary
maintains an online
repository of journal articles,
aproxy tool allows usersto
directly accessthe online
repository without logging in
to the library system.

SCORM Module | SCORM Moduletitle /\"

NOTE: The SCORM Module tool
allows designer to import
Sharable Content Object
Reference Model
(SCORM)-compliant content
packages created outside of
this program. These modules
can contain files, images, or

Sharable Content Objects,
such asaquiz.
WebDAV Files and folder names "Na@&=+3%"
NOTE: Web Distributed Authoring

and Versioning (WebDAV)
isaprotocol that allows web
server directories to display
asfolderson aloca
computer. Users can use
these folders like any other
folder on their local
computer. Users can use
WebDAYV foldersin File
Manager and Content
Manager.
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Tool

Type of Iltem

Unsupported Characters

WebDAV

Files and folder names

NOTE:

Web Distributed Authoring
and Versioning (WebDAV)
isaprotocol that allows web
server directories to display
asfolderson alocal
computer. Users can use
these folders like any other
folder on their local
computer. Users can use
WebDAYV foldersin Files.

"IN@&=+3$"
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Chapter 1: Accessing Y our Portfolio

CHAPTER 1: ACCESSING YOUR PORTFOLIO

CHECKING YOUR BROWSER

Blackboard Portfolio automatically checks to determineif your browser type and version are supported.
Browsers are classified in the following way:

» Supported: A supported browser is one that is compatible with Blackboard Portfolio.

e Unsupported: An unsupported browser is one that isincompatible with Blackboard Portfolio and will
inhibit functionality of Blackboard Portfolio.

If your browser is unsupported, a warning message is displayed when you access Blackboard Portfolio.

Blackboard Portfolio also automatically checks to determine if Java™ is enabled in your browser and if
your Java Virtual Machine™ (JVM) version is supported. Y ou must enable Java and have a supported
JVM version to use certain features and tools in Blackboard Portfolio. If Javais disabled or if your VM
version is unsupported, awarning message is displayed when you access Blackboard Portfolio.

To check your browser:

1. FromtheLog In screen, click Check Browser. A message appears indicating if your browser is
supported or unsupported.

2. If you want more information about supported browsers, click the link to the Browser Tune-up Page.

LOGGING IN

You can log in to Blackboard Portfolio indirectly through a Vista Enterprise or CE Enterprise institution
you are amember of or directly using the Blackboard Portfolio Uniform Resource Locator (URL).

Logging In Through the Institution

If you are amember of aVista Enterprise or CE Enterprise institution, you can do the following to access
Blackboard Portfolio:

1. Open aweb browser and go to the Entry Page URL for your installation.
Click your institution's name.

If there are no login fields, click Log In.

Eal S

Enter your institution user name and password and click OK.
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NOTE: If you are logging in for the first time, you will be prompted to change your password
and log in again.

Click the Portfolios tab. The Portfolios area appears.

Logging In Using the Blackboard Portfolio URL

Y ou can access Blackboard Portfolio directly:

1
2.
3.

Obtain the Blackboard Portfolio URL.
Open a new web browser window and enter the URL in the address area.

Press ENTER.
TIP: Bookmark this page to access it more quickly in the future.
Enter your portfolio user name and password and click OK. The Portfolios area appears.

NOTE: If you are logging in for the first time, you will be prompted to change your password
and log in again.
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CHAPTER 2: DESIGNING A BLACKBOARD
PORTFOLIO

BECOMING FAMILIAR WITH THE INTERFACE

Before you start creating and presenting material in a portfolio, you should become familiar with the
interface. The interface is split into two tabs: Build Portfolio and View Portfolio. Y ou use the Build
Portfolio tab to build, design, and manage your portfolio. The View Portfolio tab allows you to preview
and interact with your portfolio as a Portfolio Reviewer.

The Build Portfolio tab contains three menus that alow you to access tools for building and managing
your portfolio:

Portfolio Menu. This menu contains tools for designing and navigating the Home Page, creating
dated reminders in a calendar, recording and tracking learning goals, and communicating with guests.

Owner Tools. This menu contains tools for creating and managing portfolio material:

Binders: allows you to organize and deliver portfolio material as a package. Y ou can structure
material hierarchically within atable of contents by using headings and outline numbering.

Files: allows you to manage all filesin a portfolio, including Course Artifacts. Y ou can get files
from your computer or from alocation in a Vista Enterprise or CE Enterprise institution and copy
them into a portfolio. Files can be organized in folders.

Gallery: allows you to build a database of text, image, video, and audio entries to enhance your
portfolio. Entries can be organized into separate collections.

Reflections: allows you to create blogs and threaded topics where Portfolio Reviewers can post
and reply to messages. Y ou can ask questions, generate discussion, and encourage Portfolio
Reviewers to share feedback and ideas.

Resume: allows you to build aresumeto highlight personal information such as career objectives,
education, work experience, and references. Y ou can also import afile to use as aresume.

Web Links: allows you to compile alist of Internet addresses. These Internet address can then be
added to binders and the Home Page to reference web pages outside a portfolio.

Options. This menu containstools for adding and managing guests, customizing the display and
functionality of a portfolio, and tracking guest activity. The Portfolio Designer only has access to Set
Preferences for customizing the display and functionality of a portfolio and Manage View for hiding
and showing items on the Home Page.

DESIGNING A PORTFOLIO
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The process of designing a portfolio involves importing and creating material as well as customizing the
presentation of material for Portfolio Reviewers.

Y ou can import material in the form of files, such as Course Artifacts, from Vista Enterprise or CE
Enterprise courses or your computer. Y ou can also create material using the tools on the Owner Tools
menu.

Most material in aportfolio is presented to Portfolio Reviewers on the Home Page, which can be
customized using the Home Page tool. Y ou can add material to the Home Page from the tools on the
Owner Tools menu or from the Home Page tool. Material can then be organized into folders for easier
navigation. Y ou can also adjust the overall style and functionality of your portfolio from Set Preferences.

PREVIEWING AND TESTING A PORTFOLIO

Asyou design aportfolio, you can preview it anytime to see how it will appear to Portfolio Reviewers.

Y ou can also test the workflow and usability of the portfolio. To do this, you click the View Portfolio tab,
which automatically logs you in to atest Portfolio Reviewer account. The user name for the test Portfolio
Reviewer account is Demo Portfolio Reviewer. Y ou can use this account for testing purposes. For
example, you can access a reflection topic on the Home Page and post a message.

To return to the design interface, click the Build Portfolio tab.
ImPORTANT: |If you test a portfolio, your activities are tracked in the following ways:

*  Other users will see messages that you send or post using Reflections or Message
Center.

* Your test activitiesareincluded in al reports run with the Track Guests tool except the
Summary of Activity Report.
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Chapter 3: Binders

CHAPTER 3: BINDERS

Use the Binderstoal to organize and deliver portfolio items. Y ou can add items to binders, such as
Reflections topics.

Adding Items

Y ou can add items from the following tools:
* Reflections
e  Gallery

*  Web Links

Y ou can also add files from your computer or from the Filestool, or create a new file directly from the
Binderstool.

Organizing ltems

After you have added items to a binder, you can structure them hierarchically within a table of contents
by using headings and outline numbering. This allows you to organize the order in which items are
delivered.

ExaMPLE:  Additemsthat are relevant to atopic by creating links to content, such asalink to a
video from Gallery, alink to an article from an online journal from Web Links, and alink
to an assignment artifact file created from an assignment submission. Next, create text
headings under which to organize the content. Indent the content below the text headings
to create atable of contents that visually communicates how information is organized
and in what order items should be accessed.

Presenting Binders

Y ou can share binders with users enrolled as Portfolio Reviewer by creating links to them on the Home
Page or folders on the Home Page.

CREATING BINDERS

Create alearning modul e to organize and deliver course content. After you have created alearning
module, you can add content by selecting items from one or more tools, such as an assignment.
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Create a binder to organize and deliver portfolio material. After you have created a binder, you can add
links to items by selecting them from one or more tools, such as aweb link

1
2.
3.
4,
5

From the Learning Modules screen, click Create Learning Module.

From the Binders screen, click Create Binder.

Enter atitle and description.

Next to Item Visibility, select to show or hide the item for Students.

Complete the Table of Contents section:

»  From the Numbering drop-down list, select anumbering style for the table of contents.

« Under Display Table of Contents, select whether to display the table of contentsin a separate
pane on the left. If you select Do not display, the table of contents will not display in a separate
pane on the left, but can still be set to display as the first page in the learning module.

» Under Display Table of Contents, select whether to display the table of contentsin a separate
pane on the left. If you select Do not display, the table of contents will not display in a separate
pane on the left, but can still be set to display as the first page in the binder.

Under First page of the learning module should be, select whether the first page in the learning
modul e should be the first page in the table of contents, or the table of contents.

NOTE: When atable of contentsis set to display in a separate pane on the left, or as the first
page in alearning module, every content item, such asaquiz or discussion topic,
becomes alinked heading in the table of contents. Users can click on the link to access
the content item and navigate through the learning module. When the table of contents
is set to not display on the left, and the first page of the learning module is the first
page in the table of contents, users must use the browse buttons in the Action Menu to
navigate the learning module.

Under First page of the binder should be, select whether the first page in the binder should be the first
page in the table of contents, or the table of contents.

NOTE: When atable of contentsis set to display in a separate pane on the left, or as the first
page in a binder, every item, such as a reflection topic or web link, becomes alinked
heading in the table of contents. Users can click on the link to access the item and
navigate through the binder. When the table of contentsis set to not display on the left,
and the first page of the binder isthe first page in the table of contents, users must use
the browse buttons to navigate the binder.

Under Goals, if you want to associate a goal:
a. Click Select Goals.
b. Selecttheitemsand click Add Selected.

Click Save. Now you can add items to the learning module. For more information, see Adding
Content.

10. Click Save. Now you can add items to the binder. For more information, see Adding Content.
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ADDING CONTENT

Y ou can add course content to alearning module. This allows you to place related content in the same
learning module so Students can access the content from one place. Y ou can add the following content to
alearning module:

Y ou can add portfolio material to abinder. This allows you to place related itemsin the binder so
Portfolio Reviewers can access the material from one place. Y ou can add the following items to a binder:

s assessments

e assignments

» chat or whiteboard rooms

» discussion topics and categories
» reflection topics and categories
* medialibrary collections

e gallery collections

*  SCORM modules

e weblinks

Y ou can aso add files from your computer or from the File Manager tool, or create a new file. For more
information, see Adding Files.

Y ou can aso add files from your computer or from the Filestool, or create a new file. For more
information, see Adding Files.

IMPORTANT: You must first create the content before you can add it to alearning module. For more
information, see the appropriate topics under Using Blackboard Learning System Features
and Tools.

IMPORTANT: You must first create the content before you can add it to a binder. For more information,
see the appropriate topics under Using the Blackboard Portfolio System Features and
Tools.

1. From the screen for the learning module you want to add content to, click Add Content Link.
2. From the screen for the binder you want to add content to, click Link to Other Items.

3. Click thetool with the content you want to add. For example, to add aweb link, click Web Link. The
menu option expands.

4. Select anitem from an inventory of all the items that belong to the tool, and then click Add Selected.

Tip: To select multiple items, hold the Ctrl key (Windows users) or the Command key
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(Mac users) while selecting the items.

Y ou can create headings to help you organize content. For more information, see Adding Headings.

ADDING FILES

Y ou can present course content by adding files in the Course Content or Learning Modules tools. This
allows Student to access content from these locations.

Y ou can present portfolio material by adding filesin the Home Page or Binderstools. This allows
Portfolio Reviewersto access materia from these locations.

To add afile, you have the following options: browse for filesin another location or create an HTML file.

1. From thelocation where you want to add afile, click Add File.
2. Click one of the following options:
e Browse for Files.

e Create File.

Browsing for Files

Y ou can get files from other locations and add them to the Home Page or Binderstools. This alows
Portfolio Reviewersto access the files from these locations.

1. From thelocation where you want to add afile, click Add File. A menu appears.

2. Click Browse for Files. The Content Browser pop-up window appears.

3. Locate and select the files. For more information on navigating, see Navigating with Content
Browser.

Creating Files

Y ou can create files to present content in the Course Content or Learning Modulestools. Y ou can create
filesin Plain Text or HTML format. To create filesin HTML format, you can hand code the HTML or
use the HTML Creator. HTML Creator offers an easy, graphical interface for applying formatting, such
as boldface, and for inserting images and links.

Y ou can create files to present content in the Home Page or Binderstools. Y ou can create filesin Plain
Text or HTML format. To create filesin HTML format, you can hand code the HTML or use the HTML
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Creator. HTML Creator offers an easy, graphical interface for applying formatting, such as boldface, and
for inserting images and links.

NOTE: Depending on administrator settings, the HTML Creator may not be available.

1. From thelocation where you want to add afile, click Add File.
2. Click Create File.

3. Enter atitle.

4. Enter your content in Plain Text or HTML format:

e To enter the content in Plain Text format, in the Content text box, enter the content. The content
will appear exactly as you have typed it.

* Toenter the content in HTML format, you can use the HTML Creator or hand code the HTML.:

* Tousethe HTML Creator, click Enable HTML Creator. For more information, see Using the
HTML Creator.

NOTE: Depending on administrator settings, the HTML Creator may not be available.

* Tohand codethe HTML:
a Select UseHTML.
b. Enter the HTML code.
5. If you want to insert an equation in the file, see Creating and Inserting Equations.

6. If you want to specify afile name for the file, in the File name text box, enter a name. If you do not
specify afile name, the title of the file will be used as the file name.

7. Next to Item Visibility, select to show or hide the item for Students.
8. Under Goals, if you want to associate a goal with thisfile:

NOTE: Goals are available only to designer roles.

a. Click Select Goals.

b. Select each item you want to associate.

c. Click Add Selected.
9. Click Save.

\WORKING WITH BINDER CONTENT

After you have added content to alearning module, you can organize the content by arranging the order
and level of each item and heading. Y ou can edit the title for each item and heading as well as specify
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whether you want an item to be hidden or shown. Y ou can also preview each item to see how it will
appear to others.

After you have added content to a binder, you can organize the content by arranging the order and level of
each item and heading. Y ou can edit thettitle for each item and heading as well as specify whether you
want an item to be hidden or shown. Y ou can also preview each item to see how it will appear to others.

Adding Headings

All the content you add to the learning modul e appears in the table of contents. To organize the content,
you can add text headings.

All the content you add to the binder appearsin the table of contents. To organize the content, you can
add text headings.

EXAMPLE: Create atext heading for each unit in the course. Organize the content, such as assignments
and quizzes, that apply to a unit, under the appropriate text heading.

EXAMPLE: Create atext heading for each topic in your binder. Organize the content, such asalink to
an article from an online journal from Web Links and an assignment artifact file created
from an assignment submission, under the appropriate text heading.

NoOTE: Headings only appear to othersif the table of contentsis set to display as a separate pane
or asthefirst page in the learning module. For more information, see Editing Learning
Module Properties.

NOTE: Headings only appear to others if the table of contentsis set to display as a separate pane
or asthefirst page in the binder. For more information, see Editing Binder Properties.

1. From the Learning Modules screen, locate the learning module in which you want to add a heading,
and click itstitle.

2. From the Binders screen, locate the binder in which you want to add a heading, and click itstitle.
3. Click Create Heading.

4. Enter atitleand click Save.

Adjusting Heading Levels

When you create alearning module, you can add content. Content is comprised of text headings and links
to items, such as aweb link from Web Links. Text headings can be used to organize items added to a
learning module. Linksto items appear as linked headings.

When you create a binder, you can add content. Content is comprised of text headings and links to items,
such asaweb link from Web Links. Text headings can be used to organize items added to a binder. Links
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to items appear as linked headings.

Y ou can adjust the level of all content by increasing or decreasing the indentation. This allows you to
organize the order in which content should be delivered.

EXAMPLE: Y ou might have a heading named "Introduction to Biology" and alink to an HTML page
caled "Terminology." The heading would be at the top level of the table of contents and
the linked HTML page would be indented beneath it.

1. From the Learning Modules screen, locate the learning module you want to adjust heading levels for,
and click itstitle. The content of the learning module is displayed.

2. From the Binders screen, locate the binder you want to adjust heading levels for, and click itstitle.
The content of the binder is displayed.

3. Select theitem you want to adjust:

» Toadjust one or moreitems, select each item.

* Toadjust al items, in the table heading row, select the check box.
4. Do one of the following:

» To decrease the selected items by one level, click Indent.

» Toincrease the selected items by onelevel, click Outdent.

» Toincreasethe selected itemsto the highest level, click Outdent All.

Changing the Order of Content in a Binder

Y ou can change the order in which content in alearning module will appear to users.
Y ou can change the order in which content in abinder will appear to users.

1. From the Learning Modules screen, locate the learning module with the content for which you want
to change the order, and click itstitle. The content of the learning module is displayed.

2. From the Binders screen, locate the binder with the content for which you want to change the order,
and click itstitle. The content of the binder is displayed.

3. Select the item you want to move.
4. Do one of the following:

» Tomove the item anywhere in the learning modul e except to the end, locate the item above which
you want to insert the selected item and, under Move, click its Move Selected Items Above icon.

» Tomove the item anywhere in the binder except to the end, locate the item above which you want
to insert the selected item and, under Move, click its Move Sdlected Items Above icon.

* Tomovetheitem to the end of the learning module, click the Move Selected Items to Bottom of
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List icon. Theitem is moved to the end.

NOTE: The Move Selected [tems to Bottom of List icon isthe last icon in the Move
column.

 To movetheitem to the end of the binder, click the Move Selected |tems to Bottom of List icon.
Theitem is moved to the end.

NOTE: The Move Selected Items to Bottom of List icon isthelast icon in the Move
column.

Editing Binder Items

Y ou can edit items you have added to a binder. When you edit an item in abinder, you edit the item as it
appears everywhere in your portfolio. For example, if you change the description for areflection topic,
the description is updated in the binder and everywhere el se the topic appears in your portfolio.

NOTE: Y ou can also edit thetitle for an item as it appears in abinder only. For more information,
see Editing Table of Content Links.

From the Binders screen, locate the binder with the item you want to edit and click itstitle.
Locate the item and click its ActionLinks icon.

Click Edit Properties.

Edit the item.

o > w D

Click Save.

Editing Table of Contents Links

If alearning module is set to display atable of contents, alinked table of contents appears next to learning
module content for navigation. Y ou can edit the titles of these links. Y our edits are only applied to the
learning module and not to the items as they appear elsewhere in your course.

If abinder is set to display atable of contents, alinked table of contents appears next to binder content for
navigation. Y ou can edit the titles of these links. Y our edits are only applied to the binder and not to the
items as they appear elsewhere in your portfolio.

1. From the Learning Modules screen, locate the binder and click itstitle.

2. From the Binders screen, locate the binder and click its title.

3. Click Edit Link Titles.
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4. Inthe text boxes, edit the links.
5. Click Submit.

Hiding or Showing Binder Items

Y ou can make content items available to users by showing the item in the learning module. Alternatively,
if you do not want certain content items to be available, you can hide them temporarily.

Y ou can make binder items available to users by showing the item in the binder. Alternatively, if you do
not want certain binder items to be available, you can hide them temporarily.

1. From the Learning Modules screen, locate the learning module with the items you want to hide or
show, and click itstitle.
2. From the Binders screen, locate the binder with the items you want to hide or show, and click itstitle.
3. Locatetheitem you want to hide or show and click its ActionLinksicon.
4. Do one of the following:
* Tohideanitem and make it unavailable, click Hide Item.

e To show an item and make it available, click Show Item.

Previewing Binder Items

NOTE: Y ou cannot preview headings.

1. From the Learning Modules screen, locate the learning module with the items you want to preview
and click itstitle.

2. From the Binders screen, locate the binder with the items you want to preview and click itstitle.
3. Locatetheitem and click its ActionLinksicon.

4. Click Preview.

Viewing all Links to Binder Items

If there are links to an item from other locations in the course, you can view alist of those locations.
If there are links to an item from other locations in the portfolio, you can view alist of those locations.
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From the Learning Modules screen, click the learning module with the item.
From the Binders screen, click the binder with the item.

Locate theitem and click its ActionLinks icon.

A w0 NP

Click View Links to this Item.

Deleting Binder Items

Y ou can delete itemsin alearning module, such as a discussion topic or web link. You can also delete
headings.

Y ou can delete items in abinder, such as areflection topic or web link. Y ou can aso delete headings.

NOTE: When you delete an item, you delete the link to theitem. Theitem till existsin thetool it
belongs to. For example, if you delete alink to a discussion topic, the topic no longer
appearsin the learning module, but still existsin the Discussions tool.

NOTE: When you delete an item, you delete the link to theitem. Theitem dtill existsin the tool it
belongs to. For example, if you delete alink to areflection topic, the topic no longer
appears in the binder, but still existsin the Reflections tool.

1. From the Learning Modules screen, locate the learning module with the items you want to delete, and
click itstitle.

2. From the Binders screen, locate the binder with the items you want to delete, and click itstitle.
3. You can delete oneitem or several items. Y ou can aso delete all items.
* Todelete oneitem or several items:
a Select theitemsand click Delete.
b. Click OK.
* Todeletedl items:
a  Select the check box next to Title.
b. Click Delete.
c. Click OK.

\WORKING WITH BINDERS

Y ou can share binders with Portfolio Reviewers by adding them to the Home Page. After you have
created a binder, you can preview the binder to see how it will appear to Portfolio Reviewers.
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Editing Binder Properties

When you edit the properties for alearning module, you can edit the title and description aswell as
whether the learning module is available to users. You can also edit the settings for the table of contents.

When you edit the properties for a binder, you can edit the title and description as well as whether the
binder is available to users. Y ou can also edit the settings for the table of contents.

1. Depending on whether you are viewing the list of learning modules or an individual learning module,
do one of the following:
» If the Learning Modules screen is displayed, do the following:
a. Locatethe learning module you want to edit and click its ActionLinks icon.
b. Click Edit Properties.
* If anindividual learning module is displayed, do the following:
a. Click the ActionLinksicon for the title of the learning module.
b. Click Edit Properties.

2. Depending on whether you are viewing the list of binders or an individua binder, do one of the
following:

» If the Binders screen is displayed, do the following:
a. Locatethe binder you want to edit and click its ActionLinksicon.
b. Click Edit Properties.
e If anindividual binder is displayed, do the following:
a  Click the ActionLinksicon for thetitle of the binder.
b. Click Edit Properties.
In the Title text box, edit the title.
In the Description text box, enter or edit the description.

Next to Item Visibility, select to show or hide the item for Students.

o g M W

Compl ete the Table of Contents section.
*  From the Numbering drop-down list, select a numbering style for the table of contents.

e Under Display Table of Contents, select whether to display the table of contentsin a separate
pane on the left. If you select Do not display, the table of contents will not display in a separate
pane on the left, but can still be set to display as the first page in the learning module.

e Under Display Table of Contents, select whether to display the table of contentsin a separate
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pane on the left. If you select Do not display, the table of contents will not display in a separate
pane on the left, but can still be set to display as the first page in the binder.

e Under First page of the learning module should be, select whether the first page in the learning
module should be the first page in the table of contents, or the table of contents.

« Under First page of the binder should be, select whether the first page in the binder should be the
first page in the table of contents, or the table of contents.

NOTE:

NOTE:

When atable of contentsis set to display in a separate pane on the left, or as the first
page in alearning module, every content item, such asaquiz or discussion topic,
becomes a linked heading in the table of contents. Users can click on the link to access
the content item and navigate through the learning module. When the table of contents
is set to not display on the left, and the first page of the learning module is the first
page in the table of contents, users must use the browse buttons in the Action Menu to
navigate the learning module.

When atable of contentsis set to display in a separate pane on the left, or as the first
page in a binder, links to items and files become linked headingsin the table of
contents. Users can click on the links to access the item or file and navigate through
the binder. When the table of contentsis set to not display on the left, and the first
page of the binder isthefirst page in the table of contents, users must use the browse
buttons to navigate the binder.

Under Goals, if you want to associate agoal:

a Click Select Goals.

b. Select theitemsand click Add Selected.

Click Save.

Linking Binders to the Home Page

Y ou can link learning modules to folders in the course. Users can access the learning module by clicking
the link.

Y ou can create links to binders on the Home Page or in folders on the Home Page. Users can access the
binder by clicking the link.

1
2.
3.

Select the learning module that you want to create alink for.

Select the binder that you want to create alink for.

From the Create Link on drop-down list, select the location for the link and click the Go icon. A link

to theitem is created in the specified location.
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Previewing Binders

Some tools have a preview feature that allows you to see anitem as it will appear to Students.
Some tools have a preview feature that allows you to see anitem as it will appear to Portfolio Reviewers.

NOTE: If you want to test an assignment by completing and submitting it as a Student, see
Previewing and Testing Assignments.

1. Locatetheitem that you want to preview and click its ActionLinks icon.

2. Click Preview.

Sorting Binders

If acolumn titleis underlined, you can sort items by that column. Y ou can sort in either ascending order
(AtoZ,or 1to9) or descending order (Zto A, or 9to 1). An up-arrow next to the column title indicates
that items are currently sorted in ascending order. A down-arrow next to the column title indicates that
items are currently sorted in descending order.

NOTE: Items remain in the specified sort order until you go to another screen.

From the table heading row:

» Click thetitle of the column by which you want to sort items. If the items were not previously sorted
by that column, they are now sorted in ascending order. If the items were previously sorted by that
column, they are now sorted in descending order.

» If you want to reverse the sort order, click the column title again.

Navigating Multiple Pages

If there are enough items to appear on multiple pages, paging controls appear at the bottom of the screen
and you can use them to navigate from one page to another. Y ou have options to go to a specific page, go
to the next page, or return to the previous page. If there are no items on the page or if there are not enough
itemsto appear on multiple pages, you cannot use paging controls.

Y ou can also use the Paging Preferences feature to set the number of items to appear on each page. The
default isten and the maximum is 9999 items per page, athough it is recommended that you do not
exceed 999 items per page.

NOTE: In Grade Book and Group Manager, this feature is available on multiple screens. When
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you set the paging preference on a particular screen in these tools, it is applied as the
default on all the screens where this feature is available.

» If there are enough items to appear on multiple pages, you can use the following options to navigate
those pages:

» Toselect aspecific page: From the Page drop-down list, select the page and click the Go icon.

NOTE: Y ou may see the page number followed by the number of records in parentheses.
For example, 1 (1-10) means that page 1 contains records 1 to 10.

» Toview al pages. From the Page drop-down list, select All and click the Goicon.
» Togoto the next page, click the Next Pageicon.
» Toreturnto the previous page, click the Previous Page icon.
* To set the number of items per page:
1. Click the Paging Preferencesicon.

2. Enter the number of items to appear on each page and click OK.

Viewing Links to Binders

If there are links to an item, such asaweb link, in other locations of a course, you can view alist of these
locations.

If there are links to an item, such as aweb link, in other locations of a portfolio, you can view alist of
these locations.
1. Locatetheitem and click its ActionLinksicon.

2. Click View Links to this Item.

Deleting Binders

Y ou can delete items using the Delete button or the ActionLinksicon. If aDelete button is available on
the screen, you can use it to delete one item, several items, or all items at the same time. If aDelete
button is not available, you can use the ActionLinksicon to delete oneitem at atime.

IMPORTANT: « Inthe Announcementstool, designers and instructors cannot del ete announcements
that have been sent.

* Inthe Assessmentstool, if you delete a quiz, survey, or self test, Student submissions
for that assessment are also deleted.

* Inthe Chat tool, you can delete the default Common Room only if another room has
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been created.

* Inthe Course Content tool, you can delete several or all items from the Power View.
For more information, see using the Basic View or Power View.

* Inthe Media Library tool:
e designers can delete any entry.
e users other than designer can delete only their own entries.

* Inthe Web Linkstool, Students can delete only their own web links.

Using the Delete button to delete one item or several items:

1. Select theitemsand click Delete.

2. Click OK.

Using the Delete button to delete all items on the current page:

1. Select the check box next to Title. All items on the current page are selected.
2. Click Delete.

3. Click OK.

4. If there areitems on additional pages and you want to delete them, repeat steps 1 through 3.
Using the ActionLinks icon to delete one item at atime:

1. Locatetheitem and click its ActionLinksicon.

2. Click Delete.

3. Click OK.
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CHAPTER 4: CALENDAR

Calendar allows you to view and create dated reminders about events. Entries can be viewed for a day,
week, or month.

Portfolio Owners and Portfolio Designers can create public entries visible to al guests. Portfolio Owners
can also create private entries only they can see.

All entries can be linked to files, binders, gallery collections, reflections, and web links.

ADDING OR EDITING ENTRIES

Portfolio Owners and Portfolio Designers can add and edit public entries. Only Portfolio Owners can add
and edit private entries. Entries can be edited from the week or day view.
1. Depending on whether you are creating or editing an entry, do one of the following:

» If you are creating an entry, from the month, week, or day view, click Add Entry.

» If you are editing an entry:

a.  From the week or day view, locate the entry you want to edit and click its ActionLinksicon.

b. Click Edit.
2. Enter atitle.
NOTE: When users view entries for amonth, the title is the only identifier for an entry.

Therefore, ensure that your title provides enough description in the space provided to
communicate the purpose of the entry.

3. Enter adescription.

» To createthe description in Plain Text format, enter it in the Description text box. The
description will appear exactly as you have typed it.

e To create the description in HTML format, you can use the HTML Creator or hand code the

HTML:

* Tousethe HTML Creator, click Enable HTML Creator. For more information, see Using the
HTML Creator.
NOTE: Depending on administrator settings, the HTML Creator may not be available.

e Tohand codethe HTML:
a Select Use HTML.
b. Enter the HTML code.
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4. Under Dates, click the Date Selection and Time Selection iconsto select dates and times. Y ou can
also enter dates in numerals separated by forward slashes. For example, depending on locale settings
specified by an administrator, enter dates in thisformat: 12/ 31/ 2006 or 31/ 12/ 2006.

NOTE: If you do not specify a start date and end date, the entry will display as an All day
event.

5. Under Entry Type, do one of the following:
* Tomakethisan entry that all guests can view, select Public.

» Tomakethisan entry that only you can view, select Private. Only Portfolio Owners can make
entries private.

6. If you want to make this arecurring entry, or want to include alink to afile or item created with
portfolio tools, next to More Options, click the Expand/Collapse icon.

a. |If youwant thisto be arecurring entry, ensure the start date and time duration for the entry is
correct and:

i. Inthe Recurrence section, select This entry repeats.
ii. Select the days on which the entry will repeat.
iii. Nextto Until, set the last date that the recurring entry can appear.
b. If youwant to include afile, click Add File and do one of the following:
* If youwant to create afile:
i. Click Create File. The Create File screen appears.
ii. Enter atitle.
iii. Enter your content in Plain Text or HTML format.
iv. If youwant to insert an equation in thefile, see Creating and Inserting Equations.

v. |f youwant, in the File name text box, enter aname. If you do not specify afile name, the
title of the file will be used as the file name.

vi. Click Save.
e If youwanttolink to afile:
i. Click Browsefor Files. The Content Browser pop-up window appears.

ii. Locate and select the file you want to add. For more information, see Navigating with
Content Browser.

c. If youwant toinclude alink to abinder, gallery collection, reflection topic or category, or web
link:

i. Click Link to Other Items.

ii. Click the name of the tool with the item you want to create alink to.
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Do one of the following:
« If theitemisalready created, select it and click Add Selected.

» If theitem has not been created, click the Create option. For more information on
creating items, see the appropriate topics for each tool.

7. Click Save.

VIEWING ENTRIES

Y ou can view calendar entries by month, week, or day.

1. Toview entriesfor amonth, week, or day:

The month view displays entries for the current month in a calendar view. Only thetitleis
displayed, not the description.

a

d.

To display entries for the previous or next month, on either side of the month name, click the
Previous Month or Next Month icon.

To select amonth which is not close to the current month, select the month and year from the
drop-down lists and click the Go icon.

To view entries for asingle week, next to the week whose entries you want to view, click
View Week.

To view entries for asingle day, click the date.

The week view displays full entries, including title and description, as well as a calendar of the
full month with the current week highlighted.

a

b.

C.

To display entries for the previous or next week, on either side of the week name, click the
Previous Week or Next Week icon.

To view the full week, in the calendar, click on any day in the week.
To view entriesfor asingle day, in the text display, click the date.

The day view displays the full entry for the day, including title and description, aswell asa
calendar of the full month with the current day highlighted.

a

To display entries for the previous or next day, on either side of the day name, click the
Previous Day or Next Day icon.

To select another day, click the date.
To view entries for the week containing the current displayed day, click the Week tab.
To view entries for the month containing the current displayed day, click the Month tab.
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If there are new entries since you last visited Calendar, the month view displays the Display New
Entries button.

a. From the month view, click Display New Entries.
b. View the new entries.
c. Toprintthelist of new entries, click Print.

d. Toreturn to the month view, click Cancel.

CREATING A PRINTABLE VIEW OF ENTRIES

Y ou can create a printable view of calendar entries that match criteria you specify. For example: You can
specify to only see entries with a specific start and end date that have the word "meeting" in the
description, then print all the entries that match this criteria.

1
2.

From the month, week or day view, click Create Printable View.

Under Date Range, click the Date Selection and Time Selection icons to select dates and times. Y ou
can also enter dates in numerals separated by forward slashes. For example, depending on locale
settings specified by an administrator, enter dates in thisformat: 12/ 31/ 2006 or 31/ 12/ 2006.

To limit the entries that are in the printable view according to text that appearsin an entry, under
Filter Results, enter the text.

Under Course Selection, the default isto create a printable view of the course-related entries from all
the courses in which you are enrolled. To create a printable view of entries from only certain courses,
select Only show entries from these courses and, next to the courses whose entries you want included,
select the check boxes.

NOTE: Only course-level users (for example, Section Instructors), have this option.

Under Access Level, select the type of entries you want to include in the printable view.
Click Continue.

If you want to print the entries, click Print.

DELETING ENTRIES

Y ou can del ete entries you want to remove from the calendar. Portfolio Owners can delete all entries but
Portfolio Designers can only delete public entries.

1

From the week or day view, locate the entry and click its ActionLinksicon.
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2. Click Delete and do one of the following:
* If theentry isnot recurring, click OK.

» If theentry isrecurring and you want to delete this occurrence only, click Delete This
Occurrence Only.

» If theentry isrecurring and you want to delete all occurrences, click Delete All.
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CHAPTER 5: CONTENT BROWSER

NAVIGATING WITH CONTENT BROWSER

Content Browser appears when you are required to locate and select files or folder locations as part of a
task.

EXAMPLE: In Files, Content Browser appears when you get files from another location and copy them
to your current location.

The following table describes locations in Content Browser from which you can locate and select files or
folder locations.

Location in Content Browser | Description

My Portfolios My Portfolios alows you to access the files and folders that are used
to design each portfolio you own or in which you are enrolled as
Portfolio Designer. These are the files and folders that appear in Files
inside your portfolios.

EXAMPLE: My Portfolios could contain HTML files added to a
binder or assessment submission artifact files
presented in your portfolio.

If you want to locate and select portfolio files or folder locations:

1. Click the My Portfoliosicon. In the left frame, alink for each
portfolio you own or in which you are enrolled as Portfolio
Designer appears.

2. Tobrowsethefiles and folders used to design a portfalio, click
the portfolio title.

My Computer If you want to locate and select files or folder locations on your
computer, click the My Computer icon.

NOTE: » If you are enrolled in aVista Enterprise or CE Enterprise institution, you may have
access to additional Content Browser locations.

» Sometasks do not permit accessto all locations.
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CHAPTER 6: EQUATION EDITOR

WebEQ Equation Editor is used to create, save, and view complex equations. It consists of an Equation
Editor and an Equation Viewer.

WebEQ Equation Editor is used to create and view complex equations. It consists of an Equation Editor
and an Equation Viewer.

The Equation Editor allows you to build equations graphically using the toolbar, keyboard characters, and
the WebEQ Symbol Palette. The equations can then be stored as MathML ™, a markup language for
encoding the structure of mathematical expressions, so that they can be shared over the Internet. MathML
files can be saved in the My Files area of the Content Manager or File Manager from WebEQ Equation
Editor, then imported to WebEQ Equation Editor for editing or inserting into messages or questions. You
can also get MathML files from your local drive and import them to WebEQ Equation Editor.

The Equation Editor allows you to build equations graphically using the toolbar, keyboard characters, and
the WebEQ Symbol Palette. Y ou can also get MathML ™ files from your local drive and import them to
WebEQ Equation Editor. MathML is amarkup language for encoding the structure of mathematical
expressions so that they can be shared over the Internet.

The Equation Viewer allows MathML to be displayed in any browser.

CREATING AND INSERTING EQUATIONS

Y ou can use the WebEQ™ Equation Editor from avariety of toolsto create and insert MathML ™
eguations, such asinto mail and discussion messages, and into assessment gquestions.

Y ou can use the WebEQ Equation Editor from a variety of toolsto create and insert MathML equations,
such asinto reflection messages.
1. From the Insert equation drop-down list, select New, and click the Go icon.

2. Enter atitle. When an equation is saved, thettitle is used as the file name in the My Files area of
Content Manager.

3. Enter atitle.
4. Thefollowing options are available:

» To changethefont size of the charactersin your equation, from the Font size drop-down list,
select a number.

» Toincreasethe size of the edit area, click Enlarge Editor.

5. Create an equation by doing any of the following. Equations are created using templates, keyboard
characters, and symbols. Templates are blank equation elements with empty dlots (squares) for
entering keyboard characters or symbals.

IMPORTANT: Do not enter spaces between templates, keyboard characters, or symbols, because
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spaces appear as boxes when displayed.

To insert templates outside template dots:

a. Placethe cursor where you want to insert the template by clicking the edit areain the
appropriate location.

b. From thetoolbar, click the icon that represents the template you want to insert.
To insert templatesin template slots:

a. Click the dat in which you want to insert the templ ates.

b. From thetoolbar, click the icon that represents the template you want to insert.
To enter keyboard characters outside template slots:

a. Placethe cursor where you want to enter keyboard characters by clicking the edit areain the
appropriate location.

b. Using the keyboard, enter the characters.

To enter keyboard characters in template slots:

a. Click the dot in which you want to enter the keyboard characters.
b. Using the keyboard, enter the characters.

To insert symbols outside template dlots:

a. Place the cursor where you want to insert symbols by clicking the edit areain the appropriate
location.

b. From thetoolbar, click the Symbol Palette icon.

c. Click the symbols you want to insert.

To insert symbolsin template slots:

a. Click the dot in which you want to insert the symbols.
b. From thetoolbar, click the Symbol Palette icon.

c. Click the symbols you want to insert.

If you want to save the equation as aMathML filein the My Files area of the Content Manager or
File Manager tool, click Save.

Click Insert. The equation is assigned an id and is inserted.

NOTE: If the HTML Creator isturned on, the equation isinserted where you placed the

cursor. If the HTML Creator isturned off, the equation is inserted asthe last item in
the text box.
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EDITING AND INSERTING EQUATIONS

Y ou can access aMathML ™ equation and make and save changesto it.
Y ou can accessaMathML ™ equation and make changesto it.

NOTE: Equations are never actually edited. Each time you access an equation and save changes
madeto it, anew equation is created and WebEQ™ Equation Editor assigns the equation a
new id number. Y ou will heed to remove the reference to the original equation when the
edited version has been inserted or viewers will see two equations: the original equation
and the edited equation.

NOTE: Equations are never actually edited. Each time you access an equation, make changesto it,
and insert it, anew equation is created and WebEQ™ Equation Editor assigns the equation
anew id number. Y ou will need to remove the reference to the original equation when the
edited version has been inserted or viewers will see two eguations: the original equation
and the edited equation.

1. From the Insert equation drop-down list, select the equation you want to edit and click the Go icon.
The Equation Editor screen appears.

2. If you want to save your changes to the equation, you must change the title of the equation, whichis
used as the file name. In the Title text box, change the equation title.

3. Thefollowing options are available:

» To changethefont size of the charactersin your equation, from the Font size drop-down list,
select a number.

» Toincreasethe size of the edit area, click Enlarge Editor.

4. Edit the equation by doing any of the following. Equations are created using templates, keyboard
characters, and symbols. Templates are blank equation elements with empty slots (squares) for
entering keyboard characters or symbals.

IMPORTANT: Do not enter spaces between templates, keyboard characters, or symbols, because
spaces appear as boxes when displayed.

» Toinsert templates outside template dots:

a. Placethe cursor where you want to insert the template by clicking the edit areain the
appropriate location.

b. From thetoolbar, click the icon that represents the template you want to insert.
* Toinsert templatesin template slots:

a. Click the dot in which you want to insert the templates.
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b. From thetoolbar, click theicon that represents the template you want to insert.
» Toenter keyboard characters outside template dots:

a. Placethe cursor where you want to enter keyboard characters by clicking the edit areain the
appropriate location.

b. Using the keyboard, enter the characters.

» Toenter keyboard charactersin template dots:
a. Click the dot in which you want to enter the keyboard characters.
b. Using the keyboard, enter the characters.

e Toinsert symbols outside template dots:

a. Placethe cursor where you want to insert symbols by clicking the edit areain the appropriate
location.

b. From thetoolbar, click the Symbol Paletteicon.

c. Click theiconsthat represent the symbols you want to insert.
* Toinsert symbolsin template dots:

a. Click the dot in which you want to insert the symbols.

b. From thetoolbar, click the Symbol Paletteicon.

c. Click theiconsthat represent the symbols you want to insert.

5. If you want to save the equation as a new MathML file in the My Files area of the Content Manager
tool or the File Manager tool, click Save.

6. Click Insert. The equation is assigned an id and inserted.

NOTE: If the HTML Creator isturned on, the equation isinserted where you placed the
cursor. If the HTML Creator isturned off, the equation is inserted as the last item in
the text box.

7. If you only want to display the edited equation and not the original, locate the original equation string
in the text box, select the string, and press Backspace or Del et e on your keyboard.

EXAMPLE: If the original equation stringwas{ Equati on:i d=1, title=egn_1} andthe edited
versonwas{ Equation:id=2, title=eqn_1}, select{Equati on:id=1,
title=eqgn_1} and pressBackspace or Del et e on your keyboard.

IMPORTING AND INSERTING EQUATIONS
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Y ou can import equations created in MathML ™. MathML is a markup language that allows mathematical
equations to be displayed in web browsers and shared across the Internet.

1. From the Insert equation drop-down list, select New and click the Go icon.

2. Click Import MathML. TheContent Browser pop-up window appears.

3. Locate and select the file. For more information on browsing for files and folders, see Navigating
with Content Browser.

NOTE: Users who do not own a portfolio or are not enrolled in an institution can only select
files located on their computer.

4. Click Insert. The equation is assigned an id and inserted.
NOTE: If the HTML Creator isturned on, the equation is inserted where you placed the

cursor. If the HTML Creator is turned off, the equation isinserted as the last item in
the text box.

DELETING EQUATIONS

L ocate the equation string of the equation you want to delete, select the string, and press Backspace or
Del et e onyour keyboard.
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CHAPTER 8: GALLERY

Y ou can use the Gallery tool to build a database of text, image, video, and audio entries to enhance your
portfolio. You organize these Gallery entries into related groups called collections. Y ou can share
collections of gallery entries with Portfolio Reviewers by adding them to the Home Page or binders on
the Home Page.

EXAMPLE: If you studied photography, you could create a collection for a photographic essay. The
collection could contain entries with image files of your photos and text descriptions that
outline the significance of each entry.

With the Gallery tool, you can:

* create, edit, and delete entries and collections.
» view entries and collections.

* add entriesto collections.

» reorder and sort collections.

» remove entries from collections.

* export and import entries.

WORKING WITH ENTRIES

Creating Entries

NOTE: Depending on administrator settings, Section Instructors and Teaching A ssistants may not
be able to create entries.

A Media Library entry can consist of aterm and its definition, or it can be atext, graphic, video, or audio
file.

A Gallery entry can consist of aterm and its definition, or it can be atext, graphic, video, or audio file.

You can create alink to a Media Library entry from instances of the entry'stitlein HTML files anywhere
in your course.

IMPORTANT: Linkswill only appear in filesthat arein HTML format.

EXAMPLE:  YOu can create an entry titled Paris with an image file of a panoramic view of the city
from the Eiffel Tower. Options you set for the Media Library entry allow each occurrence
of theword Parisin al HTML filesin your course to be linked to the Media Library entry.

44



Chapter 8: Gallery

In acollection, click Create Entry. If you are adesigner, you can also go to the View All Entries
screen and click Create Entry.

From the View All Entries screen or from within a collection, click Create Entry.

Enter atitle.

IMPORTANT: |f you want to create automatic links from HTML filesto this Media Library entry,
thistitle must exactly match the word or phrase inthe HTML file.

If you want, select to display thetitlein italics. For example, you may want to italicize medical
terminology.

Enter a description or definition for the entry in Plain Text or HTML format:

* Tocreatethe description in Plain Text format, enter the description. The description will appear
exactly asyou have typed it.

» To create the description in HTML format, you can use the HTML Creator or hand code the
HTML:

* Tousethe HTML Creator, click Enable HTML Creator. For more information, see Using the
HTML Creator.

NOTE: Depending on administrator settings, the HTML Creator may not be available.

* Tohand codethe HTML:
a Select UseHTML.
b. Inthe Description text box, enter the HTML code.
If you want to include afile with the entry, such as an image or audio file:
a Click Browse. The Content Browser pop-up window appears.

b. Locate and select the files. For more information on browsing for files and folders, see
Navigating with Content Browser.

c. If you selected afilein Repository or Template Manager, do one of the following:
» |If you have not already subscribed to the file, do one of the following:
» To create asubscription to the file, select Subscribe and click OK
» Tocreateacopy of thefile that you can edit, select Copy and click OK.
» If you have already subscribed to the file, do one of the following:
* To usethe existing subscription, select Keep and click OK.
» Tocreateacopy of thefile that you can edit, select Keep and copy and click OK.
d. If youwant to remove afile that you have included:

i. Click the Removeicon.
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ii. Click OK.
7. Inthe Keywords text box, enter keywords separated by commas.

8. Under Display this entry in the following collections, select each collection in which to display the
entry.

IMPORTANT: Section members can view only entries that have been added to a collection.

9. If you want to create links to the entry in HTML files, do the following:
a  Next to More Options, click the Expand/Collapse icon.
b. Under Entry linking, select how you want the entry to be linked:

e Tolink only selected instances of the entry title in files, select Manual. For more information
on creating individual links, see Creating Manual Links to Media Library Entries.

e Toautomatically link only the first instance of the entry titlein all files, select Automatic:

first instance.

« Toautomatically link al instances of the entry titlein all files, select Automatic: all
instances.

NOTE: The Automatic: all instances linking option is set as the default. Y ou can
override the default when you create or edit an entry, or you can select a new
default linking option using the Manage Linking feature.

10. Click Save.

Editing Entries

Depending on administrator settings, users other than designer may not be able to create or edit entries. If
users are allowed to create entries, they can edit only entries they have created.

Y ou can change the title, description, and keywords for an entry. Y ou can also add, remove, or change the
file associated with the entry, change which collections the entry isincluded in, or change the linking
option.

IMPORTANT: «  Section members can view only entries that have been added to a collection.

e Linkswill only appear in filesthat arein HTML format.

Y ou can change the title, description, and keywords for an entry. Y ou can also add, remove, or change the
file associated with the entry and change the collection in which the entry is included.

1. Inacollection, locate the entry that you want to edit and click its ActionLinksicon. If you are a
designer, you can also go to the View All Entries screen, locate the entry and click its ActionLinks
icon.
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2. Fromthe View All Entries screen or from within a collection, locate the entry that you want to edit
and click its ActionLinks icon.

3. Click Edit.
4. Edit thetitle.

IMPORTANT: |If you change the title of the entry, links from content files to the entry will become
unlinked. The entry title must exactly match the word or phrase in the content file.

5. If you want, select to display thetitleinitalics. For example, you may want to italicize medical
terminology.

6. Edit the description or definition in Plain Text or HTML format:

* Toedit the description in Plain Text format, enter it in the Description text box. The description
will appear exactly as you have typed it.

* Toedit the descriptionin HTML format, you can use the HTML Creator or hand code the

HTML:

* Tousethe HTML Creator, click Enable HTML Creator. For more information, see Using the
HTML Creator.
NOTE: Depending on administrator settings, the HTML Creator may not be available.

* Tohand codethe HTML:
i. SelectUseHTML.
ii. Inthe Description text box, edit the HTML code.
7. If you want to add or change the file associated with the entry:
a Click Browse. The Content Browser pop-up window appears.

b. Locate and select the files. For more information on browsing for files and folders, see
Navigating with Content Browser.

c. If you selected afilein Repository or Template Manager, do one of the following:
» |If you have not already subscribed to the file, do one of the following:
» To create asubscription to the file, select Subscribe and click OK
» Tocreateacopy of thefile that you can edit, select Copy and click OK.
» If you have already subscribed to the file, do one of the following:
* To usethe existing subscription, select Keep and click OK.
» Tocreateacopy of thefile that you can edit, select Keep and copy and click OK.
8. Inthe Keywords text box, enter keywords separated by commas, or edit the existing keywords.
9. Under Display this entry in the following collections, select each collection in which to display the

47



Chapter 8: Gallery

entry.

10. If you want to create links to the entry in HTML files, or edit how the entry islinked in HTML files,
do the following:

WARNING:  Section Instructors and Students creating entries do not have the option to enable
linking. However, designers can edit Section Instructor and Student entries. Designers
should be cautious about selecting the Automatic: all instances option for entry linking
when editing Student entries. Thisis because Students can edit their entry after you've
enabled it to show up in all instances of its occurrencein HTML files, without you
being able to preview the entry beforeit is released.

a.  Next to More Options, click the Expand/Collapse icon.
b. Under Entry linking, select how you want the entry to be linked:

» Tolink only selected instances of the entry titlein files, select Manual. For more information
on creating individual links, see Creating Manual Linksto Media Library Entries

e Toautomatically link only the first instance of the entry titlein all files, select Automatic:
first instance.

« Toautomatically link al instances of the entry titlein all files, select Automatic: all
instances. The Automatic: all instances linking option is set as the default. Y ou can override
the default when you create or edit an entry, or you can select a new default linking option
using the Manage Linking feature.

11. Click Save.
12. Click OK. If you edited the linking option for the entry, links are automatically updated as follows:

* |If you change from Automatic: all instances or Automatic: first instance to Manual, all links are
removed.

» If you change from Automatic: all instances to Automatic: first instance, al links but the first in
each file are removed.

» If you change from Manual or Automatic: first instance back to Automatic: all instances, all links
are put back in.

« |If you change from Manual or Automatic: all instances back to Automatic: first instance, the first
instance of the entry titlein each fileislinked.

13. If you edited the entry title and want to maintain linksto HTML files, you must open each HTML file
and edit the linked word or phrase to match the edited title of the entry.

Adding Entries to Collections

After an entry is created, you can add the entry to a collection that contains related entries.

NOTE: Entries can be added to more than one collection.
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To add an entry to a collection:
*  From within acollection:
a. Click Add Existing Entries.
b. Do one of the following:
» Toadd one or multiple entriesto a collection, select each entry.
» Toaddal entriesto acollection, in the table heading row, select the check box.
c. Click Add Selected.
* Fromthe Media Library screen:
a. Click View All Entries.
b. Do one of the following:
* To add one or multiple entries to a collection, select each entry.
* Toaddall entriesto acollection, in the table heading row, select the check box.

c. From the Add to collection drop-down list, select the collection to which you want to add the
entries and click the Go icon.

*  Fromthe Gallery screen:
a. Click View All Entries.
b. Do one of the following:
» To add one or multiple entries to a collection, select each entry.
» Toaddall entriesto acollection, in the table heading row, select the check box.

c. From the Add to collection drop-down list, select the collection to which you want to add the
entries and click the Go icon.

Viewing All Entries

You can view alisting of al entriesin the Media Library tool.
You can view alisting of al entriesin the Gallery tool.

1. Do one of thefollowing:
* Fromthe Media Library screen, click View All Entries.
* From the Gallery screen, click View All Entries.

* Fromwithin acollection, click Add Existing Entries.
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2. Toreturntothelisting of al collections, click View All Collections.

Previewing Entries

Some tools have a preview feature that allows you to see anitem as it will appear to Students.
Some tools have a preview feature that allows you to see anitem as it will appear to Portfolio Reviewers.

NOTE: If you want to test an assignment by completing and submitting it as a Student, see
Previewing and Testing Assignments.
1. Locatetheitem that you want to preview and click its ActionLinksicon.

2. Click Preview.

Exporting Entries

Y ou can export entries and import them to other collections.
Depending on Media Library settings, users enrolled as Section Instructors or Teaching Assistants may

not be able to export entries.
1. Do one of thefollowing:

» Toexport entries from a specific collection, from the Media Library screen, click the title of the
collection.

» Toexport entries from the Media Library, from the Media Library screen, click View All Entries.
This option is not available to users enrolled as Section Instructors or Teaching Assistants.

2. Do oneof thefollowing:

» Toexport entries from a specific collection, from the Gallery screen, click thetitle of the
collection.

» Toexport entries from the Gallery, from the Gallery screen, click View All Entries.
3. Select the entries you want to export and click Export.

4. Click Save and savethefile. The entries and any attachments are saved in azip file. The default zip
filenameis<section_title> Medi aEntri esExport -yyyy- mm dd- hh- nm ss. zi p where:

 <section_title>isthetitle of the section.
e yyyy- mmm dd isthe date that the entries were exported.

* hh-mm ss isthetime that the entries were exported.
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In the zip file, the entries are saved in acomma-separated values (. csv) file. Each entry appearsin
the following format:

<title>, <description> <use HTM.>, <di splay_in_italic>, "<keywords>", <entry_linking> <attachnent _fil e_nane>

The following table describes each field:

Field Description
<title> The entry title.
<descri pti on> The entry description. If the description contains

commas, quotation marks, or line breaks, it is
enclosed in quotation marks.

<use_HTM.> Determines whether the descriptionisin Plain
Text or HTML format. Possible values are:

e 0 =descriptionisin Plain Text format

e 1 =descriptionisin HTML format

<display_in_italic> Determines whether the titleisin regular or italic
font style. Possible values are:

e (0 =titleisinregular font style
e 1 =titleisinitalic font style

"<keywor ds>" Keywords associated with the entry, separated
by commas and enclosed in quotation marks.

Thisfield is not used in Gallery entries. When
you export Gallery entries, thisfield is blank.

<entry_linki ng> Determines how entries are linked. Possible
values are:

¢ 0 =manua
1 = automatic, first instance

* 2 =automatic, al instances

Thisfield isnot used in Gallery entries. When
you export Gallery entries, the default value 0 is
exported.
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Field Description
<attachment file_nanme> The file name of the attachment.
NOTE: When entries are exported, the

file names of attachments are
renamed with the ID of the entry.

EXAMPLE: appl e, "The fleshy, round, edible pomaceous fruit of the genus
Malus in the rose famly.",0,1, "pone,fruit", 2,912345678. | pg

EXAMPLE: appl e, "The fleshy, round, edible pomaceous fruit of the genus
Malus in the rose famly.",0,"",0,912345678. | pg

For information about importing entries, see Importing Entries.

Importing Entries

Y ou can import entries:

» that were exported from the Media Library in a course in which you are enrolled.

EXAMPLE: If you exported entries from a course that you were enrolled in last term, you can
import those entries to new collections that you create.

For more information, see Exporting Entries.

» that were exported from the Gallery in a portfolio.

EXAMPLE: If you exported entries from your portfolio, you can import those entries to new
collections that you create.

» that are saved in a Comma Separated Values (. csv), text (. t xt ), or zip file.

EXAMPLE: If you have downloaded Glossary entries from a CE 4.x course or have an Excel®
spreadsheet software file that contains glossary terms that you want to import, you can
modify its format and import it.

For information about how to format entries for import, see Formatting Entries for Import.

Depending on Media Library settings, users enrolled as Section Instructors or Teaching Assistants may
not be able to import entries.

If you import entries that were exported from the Media Library in a course, the keywords and entry
linking fields do not import.

1. Do one of thefollowing:
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» Toimport entries to a specific collection, from the Media Library screen, click thetitle of the
collection.

» Toimport entries to the Media Library, from the Media Library screen, click View All Entries.
This option is not available to users enrolled as Section Instructors or Teaching Assistants.

2. Do one of the following:
» Toimport entries to a specific collection, from the Gallery screen, click thetitle of the collection.
* Toimport entriesto the Gallery, from the Gallery screen, click View All Entries.

3. Click Import.

4. Locateand selectthe. csv, . txt, or zi p file.

5. If you are importing entries to Media Library and you do not want import entries to the collections
specified in thefile, select Ignore the collection information when importing.

6. Click Import. The entries are imported.

Formatting Entries for Import

If you have downloaded Glossary entries from a CE 4.x course or have an Excel® spreadsheet software
file that contains glossary terms that you want to import, you can modify the file and import it.

Depending on whether the entries have file attachments, you must format the entries in a Comma
Separated Values (. csv) or text (. t xt ) file:

» If theentries do not have file attachments, you must format the entriesina. csv or . t xt file.
» If the entries have file attachments:

e youmust format theentriesina. csv file.

» thefilenameof the. csv filemust beent ri es_export. csv.

* theentries_export.csv fileand all file attachments must be included in asingle zip file.
When creating the . csv or . t xt file, each entry must be in the following format:

<title>, <description> <use HTM.>, <di splay_in_italic>, "<keywords>", <entry_linking> <attachnent fil e_nane>

The following table describes the fields:

Field Description

<title> The entry title.
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Field Description

<descri ption> The entry description.

If the description contains commas, quotation marks,
or line breaks, it must be enclosed in quotation marks.

EXAMPLE: ponegranate,"A large fruit
havi ng many tiny seeds in an
i nedible, red
pulp.",0,1,"fruit, Punica
granatunt, 1

The description can bein Plain Text or HTML
format. If the descriptionisin HTML format, the
value of the<use_HTM_> field must be set to 1.

<use_HTM.> Determines whether the description isin Plain Text or
HTML format. Possible values are:

* 0 =descriptionisin Plain Text format

* 1 =descriptionisin HTML format

Thisfield isoptional. If you leaveit blank, the default
value 0 isused.

<display_in_italic> Determines whether the titleisin regular or italic font
style. Possible values are:

* 0 =titleisinregular font style
o 1 =titleisinitalic font style

Thisfield isoptional. If you leaveit blank, the default
value 0 isused.

" <keywor ds>" Keywords assaciated with the entry. They must be
separated by commas and enclosed in quotation
marks.

Thisfield is optional. Y ou can leaveit blank.

If you import entries to the Gallery, keywords are not
imported.
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Field Description

<entry_linking> Determines the entry linking. Possible values are:
* 0 =manua
e 1 =automatic, first instance

e 2 =automatic, al instances

Thisfield is optional. If you leaveit blank, the Media
Library default linking setting is used.

If you import entries to the Gallery, entry linking is
not imported.

<attachment file_nanme> The file name of the attachment.

EXAMPLE: appl e, "The fleshy, round, edible pomaceous fruit of the genus Ml us
inthe rose famly.",0,1,"pone, fruit", 2, SpartanAppl e. j pg

For information about importing entries, see Importing Entries.

Deleting Entries

Y ou can delete items using the Delete button or the ActionLinksicon. If aDelete button is available on
the screen, you can use it to delete one item, several items, or all items at the same time. If aDelete
button is not available, you can use the ActionLinksicon to delete oneitem at atime.

IMPORTANT: « Inthe Announcementstool, designers and instructors cannot delete announcements
that have been sent.

* Inthe Assessmentstool, if you delete a quiz, survey, or self test, Student submissions
for that assessment are also deleted.

* Inthe Chat tool, you can delete the default Common Room only if another room has
been created.

* Inthe Course Content tool, you can delete severa or all items from the Power View.
For more information, see using the Basic View or Power View.

* IntheMedia Library tool:
» designers can delete any entry.
» users other than designer can delete only their own entries.

* Inthe Web Linkstool, Students can delete only their own web links.

» Using the Delete button to delete one item or several items:
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1. Select theitemsand click Delete.

2. Click OK.
» Using the Delete button to delete al items on the current page:

1. Select the check box next to Title. All items on the current page are selected.

2. Click Delete.

3. Click OK.

4. If there are items on additional pages and you want to delete them, repeat steps 1 through 3.
e Using the ActionLinksicon to delete one item at atime:

1. Locatetheitem and click its ActionLinksicon.

2. Click Delete.

3. Click OK.

WORKING WITH COLLECTIONS

Creating or Editing Collections

Y ou can create collections to organize medialibrary entriesinto logical groupings. An entry can be added
to more than one collection.

Y ou can create collections to organize gallery entriesinto logical groupings. An entry can be added to
more than one collection.

Depending on administrator settings, you may also be able to set Student permissions to create entries for
the collection. If you remove these permissions after Students have created content, the content remains,
but further Student entries are not allowed.
1. Depending on whether you are creating or editing a collection, do one of the following:

» If you are creating a collection, from the Media Library screen, click Create Collection.

» If you are creating a collection, from the Gallery screen, click Create Collection.

» If you are editing a collection:

a From the Media Library screen, locate the collection that you want to edit and click its
ActionLinksicon.

b. From the Gallery screen, locate the collection that you want to edit and click its ActionLinks
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icon.
c. Click Edit Properties.

Enter atitle and description:

NOTE: The description is visible to Students and appears next to the collection title.
NOTE: The description is visible to Portfolio Reviewers and appears next to the collection
title.

» To create the description in Plain Text format, enter it in the Description text box. The
description will appear exactly as you have typed it.

» To create the description in HTML format, you can use the HTML Creator or hand code the
HTML:

* Tousethe HTML Creator, click Enable HTML Creator. For more information, see Using the
HTML Creator.

NOTE: Depending on administrator settings, the HTML Creator may not be available
or it may appear by default.

* Tohand codethe HTML:
a Select Use HTML.
b. Inthe Description text box, enter the HTML code.
Select to show or hide the item.

Under Student Permissions, select to allow or disallow Students to create entries.
NOTE: Depending on administrator settings, this setting may not be available to you.

In the Keywords text box, enter one or more keywords, separated by commas.

Click Save.

Adding Entries to Collections

After an entry is created, you can add the entry to a collection that contains related entries.

NOTE: Entries can be added to more than one collection.

To add an entry to a collection:

From within a collection:
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Click Add Existing Entries.

Do one of the following:

» To add one or multiple entries to a collection, select each entry.

» Toaddall entriesto acollection, in the table heading row, select the check box.
Click Add Selected.

From the Media Library screen:

a

b.

Click View All Entries.

Do one of the following:

» Toadd one or multiple entries to a collection, select each entry.

* Toaddall entriesto acollection, in the table heading row, select the check box.

From the Add to collection drop-down list, select the collection to which you want to add the
entries and click the Go icon.

From the Gallery screen:

a

b.

Click View All Entries.

Do one of the following:

» Toadd one or multiple entries to a collection, select each entry.

* Toaddall entriesto acollection, in the table heading row, select the check box.

From the Add to collection drop-down list, select the collection to which you want to add the
entries and click the Go icon.

Viewing a Collection

You can view alisting of all the entries associated with a collection.

1
2.

From the Media Library screen, locate the collection that you want to view and click itstitle.

From the Gallery screen, locate the collection that you want to view and click itstitle.

To toggle between showing and hiding the collection's Description, click the Expand/Collapse

Description icon.

Toreturn to the listing of al collections, in the breadcrumbs, click Media Library.

Toreturn to the listing of all collections, in the breadcrumbs, click Gallery.
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Previewing Collections

Some tools have a preview feature that allows you to see anitem as it will appear to Students.
Some tools have a preview feature that allows you to see anitem as it will appear to Portfolio Reviewers.

NOTE: If you want to test an assignment by completing and submitting it as a Student, see
Previewing and Testing Assignments.
1. Locatetheitem that you want to preview and click its ActionLinks icon.

2. Click Preview.

Moving Collections

In generdl, itemsinitially appear in the order that they were created. In some tools, there is an Order
column with numeric indicators that show the order that items were created. If the tool has an Order
column, you can sort itemsin ascending (A to Z, or 1 to 9) or descending (9to 1, Z to A) order. An
up-arrow indicates that items are currently sorted in ascending order. A down-arrow indicates that items
are currently sorted in descending order. Y ou can move items up or down and change their order. All
users see the items in the specified order.
1. Click the column title Order until the list is sorted in ascending order.
2. Select theitem.
3. Do oneof thefollowing:

* Tomoveanitem up:

a. Locate anitem above the one that you already selected and click its Click to view move
optionsicon.

b. Click Move Selected Above.
+ To move an item down:

a. Locate anitem below the one that you already selected and click its Click to view move
optionsicon.

b. Click Move Selected Below.

Sorting Collections
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If acolumn titleis underlined, you can sort items by that column. Y ou can sort in either ascending order
(AtoZ,or 1to9) or descending order (Zto A, or 9to 1). An up-arrow next to the column title indicates
that items are currently sorted in ascending order. A down-arrow next to the column title indicates that
items are currently sorted in descending order.

NOTE: Items remain in the specified sort order until you go to another screen.

From the table heading row:

e Click thetitle of the column by which you want to sort items. If the items were not previously sorted
by that column, they are now sorted in ascending order. If the items were previously sorted by that
column, they are now sorted in descending order.

» If you want to reverse the sort order, click the column title again.

Removing Entries from a Collection

NOTE: Removing an entry from a collection does not delete the entry, nor doesit change its status
in other collections.

1. From within a collection, do one of the following:

» Toremove one or more entries, select each entry.

» Toremoveal entries, in the table heading row, select the check box.
2. Click Remove.
3. Click OK.

Linking Collections to the Home Page

If you have content items, such as assignments, discussion topics, individual web links, and medialibrary
collections, you can create links to these items in the following locations:

* Home Page and other content folders in the Course Content tool

» learning modules in the Learning Modul es tool
Users can access these items by clicking the links in Course Content and Learning Modules.

If you have created items with portfolio tools, such as binders, reflection topics, individual web links, and
gallery collections, you can create links to these itemsin the following locations:

* Home Page and other foldersin the Home Page tool

e bindersin the Binderstool
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Portfolio Reviewers can access these items by clicking the links on the Home Page and in binders.

NOTE: In the Media Library tool, you can create links to collections but not to individual entries.
In the Web Links tool, you can create links to individual web links but not to categories.

NOTE: In the Gallery tool, you can create links to collections but not to individual entries. In the
Web Linkstool, you can create links to individual web links but not to categories.

1. Gotothetool containing the item that you want to link to. For example, if you want to create alink to
aweb link, go to the Web Links tool.

2. Locate and select the item.

3. From the Create Link on drop-down list, select the location for the link and click the Go icon.

Viewing Links to Collections

If there are links to an item, such asaweb link, in other locations of a course, you can view alist of these
locations.

If there are links to an item, such as aweb link, in other locations of a portfolio, you can view alist of
these locations.
1. Locatetheitem and click its ActionLinks icon.

2. Click View Links to this Item.

Deleting Collections

NOTE: Deleting a collection does not delete the entries that are included in that collection.

1. Do one of thefollowing:
* Todeletean individual collection:
a. Depending on your location in Media Library, do one of the following:
» Fromthe Media Library screen, locate the collection and click its ActionLinks icon.
» Fromwithin a collection, click the ActionLinks icon next to the collection title.
b. Depending on your location in Gallery, do one of the following:
» From the Gallery screen, locate the collection and click its ActionLinks icon.

* From within acollection, click the ActionLinks icon next to the collection title.
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c. Click Delete.
e Todelete multiple collections:

a. Fromthe Media Library screen, next to each collection that you want to delete, select the
check box.

b. From the Gallery screen, next to each collection that you want to delete, select the check box.
c. Click Delete.
* Todeleteall collections:

a. Fromthe Media Library screen, in the table heading row, select the check box. All
collections are selected.

b. From the Gallery screen, in the table heading row, select the check box. All collections are

sel ected.
c. Click Delete.
2. Click OK.
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CHAPTER 9: GOALS

Y ou can use the Goals tool to record and track your learning goals. Y ou can create categories to organize
goals. For example, you may want to create an Institution category to record your institution's general
goals aswell as a Personal category for your own goals.

Y ou can associate files and portfolio material, such as reflection topics and binders, with goals. If you
want to, you can set permissionsin Set Preferences to alow Portfolio Reviewers to view associated files
and material.

CREATING OR EDITING GOALS

1. Depending on whether you are creating or editing a goal, do one of the following:
» If you are creating agoal, click Create Goal.
* If you are editing agoal:
a Next tothetitle of the goal you want to edit, click the ActionLinksicon.
b. Click Edit Properties.

N

Enter atitle and description.

w

Under Item Visibility, select to show or hide the item for Students.

Ea

If you want to place the goal into a category, under Category, select an existing category, or create a
new one.

o

Click Save.

ASSOCIATING OTHER ITEMS WITH GOALS

Y ou can associate course content or activities, such as assessments or assignments, with goals. This
allows you to communicate to Students which items in the course will support progress towards the
achievement of each goal. For example, if agoal isfor Students to become familiar with Monet's
paintings, you can create alink from this goal to a Media Library collection containing image files of the
paintings.

Y ou can associate portfolio items, such as reflection topics or gallery collections, with goals. This allows
you to communicate to Portfolio Reviewers which items in the portfolio demonstrate progress towards the
achievement of each goal. For example, if agoal isfor you to become familiar with Monet's paintings,
you can create alink from this goal to a Gallery collection containing image files of the paintings and
your critique of each painting.
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From the Goals screen, locate the goal with which you want to associate content and click itstitle.
From the Goals screen, locate the goal with which you want to associate items and click itstitle.
Click Associate Content.

Click Associate Other Items.

From the tools displayed, click the tool containing the item you want to associate and select it from
the inventory list.

Click Add Selected.

ASSOCIATING FILES WITH GOALS

A DN PE

From the Goals screen, locate the goal with which you want to associate afile, and click itstitle.
Click Associate File.
Click Browse for Files. The Content Browser pop-up window appears.

Locate and select the files you want to associate. For more information, see Navigating with Content
Browser.

If you selected files in Repository or Template Manager that you have not already subscribed to, do
one of the following:

» To create subscriptions to the files, select Subscribe and click OK
» To create copies of thefiles that you can edit, select Copy and click OK.

If you selected files in Repository or Template Manager that you have already subscribed to, do one
of the following:

» To usethe existing subscriptions, select Keep and click OK.
» To create copies of the filesthat you can edit, select Keep and copy and click OK.

If you want to remove afile that you have included, click the Remove icon.

VIEWING ASSOCIATED CONTENT

NOTE: Depending on administrator settings, this feature may not be available.

Y ou can view files and course content, such as assessments or assignments, that have been associated
with agoal.

Y ou can view files and portfolio material, such as reflection topics and binders, that have been associated
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with agoal.

From the Goals screen, click the goals whose associated files or course content you want to view.
From the Goals screen, click the goals whose associated files or other items you want to view.

REMOVING ASSOCIATED FILES OR OTHER ITEMS

Y ou can remove the association of files or course, such as web links, from goals.
Y ou can remove the association of files or portfolio items, such as web links, from goals.

1. From the Goals screen, locate the goal from which you want to disassociate a file or content, and
click itstitle.

N

From the Goals screen, locate the goal from which you want to disassociate afile or other items, and
click itstitle.

w

Select the items you want to disassociate, or to disassociate al, select the check box next to Title.

Ea

Click Remove.

o

Click OK.

CREATING OR EDITING CATEGORIES

Y ou can organize your goals into categories.

ExXAMPLE:  You may want to create a category for each unit in your course to help Students
understand the expected outcomes of each.

EXAMPLE:  You may want to distinguish your career and educational goals by creating a Career Goals
category and an Educational Goals category.

1. Depending on whether you are creating or editing a category, do one of the following:
» If you are creating a category, from the Goals screen, click Create Category.
» If you are editing a category:

a. Fromthe Goals screen, locate the category that you want to edit and click its ActionLinks
icon.

b. Click Edit Properties.

2. Enter atitle, and description.
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3. Click Save.

SHOWING OR HIDING GOALS

Y ou can make an item, such as a chat room, learning module, web link, media library collection, or file
visible to Students by showing the item in your course. Alternatively, if you do not want an item to be
visible yet, you can hide it temporarily.

Y ou can make an item, such as a binder, web link, gallery collection, or file visible to Portfolio Reviewers
by showing the item on the Home Page. Y ou can also make a goal visible by showing it in the Goalstool.
Alternatively, if you do not want an item to be visible yet, you can hide it temporarily.

NOTE: By default, when aquiz, self test, survey, or assignment is created, it is hidden from
Students.

» Beforeyou can show aquiz, self test, or survey and make it visible to Students, you
must add at least one question to it.

» Beforeyou can show an assignment and make it visible to Students, you must
distribute the assignment to Students.

* Toshow anitem:
1. Locatetheitem and click its ActionLinksicon.
2. Click Show Item.

e Tohideanitem:
1. Locatetheitem and click its ActionLinksicon.
2. Click Hide Item.

MOVING GOALS

In general, itemsiinitially appear in the order that they were created. In some tools, there is an Order
column with numeric indicators that show the order that items were created. If the tool has an Order
column, you can sort itemsin ascending (A to Z, or 1 to 9) or descending (9to 1, Z to A) order. An
up-arrow indicates that items are currently sorted in ascending order. A down-arrow indicates that items
are currently sorted in descending order. Y ou can move items up or down and change their order. All
users see the items in the specified order.

1. Click the column title Order until thelist is sorted in ascending order.
2. Select theitem.
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3. Do oneof thefollowing:

* Tomoveanitem up:

a. Locate anitem above the one that you already selected and click its Click to view move
optionsicon.

b. Click Move Selected Above.

+ To move an item down:

a. Locate anitem below the one that you already selected and click its Click to view move
optionsicon.

b. Click Move Selected Below.

DELETING GOALS

Y ou can delete items using the Delete button or the ActionLinks icon. If aDelete button is available on
the screen, you can use it to delete one item, severa items, or al items at the sametime. If aDelete
button is not available, you can use the ActionLinksicon to delete oneitem at atime.

IMPORTANT:

In the Announcements tool, designers and instructors cannot delete announcements
that have been sent.

In the Assessments toal, if you delete aquiz, survey, or self test, Student submissions
for that assessment are also deleted.

In the Chat tool, you can delete the default Common Room only if another room has
been created.

In the Course Content tool, you can delete several or all items from the Power View.
For more information, see using the Basic View or Power View.

In the Media Library tool:
e designers can delete any entry.
e users other than designer can delete only their own entries.

In the Web Links tool, Students can delete only their own web links.

» Using the Delete button to delete one item or several items:

1. Select theitemsand click Delete.

2. Click OK.

» Using the Delete button to delete al items on the current page:

1. Select the check box next to Title. All items on the current page are selected.
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2. Click Delete.

3. Click OK.

4. If there are items on additional pages and you want to delete them, repeat steps 1 through 3.
» Using the ActionLinksicon to delete one item at atime:

1. Locatetheitem and click its ActionLinksicon.

2. Click Delete.

3. Click OK.
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CHAPTER 10: GUESTS

IMPORTANT: Topicsin this chapter apply to Portfolio Owners only.

Y ou can use the Guests tool to allow other users to access your portfolio. There are two types of guests:
those users who are members of your institution and those who are not.

Members of your institution include people who are enrolled in your courses, such as Section Instructors,
Students, and Teaching Assistants, as well as other people in your institution, such as administrative staff
and other faculty members. Y ou can give these people access to your portfolio by selecting them and
assigning them arole.

People who are not members of your institution include family, friends, and business colleagues. Y ou can
give these people access to your portfolio by creating guest accounts for them that contain their name,
portfolio role, and access information. All guest accounts have an expiry date. By default, the expiry date
is 30 days from the date that the guest account is created, but you can change this during the set up of the
account. When an account expires, it is automatically removed from the system and the guest can no
longer access your portfolio. These guest accounts are associated with your portfolio only; other Portfolio
Owners cannot browse or select them to add to their portfolios.

Regardless of the type of guest, each guest is assigned arole, either the Portfolio Designer role or the
Portfolio Reviewer role. Each role hasits own set of permissions which control the type of accessthat the
guest has to your portfolio. Portfolio Designers have permissions so they can help you build your
portfolio while Portfolio Reviewer s can only view your portfolio and give feedback. For more detailed
information on these roles, see About Role Permissions.

ABOUT ROLE PERMISSIONS

Users can be given access to the Portfolios area by enrolling them in a portfolio role with a specific set of
permissions. The roles, and their associated permissions are:

69



Chapter 10: Guests

Role

Permissions

Portfolio Administrator

Thisrole can:

create and delete portfolios
edit portfolio properties
manage users in the Portfolios area

manage the enrollment of all Portfolio
Administrators

manage the enrollment of usersin the Portfolio
Owner, Portfolio Designer, and Portfolio
Reviewer rolesin portfolios

manage the background jobs that occur in the
Portfolios area

manage Settings that control authentication and
administration functions within the Portfolios
area. Also manage settings that control the
availability, display, and functionality of tools
and features in portfolios

Portfolio Owner

For the portfolios that they own, this role can:

add content to the portfolio
edit and delete content
customize the portfolio's appearance

manage settings that control the availability,
display, and functionality of tools and features
in portfolios

give other users access to the portfolio

manage guest accounts in the portfolio

Portfolio Designer

For the portfolios that they have been granted
designer permissions, thisrole can:

add content to the portfolio
edit and delete content
customize the portfolio's appearance

manage settings that control the availability,
display, and functionality of tools and features
in portfolios
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Role Permissions

Portfolio Reviewer For the portfolios that they have been granted
reviewer permissions, thisrole can:

e view portfolios

¢ use the Reflections and Message Center tools
to post messages and give feedback on the
portfolio.

ADDING EXISTING USERS AS GUESTS

NOTE: Depending on administrator settings, one or both of the options described in this topic may
not be available to you. For more information, contact your Portfolio Administrator.

Y ou can give members of your institution access to your portfolio by adding them as guests and assigning
them a portfolio role. Each guest will receive an e-mail invitation to view your portfolio. The invitation
will contain your name, and a link to your portfolio. It will also contain the guest's institution user name,
which they will use, along with their password, to log in to your portfolio.
1. From the Guests screen, click Add Guests.
2. Do oneof the following:
e If the user isamember of your institution and you know their user name:
a.  Select Enter a user name and click Next.
b. Inthe User nametext box, enter the person's user name.
* If theuser isenrolled in one or more of your courses, but you don't know their user name:
a.  Select Browse my courses and click Next.
b. Click Browse.
c. Click the coursetitle.
d. Do one of the following:

e Toadd users based on their enrollment in the course, under Find by Course Role, select
the role. You can also select multiple roles. To select all roles, in the heading row, select
the check box next to Role Type.

* Toaddindividua users, or groups of users (if they exist), under Find by Name or Group
Name, locate and select each user or group. To select all users and groups, in the heading
row, select the check box next to Name.

e. Click Save. A list of al usersto be added as guests is displayed.

71



Chapter 10: Guests

f. If you want to remove a guest, click the Remove icon next to the user's name.

3. Select aportfolio role for each guest to be enrolled in. Only one role can be selected. For more
information, see About Role Permissions.

4. |If desired, in the E-mail text box, enter any additional text that you want to appear in the invitation
that your guest receives.

5. Click Save.
6. Click OK.

CREATING GUESTS

Y ou can give portfolio access to people outside of your institution, such as family members or
prospective employers, by creating guest accounts for them and assigning them a portfolio role.

A guest account contains a person's name, user name, email address, portfolio role, and an account expiry
date. By default, guest accounts are set to expire 30 days from the date they are created. Y ou can override
this default by entering your own expiry date when you create the guest account. Y our guest accounts
cannot be browsed or selected by other Portfolio Owners.

Y our guest will receive an e-mail invitation to view your portfolio. The e-mail will contain your name, a
link to your portfolio, and the guest's user name and password, which they will useto log in to your
portfalio.

NOTE: Depending on administrator settings, there may be alimit to the number of guest accounts
that can exist in your portfolio at onetime. If you are notified that you have reached your
account quota, you must remove some accounts from the system before you can create
more (Guests that are members of your institution are not included in this quota). For more
information, see Removing Guests.

From the Guests screen, click Add Guests.
Select Create a new guest and click Next.

In the First name and Last name text boxes, enter the user's first and last names.

A WD P

In the User name text box, enter a unique user name. Each time the user logsin to your portfolio, they
will enter their user name and password.

5. Inthe E-mail text box, enter the guest's e-mail address. Thiswill be used to send your guest an
invitation to view your portfolio.

6. Under Expiry Date, click the Date Selection and Time Selection icons to select a date and time for the
guest's account to expire. If nothing is selected, the account will expire in 30 days.

7. Select aportfolio role for the guest to be enrolled in. For more information, see About Role
Permissions.
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8. If desired, in the E-mail text box, enter any additional text that you want to appear in the invitation
that your guest receives.

9. Click Save.
10. Click OK.

VIEWING AND EDITING GUEST INFORMATION

For those guests that you added to your portfolio by creating new guest accounts, you can view their user
information. Y ou can also edit their name, email address, expiry date, and portfolio role. These guests
appear as links on the Guests screen.

NOTE: Y ou cannot view or edit the information of guests that are members of your institution; the
Institution Administrator manages these user records.

1. From the Guests screen, locate and click the guest whose information you want to view or edit. The
guest's user information is displayed.

2. Do one of the following:
» Toreturn to the Guests screen, click OK.
* To update the information:
a Click Edit
b. Edit thetext in the First name, Last name, and E-mail text boxes as required.

c. To changethe date that the guest's account expires, next to Expiry Date, click the Date
Selection and Time Selection icons to select anew date and time.

d. To changetherolethat the guest is enrolled in, select the new role.

e. Click Save.

UPDATING A GUEST'S EXPIRY DATE

All guest accounts have an expiry date. By default, the expiry date is 30 days from the time that the guest
account is created, but another expiry date can be selected when the account is created. When an account
expires, it is automatically removed from the system and the guest no longer has access to your portfalio.

Y ou can update a guest's expiry date at any time before the guest account expires.

1. From the Guests screen, locate and click the guest.
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2. Click Edit.

3. Next to Expiry Date, click the Date Selection and Time Selection icons and select a new date and
time. Y ou cannot select adate or time that isin the past.

4. Click Save.

REMOVING GUESTS

Y ou can remove guests that you no longer want to have access to your portfolio. If you added the guest
by creating a guest account for them, removing them deletes their guest account from the system. If the
guest is amember of the institution, they are removed from your portfolio but their user record remains
intact.

NOTE: The Portfolio Owner can only be removed by the Portfolio Administrator.

1. From the Guests screen, do one of the following:
» Toremove one or more guests, select each guest and click Remove.

* Toremoveall guests, in the heading row, select the check box next to User name and click
Remove.

2. Click OK.

74



Chapter 11: Home Page

CHAPTER 11: HOME PAGE

The Home Page tool allows you to create and organize portfolio material for presentation to Portfolio
Reviewers. To do this, you use the following:

» Files. You can create Plain Text or HTML files, or you can select files from the Filestool, such as
course artifacts.

e Linksto Other Items. Y ou can add links to itemsin portfolio tools. For example, if there are Internet
addresses in the Web Links tool, you can add links to those Internet addresses from the Home Page
tool.

* Folders. You can create folders to group and organize material into logical units within the Home
Page tool.

Organize material on the Home Page to guide Portfolio Reviewers through your portfolio effectively. For
example, you could organize material chronologically or by topic. If you wanted to organize material
chronologically, you could create a different folder for each year of your education. Portfolio Reviewers
could see your progression over time. Or, if you wanted to organize content by topic, you could create a
different folder for each topic covered in your portfolio. If thereis material that you do not want Portfolio
Reviewers to access yet, you can hide it temporarily.

Portfolio Reviewers can access material you add to the Home Page from the following areas:

*  Onthe Home Page screen, which isthe first screen of the Home Page tool. The Home Page screen is
aso the top level where you can organize content.

*  Onthe Portfolio Outline. The Portfolio Outline appears under the Home Page tool in the portfolio
menu and offers an outline view of the Home Page that you can use to navigate material.

ACCESSING CONTENT ON THE HOME PAGE

The Home Page screen is the first screen of the Course Content tool. Depending on how the course was
designed, you can access the following from the Home Page screen:

The Home Page screen is the first screen of the Home Page tool. Depending on how the portfolio was
designed, you can access the following from the Home Page screen:

* Files. Files contain course material, such as course requirements, lessons, or reading lists.

* Files. Filesare portfolio material, such as assessment submission artifacts, essays, or multimedia
presentations.

»  Content Links. Content links are links to items in other course tools. For example, if there are Internet
addresses in the Web Links tool, you can access the addresses by clicking content links to them. This
allows you to access a variety of content from a central location. Y ou are not required to go to each
course tool to access different content items.

» Linksto Other Items. Linksto other items are links to material created with portfolio tools. For
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example, if there are Internet addresses in the Web Links tool, you can access the addresses by
clicking links to them. This allows you to access a variety of material from a central location.

e Content Folders. Content folders are used to further organize course content. For example, if course
content is organized chronologically or by topic, you may see severa content folders, each containing
the appropriate material to be used at a specific time or for a certain subject area. A content folder can
exist within another content folder.

» Folders. Folders are used to further organize portfolio material. For example, if portfolio material is
organized chronologically or by topic, you may see several folders, each containing the appropriate
material to be used at a specific time or for a certain subject area. A folder can exist within another
folder.

To access items on the Home Page screen, do one of the following:
» Click theitem.
» Using the ActionLinks icon:

a Locatetheitem and click its ActionLinksicon.

b. Click the Go to option.

ACCESSING CONTENT ON THE PORTFOLIO

OUTLINE

The Portfolio Outline contains alist of linksto material in the Home Page tool, presented in outline
format. If the map is available, you can accessit on the Portfolio Menu. Y ou can use the outline to access
the following:

» Files. Filesare portfolio material, such as assessment submission artifacts, essays, or multimedia
presentations.

» Linksto Other Items. Linksto other items are links to material created with portfolio tools. For
example, if there are Internet addresses in the Web Links tool, you can access the addresses by
clicking links to them. This allows you to access a variety of material from a central location.

» Folders. Folders are used to further organize portfolio material. For example, if portfolio material is
organized chronologically or by topic, you may see several folders, each containing the appropriate
material to be used at a specific time or for a certain subject area. A folder can exist within another
folder.

1. Under Portfolio Menu, click the Expand Portfolio Outlineicon. A list of links appears.

2. Click thelink for the item.
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EXPANDING AND COLLAPSING MENUS

Menus are the primary navigation feature in a portfolio. Menus are visible throughout the portfolio and
contain links to tools used for creating material, designing and customizing your portfolio, and managing
guests. Y ou can access tools by clicking the links on the menus.

If the links are displayed as both icons and text, you can horizontally expand and collapse the menu frame
to display or hide icon labels on the menus. Collapsing the menu frame increases the viewing area of the
current screen. You can also vertically expand and collapse the Portfolio Menu, Owner Tools and Options
menus individually.

» Toexpand or collapse the menu frame, click the Expand or Collapse toggle.

* Toexpand or collapse the Portfolio Menu, Owner Tools or Options menus. Click the Expand or
Collapse icon next to the heading.

USING THE BASIC VIEW OR OUTLINE VIEW

When you organize material in the Home Page tool, you can place it on the Home Page screen or in
folders on the Home Page screen.

Y ou can view material on the Home Page screen and in folders in two ways. using the Basic View or
Outline View. If you want to view materia the way Portfolio Reviewers will view it, use the Basic View.
If you want to view material in atree-like structure that shows the hierarchy of items within the Home
Page screen and in folders, use the Outline View. Y ou can also perform batch actions such as moving and
deleting multiple items in the Outline View.

1. From either the Home Page screen or in afolder, click Page Options.

2. Click Go to Basic View or Go to Outline View.

WORKING WITH FILES

In the Course Content tool, you can use files to present course content, such as lessons, reading lists, or
lesson objectives. Y ou can create files or browse for filesin File Manager.

In the Home Page tool, you can use files to present portfolio material, such as assessment submission
artifacts, essays, or multimedia presentations. Y ou can create files or browse for filesin Files.

Adding Files
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Y ou can present course content by adding files in the Course Content or Learning Modules tools. This
allows Student to access content from these locations.

Y ou can present portfolio material by adding files in the Home Page or Binderstools. This alows
Portfolio Reviewersto access material from these locations.

To add afile, you have the following options. browse for files in another location or create an HTML file.

1. From thelocation where you want to add afile, click Add File.
2. Click one of the following options:
e Browse for Files.

e Create File.

Browsing for Files

Y ou can get files from other locations and add them to the Home Page or Binderstools. This alows
Portfolio Reviewers to access the files from these | ocations.

1. From thelocation where you want to add afile, click Add File. A menu appears.

2. Click Browse for Files. The Content Browser pop-up window appears.

3. Locate and select the files. For more information on navigating, see Navigating with Content
Browser.

Creating Files

Y ou can create files to present content in the Course Content or Learning Modules tools. Y ou can create
filesin Plain Text or HTML format. To create filesin HTML format, you can hand code the HTML or
usethe HTML Creator. HTML Creator offers an easy, graphical interface for applying formatting, such
as boldface, and for inserting images and links.

Y ou can create files to present content in the Home Page or Binderstools. Y ou can create filesin Plain
Text or HTML format. To create filesin HTML format, you can hand code the HTML or use the HTML
Creator. HTML Creator offers an easy, graphical interface for applying formatting, such as boldface, and
for inserting images and links.

NOTE: Depending on administrator settings, the HTML Creator may not be available.

1. From the location where you want to add afile, click Add File.
2. Click Create File.

3. Enter atitle.
4

Enter your content in Plain Text or HTML format:
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« To enter the content in Plain Text format, in the Content text box, enter the content. The content
will appear exactly asyou have typed it.

* Toenter the content in HTML format, you can use the HTML Creator or hand code the HTML.:

* Tousethe HTML Creator, click Enable HTML Creator. For more information, see Using the
HTML Creator.

NOTE: Depending on administrator settings, the HTML Creator may not be available.

* Tohand codethe HTML:
a Select Use HTML.
b. Enter the HTML code.
5. If you want to insert an equation in the file, see Creating and I nserting Equations.

6. If you want to specify afile name for the file, in the File name text box, enter a name. If you do not
specify afile name, thetitle of the file will be used as the file name.

7. Next to Item Visibility, select to show or hide the item for Students.

8. Under Goals, if you want to associate agoal with thisfile:
NOTE: Goals are available only to designer roles.

a. Click Select Goals.
b. Select each item you want to associate.
c. Click Add Selected.

9. Click Save.

Editing Files

IMPORTANT: Editing afile that contains manual medialibrary links removes these links. Therefore, after
thefileis edited, you must re-link the terms to their medialibrary entries. For more
information, see Creating Manual Linksto Media Library Entries.

If files were added in the Course Content or Learning Modules tools, you can edit the title and content of
files. To edit files, you can use HTML or plaintext. If you are using HTML, you can hand-code the
HTML or usethe HTML Creator. HTML Creator offers an easy, graphical interface for applying
formatting, such as boldface, and for inserting images and links.

If files were added in the Home Page or Binders tools, you can edit the title and content of files. To edit
files, you can use HTML or plain text. If you are using HTML, you can hand-code the HTML or use the
HTML Creator. HTML Creator offers an easy, graphical interface for applying formatting, such as
boldface, and for inserting images and links.
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NOTE: Depending on administrator settings, the HTML Creator may not be available.

1.
2.
3.
4,

Locate the file that you want to edit and click its ActionLinks icon.
Click Edit Properties.

In the Title text box, edit the title.

In the Content text box, edit the content in Plain Text or HTML format:

» Toedit the content in Plain Text format, enter the text. The content will appear exactly as you
have typed it.

* To edit the content in HTML format, you can use the HTML Creator or hand code the HTML.:

* Tousethe HTML Creator, click Enable HTML Creator. For more information, see Using the
HTML Creator.

NOTE: Depending on administrator settings, the HTML Creator may not be available.

* Tohand codethe HTML:
a Select UseHTML.
b. Editthe HTML code.
If you want to insert an equation in the file, see Creating and Inserting Equations.
Under Goals, if you want to associate a goal with thisfile:
a. Click Select Goals.
b. Select each goal you want to associate.
c. Click Add Selected.
Click Save.

Previewing Files

Some tools have a preview feature that allows you to see anitem as it will appear to Students.

Some tools have a preview feature that allows you to see an item asit will appear to Portfolio Reviewers.

NOTE: If you want to test an assignment by completing and submitting it as a Student, see

1
2.

Previewing and Testing Assignments.

Locate the item that you want to preview and click its ActionLinksicon.

Click Preview.
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Showing or Hiding Files

Y ou can make an item, such as a chat room, learning module, web link, medialibrary collection, or file
visible to Students by showing theitem in your course. Alternatively, if you do not want an item to be
visible yet, you can hide it temporarily.

Y ou can make an item, such as a binder, web link, gallery collection, or file visible to Portfolio Reviewers
by showing the item on the Home Page. Y ou can also make a goal visible by showing it in the Goalstool.
Alternatively, if you do not want an item to be visible yet, you can hide it temporarily.

NOTE: By default, when aquiz, self test, survey, or assignment is created, it is hidden from
Students.

» Beforeyou can show aquiz, self test, or survey and make it visible to Students, you
must add at least one question to it.

» Beforeyou can show an assignment and make it visible to Students, you must
distribute the assignment to Students.

* Toshow anitem:
1. Locatetheitem and click its ActionLinksicon.
2. Click Show Item.

* Tohideanitem:
1. Locatetheitem and click its ActionLinksicon.

2. Click Hide Item.

Customizing Links to Files

From the Build tab, you can customize links to items in the Course Content tool. This alows you to
change the default icon, title, or description of alink.

From the Build Portfolio tab, you can customize links to items in the Home Page tool. This allows you to
change the default icon, title, or description of alink.

The default icon is asmall image representing the item and is determined by the icon set used in the
course. Y ou can use your own images as custom icons.

The default icon is a small image representing the item and is determined by the icon set used in the
portfolio. Y ou can use your own images as custom icons.

The default title is the title provided when the item was created. Users can click either theicon or titleto
view the item.

The default description, which appears below the title, is the description provided when the item was
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created. The description can be a summary or other helpful information about the item, which helps users
decide if they want to view the item or not. If the description islong, only part of it is displayed with a
more link to the rest of the description.

IMPORTANT: When you customize alink, the changes apply to that occurrence of the link only. If the
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link appearsin different locations and you want all occurrences of the link to have the
same customization, you must customize the link in every location.

From the Build tab, locate the link that you want to customize and click its ActionLinks icon.

From the Build Portfolio tab, locate the link that you want to customize and click its ActionLinks
icon.

Click Customize Link.
Under Linked To, note the location of the item and ensure thisis the link that you want to customize.
In the Custom Title for this Link text box, customize the title.
If you want thislink to open in anew browser window, select this option.
In the Custom Desrciption for this Link text box, customize the description.
If you want, customize the icon or use the original icon if it was changed before:
» |If theicon was changed before and you want to use the original icon, click Revert to Original.
» If theicon was not changed before, you can customize it:
a. Click Replace Image. The Content Browser pop-up window appears.

b. Locate and select the file you want to use. For more information, see Navigating with Content
Browser.

Click Save.

Moving Files

In the Course Content tool, you can move items to the Home Page screen or a content folder. If theitem
isaready in a content folder, you can move it to a different content folder. In the Basic View, you can
move one item at atime. In the Power View, you can move several items at atime.

In the Home Page tool, you can move items to the Home Page screen or afolder. If theitemisaready in
afolder, you can move it to adifferent folder. In the Basic View, you can move oneitem at atime. In the
Outline View, you can move several items at atime.

If you want to move one item at atime:
1. Click Page Options and click Go to Basic View.

2. Locatetheitem and click its ActionLinks icon.
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3. Click Move to Folder.
4. Click the folder that you want to move the item to.
* |If youwant to move several items:
1. Click Page Options and click Go to Power View.
Click Page Options and click Go to Outline View.
Select the items.
Locate the header for the folder that you want to move the items to.

Click the Click to view move options icon for the header.
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Click Move Selected Below.

Removing Links to Files

If links to files or content items were added to alocation in the course, you can remove those links. Users
will no longer be able to access those items from that location. Removing alink does not delete the item
itself.

If links to files or items were added to alocation in the portfolio, you can remove those links. Users will
no longer be able to access those items from that location. Removing alink does not delete the item itself.

1. Locatethelink click its ActionLinksicon.

2. Click Remove.

3. Click OK.

Repositioning Files

In the Course Content tool, you can move items, such asfiles, to different positions on the screen.
In the Home Page tool, you can move items, such asfiles, to different positions on the screen.

In the Basic View, you can move one item at atime. Depending on the current position of the items, you
can move them up, down, left, or right. In the Power View, you can move several items at atime but you
can only move items up and down.

In the Basic View, you can move one item at atime. Depending on the current position of the items, you
can move them up, down, left, or right. In the Outline View, you can move several items at atime but you
can only move items up and down.

e If you want to move oneitem at atime:
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Click Page Options and click Go to Basic View.
Locate theitem and click its ActionLinksicon.

Click the desired Move option.

* |If you want to move multiple items up or down:

1

2
3.
4

Click Page Options and click Go to Power View.
Click Page Options and click Go to Outline View.
Select the items.

Do one of the following:

e Tomoveitems up:

a. Locate anitem above the itemsthat you aready selected and click its Click to view move
optionsicon.

b. Click Move Selected Above.
e To move items down:

a. Locateanitem below the itemsthat you already selected and click its Click to view move
optionsicon.

b. Click Move Selected Below.

Viewing Links to a File

In the Power View of the Course Content tool, you can view alist of locations containing links to an item.
For example, if you have created alink to aweb link on the Home Page and several |earning modules,
you can view alist of these locations.

In the Outline View of the Home Page tool, you can view alist of locations containing links to an item.
For example, if you have created alink to aweb link on the Home Page and several binders, you can
view alist of these |ocations.

NOTE:

Thisfeatureis not available in the Basic View.

1. From the Power View of the Course Content tool, locate the item and click its ActionLinksicon. A
menu appears.

2. From the Outline View of the Home Page tool, locate the item and click its ActionLinksicon. A menu
appears.

3. Click View Links to this Item.
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WORKING WITH LINKS TO OTHER ITEMS

In the Home Page tool, you can add links to different items in portfolio tools. For example, if there are
reflection topics in the Reflections tool and binders in the Binders tool, you can add links to those topics
and binders. This alows Portfolio Reviewers to access a variety of material you create in your portfolio.

Adding Links to Other Items

If items exist in portfolio tools, you can add links to those items from the Home Page tool. For example,
if there are reflection topics in the Reflections tool and binders in the Binders tool, you can add links to
those topics and binders from the Home Page tool. This allows Portfolio Reviewers to access material
created with portfolio tools.

Y ou can add links to the Home Page screen or any folder in the Home Page tool.

NOTE: * You cannot add links to itemsin the Calendar, Message Center or Goals tools. If you
want Portfolio Reviewers to use these tools, you must show these tools on the
Portfolio Menu.

» If you are adding alink to aresume, note the following:

* Youcan add alink to either aresume created in the Resume tool or aresumefile
that you created.

e If you added aresume in other areas of the portfolio, those areas will automatically
link to the resume that you use here.

1. From thelocation where you want to add alink, click Link to Other Items.
2. Click the tool name.
3. Do oneof thefollowing:

» Iftheitemisalready created, select theitem and click Add Selected.

« If theitem has not been created, click the Create option. For more information on creating
material, see the appropriate topics for each tool.

Editing Links to Other Items

If content links to items were added in the Course Content tool, you can edit those items directly from the
Course Content tool, without having to go to the specific tool. Y our changes apply to every occurrence of
the item.
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If linksto items were added in the Home Page tool, you can edit those items directly from the Home Page
tool, without having to go to the specific tool. Y our changes apply to every occurrence of the item.

EXAMPLE: If adiscussion topic isin the Discussionstool and you add a content link to that topic, the
topic appears as a content item in the Course Content tool. If you want to edit the topic,
you can do so from the Course Content tool and the changes will also apply to the topic in
the Discussions tool.

EXAMPLE: If areflection topic isin the Reflections tool and you add alink to that topic, the topic
appears in the Home Page tool. If you want to edit the topic, you can do so from the Home
Page tool and the changes will also apply to the topic in the Reflections tool.

Locate the item that you want to edit and click its ActionLinks icon.
Click Edit Properties.
Edit the item. For help with editing the item, click Help from the Edit screen.

A WD PR

Click Save.

Previewing Other Items

Some tools have a preview feature that allows you to see anitem as it will appear to Students.
Some tools have a preview feature that allows you to see an item as it will appear to Portfolio Reviewers.

NOTE: If you want to test an assignment by completing and submitting it as a Student, see
Previewing and Testing Assignments.

1. Locatetheitem that you want to preview and click its ActionLinksicon.

2. Click Preview.

Showing or Hiding Other Items

Y ou can make an item, such as a chat room, learning module, web link, medialibrary collection, or file
visible to Students by showing theitem in your course. Alternatively, if you do not want an item to be
visible yet, you can hide it temporarily.

Y ou can make an item, such as a binder, web link, gallery collection, or file visible to Portfolio Reviewers
by showing the item on the Home Page. Y ou can also make a goal visible by showing it in the Goalstool.
Alternatively, if you do not want an item to be visible yet, you can hide it temporarily.

NOTE: By default, when aquiz, self test, survey, or assignment is created, it is hidden from
Students.
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» Beforeyou can show aquiz, self test, or survey and make it visible to Students, you
must add at least one question to it.

» Beforeyou can show an assignment and make it visible to Students, you must
distribute the assignment to Students.

e Toshow anitem:
1. Locatetheitem and click its ActionLinksicon.
2. Click Show Item.

* Tohideanitem:
1. Locatetheitem and click its ActionLinksicon.

2. Click Hide Item.

Customizing Links to Other Items

From the Build tab, you can customize links to items in the Course Content tool. This alows you to
change the default icon, title, or description of alink.

From the Build Portfolio tab, you can customize links to items in the Home Page tool. This allows you to
change the default icon, title, or description of alink.

The default icon is asmall image representing the item and is determined by the icon set used in the
course. Y OuU can use your own images as custom icons.

The default icon is asmall image representing the item and is determined by the icon set used in the
portfolio. You can use your own images as custom icons.

The default title is the title provided when the item was created. Users can click either theicon or title to
view the item.

The default description, which appears below the title, is the description provided when the item was
created. The description can be asummary or other helpful information about the item, which helps users
decideif they want to view the item or not. If the description islong, only part of it is displayed with a
more link to the rest of the description.

IMPORTANT: When you customize alink, the changes apply to that occurrence of the link only. If the
link appears in different locations and you want all occurrences of the link to have the
same customization, you must customize the link in every location.

1. From the Build tab, locate the link that you want to customize and click its ActionLinks icon.

2. From the Build Portfolio tab, locate the link that you want to customize and click its ActionLinks
icon.

3. Click Customize Link.
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Under Linked To, note the location of the item and ensure thisis the link that you want to customize.
In the Custom Title for this Link text box, customize the title.
If you want thislink to openin anew browser window, select this option.

In the Custom Desrciption for this Link text box, customize the description.
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If you want, customize the icon or use the original icon if it was changed before:
» If theicon was changed before and you want to use the original icon, click Revert to Original.
» If theicon was not changed before, you can customize it:

a. Click Replace Image. The Content Browser pop-up window appears.

b. Locate and select the file you want to use. For more information, see Navigating with Content
Browser.

9. Click Save.

Moving Other Items

In the Course Content tool, you can move items to the Home Page screen or a content folder. If the item
isaready in a content folder, you can move it to adifferent content folder. In the Basic View, you can
move one item at atime. In the Power View, you can move several items at atime.

In the Home Page tool, you can move items to the Home Page screen or afolder. If theitemisaready in
afolder, you can moveit to adifferent folder. In the Basic View, you can move one item at atime. In the
Outline View, you can move severa items at atime.
* |If youwant to move oneitem at atime:
1. Click Page Options and click Go to Basic View.
2. Locatetheitem and click its ActionLinksicon.
3. Click Move to Folder.
4. Click the folder that you want to move the item to.
* |f youwant to move several items:
1. Click Page Options and click Go to Power View.
Click Page Options and click Go to Outline View.
Select the items.
L ocate the header for the folder that you want to move the items to.

Click the Click to view move options icon for the header.
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Click Move Selected Below.
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Removing Links to Other Items

If links to files or content items were added to alocation in the course, you can remove those links. Users
will no longer be able to access those items from that |ocation. Removing alink does not delete the item
itself.

If links to files or items were added to alocation in the portfolio, you can remove those links. Users will
no longer be able to access those items from that location. Removing alink does not delete the item itself.
1. Locatethelink click its ActionLinksicon.

2. Click Remove.

3. Click OK.

Repositioning Other Items

In the Course Content tool, you can move items, such asfiles, to different positions on the screen.
In the Home Page tool, you can move items, such asfiles, to different positions on the screen.

In the Basic View, you can move one item at atime. Depending on the current position of the items, you
can move them up, down, left, or right. In the Power View, you can move several items at atime but you
can only move items up and down.

In the Basic View, you can move one item at atime. Depending on the current position of the items, you
can move them up, down, left, or right. In the Outline View, you can move several items at atime but you
can only move items up and down.
* |If youwant to move oneitem at atime:

1. Click Page Options and click Go to Basic View.

2. Locatetheitem and click its ActionLinksicon.

3. Click the desired Move option.
e If you want to move multiple items up or down:

1. Click Page Options and click Go to Power View.

2. Click Page Options and click Go to Outline View.

3. Select theitems.

4. Do one of the following:

* Tomoveitemsup:
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a. Locate anitem above the items that you already selected and click its Click to view move
optionsicon.

b. Click Move Selected Above.
e To move items down:

a. Locate an item below the items that you already selected and click its Click to view move
optionsicon.

b. Click Move Selected Below.

Viewing Links to an Item

In the Power View of the Course Content tool, you can view alist of locations containing linksto an item.
For example, if you have created alink to aweb link on the Home Page and several learning modules,
you can view alist of these locations.

In the Outline View of the Home Page tool, you can view alist of locations containing links to an item.
For example, if you have created alink to aweb link on the Home Page and several binders, you can
view alist of these locations.

NOTE: Thisfeatureis not available in the Basic View.

1. From the Power View of the Course Content tool, locate the item and click its ActionLinksicon. A
menu appears.

2. Fromthe Outline View of the Home Page tool, locate the item and click its ActionLinksicon. A menu
appears.

3. Click View Links to this Item.

WORKING WITH HOME PAGE FOLDERS

In the Home Page tool, you can create folders and use them to organize material for Portfolio Reviewers.
The Home Page screen is the first screen of the Home Page tool and also the top level where you can
organize material. To further organize material, you use folders.

Creating Home Page Folders

In the Home Page tool, you can create folders on the Home Page screen or within other folders. The
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Home Page screen is the top level where you can organize material. To further organize material, you use
folders.

NOTE: Foldersin the Home Page tool are different from foldersin the Files tool.

1. Fromthe Home Pagetaooal, click Create Folder.
2. Enter atitle and description.

3. Click Save.

Editing Home Page Folders

If content folders were added in the Course Content tool, you can edit their title, description, and
availability. Y ou can also customize the icon for a particular folder by using your own images. If theicon
was already changed to a custom one, you can revert to the original icon.

If folders were added in the Home Page tool, you can edit their title and description. Y ou can also
customize theicon for a particular folder by using your own images. If the icon was aready changed to a
custom one, you can revert to the original icon.

IMPORTANT: Ensure that your image measures approximately one inch by oneinch or smaller. If the
imageislarger, it isunsuitable as an icon.

1. Locatethe folder that you want to edit and click its ActionLinksicon.
2. Click Edit Properties.
3. IntheTitle text box, edit the title.
4. Inthe Description text box, edit the description.
5. Next to Item Visibility, select to show or hide the item for Students.
6. If you want, customize the icon or usethe original icon if it was changed before:
» If theicon was changed before and you want to use the original icon, click Revert to Original.
» If theicon was not changed before, you can customize it by clicking Replace Icon.
» If thefileyou want to useis on your computer:
a. Click the My Computer icon.
b. Locate and select thefile.
» If thefile you want to useis on the server, locate and select thefile.
7. Click Save.
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Showing or Hiding Folders

Y ou can make an item, such as a chat room, learning module, web link, medialibrary collection, or file
visible to Students by showing theitem in your course. Alternatively, if you do not want an item to be
visible yet, you can hide it temporarily.

Y ou can make an item, such as a binder, web link, gallery collection, or file visible to Portfolio Reviewers
by showing the item on the Home Page. Y ou can also make a goal visible by showing it in the Goalstool.
Alternatively, if you do not want an item to be visible yet, you can hide it temporarily.

NOTE: By default, when aquiz, self test, survey, or assignment is created, it is hidden from
Students.

» Beforeyou can show aquiz, self test, or survey and make it visible to Students, you
must add at least one question to it.

» Beforeyou can show an assignment and make it visible to Students, you must
distribute the assignment to Students.

* Toshow anitem:
1. Locatetheitem and click its ActionLinksicon.
2. Click Show Item.

* Tohideanitem:
1. Locatetheitem and click its ActionLinksicon.

2. Click Hide Item.

Moving Folders

In the Course Content tool, you can move items to the Home Page screen or a content folder. If the item
isaready in a content folder, you can move it to a different content folder. In the Basic View, you can
move one item at atime. In the Power View, you can move several items at atime.

In the Home Page tool, you can move items to the Home Page screen or afolder. If theitem isalready in
afolder, you can moveit to adifferent folder. In the Basic View, you can move oneitem at atime. In the
Outline View, you can move several items at atime.
e If you want to move one item at atime:

1. Click Page Options and click Go to Basic View.

2. Locatetheitem and click its ActionLinksicon.
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3. Click Move to Folder.
4. Click the folder that you want to move the item to.
* |If youwant to move several items:
1. Click Page Options and click Go to Power View.
Click Page Options and click Go to Outline View.
Select the items.
Locate the header for the folder that you want to move the items to.

Click the Click to view move options icon for the header.
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Click Move Selected Below.

Repositioning Folders

In the Course Content tool, you can move items, such asfiles, to different positions on the screen.
In the Home Page tool, you can move items, such asfiles, to different positions on the screen.

In the Basic View, you can move one item at atime. Depending on the current position of the items, you
can move them up, down, left, or right. In the Power View, you can move several items at atime but you
can only move items up and down.

In the Basic View, you can move one item at atime. Depending on the current position of the items, you
can move them up, down, left, or right. In the Outline View, you can move several items at atime but you
can only move items up and down.
* |If youwant to move oneitem at atime:

1. Click Page Options and click Go to Basic View.

2. Locatetheitem and click its ActionLinksicon.

3. Click the desired Move option.
e If you want to move multiple items up or down:

1. Click Page Options and click Go to Power View.

2. Click Page Options and click Go to Outline View.

3. Select theitems.

4. Do one of the following:

* Tomoveitemsup:

a. Locate an item above the items that you already selected and click its Click to view move
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optionsicon.
b. Click Move Selected Above.
* To moveitems down:

a. Locateanitem below the itemsthat you aready selected and click its Click to view move
optionsicon.

b. Click Move Selected Below.

Deleting Folders

Y ou can delete items using the Delete button or the ActionLinksicon. If aDelete button is available on
the screen, you can use it to delete one item, several items, or all items at the same time. If aDelete
button is not available, you can use the ActionLinksicon to delete oneitem at atime.

IMPORTANT: e« Inthe Announcementstool, designers and instructors cannot del ete announcements
that have been sent.

* Inthe Assessmentstool, if you delete a quiz, survey, or self test, Student submissions
for that assessment are also del eted.

* Inthe Chat tool, you can delete the default Common Room only if another room has
been created.

* Inthe Course Content tool, you can delete severa or all items from the Power View.
For more information, see using the Basic View or Power View.

e Inthe Media Library tool:
» designers can delete any entry.
» usersother than designer can delete only their own entries.

* Inthe Web Linkstool, Students can delete only their own web links.

» Using the Delete button to delete one item or several items:
1. Select theitemsand click Delete.
2. Click OK.
e Using the Delete button to delete all items on the current page:
1. Select the check box next to Title. All items on the current page are selected.
2. Click Delete.
3. Click OK.
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4. If there are items on additional pages and you want to delete them, repeat steps 1 through 3.
» Using the ActionLinksicon to delete one item at atime:

1. Locatetheitem and click its ActionLinksicon.

2. Click Delete.

3. Click OK.

USING PAGE OPTIONS

In the Course Content tool, you can use page options to change the appearance of the Home Page screen
or any content folder in the Course Content tool. Y ou use page options for:

In the Home Page tool, you can use page options to change the appearance of the Home Page screen or
any folder in the Home Page tool. Y ou use page options for:

»  Selecting the Basic View or Power View.
» Sdlecting the Basic View or Outline View.
*  Customizing the page display.

» Adding or editing headers and footers.

» Deleting headers and footers.

Using the Basic View or Outline View

When you organize material in the Home Page tool, you can place it on the Home Page screen or in
folders on the Home Page screen.

Y ou can view material on the Home Page screen and in foldersin two ways: using the Basic View or
Outline View. If you want to view material the way Portfolio Reviewers will view it, use the Basic View.
If you want to view material in atree-like structure that shows the hierarchy of items within the Home
Page screen and in folders, use the Outline View. Y ou can aso perform batch actions such as moving and
deleting multiple items in the Outline View.

1. From either the Home Page screen or in afolder, click Page Options.

2. Click Go to Basic View or Go to Outline View.

Using Page Options in the Basic View

95



Chapter 11: Home Page

If you are in the Basic View of the Course Content tool, you can use page options to change the
appearance of the Home Page screen or any content folders. In Basic View, you use page options for:

If you are in the Basic View of the Home Page tool, you can use page options to change the appearance of
the Home Page screen or any folders. In Basic View, you use page options for:

switching from the Basic View to the Power View.

switching from the Basic View to the Outline View.

customizing the page display, including:

selecting a page layout.
creating a custom page layout.
adding a background image.
removing a background image.
selecting a background color.

reverting to the default background color.

adding or editing headers and footers.

deleting headers and footers.

Using Page Options in the Outline View

In the Course Content tool, the Power View displaysitemsin atree-like structure that shows the hierarchy
of items. If you want to switch to the Basic View which displays items the way users view them, you do
so through Page Options.

In the Home Page tool, the Outline View displays items in a tree-like structure that shows the hierarchy of
items. If you want to switch to the Basic View which displays items the way users view them, you do so
through Page Options.

1. Click Page Options. A menu appears.

2. Click Go to Basic View. The Basic View appears.

Customizing Page Display

Selecting a Page Layout
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NOTE: Depending on administrator settings, this feature may not be available.

Y ou can select a predefined page layout for the Home Page screen or any content folder in the Course
Content tool. Page layout defines the following:

Y ou can select a predefined page layout for the Home Page screen or any folder in the Home Page tool.
Page layout defines the following:

* number of columns per page (one, two, or three columns)
» link appearance (show icons and text, or show text only)
» placement of iconsin relation to the link text (Ieft or above)

» aignment of the link text within the column (left or centered)

width of the table controlling the page layout (wide or narrow)

Y ou can also apply the page layout to existing content folders or set it as the default when content folders
are created.

Y ou can also apply the page layout to existing folders or set it as the default when folders are created.

IMPORTANT: |If you are designing atemplate, this feature appliesto all courses that are based on the
template. The Section Designer or Section Instructor can edit this feature in a course
without changing the template.

1. Depending on whether you are in Basic View or Power View, do one of the following:
» If youarein Basic View, click Page Options.
* If youarein Power View, click the ActionLinksicon next to a content folder.
2. Depending on whether you are in Basic View or Outline View, do one of the following:
» |If youareinBasic View, click Page Options.
» If you arein Outline View, click the ActionLinks icon next to afolder.
Click Customize Page Display.
Under Layout Template, select one of the predefined layout templates.
If you want to change all existing content folders to use this page layout, select this option.
If you want to change all existing folders to use this page layout, select this option.
If you want to set the page layout as the default when content folders are created, select this option.
If you want to set the page layout as the default when folders are created, select this option.
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Click Apply.

Creating a Custom Page Layout
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NOTE: Depending on administrator settings, this feature may not be available.

Y ou can create a custom page layout for the Home Page screen or any content folders in the Course
Content tool. To create the page layout, you define the following:

Y ou can create a custom page layout for the Home Page screen or any folders in the Home Pagetool. To
create the page layout, you define the following:

number of columns per page (oneto eight columns)

link appearance (show icons and text, text only, or icons only)
placement of iconsin relation to the link text (left, right, or above)
alignment of link text within the column (l€eft, right, or centered)

width of the table controlling the page layout (wide or narrow)

Y ou can also apply the page layout to existing content folders or set it as the default when content folders
are created.

Y ou can also apply the page layout to existing folders or set it as the default when folders are created.

IMPORTANT: |If you are designing atemplate, this feature appliesto all courses that are based on the

template. The Section Designer or Section Instructor can edit this feature in a course
without changing the template.

Depending on whether you are in Basic View or Power View, do one of the following:

» If youarein Basic View, click Page Options.

* If youarein Power View, click the ActionLinksicon next to a content folder.
Depending on whether you are in Basic View or Outline View, do one of the following:

» |If youareinBasic View, click Page Options.

» If you arein Outline View, click the ActionLinks icon next to a content folder.

Click Customize Page Display.

Under Layout Template, select Custom Layout.

Under Layout Preview, select the following:

a. From the Columns drop-down list, select the number of columns per page: one to eight.

b. From the Icon/Text drop-down list, select the link appearance: show icons and text, text only, or
icons only.

c. Fromthelcon Placement drop-down list, select the place of iconsin relation to the link text: left,
right, or above.

d. From the Alignment drop-down list, select the alignment of the link text within the column:; left,
right, or centered.

e. From the Table Width drop-down list, select the width of the table controlling the page layout:
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wide or narrow.
6. If you want to change all existing content foldersto use this page layout, select this option.
7. If you want to change all existing folders to use this page layout, select this option.
8. If you want to set the page layout as the default when content folders are created, select this option.
9. If you want to set the page layout as the default when folders are created, select this option.
10. Click Apply.

Adding a Background Image

NOTE: Depending on administrator settings, this feature may not be available.

Y ou can add a background image to the Home Page screen or any content folder in the Course Content
tool.

Y ou can add a background image to the Home Page screen or any folder in the Home Page tool.

1. Depending on whether you are in Basic View or Power View, do one of the following:
» If youarein Basic View, click Page Options.
* If youarein Power View, click the ActionLinksicon next to a content folder.
2. Depending on whether you arein Basic View or Outline View, do one of the following:
e If youarein Basic View, click Page Options.
» If you arein Outline View, click the ActionLinksicon next to afolder.
3. Click Customize Page Display.
4. Under Background Image, click Browse. The Content Browser pop-up window appears.

5. Locate and select the file you want to use. For more information, see Navigating with Content
Browser.

6. |If youwant to tile the image, select this option.

7. Click Apply.

Removing a Background Image

NOTE: Depending on administrator settings, this feature may not be available.

If a background image was added to the Home Page screen or any content folder in the Course Content
tool, you can removeit.
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If a background image was added to the Home Page screen or any folder in the Home Page tool, you can
remove it.
1. Depending on whether you are in Basic View or Power View, do one of the following:

» If you arein Basic View, click Page Options.

« |If you arein Power View, click the ActionLinks icon next to either the Home Page screen or a
content folder.

2. Depending on whether you are in Basic View or Outline View, do one of the following:
« If youareinBasic View, click Page Options.

» If you arein Outline View, click the ActionLinks icon next to either the Home Page screen or a
folder.

3. Click Customize Page Display.

4. Under Background Image, click Remove Background Image.

Changing the Background Color

NOTE: Depending on administrator settings, this feature may not be available.

By default, a color set is applied to the entire course so that a consistent color scheme is used throughout
the course. However, you can change the background color of the Home Page screen or any content
folder in the Course Content tool. This allows you to override the background color defined in the color
set. You aso have the option of reverting to the original background color any time.

By default, acolor set is applied to the entire portfolio so that a consistent color schemeis used
throughout the portfolio. However, you can change the background color of the Home Page screen or any
content folder in the Home Page tool. This allows you to override the background color defined in the
color set. You also have the option of reverting to the original background color any time.

IMPORTANT: |If you are designing atemplate, this feature appliesto all courses that are based on the
template. The Section Designer or Section Instructor can edit this feature in a course
without changing the template.

1. Depending on whether you are in Basic View or Power View, do one of the following:
» If youarein Basic View, click Page Options.
» If you arein Power View, click the ActionLinksicon next to a content folder.

2. Depending on whether you arein Basic View or Outline View, do one of the following:
» If youarein Basic View, click Page Options.
* If youarein Outline View, click the ActionLinksicon next to afolder.

3. Click Customize Page Display.
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4. Under Background Color, click Select Color.
5. Do one of the following:

* Clickacolor.

* Inthe Color value text box, enter the RGB color value and click Preview.
6. Click Select. The new color appearsin the preview frame.

7. Click Apply.

Reverting to the Default Background Color

NOTE: Depending on administrator settings, this feature may not be available.

By default, a color set is applied to the entire course so that a consistent color scheme is used throughout
the course. If the background color of the Home Page screen or any content folder in the Course Content
tool was changed before, you can revert to the original background color defined in the course color set.

By default, acolor set is applied to the entire portfolio so that a consistent color schemeis used
throughout the portfolio. If the background color of the Home Page screen or any folder in the Home
Page tool was changed before, you can revert to the original background color defined in the portfolio
color set.

IMPORTANT: |If you are designing atemplate, this feature appliesto all courses that are based on the
template. The Section Designer or Section Instructor can edit this feature in a course
without changing the template.

1. Depending on whether you are in Basic View or Power View, do one of the following:
» If youarein Basic View, click Page Options.
* If youarein Power View, click the ActionLinksicon next to a content folder.

2. Depending on whether you arein Basic View or Outline View, do one of the following:
» If youarein Basic View, click Page Options.
* If youarein Outline View, click the ActionLinksicon next to afolder.

3. Click Customize Page Display.

4. Under Background Color, click Revert to Default.

5. Click Apply.

Adding or Editing Headers and Footers
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Y ou can add or edit headers and footers on Home Page or any content folders in the Course Content tool.
Y ou can add or edit headers and footers on Home Page or any folders in the Home Page tool.

To add headers and footers, you can use HTML or plain text. If you are using HTML, you can hand code
the HTML or use the HTML Creator. HTML Creator offers an easy, graphical interface for applying
formatting, such as boldface, and for inserting images and links.

NOTE: Depending on administrator settings, the HTML Creator may not be available.

1. Depending on whether you are in Basic View or Power View, do one of the following:
e If youarein Basic View, click Page Options.
* If youarein Power View, click the ActionLinksicon next to header or footer.

2. Depending on whether you arein Basic View or Outline View, do one of the following:
e If youarein Basic View, click Page Options.
» If you arein Outline View, click the ActionLinks icon next to header or footer.
Click Edit header or Edit footer.

4. Add or edit the text for the header or footer:

» Toadd or edit thetext in Plain Text format, enter the text. The header or footer will appear
exactly asyou have typed it.

e Toadd or edit the text in HTML format, you can use the HTML Creator or hand code the HTML.:

* Tousethe HTML Creator, click Enable HTML Creator. For more information, see Using the
HTML Creator.

NOTE: Depending on administrator settings, the HTML Creator may not be available.

e Tohand codethe HTML:
a Select Use HTML.
b. Enter the HTML code.

5. If you want to use the header or footer as the default for al content folders in the Course Content
tool, select this option. If you have existing headers or footers, they are kept.

6. If you want to use the header or footer as the default for all foldersin the Home Page tool, select this
option. If you have existing headers or footers, they are kept.

7. Click Save.

Deleting Headers and Footers
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If headers and footers were added on the Home Page screen or any content folders in the Course Content
tool, you can delete them.

If headers and footers were added on the Home Page screen or any foldersin the Home Page tool, you

can delete them.

1. Depending on whether you are in Basic View or Power View, do one of the following:
» If youarein Basic View, click Page Options.
* If youarein Power View, click the ActionLinksicon next to header or footer.

2. Depending on whether you arein Basic View or Outline View, do one of the following:
e If youarein Basic View, click Page Options.
* If you arein Outline View, click the ActionLinksicon next to header or footer.

3. Click Edit header or Edit footer.

4. Deletethe text for the header or footer.

5. Click Save.
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CHAPTER 12: HTML CREATOR

The HTML Creator isan HTML editing tool that allows you to create content in HTML without having
to enter HTML tags. Similar to aword processor, you can easily create and maintain content by entering
text and using the buttons on the HTML Creator toolbar to format the text and insert objects. The HTML
Creator automatically generates the underlying HTML source code.

USING THE HTML CREATOR

The HTML Creator consists of the following:

atoolbar that contains buttons for formatting content and inserting objects, such as tables, links, and
images.

an editing area where you enter content.

tabs that allow you to display content in either WYSIWYG (What Y ou See Is What Y ou Get) view or
Source View.

WYSWYG view displays avisual representation of your content. When you work in WYSWYG view,
the HTML Creator automatically generates the underlying HTML source code. To view or edit the
underlying source code, click the Source View tab.

WARNING:  |f youuse HTML Creator to edit an HTML file that was created by using another HTML

editor, such as Dreamweaver® software, HTML Creator may remove complex HTML tags
that it does not recognize.

Click Enable HTML Creator.

Inthe HTML Creator editing area, enter your content. Use the HTML Creator toolbar to format your
text and insert objects. The following table describes how to use each button and drop-down list on
the toolbar:

Button or Drop-Down How to Use

List

Shrink the toolbar or To shrink or expand the toolbar, click the Shrink the toolbar or
Expand the toolbar Expand the toolbar button. The toolbar shrinks or expands.
New To open anew document without saving the current document:

a. Click the New button. The New Document dialog box appears.

b. Click OK. The editing area clears.
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Button or Drop-Down
List

How to Use

Cut To cut text, in the editing area, select the text you want to cut and
click the Cut button. The selected text is cut from the editing area.

Copy To copy text, in the editing area, select the text you want to copy and
click the Copy button.

Paste To paste text that you cut or copied from the editing area, place your

cursor where you want the text to appear and click the Paste button.
Thetext is pasted.

Find and Replace

To search for and replace text:

a. Click theFind and Replace button. The Find and Replace
dialog box appears.

b. IntheFind What text box, enter the text you want to find.

c. If youwant to find only those instances in which the case
matches the text you typed, select Match Case.

d. If youwant to find whole words only, select Find Whole Words
Only.

e. If youwant to replace the text you find with other text, in the
Replace With text box, enter the text you want to use asa
replacement.

f. By default, the HTML Creator searches down, from the point
where your cursor is placed in the editing area, to the end of the
document. If you want to search up, from the point where your
cursor is placed, to the beginning of the document, next to
Direction, select Up.

Click Find Next, Replace, or Replace All.
h. To close the Find and Replace dialog box, click Cancel.

Undo

To undo mistakes, click the Undo button.

Redo

If you decide you do hot want to undo an action, click the Redo
button.

Paragraph Format

To apply adifferent paragraph format to text, in the editing area,
select the text you want to modify and from the Paragraph Format
drop-down list, select the format you want to apply. The selected text
is modified.
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Button or Drop-Down
List

How to Use

Font Type

To change the font of the text, in the editing area, select the text you
want to modify and from the Font Type drop-down list, select the
font you want to apply. The selected text is modified.

Font Size

To change the size of the text, in the editing area, select the text you
want to modify and from the Font Sze drop-down list, select the
size. The selected text is modified.

Bold

To apply bold formatting to text, in the editing area, select the text
you want to format and click the Bold button. The selected text is
bold.

Italic

To apply italic formatting to text, in the editing area, select the text
you want to format and click the Italic button. The selected text is
italic.

Underline

To underline text, in the editing area, select the text you want to
format and click the Underline button. The selected text is
underlined.

Font Color

To change the color of text:
a  Select the text you want to change.
b. Click the Font Color button. The Colors dialog box appears.

c. Select the color you want. The text color changes.

Align Left

To align text to the left, in the editing area, select the text you want
to align and click the Align Left button. The selected text is | eft
aligned.

Center

To center text, in the editing area, select the text you want to center
and click the Center button. The selected text is centered.

Align Right

To align text to the right, in the editing area, select the text you want
to align and click the Align Right button. The selected text is aligned
right.

Justify

To justify text, in the editing area, select the text you want to justify
and click the Justify button. The selected text isjustified.

Subscript

To make text subscript, in the editing area, select the text you want to
format and click the Subscript button. The selected text is subscript.
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Button or Drop-Down
List

How to Use

Superscript

To make the text superscript, in the editing area, select the text you
want to format and click the Superscript button. The selected text is
superscript.

Insert Table

To insert atable that you can format and choose dimensions for
before the table isinserted, insert a custom table.

NOTE: After acustom table isinserted, you can add rows and
columns but you cannot delete rows or columns, or
modify table formatting.

To insert acustom table:

a Inthe editing area, place your cursor where you want to insert a
table and click the Insert Table button. The Table Properties
dialog box appears.

b. Under Number of rows/columns, select the number of rows and
columns.

NOTE: Y ou can insert amaximum of 10 rows and 10
columnsin the table,

c. Enter thetable, row, column, cell, and color properties you want
and click OK. Thetableisinserted in the editing area.

Insert Table Wizard

To insert asimple table, which you cannot format, use the Insert
Table Wizard button.

NOTE: After asimpletableisinserted, you can add rows and
columns but you cannot del ete rows or columns.

Toinsert asimpletable:

a. Intheediting area, place your cursor where you want to insert a
table and click the Insert Table Wizard button. The Table
Wizard dialog box appears.

b. Dragto highlight the number of rows and columns that you want
to insert and then click your mouse.

NOTE: Y ou can insert a maximum of 10 rows and 10
columnsin thetable,

Thetableisinserted in the editing area.

107




Chapter 12: HTML Creator

Button or Drop-Down
List

How to Use

Insert Row Toinsert arow in atable:

a. Click inacell above or below where you want to insert arow
and click the Insert Row button. The Insert Row dialog box
appears.

b. Select the position in which you want to insert the row and click
the Insert Row button. The row isinserted.

Insert Column Toinsert acolumnin atable:

a. Clickinacel totheleft or right of where you want to insert a
column and click the Insert Column button. The Insert Column
dialog box appears.

b. Select the position in which you want to insert the column and
click the Insert Column button. The column isinserted.

Unordered List To insert an unordered (bulleted) list:

a

b.

C.

In the editing area, place your cursor where you want to insert an
unordered list and click the Unordered List button. The first
bullet in the list appears. When you press Enter on your
keyboard to add the next list item, the HTML Creator
automatically inserts the next bullet.

If you want to modify the style of the bullets:

a. Click the down arrow to the right of the Unordered List
button.

b. Select the bullet style you want to use. The bullet styleis
modified.

To end the list:
a.  Onyour keyboard, press Enter. The next bullet appears.
b. Click the Unordered List button. The bullet is removed.
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Button or Drop-Down How to Use
List
Ordered List To insert an ordered (numbered) list:

a. Inthe editing area, place your cursor where you want to insert an
ordered list and click the Ordered List button. The first number
in the list appears. When you press Enter on your keyboard to
add the next list item, the HTML Creator automatically inserts
the next number.

b. If you want to modify the style of the numbers:

a. Click the down arrow to the right of the Ordered List
button.

b. Select the number style you want to use. The number styleis
modified.

c. Toendthelist:
a.  Onyour keyboard, press Enter. The next number appears.

b. Click the Ordered List button. The number is removed.

Decrease Indent To decrease the |eft indent of text, in the editing area, select the text
in which you want to decrease the left indent and click the Decrease
Indent button. The left indent of the selected text decreases.

Increase I ndent To increase the left indent of text, in the editing area, select the text
in which you want to increase the left indent and click the Increase
Indent button. The left indent of the selected text increases.
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Button or Drop-Down
List

How to Use

Insert Link

Toinsert alink:

a. Inthe editing area, place your cursor where you want the link to
appear and click the Insert Link button. The Insert Link pop-up

window

appears.

b. Do one of the following:

e Toi

e Toi

nsert alink to afilein a Content Browser location:

Click Browse. The Content Browser pop-up window
appears.

Navigate to and select the file. For more information, see
Navigating with Content Browser

nsert alink to afile on the Internet, in the URL text box,

enter the complete URL of the file, including the protocol to

use

TiP:

(usually http://).

Rather than typing the complete URL, copy
the URL from aweb browser and pasteit in
the text box.

c. InthelLink Text text box, enter the text you want to represent the

link and

click OK. Thelink isinserted in the editing area.
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Button or Drop-Down
List

How to Use

Insert Bookmark

A bookmark is an invisible marker in adocument. You can link to a
particular item or location in adocument by first inserting a
bookmark and then creating alink to the bookmark.

* Toinsert abookmark:

a

In the editing area, place your cursor where you want the
bookmark and click the Insert Bookmark button. The Insert
Bookmark dialog box appears.

In the Bookmark Name text box, enter a name for the
bookmark and click OK. The name cannot contain spaces.
The bookmark isinserted in the editing area. A flag signifies
the location of the bookmark.

TIP: To edit the bookmark name, right-click the
flag and, from the menu that appears, click
Bookmark Properties. The Edit Bookmark
dialog box appears. In the Bookmark Name
dialog box, edit the name and click OK.

e Tocreatealink to the bookmark:

a

In the editing area, place your cursor in the location from
which you want to create alink to the bookmark and click
the Insert Link button. The Insert Link pop-up window

appears.

Next to Link type, select File Browse or Upload and in the
text box, enter a number sign (#), followed by the name of
the bookmark.

ExampLE:  Tolink to abookmark named Top, enter
#Top.

In the Link text text box, enter the text you want to represent
the link and click OK. The link isinserted in the editing area.
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Button or Drop-Down How to Use
List
Insert Image To insert an image, do one of the following:
NOTE: Youcaninsert. gif,.jpg,and. png filesonly.

a. Inthe editing area, place your cursor where you want the image
to appear and click the Insert Image button. The Insert Image
pop-up window appears.

b. Do one of the following:
« Toinsert alink to filein a Content Browser location:

i. Click Browse. The Content Browser pop-up window
appears.

ii. Navigate to and select the file. For more information see
Navigating with Content Browser.

 Toinsert alink to afile on the Internet, in the URL text box,
enter the complete URL of thefile, including the protocol to
use (usualy http://).

Tip: Rather than typing the complete URL, copy
the URL from aweb browser and pasteit in
the text box.

c. |If youwant text to display when users mouse over theimage, in
the ALT Text text box, enter the text.

d. If you want a border to appear around the image, in the Border
text box, enter the width in pixels.

e. If youwant to specify a height and width for the image, in the
Width and Height text boxes, enter the height and width in
pixels.

f. Click OK. Theimageisinserted in the editing area.

Insert Horizontal Line To insert ahorizontal line, in the editing area, place your cursor
where you want a horizontal line to appear and click the Insert
Horizontal Line button. A horizontal line appears in the editing area.
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Button or Drop-Down
List

How to Use

Check Spelling

NOTE: Depending on administrator settings, the spelling
checker may not be available.

To check the spelling of your content:

a.  Click the Check Spelling button. If the HTML Creator finds a
possible spelling error, the Check Spelling dialog box appears.

b. Make your changes.

c. When the spelling check is complete, to close the Check Spelling
dialog box, click OK. The Check Spelling dialog box closes.

Insert Symbol

To insert asymbol:

a Inthe editing area, place your cursor where you want the symbol
to appear and click the Insert Symbol button. The Insert Symbol
dialog box appears.

b. Click the symbol you want to insert. The symbol appears next to
Insert.

c. Click Insert. The symbol appearsin the editing area.

d. Toclosethelnsert Symbol dialog box, click Close. The Insert
Symbol dialog box closes.

Show All

Y ou can show or hide paragraph and other formatting marks.
Showing paragraph marks help you see where each paragraph ends.
To show all paragraph marks:

a. Click the Show All button. The paragraph marks and other
formatting marks appear in your content.

b. If youwant to hide the paragraph marks, click the Show All
button again.

Document Statistics

Y ou can view the number of words, characters, paragraphs, and
images in your content by displaying document statistics. To display
document statistics:

a  Click the Document Statistics button. The Document Statistics
dialog box appears.

b. To close the Document Satistics dialog box, click OK.
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Button or Drop-Down
List

How to Use

Frame Window Mode

If you want the HTML Creator to appear in a new window, which
you can resize:

a Click the Frame Window Mode button. The HTML Creator
appearsin anew window.

b. If youwant to resize the window:
a. Point to any window corner.

b. When the pointer changesinto a vertical double-headed
arrow, drag the border in any direction.

c. When you are finished editing the content in Frame Window
Mode, click X in the upper corner of the window. Y ou return to
the tool page.

About

If you want to know more information about the HTML Creator:
a. Click the About button. The About dialog box appears.
b. If youwant to read about the system properties:

a Click System Info. The System Properties dialog box
appears.

b. When you are finished reading the system properties, click
OK. The System Properties dialog box closes.

c. Toclosethe About dialog box, click OK. The About dialog box
closes.
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CHAPTER 13: MANAGE VIEWS

From the Manage Views tool you can control the visibility of items and folders, all from a single page.
Manage Views contains two tabs:

» Portfalio Items: From this tab you can show or hideitems and foldersto al or selected Portfolio
Reviewers.

EXAMPLE: If agallery collection has been added to the Home Page but it is not yet complete, you
can temporarily hide it from all Portfolio Reviewers. Or, if you have areflection topic
that is only relevant to certain Portfolio Reviewers, you can make the topic visible to
selected Portfolio Reviewers only.

e Guests: From this tab you can view which items and folders are visible to each Portfolio Reviewer.
Y ou cannot change item visibility from this tab; changes must be made from the Portfolio Items tab.

SHOWING OR HIDING ITEMS IN PORTFOLIOS

Y ou can control whether items and folders on the Home Page are visible to Portfolio Reviewers by using
the Manage Viewstool. Y ou can set an item to be visible to al or no Portfolio Reviewers, or to selected
Portfolio Reviewers.

EXAMPLE: If abinder and areflection topic are added to the Home Page, but you do not want
Portfolio Reviewers to see them yet, you can hide both of the items temporarily.

1. From the Manage Views screen, from the Portfolio Itemstab, locate the item.
Tip: To display itemsin afolder, click its Expand icon.

2. Do oneof the following:
« Tohideanitem from all Portfolio Reviewers, click Hide Item.
* Toshow anitemto al Portfolio Reviewers, click Show Item.
* Toshow anitem to or hide an item from selected Portfolio Reviewers:
a Under Who Can View This, click Edit.

b. If you want to hide the item from a Portfolio Reviewer, clear the check box next to their
name.

c. |If youwant to show the item to a Portfolio Reviewer, select the check box next to their name.
d. Click Save.

To verify your visibility selections, see Viewing Which Items are Visible to Portfolio Reviewers.
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VIEWING WHICH ITEMS ARE VISIBLE TO

PORTFOLIO REVIEWERS

In Manage Views you can view which items on the Home Page are visible to each Portfolio Reviewer. If
Portfolio Reviewerstell you that they cannot see an item, you can check to seeif it isvisible to them.

1. From the Manage Views screen, click the Guests tab.

2. Locatethe Portfolio Reviewer whose information you want to view.

TIP: Y ou can use the paging controls to locate the Portfolio Reviewer. For more
information, see Navigating Multiple Pages

3. Click theuser ID. The Visible column indicates whether or not the item isvisible. To see the visibility
status of items contained within afolder, click its Expand icon.

To change the visibility of items, see Showing or Hiding Itemsin Portfolios.

NAVIGATING MULTIPLE PAGES

If there are enough items to appear on multiple pages, paging controls appear at the bottom of the screen
and you can use them to navigate from one page to another. Y ou have options to go to a specific page, go
to the next page, or return to the previous page. If there are no items on the page or if there are not enough
itemsto appear on multiple pages, you cannot use paging controls.

Y ou can aso use the Paging Preferences feature to set the number of itemsto appear on each page. The
default isten and the maximum is 9999 items per page, although it is recommended that you do not
exceed 999 items per page.

NOTE: In Grade Book and Group Manager, this feature is available on multiple screens. When
you set the paging preference on a particular screen in these tools, it is applied asthe
default on all the screens where this feature is available.

» If there are enough items to appear on multiple pages, you can use the following options to navigate
those pages:

» To select aspecific page: From the Page drop-down list, select the page and click the Go icon.

NOTE: Y ou may see the page number followed by the number of records in parentheses.
For example, 1 (1-10) means that page 1 contains records 1 to 10.

» Toview al pages: From the Page drop-down list, select All and click the Go icon.
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» Togoto the next page, click the Next Pageicon.

» Toreturnto the previous page, click the Previous Page icon.
* To set the number of items per page:

1. Click the Paging Preferencesicon.

2. Enter the number of items to appear on each page and click OK.
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CHAPTER 14: MESSAGE CENTER

Mail alows you to communicate with other Blackboard Learning System users through written
correspondence, in text or HTML format, and file attachments. Y ou can send mail to other usersin the
selected course or section.

Message Center allows you to communicate with other portfolio users through written correspondence, in
text or HTML format, and file attachments.

NOTE: Portfolio Designers and Portfolio Reviewers can only send messages to the Portfolio
Owner.

Mail can be used to exchange messages with other Blackboard L earning System users, but it cannot be
used to exchange messages over the Internet. This ensures that you do not receive undesired or irrel evant
messages from external sources and contributes to the stability of the messaging system by limiting
exposure to viruses.

Message Center can be used to exchange messages with other portfolio users, but it cannot be used to
exchange messages over the Internet. This ensures that you do not receive undesired or irrelevant
messages from external sources and contributes to the stability of the messaging system by limiting
exposure to viruses.

With Mail folders you can:
With Message Center foldersyou can:

» show and hide folders.
» openfolders.

» createfolders.

* renamefolders.

* deletefolders.
With Mail messages you can:
With Message Center messages you can:

e read messages.

* reply to messages.

» forward messages.

» create and send messages.

e create and save messages as drafts.
e edit draft messages.

*  preview messages.

* navigate multiple pages of messages.
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»  sort messages

* copy and move messages.

e create a printable view of messages.

e print messages.

* mark messages as read or unread.

» show and hide read messages.

» forward messages to external accounts.
» delete open messages.

* delete messages.

MANAGING MESSAGE CENTER FOLDERS

Showing and Hiding Folders

Y ou can show al foldersin alist that displays the folder name, the number of hew messages, and the total
number of messages. Or, you can hide the folder list and display only the name of the open folder.

From the messages screen, do one of the following:

» If you want to hide folders, next to Folders, click the Hide Foldersicon. Y our folders now appear in a
drop-down list and only the name of the open folder appears.

» If you want to show folders, next to the drop-down list, click the Show Foldersicon. Folders now
appear in alist, displaying al folder names. The folder that is currently open appearsin bold.

Opening Folders

From the messages screen, do one of the following:
» |If your folders are displayed in afolder list with icons, click the folder you want to open.

» |If your folders are displayed in adrop-down list, from the drop-down list, select the folder you want
to open.
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Creating Folders

To create folders, your folder list must be displayed. For more information, see Showing and Hiding
Folders.

1. From the messages screen, under Folders, click Create Folder.
2. Inthe Folder name text box, enter aname.

3. Click Create.

Renaming Folders

Y ou can only rename folders that you created.

To rename folders, your folder list must be displayed. For more information, see Showing and Hiding
Folders.

1. From the messages screen, under Folders, locate the folder you want to rename and click its
ActionLinksicon.

2. Click Rename.

3. Inthe Folder name text box, enter anew name.

4. Click Rename.

Deleting Folders

Y ou can only delete folders that you created.

To delete folders, your folder list must be displayed. For more information, see Showing and Hiding
Folders.

1. From the messages screen, locate the folder you want to delete and click its ActionLinksicon.
2. Click Delete.
3. Click OK.
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READING AND SENDING MESSAGE CENTER

MESSAGES

Reading Messages

NOTE: Unread messages appear in bold.

The folder that contains the messages you want to read must be open.

1. From the messages screen, click the subject line of the message you want to read.
TIP: To read the next or previous message from the same folder, click next or previous.

2. |If the message has attached files and you want to save them:
a. Click vView Attachments.

b. Select each attachment. To save al attachments, select the check box next to File name. If you
want to save multiple attachments in separate folders, you must save each attachment separately.

c. Click Save to Folder. The Content Browser pop-up window appears.

d. Navigate to the location you want to store the attachments. For more information, see Navigating
with Content Browser.

3. When you are finished reading the message, click Close this window.

Replying to Messages

1. From the messages screen, click the message that you want to reply to.
2. Specify the recipients:

NOTE: Portfolio Designers and Portfolio Reviewers can only send messages to the Portfolio
Owner.

* Toreply to the sender, click Reply.

* Toreply to the sender and all recipients of the message, click Reply to All. You cannot reply to
recipients whose hames appear in the BCC text box.
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3. If you want to send the message to additional recipients, do one of the following:
NOTE: Portfolio Designers and Portfolio Reviewers can only send messages to the Portfolio
Owner.
» Enter their namesin the To text box. Use semicolons to separate multiple recipients.
» Browsefor recipients:
a. Click Browse for Recipients.
b. Select the recipients and click Save.
4. If you want to change the origina subject, edit it in the Subject text box.
5. If your message is urgent, select High priority.
6. Enter your reply:
* Toreply in Plain Text format, in the Message text box:
a.  Enter the message text. The message will appear exactly as you have typed it.
 Toreply inHTML format, you can use the HTML Creator or you can hand code the HTML.:
* Tousethe HTML Creator, click Enable HTML Creator. For more information, see Using the
HTML Creator.
NOTE: Depending on administrator settings, the HTML Creator may not be available.
e Tohand codethe HTML:
a Select UseHTML.
b. Inthe Message text box, enter the HTML code.
7. 1f you want to insert an equation into your message, see Creating and Inserting Equations.
8. If you want to attach filesto your message:
a. Click Add Attachments. TheContent Browser pop-up window appears.
b. Locate and select the files. For more information on browsing for files and folders, see
Navigating with Content Browser.
NOTE: Users who do not own a portfolio or are not enrolled in a Blackboard Learning
System institution can only select fileslocated on their computer.
Tip: _If you want to remove an attached file, next to the file, click its Remove Attachment
icon.
9. If you want to preview the message, click Preview.
10. Click Send.
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Forwarding Messages

Y ou can forward messages to one or multiple recipients.

NOTE: Portfolio Designers and Portfolio Reviewers can only send messages to the Portfolio
Owner.

1. From the messages screen, click the message that you want to forward.
2. Click Forward.
3. Specify recipients for your message by doing one of the following:
» Enter their namesin the To text box. Use semicolons to separate multiple recipients.
» Browsefor recipients:
a. Click Browse for Recipients.
b. Select the recipients and click Save.

4, If you want to send a copy of the message to other recipients, enter their namesin the CC text box or
click Browse for Recipients. Use semicolons to separate multiple recipients.

5. If you want to send one or more recipient a copy of the message but you want to hide those recipients
from other recipients, enter their namesin the BCC text box or click Browse for Recipients. Use
semicolons to separate multiple recipients.

6. Enter asubject.
7. If your messageis urgent, select High priority.
8. Enter the content of the message:

» To create the message in Plain Text format, enter it in the Message text box. The message will
appear exactly asyou have typed it.

* To create the message in HTML format you can use the HTML Creator or hand code the HTML.:

* Tousethe HTML Creator, click Enable HTML Creator. For more information, see Using the
HTML Creator.

NOTE: Depending on administrator settings, the HTML Creator may not be available.
* Tohand codethe HTML:

a Select UseHTML.

b. Inthe Message text box, enter the HTML code.

9. If you want to insert an equation into your message, see Creating and Inserting Equations.
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10. If you want to attach filesto your message:
a. Click Add Attachments. TheContent Browser pop-up window appears.

b. Locate and select the files. For more information on browsing for files and folders, see
Navigating with Content Browser.

NOTE: Users who do not own a portfolio or are not enrolled in a Blackboard Learning
System institution can only select files located on their computer.

11. If you want to preview the message, click Preview.
12. Click Send.

Sending Messages

Y ou can send messages to one or multiple recipientsin the course.
Y ou can send messages to one or multiple recipientsin the portfolio.

NOTE: Portfolio Designers and Portfolio Reviewers can only send messages to the Portfolio
Owner.

1. From the messages screen, click Create Message.
2. Specify recipients for your message by doing one of the following:
» Enter their namesin the To text box. Use semicolons to separate multiple recipients.
» Browsefor recipients:
a. Click Browse for Recipients.
b. Select the recipients and click Save.

3. If youwant to send a copy of the message to other recipients, enter their names in the CC text box or
click Browse for Recipients. Use semicolons to separate multiple recipients.

4. If you want to send one or more recipient a copy of the message but you want to hide those recipients
from other recipients, enter their namesin the BCC text box or click Browse for Recipients. Use
semicolons to separate multiple recipients.

5. Enter asubject.
6. If your messageis urgent, select High priority.
7. Enter the content of the message:

» To create the message in Plain Text format, enter it in the Message text box. The message will
appear exactly asyou have typed it.

* To createthe message in HTML format you can use the HTML Creator or hand code the HTML.:
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 Tousethe HTML Creator, click Enable HTML Creator. For more information, see Using the
HTML Creator.

NOTE: Depending on administrator settings, the HTML Creator may not be available.

* Tohand codethe HTML:
a Select Use HTML.
b. Inthe Message text box, enter the HTML code.
If you want to insert an equation into your message, see Creating and Inserting Equations.
If you want to attach files to your message:
a. Click Add Attachments. TheContent Browser pop-up window appears.

b. Locate and select the files. For more information on browsing for files and folders, see
Navigating with Content Browser.

NOTE: Users who do not own a portfolio or are not enrolled in a Blackboard Learning
System institution can only select files located on their computer.

10. If you want to preview the message, click Preview.

11. Click Send.

Saving Messages as Drafts

Y ou can create and save a message as a draft until you are ready to send it.

1
2.

From the messages screen, click Create Message.

Specify recipients for your message by doing one of the following:

NOTE: Portfolio Designers and Portfolio Reviewers can only send messages to the Portfolio
Owner.

* Enter their namesin the To text box. Use semicolons to separate multiple recipients.
» Browsefor recipients:

a. Click Browse for Recipients.

b. Select the recipients and click Save.

If you want to send a copy of the message to other recipients, enter their namesin the CC text box or
click Browse for Recipients. Use semicolons to separate multiple recipients.

If you want to send one or more recipient a copy of the message but you want to hide those recipients
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from other recipients, enter their namesin the BCC text box or click Browse for Recipients. Use
semicolons to separate multiple recipients.

Enter asubject.
If your message is urgent, select High priority.
Enter the content of the message:

» To create the message in Plain Text format, enter it in the Message text box. The message will
appear exactly asyou have typed it.

» To create the message in HTML format you can use the HTML Creator or hand code the HTML.:

e Tousethe HTML Creator, click Enable HTML Creator. For more information, see Using the
HTML Creator.

NOTE: Depending on administrator settings, the HTML Creator may not be available.

* Tohand codethe HTML:
a Select UseHTML.
b. Inthe Message text box, enter the HTML code.
If you want to insert an equation into your message, see Creating and Inserting Equations.
If you want to attach filesto your message:
a. Click Add Attachments. TheContent Browser pop-up window appears.

b. Locate and select the files. For more information on browsing for files and folders, see
Navigating with Content Browser.

NOTE: Users who do not own a portfolio or are not enrolled in a Blackboard Learning
System institution can only select fileslocated on their computer.

10. If you want to preview the message, click Preview.

11. Click Save as Draft.

Editing Draft Messages

Y ou can edit the messages saved in your Drafts folder.

1
2.

Open the Drafts folder.
Click the message that you want to edit.
Specify recipients for your message by doing one of the following:

NOTE: Portfolio Designers and Portfolio Reviewers can only send messages to the Portfolio
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Owner.

» Enter their namesin the To text box. Use semicolons to separate multiple recipients.
* Browsefor recipients:

a. Click Browse for Recipients.

b. Select the recipients and click Save.

If you want to send a copy of the message to other recipients, enter their namesin the CC text box or
click Browse for Recipients. Use semicolons to separate multiple recipients.

If you want to send one or more recipient a copy of the message but you want to hide those recipients
from other recipients, enter their names in the BCC text box or click Browse for Recipients. Use
semicolons to separate multiple recipients.

Enter a subject.
If your message is urgent, select High priority.
Enter the content of the message:

» To create the message in Plain Text format, enter it in the Message text box. The message will
appear exactly asyou have typed it.

» To create the message in HTML format you can use the HTML Creator or hand code the HTML.:

* Tousethe HTML Creator, click Enable HTML Creator. For more information, see Using the
HTML Creator.

NOTE: Depending on administrator settings, the HTML Creator may not be available.

e Tohand codethe HTML:
a Select Use HTML.
b. Inthe Message text box, enter the HTML code.

If you want to insert an equation into your message, see Creating and Inserting Equations.

10. If you want to attach filesto your message:

a. Click Add Attachments. TheContent Browser pop-up window appears.

b. Locate and select the files. For more information on browsing for files and folders, see
Navigating with Content Browser.

NOTE: Users who do not own a portfolio or are not enrolled in a Blackboard Learning
System institution can only select files|located on their computer.

11. If you want to preview the message, click Preview.

12. Do one of the following:

» If you are not ready to send the message but want to save your changes to the message in the
Drafts folder, click Save as Draft.
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» If you are ready to send the message, click Send.

Previewing Messages

Before you are able to preview a message, you must enter a message subject in the Subject text box.

1. From the Create Message pop-up window, click Preview.
2. When you are finished previewing the message, do one of the following:
* If you want to return to the message, click Cancel.
» If you want to save the message in the Drafts folder, click Save as Draft.

» If you want to send the message without any further editing, click Send.

MANAGING MESSAGE CENTER MESSAGES

Navigating Multiple Pages

If there are enough items to appear on multiple pages, paging controls appear at the bottom of the screen
and you can use them to navigate from one page to another. Y ou have options to go to a specific page, go
to the next page, or return to the previous page. If there are no items on the page or if there are not enough
items to appear on multiple pages, you cannot use paging controls.

Y ou can aso use the Paging Preferences feature to set the number of itemsto appear on each page. The
default is ten and the maximum is 9999 items per page, although it is recommended that you do not
exceed 999 items per page.

NOTE: In Grade Book and Group Manager, this feature is available on multiple screens. When
you set the paging preference on a particular screen in these tools, it is applied as the
default on all the screens where this feature is available.

» If there are enough items to appear on multiple pages, you can use the following options to navigate
those pages:

» To select aspecific page: From the Page drop-down list, select the page and click the Go icon.

NOTE: Y ou may see the page number followed by the number of records in parentheses.
For example, 1 (1-10) means that page 1 contains records 1 to 10.
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» Toview al pages: From the Page drop-down list, select All and click the Go icon.
» Togoto the next page, click the Next Pageicon.
* Toreturnto the previous page, click the Previous Page icon.
» To set the number of items per page:
1. Click the Paging Preferencesicon.

2. Enter the number of items to appear on each page and click OK.

Sorting Messages

If acolumn titleis underlined, you can sort items by that column. Y ou can sort in either ascending order
(AtoZ,or 1to9) or descending order (Zto A, or 9to 1). An up-arrow next to the column title indicates
that items are currently sorted in ascending order. A down-arrow next to the column title indicates that
items are currently sorted in descending order.

NOTE: Items remain in the specified sort order until you go to another screen.

From the table heading row:

» Click thetitle of the column by which you want to sort items. If the items were not previously sorted
by that column, they are now sorted in ascending order. If the items were previously sorted by that
column, they are now sorted in descending order.

» If you want to reverse the sort order, click the column title again.

Copying and Moving Messages

Y ou can copy or move messages from one folder to another.

It is not possible to copy or move messages to certain folders. The following table specifies which folders
you can and cannot copy or move messages to.

To Inbox To Sent Mail | To Drafts To Deleted To Custom
Messages
From Inbox no no no yes yes
From Sent Mall no no no yes yes
From Drafts no no no yes no
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To Inbox To Sent Mail | To Drafts To Deleted To Custom
Messages
From Deleted Mail yes no no no yes
From Custom yes no no yes yes

The folder containing the message you want to copy or move must be open.

1. From the messages screen, under Subject, select the check box next to each message you want to copy
or move.

2. Select the destination folder for the message being copied or moved:

* To copy the message, from the Copy to drop-down list, select afolder to copy the message to and
click the Goicon.

» To move the message, from the Move to drop-down list, select afolder to move the message to
and click the Go icon.

Creating a Printable View of Messages

Y ou can create a printable view of messages that you can print or save as afile.

1. From the messages screen, under Subject, select each message for which you want to create a
printable view.

TiP: If you want to create a printable view of messages from multiple folders, copy or move
the messages into one folder.

Click Create Printable View.
If you want to print the compiled message, click Print.

If you want to save the compiled messages, click Save as File.

o WD

When you are finished viewing the compiled messages, click Cancel.

Printing Messages

1. From the messages screen, click the subject line of the message you want to print.

2. Click Print.
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Marking Messages as Read or Unread

Y ou can mark all messagesin afolder asread or unread.

On the messages screen, next to Mark all as, click one of the following:
» Tomark messages as read, click Read.

* Tomark messages as unread, click Unread.

Showing and Hiding Read Messages

When you open afolder, both read and unread messages are displayed. However, you can choose to show
afolder's unread messages only.

From the messages screen, next to Show, click one of the following:
* To show unread messages only, click Unread.
» To show both read and unread messages, click All.

Deleting Open Messages

Y ou can del ete a message when you have the message open.

From the Message screen, click Delete.

Deleting Messages

WARNING:  Messages deleted from the Deleted Mail folder are deleted permanently.

1. From the messages screen, do one of the following:
* To delete one message:
a. Locatethe message and click its ActionLinks icon.
b. Click Delete.
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* To delete multiple messages:
»  Select each message.
* Click Delete.
* Todelete all messages:
* Inthetable heading row, select the check box.
» Click Delete.
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CHAPTER 15: REFLECTIONS

The Reflections tool allows you to create topics where Portfolio Reviewers can post and reply to
messages. Y ou can ask questions, generate discussion, and encourage Portfolio Reviewers to share
feedback and ideas.

There are two types of reflection topics:

» Threaded: Create athreaded topic for amore traditional online discussion. Participants post and reply
to messages. Replies that are associated with the same post are grouped together, creating message
threads that can be expanded and collapsed.

» Classblog: Create a collaborative blog (weblog) space by allowing participants to post a
chronological series of entries on a particular topic. Participants can then add comments to any blog
entry.

Portfolio Reviewers can only access the Reflectionstool if you create links to categories or topics on the
Home Page or other folders.

ExampLE:  To focusthe attention of your Portfolio Reviewers on different areas of your portfolio,
create topics for each of the areas. Then, to get the topics started, post a message in each of
the topics.

CREATING AND MANAGING REFLECTION

CATEGORIES

Creating and Editing Categories

Create discussion categories to group related topics together.
Create reflection categories to group related topics together.

ExampLE:  Create a category for all topics that Students will be graded on or for all the class blog
topics.

After one category is created, any topics that are not assigned to a category appear under Uncategorized
Topics.

TIP: Y ou can create a new category and a new topic simultaneously. For more information, see
Creating and Editing Topics.

1. From the DiscussionsReflections screen, do one of the following:
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» Tocreate anew category, click Create Category.

* Toedit an existing category, click its ActionLinksicon and click Edit Properties.
2. Enter atitle.
3. Enter adescription:

» Toenter the description in Plain Text format, enter it in the Description text box. The description
will appear exactly asyou have typed it.

* Toenter the description in HTML format, do one of the following:

* Tousethe HTML Creator, click Enable HTML Creator. For more information, see Using the
HTML Creator.

NOTE: Depending on administrator settings, the HTML Creator may not be available.

* Tohand codethe HTML:
a Select Use HTML.
b. Inthe Description text box, enter the HTML code.
4. Click Save.

Linking Categories to the Home Page and
Binders Tools

If you have content items, such as assignments, discussion topics, individual web links, and medialibrary
collections, you can create links to these items in the following locations:

* Home Page and other content folders in the Course Content tool

» learning modules in the Learning Modul es tool
Users can access these items by clicking the links in Course Content and Learning Modul es.

If you have created items with portfolio tools, such as binders, reflection topics, individual web links, and
gallery collections, you can create links to these itemsin the following locations:

* Home Page and other foldersin the Home Page tool
* bindersin the Binderstool

Portfolio Reviewers can access these items by clicking the links on the Home Page and in binders.

NOTE: In the Media Library tool, you can create links to collections but not to individual entries.
In the Web Links tool, you can create links to individual web links but not to categories.

NOTE: In the Gallery tool, you can create links to collections but not to individual entries. In the
Web Linkstool, you can create links to individual web links but not to categories.
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1. Gotothetool containing the item that you want to link to. For example, if you want to create alink to
aweb link, go to the Web Links tool.

2. Locate and select the item.

3. From the Create Link on drop-down list, select the location for the link and click the Go icon.

Moving Categories

Y ou can move categories to change the order in which they appear on the Discussions screen. Y ou cannot
copy categories.

You can move categories to change the order in which they appear on the Reflections screen. Y ou cannot
copy categories.
1. From the Discussions screen, click Reorder Categories.
2. From the Reflections screen, click Reorder Categories.
3. Select the category that you want to move. Y ou can select multiple categories.
4. Click theicon to indicate where you want to move the selected category:
» To move the category above another category, click its Move Selected Items Above icon.

» Tomove the category to the bottom of thelist, click the Move Selected Items to Bottom of List
iconin the last row of the table.

5. Click OK.

Viewing Links to Categories

If there are links to an item, such asaweb link, in other locations of a course, you can view alist of these
locations.

If there are links to an item, such as aweb link, in other locations of a portfolio, you can view alist of
these locations.

1. Locatetheitem and click its ActionLinksicon.

2. Click View Links to this Item.

Deleting Categories
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WARNING:  When you delete a discussion category, al topics and messages in the category are al'so
deleted.

WARNING:  When you delete areflection category, all topics and messages in the category are also
deleted.

1. From the Discussions screen, do one of the following
* Todelete one category, click its ActionLinksicon.
» Todelete multiple categories, select the categories.
2. From the Reflections screen, do one of the following
» Todelete one category, click its ActionLinksicon.
* Todelete multiple categories, select the categories.
3. Click Delete.
4. Click OK.

5. If the categories are linked to the Course Content tool, another confirmation message appears. Click
OK.

6. If the categories are linked to the Home Page tool, another confirmation message appears. Click OK.

CREATING AND MANAGING REFLECTION TOPICS

Creating and Editing Topics

Reflection topics alow you to create aforum where portfolio users can post messages to exchange ideas,
provide feedback, and ask questions on a particular subject. When you create topics, you can add them to
a category, or leave them uncategorized.

There are two types of topics:

e Threaded: Create a threaded topic for amore traditional online discussion. Participants post and reply
to messages. Replies that are associated with the same post are grouped together, creating message
threads that can be expanded and collapsed.

» Classblog: Create a collaborative blog (weblog) space by allowing participants to post a
chronological series of entries on a particular topic. Participants can then add comments to any blog
entry.

When editing atopic, you cannot change the topic type.
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From the Reflections screen, do one of the following:
* Tocreate anew topic:
a Click Create Topic.
b. Select thetopic type and click Next.
» Toedit an exigting topic, click its ActionLinks menu and click Edit Properties.
Enter atitle.
Enter adescription:

» Toenter adescription in Plain Text format, enter it in the Description text box. The description
will appear exactly asyou have typed it.

* Toenter adescriptionin HTML format, you can use the HTML Creator or hand code the HTML.:

* Tousethe HTML Creator, click Enable HTML Creator. For more information, see Using the
HTML Creator.

NOTE: Depending on administrator settings, the HTML Creator may not be available.

e Tohand codethe HTML:
a Select Use HTML.
b. Inthe Description text box, enter the HTML code.

Under Category, if you want to add the topic to a category, do one of the following from the Select
Category drop-down list:

NOTE: Thisfunctionality only appearsif you are creating a new topic. If you want to move an
existing topic, see Moving Topics.

» To add thetopic to an existing category, select the category.
* Tocreate acategory:

a.  Select Create New Category.

b. Enter aname and description.

Under Message Ratings, select whether or not you want to allow arating selection and, optionally, a
comment with the rating:

» |f you don't want to allow ratings, select Do not enable ratings in this topic.

* |If youwant to allow ratings, select Allow Portfolio Reviewers and Portfolio Designers to rate
messages using a simple rating scale and then click Create Scale:

a  Setuptherating scale:
* Toincludeinstructions, enter them in the text box.

e Toalow usersto include a comment with the rating, select Allow usersto justify their
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review.
* Toadd adtar rating, click Add Rating and enter the label in the text box.
» Toremove astar rating, click Remove Rating.
» Tochangethelabel of arating, click its Edit icon.
Click Save.
Under Visibility of ratings, select one of the following:
» Portfolio Reviewers and Portfolio Designers see ratings of their own messages only.

» Portfolio Reviewers and Portfolio Designers see ratings of all messages. If you want
these ratings to display only after Portfolio Reviewers have submitted their own rating,
also select Make other ratings visible only after submitting a rating.

To prevent users names from displaying to Portfolio Reviewers, select Make ratings
anonymous. Portfolio Owners can always see users names.

6. Under Topic Behavior Options, set Portfolio Reviewer Posting Rules for the topic:

e If you want to allow Portfolio Reviewers to contribute to atopic:

a

Select one of the following:

» Portfolio Reviewers can post messages and reply to messages.

» Portfolio Reviewers can post messages but cannot reply to messages.
» Portfolio Reviewers can reply to messages but cannot post messages.

To allow Portfolio Reviewersto edit their messages, select Portfolio Reviewers can edit their
messages after posting them.

« |If youwant to allow Portfolio Reviewers to read messages but prevent them from contributing to
atopic, select Lock thistopic for Portfolio Reviewers. Portfolio Owners can post messagesto a
locked topic.

7. Click Save.

Linking Topics to the Home Page and Binders

Tools

If you have content items, such as assignments, discussion topics, individual web links, and medialibrary
collections, you can create links to these items in the following locations:

» Home Page and other content folders in the Course Content tool

* learning modules in the Learning Modules tool
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Users can access these items by clicking the links in Course Content and Learning Modules.

If you have created items with portfolio tools, such as binders, reflection topics, individual web links, and
galery collections, you can create links to these itemsin the following locations:

* Home Page and other foldersin the Home Page tool
* bindersin the Binders tool

Portfolio Reviewers can access these items by clicking the links on the Home Page and in binders.

NOTE: In the Media Library tool, you can create links to collections but not to individual entries.
In the Web Links tool, you can create links to individual web links but not to categories.

NOTE: In the Gallery tool, you can create links to collections but not to individual entries. In the
Web Links tool, you can create links to individual web links but not to categories.

1. Gotothetool containing the item that you want to link to. For example, if you want to create alink to
aweb link, go to the Web Links tool.

2. Locate and select the item.

3. Fromthe Create Link on drop-down list, select the location for the link and click the Go icon.

Moving and Copying Topics

Y ou can move or copy adiscussion topic and al its messages into another category. When you copy a
topic, peer reviews are not copied with the topic.

Y ou can move or copy areflection topic and all its messages into another category. When you copy a
topic, message ratings are not copied with the topic.
1. From the Discussions screen, select the topic that you want to copy. Y ou can select multiple topics.
2. From the Reflections screen, select the topic that you want to copy. Y ou can select multiple topics.
3. Do one of the following:

* Tomove or copy to acategory that already contains topics:

a. Next to the topic that you want to copy the topic above or below, click the Click to view move
optionsicon.

b. Click Move Selected Items Above, Move Selected Items Below, Copy Selected Items
Above, or Copy Selected Items Below.

» Tomove or copy to acategory that does not contain any topics.
a. Inthe empty category, click the Click to view move optionsicon.

b. Click Copy Selected Items Here or Move Selected Items Here.
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Viewing Links to Topics

If there are links to an item, such asaweb link, in other locations of a course, you can view alist of these
locations.

If there are links to an item, such as aweb link, in other locations of a portfolio, you can view alist of
these locations.
1. Locatetheitem and click its ActionLinksicon.

2. Click View Links to this Item.
Deleting Topics

NOTE: Depending on administrator settings, this function may not be available to Teaching
Assistants.

When you delete a discussion topic, all messagesin the topic are also deleted.
When you delete areflection topic, al messagesin the topic are aso deleted.

1. From the Discussions screen, do one of the following:
» Todelete one topic, locate the topic you want to delete and click its ActionLinksicon.
* To delete multiple topics, select the topics.
2. From the Reflections screen, do one of the following:
* To delete one topic, locate the topic you want to delete and click its ActionLinksicon.
» Todelete multiple topics, select the topics.
3. Click Delete.
4. Click OK.
5. If thetopics arelinked to the Home Page tool, another confirmation message appears. Click OK.

READING AND POSTING REFLECTION MESSAGES

Locating, Reading, and Navigating Messages
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Y ou can locate messages posted to one topic or to all topics. Y ou can aso locate new messages only.

1. From the Discussions screen, do one of the following:

To locate messages:

in onetopic, click the topic title.

that you posted, click All My Posts. Note that this will include the messages that you posted,
aswell as your threaded replies and your blog comments.

in all topics, click All Topics.

NOTE: It may take some time to load all of your messages or all messages posted. After

you click these links, they are disabled so that the request is sent only once.

To locate new messages:

in al topics, next to All Topics, click New.
in one topic, next to the topic title, click New.

posted in reply to your messages, next to All My Posts, click New Replies. Both comments
and replies are included.

Tip: If you want to see your original message, next to In Reply to, click the Expand
icon.

2. From the Reflections screen, do one of the following:

To locate messages:

in one topic, click the topic title.

that you posted, click All My Posts. Note that thiswill include the messages that you posted,
aswell as your threaded replies and your blog comments.

in all topics, click All Topics.

NOTE: It may take sometimeto load all of your messages or all messages posted. After

you click these links, they are disabled so that the request is sent only once.

To locate new messages:

in al topics, next to All Topics, click New.
in one topic, next to the topic title, click New.

posted in reply to your messages, next to All My Posts, click New Replies. Both comments
and replies are included.

Tip: If you want to see your original message, next to In Reply to, click the Expand
icon.
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3. Toread and navigate messages, do the following:

*  For threaded messages:

To read the message, click the message subject.
To navigate messages, click Next Message or Previous Message.
To navigate pages, click the Next Page or Previous Page icon.

To view peer review, click View All Peer Reviews. For more information, see Using Peer
Review.

To view message ratings, click View All Ratings. For more information, see Using Message
Ratings.

» For blog messages, the messages are displayed.

To read comments on a message, click Comments.
To navigate pages, click the Next Page or Previous Page icon.

To view peer review, click View All Peer Reviews. For more information, see Using Peer
Review.

To view message ratings, click View All Ratings. For more information, see Using Message
Ratings.

» For journal entries, the entries are displayed.

To read comments on an entry, click Comments.
To navigate pages, click the Next Page or Previous Page icon.

If thejournal is public it displays links to the journals of all Students in the course who have
added entries to their journals. To read ancther Student's journal, under Name, click the name
of the Student. To return to your journal, click My Journal at the top of the list.

To view peer review, click View All Peer Reviews. For more information, see Using Peer
Review.

4, |If the message includes an attached file that you want to view or download, next to Attachments, click
its file name.

Replying and Commenting on Messages

Rather than posting a new message, you can reply to threaded messages or comment on blog messages.

1. From the message, click Reply or Comment.

2. Enter your reply:

* Toreply in Plain Text format, enter the message in the text box. The message will appear exactly
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as you have typed it.
* Toreply in HTML format, you can use the HTML Creator or you can hand code the HTML :

* Tousethe HTML Creator, click Enable HTML Creator. For more information, see Using the
HTML Creator.

NOTE: Depending on administrator settings, the HTML Creator may not be available.

* Tohand codethe HTML:
a Select Use HTML.
b. Inthe Message text box, enter the HTML code.
If you want to insert an equation into your message, see Creating and Inserting Equations.
4. If you want to attach files to the message:
a. Click Add Attachments. TheContent Browser pop-up window appears.

b. Locate and select the files. For more information on browsing for files and folders, see
Navigating with Content Browser.

5. If you want to preview your reply, click Preview.
6. Do one of thefollowing:
» If you are not ready to post the message but want to saveit, click Save as Draft.

* To post the message, click Post.

Posting Messages

Y ou can post new messages to threaded and blog topics, and you can add new entries to your journal.
Y ou can post hew messages to threaded and blog topics.

NOTE: Thisfunctionality may not be available to Students.

NOTE: This functionality may not be available to Portfolio Reviewer s.

1. From the topic's messages screen, click Create Message or Create New Entry.
NOTE: Section Designers cannot add journal entries.

2. If you came from the messages screen for All Topics, from the Topic drop-down list, select atopic for
your message.

3. Enter the subject of your message.
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4. Enter the message:

* Toenter amessagein Plain Text format, enter it in the Message text box. The message will
appear exactly asyou have typed it.

* Toenter amessagein HTML format, you can use the HTML Creator or hand code the HTML.:

* Tousethe HTML Creator, click Enable HTML Creator. For more information, see Using the
HTML Creator.

NoOTE: Depending on administrator settings, the HTML Creator may not be available.

* Tohand codethe HTML:
a Select Use HTML.
b. Inthe Message text box, enter the HTML code.
5. If you want to insert an equation into your message, see Creating and Inserting Equations.
6. If you want to attach files to your message:
a. Click Add Attachments. The Content Browser pop-up window appears.

b. Locate and select the file. For more information on browsing for files and folders, see Navigating
with Content Browser.

7. If you want to preview your message, click Preview.
8. Do oneof thefollowing:
» If you are not ready to post the message but want to saveit, click Save as Draft.

* To post the message, click Post.

Viewing Threaded and Unthreaded Messages

When messages are threaded, they display as a series of messages on the same subject. The original
message is listed first, followed by repliesto that message. By default, messages in threaded topics are
listed in threaded view, but you can change the view to unthreaded. Unthreaded messages arelisted in
chronological order.

From the messages screen, do one of the following:

» Todisplay messagesin chronological order, click Unthreaded.

» Todisplay messages with al replies grouped under the original message, click Threaded.
» Toexpand athread, next to the thread's subject, click the Expand icon.

» Toexpand al threads within the topic, in the table heading row, click Expand All.
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» To collapse athread, next to the thread's subject, click the Collapse icon.
* Tocollapse al threads within the topic, in the table heading row, click Collapse All.
» Todisplay all messagesin athread, click its Display Complete Thread icon

Sending Private Messages

In threaded topics, you can forward a message to course members, continuing the discussion with selected
course members. The messages are forwarded using the Mail tool, where the messages can be viewed by
the recipients.

In threaded topics, you can send private messages, rather than posting a public reply. The messages are
forwarded using the Message Center tool, where the messages can be viewed by the recipients.

NOTE: If amessage islocked, you can view it, but you cannot forward it.

NOTE: If amessage islocked, you can view it, but you cannot reply privately toit.

1. From the message, click Forward.
2. From the message, click Send Private Message.

3. Select the recipients of the message by doing one of the following. Use the To field for your primary
recipients, the CC field for those who you want to forward a copy of the message to, and the BCC
field for those who you want to forward the message to but hide their names from other recipients.

» To enter recipient names manually, enter the namein the To, CC, or BCC text box. Usea
semicolon to separate names.

* To browsefor recipients:
» Click Browse for Recipients.
» Locatethe recipients and select the text box under the To, CC, or BCC column.
» If you need to navigate to the next page of recipients, click the Next Page icon.
* Click Save.
4. If you want to mark your message as high priority, select High priority.

5. If you want to make changes to the message, you can edit the subject and message, insert an equation
or add an attachment. For more information, see Posting Messages.

6. If you want to preview the message, click Preview.
7. Do one of the following:

» If you are not ready to forward the message, but you have made changes that you want to save,
click Save as Draft.
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» Toforward the message, click Send.

Editing Draft Messages

If you saved a message as a draft, you can edit it and then post it to the topic.

1. From thetopic that contains the draft message, click View Drafts.
2. Under Name, click the subject line.

3. You can edit the subject and message, insert an equation, and add attachments. For more information,
see Posting Messages.

4. If you want to preview your message, click Preview.
5. Do one of the following:
» To save the message again as a draft, click Save.
» Topost the message, click Post Now.

Editing Posted Messages

Y ou can edit a message and then re-post it to the topic. The edited message replaces the original message,
but it is not marked as a new message. Y ou can also edit replies to threaded messages, but you cannot edit
comments in blog and journal topics.

Y ou can edit amessage and then re-post it to the topic. The edited message replaces the original message,
but it is not marked as a new message. Y ou can also edit replies to threaded messages, but you cannot edit
comments in blog topics.

NOTE: This functionality may not be available to Students.

NOTE: Thisfunctionality may not be available to Portfolio Reviewers.

1. Locate the message. For more information, see Locating, Reading, and Navigating Messages.
NOTE: Y ou can only edit messages that you posted.

2. Click Edit Message.

3. You can edit the subject and message, insert an equation, and add attachments. For more information,
see Posting Messages.

4. If you want to preview your message, click Preview.
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5. Do oneof thefollowing:
» If you are not ready to post the edited message but want to saveit, click Save as Draft.
* To post the message, click Post.

MANAGING REFLECTION MESSAGES

Navigating Multiple Pages

If there are enough items to appear on multiple pages, paging controls appear at the bottom of the screen
and you can use them to navigate from one page to another. Y ou have options to go to a specific page, go
to the next page, or return to the previous page. If there are no items on the page or if there are not enough
itemsto appear on multiple pages, you cannot use paging controls.

Y ou can aso use the Paging Preferences feature to set the number of itemsto appear on each page. The
default isten and the maximum is 9999 items per page, although it is recommended that you do not
exceed 999 items per page.

NOTE: In Grade Book and Group Manager, this feature is available on multiple screens. When
you set the paging preference on a particular screen in these tools, it is applied asthe
default on all the screens where this feature is available.

» If there are enough items to appear on multiple pages, you can use the following options to navigate
those pages:

» To select aspecific page: From the Page drop-down list, select the page and click the Go icon.

NOTE: Y ou may see the page number followed by the number of records in parentheses.
For example, 1 (1-10) means that page 1 contains records 1 to 10.

» Toview al pages: From the Page drop-down list, select All and click the Go icon.
* Togoto the next page, click the Next Page icon.
» Toreturnto the previous page, click the Previous Page icon.
e To set the number of items per page:
1. Click the Paging Preferencesicon.

2. Enter the number of items to appear on each page and click OK.
Moving and Copying Messages

147



Chapter 15:; Reflections

Y ou can move or copy messages from one topic to another topic in the same category, in a different
category, or in Uncategorized Topics, aslong as they are the same type of topic. For example, you cannot
move messages from a threaded topic to ajournal or blog topic.

Y ou can move or copy messages from one topic to another topic in the same category, in a different
category, or in Uncategorized Topics, as long as they are the same type of topic. For example, you cannot
move messages from athreaded topic to a blog topic.

After they are moved or copied, messages take the properties of the new topic. For example:

» If you move or copy messages from atopic that does not allow peer review to atopic that allowsit,
the peer review functionality is added to the messages.

» If you move or copy messages from atopic that does not allow message ratings to a topic that allows
them, the message ratings functionality is added to the messages.

* If you move or copy messages from atopic that allows peer review by simple scale rating to atopic
that allows peer review by grading form, the previous ratings are removed and the functionality is
added.

» |f you move or copy messages from atopic that allows message editing to a topic that does not allow
you to edit messages after posting, the editing functionality is removed from the messages.
1. From the messages screen, select the messages. To move or copy:
e amessage and its comments, select the message.
» athread, select the first message in the thread.
» areply to athread, select the message.
» al messages on the page, select the check box in the table heading row or click Select All.

» selected messages that appear on different pages, click the Paging Preferences icon and change
the number of records per page to display all the messages.

Y ou can select multiple messages and threads.
2. From the Move to or Copy to drop-down list, select the topic and click the Go icon.

3. Click OK. If the messages screen appears, the topic that you selected contained no messages; the
messages have been moved or copied.

4. If the Specify Thread pop-up window appears, the topic that you selected already contains messages;
select alocation for the messages within the existing messages.

a  Under Name, select either Sart a new thread or select the message that you want the messages to
appear under.

b. Click OK.

Sorting Messages
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Y ou can sort messages in ascending order (A to Z, or 1 to 9) or descending order (Zto A, or 9to 1). An
up-arrow next to the sort criterion indicates that items are currently sorted in ascending order. A
down-arrow next to the column title indicates that items are currently sorted in descending order.

NOTE: Items remain in the specified sort order until you go to another screen.

1. From the messages screen, do one of the following:
» To sort threaded messages, click thetitle of the column by which you want to sort items.
» To sort blog messages, next to Sort by, click Date, Author, or Rating.

» Tosort journal entries, next to Sort by, click Date or Rating.

If the items were not previously sorted by that criterion, they are now sorted in ascending order. If the
items were previously sorted by that column, they are now sorted in descending order. To reverse the
sort order, click the column title again.

Locking and Unlocking Messages

Y ou can lock messages and threads so that Student can read messages, but they cannot reply or comment,
edit, forward, or submit peer review. Section Instructors and Teaching Assistants can post to locked
messages. Y ou can have amix of locked and unlocked messages in the same topic.

Y ou can lock messages and threads so that Portfolio Reviewers can read messages, but they cannot reply
or comment, edit, forward, or rate. Portfolio Owners can post to locked messages. Y ou can have amix of
locked and unlocked messages in the same topic.

For information about controlling Student participation in topics, including how to lock topics, see the
Topic Behavior Optionsin Creating and Editing Topics. For information about releasing topics to specific
groups of Students or on specific date, see Adding Group Criteria to Items or Adding Date Criteriato
Items.
1. Depending on the type of topic, do one of the following:

* Inthreaded topics, locate the thread and click the subject of the first message in the thread.

* Inblog topics, locate the message.

* Injourna topics, locate the entry.
2. Do oneof thefollowing:

* Toonly alow usersto read messages, click Lock Thread.

» Toalow usersto use all functionality available in the topic, click Unlock Thread.

Marking Threaded Messages as Unread or Read
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In threaded topics, you can mark messages as unread or read.

1. From the threaded messages, select the messages you want to mark as unread or read:
* To mark selected messages, select the check box next to each message.
» Tomark al messages on the page, in the table heading row, select the check box next to Subject.

TIP: To select messages on several pages, click the Paging Preferencesicon and
change the number of messages per page to display all the messages on one page.

2. Click Mark as Unread or Mark as Read.

Printing and Saving Messages

Y ou can compile messages and then print or save them. Y ou can also use the compiled list to read and
respond to the messages. After you have compiled messages, they are marked as read.
1. Locate the messages.
2. Select the messages that you want to print or save:
»  For threaded messages:
» To select specific messages, select the check box next to each message.
* Toseect al messages on the current page, in the table heading row, select the check box.
» For blog messages and journal entries:
» To select specific messages or entries, select the check box next to the subject.
» Toseect al messages on the current page, click Select All.
* For blog messages:
» To select specific messages or entries, select the check box next to the subject.
» Toselect al messages on the current page, click Select All.
Click Create Printable View.
If you want to print the compiled messages, click Print.

If you want to download the compiled messages, click Save as File.

© 0 &~ w

If you want to reply to a message, click Reply. For more information, see Replying and Commenting
on Messages.

7. When you are finished viewing the compiled messages, click Close this window.
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Deleting Messages

When you delete a message, all replies to the message are also del eted.

NOTE: Depending on administrator settings, this feature may not be available to Teaching
Assistants.

1. From the messages screen, do one of the following:
» To delete one message, locate the message and click its ActionLinks icon.
* To delete multiple messages, select the messages.
* Todelete al messages on the page, select the check box next to Subject or click Select All.

TIP: To delete messages that span multiple pages, adjust the number of messages listed
on asingle page to include all messages you want to delete. For more information,
see Navigating Multiple Pages.

2. Click Delete.
3. Click OK.

USING MESSAGE RATINGS

Rating Messages

If peer review is enabled, you can review messages posted to the topic. Depending on topic properties,
you might only be able to see other peer reviews after you submit your own review, and either your name
will appear with your review or your review will be posted anonymously.

If message ratings are enabled, you can rate messages posted to the topic. Depending on topic properties,
you might only be able to see other ratings after you submit your own rating, and either your name will
appear with your rating or your rating will be posted anonymously.

1. From the message, click Review this Message .

2. From the message, click Rate this Message.

3. Depending on the type of peer review used, do one of the following:

» If asimplerating scaleis used, select the rating.
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» If agrading form is used, select a performance indicator for each criterion.

4. Select therating

5. Inthe Comments or Reason for your rating text box, enter areason for your selections.
NOTE: This option may not be available.

6. Inthe Reason for your rating text box, enter areason for your selections.
NOTE: This option may not be available.

7. Click Save.

Viewing Message Ratings

If amessage that you posted has been reviewed, you can access al reviews of your message. Depending
on topic settings, you may aso be able to access reviews of others' messages.

If amessage that you posted has been rated, you can access al ratings of your message. Depending on
topic settings, you may also be able to access ratings of others' messages.

1. Locate the message for which you want to see reviews.

Tip: If you want to see reviews on messages that you posted, from the Discussions screen
click All My Posts and click the message subject.

For peer reviews using a simple rating scale, the average rating and number of reviewsis displayed. If
agrading form is used, the number of reviews s displayed.

NOTE: For others' messages, this functionality may only appear after you have submitted a
review.

2. Locate the message for which you want to see ratings.

TIP: If you want to see ratings on messages that you posted, from the Reflections screen
click All My Posts and click the message subject.

The average rating and number of reviews is displayed.

NOTE: For others messages, this functionality may only appear after you have submitted a
rating.

3. Click View All Reviews.

» If asimplerating scaleis used, the ratings and reasons appear, followed by the ratings distribution
graph.

» If agrading form is used, the form displays at the top, with the number of reviews for each
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performance indicator in parentheses. Click the Expand/Collapse icon to see the ratings and
comments submitted by each reviewer.

4. Click View All Ratings. The ratings and reasons appear, followed by the ratings distribution graph.

Viewing Ratings that you Submitted

After you submit peer review, you can access it from the message.
After you submit a message rating, you can access it from the message.

From the Message screen:
» If asimplerating scaleis used, next to My rating, your star selection is displayed.

» If agrading formisused, click My Review. The grading form is displayed, showing your selections
and comments.

From the Message screen, next to My rating, your star selection is displayed.

153



Chapter 16: Resume

CHAPTER 16: RESUME

Using the Resume tool, you can make your resume available to al users enrolled as Portfolio Reviewer by
adding it to the Home Page. Y ou can provide information in your resume such as:

e career objectives.
e education.
» work experience.

» professiona and personal references.

There are two waysto add a resume to your portfolio. Y ou can use the built-in resume feature to create a
resume, or you can import afile.

Built-in Resume

With the built-in resume feature, you can add resume detailsto six different sections within the resume.
Each section is called an item. Y ou can add multiple versions of each item and title them as you desire.

Y ou can add resume details to the following items:

e Header
e Objective
e Education

*  Work History
 References

e Custom
Resume File

If you have created a resume outside your portfolio that you want to use, you can import the file and make
it available to users enrolled as Portfolio Reviewer in your portfolio.

CREATING A RESUME

To create aresume using the Resume tool, you can:
* add aHeader item.

* add Objectiveitems.

* add Education items.

+ add lls.

* add Customitems.
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» add Work History items.

* add References.
Y ou can create multiple versions of each of these items and change their titles except the Header item.
Alternatively, you can import atext or HTML file that you have created and import it into your portfolio.

Adding Resume Items

In the Resume tool, you can add the following itemsto your portfolio resume: header, objective,
education, work history, and references. If you have additional information that does not belong in one of
these categories, you can add custom items.

1. From the Resume screen, click Add Resume Item.

2. Click theitem you want to add.

3. If you want to change the default title, edit the title in the Heading text box. Header items do not have
headings.

4. Inthe Content text box, enter content in Plain Text or HTML format:

» Tocreate content in Plain Text format, enter it in the Content text box. The content will appear
exactly asyou have typed it.

* Tocreate content in HTML format, you can use the HTML Creator or hand code the HTML.:

* Tousethe HTML Creator, click Enable HTML Creator. For more information, see Using the
HTML Creator.

NOTE: Depending on administrator settings, the HTML Creator may not be available
or it may appear by default.

* Tohand codethe HTML:
a Select UseHTML.
b. Enter the HTML code.
5. Click Save.

Importing a Resume

Instead of using the Syllabus tool to create a syllabus, you can import a syllabus. The imported syllabus
must bein plain text or HTML format.

Instead of using the Resume tool to create a resume, you can import aresume. The imported resume must
bein plain text or HTML format.
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NOTE: If you used the Syllabus tool to add items, this information is saved but not displayed after
you import a syllabus. Only the information in the imported syllabusiis displayed.

NOTE: If you used the Resume tool to add items, thisinformation is saved but not displayed after
you import aresume. Only the information in the imported resume is displayed.

From the Syllabus screen, under Select Syllabus Type, select Use File and click Select.
From the Resume screen, under Select Resume Type, select Use File and click Select.
Under Select Syllabus, click Browse. The Content Browser pop-up window appears.

Under Select Resume, click Browse. TheContent Browser pop-up window appears.

o > wDd P

L ocate and select the file. For more information on browsing for files and folders, see Navigating
with Content Browser.

WORKING WITH RESUME ITEMS

Editing Resume Items

Y ou can edit Resume items, such as objectives, education, and work history. If the resume was imported
asan HTML file, you can edit it in Files. If the resume was imported in another file format, you must edit
it on your local computer and import it again.

1. From the Resume screen, click the item title.

2. Edit the information. In some text boxes, you can enter or edit the content in Plain Text or HTML
format:

» To edit the content in Plain Text format, enter it in the text box. The content will appear exactly
asyou havetyped it.

* Toedit the content in HTML format, you can use the HTML Creator or hand code the HTML.:

* Tousethe HTML Creator, click Enable HTML Creator. For more information, see Using the
HTML Creator.

NOTE: Depending on administrator settings, the HTML Creator may not be available
or it may appear by default.

« Tohand codethe HTML:
a Select Use HTML.
b. Enter the HTML code.
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3. Click Save.

Showing or Hiding Resume Items

Y ou can make an item, such as a chat room, learning module, web link, medialibrary collection, or file
visible to Students by showing theitem in your course. Alternatively, if you do not want an item to be
visible yet, you can hide it temporarily.

Y ou can make an item, such as a binder, web link, gallery collection, or file visible to Portfolio Reviewers
by showing the item on the Home Page. Y ou can also make a goal visible by showing it in the Goalstool.
Alternatively, if you do not want an item to be visible yet, you can hide it temporarily.

NOTE: By default, when aquiz, self test, survey, or assignment is created, it is hidden from
Students.

» Beforeyou can show aquiz, self test, or survey and make it visible to Students, you
must add at least one question to it.

» Before you can show an assignment and make it visible to Students, you must
distribute the assignment to Students.

* Toshow an item:
1. Locatetheitem and click its ActionLinksicon.
2. Click Show Item.

* Tohideanitem:
1. Locatetheitem and click its ActionLinksicon.

2. Click Hide Item.

Moving Resume Items

After adding Syllabus items, you can change the order in which they are presented in the syllabus.
After adding Resume items, you can change the order in which they are presented in the resume.

To move items above an item:
a. From the Syllabus screen, next to the items that you want to move, select the check box.
b. From the Resume screen, next to the items that you want to move, select the check box.

c. Locatetheitem above which you want to move the selected items and click its Move Selected Items
Aboveicon.
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Deleting Resume Items

Y ou can delete items using the Delete button or the ActionLinksicon. If aDelete button is available on
the screen, you can use it to delete one item, several items, or all items at the same time. If aDelete
button is not available, you can use the ActionLinksicon to delete oneitem at atime.

IMPORTANT: « Inthe Announcementstool, designers and instructors cannot delete announcements
that have been sent.

* Inthe Assessmentstool, if you delete a quiz, survey, or self test, Student submissions
for that assessment are also deleted.

* Inthe Chat tool, you can delete the default Common Room only if another room has
been created.

* Inthe Course Content tool, you can delete severa or all items from the Power View.
For more information, see using the Basic View or Power View.

* IntheMedia Library tool:
» designers can delete any entry.
» users other than designer can delete only their own entries.

* Inthe Web Linkstool, Students can delete only their own web links.

» Using the Delete button to delete one item or several items:
1. Select theitemsand click Delete.
2. Click OK.
» Using the Delete button to delete all items on the current page:
1. Select the check box next to Title. All items on the current page are selected.
2. Click Delete.
3. Click OK.
4. If there are items on additional pages and you want to delete them, repeat steps 1 through 3.
» Using the ActionLinksicon to delete one item at atime:
1. Locatetheitem and click its ActionLinksicon.
2. Click Delete.
3. Click OK.
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Printing a Resume

Y ou can convert the syllabus to a version that can be printed using your browser's print function. In the
printable version, all syllabus items are expanded to display their content.

Y ou can convert aresume to aversion that can be printed using your browser's print function. In the
printable version, all resume items are expanded to display their content.

NOTE: Hidden items do not appear.

1. From the Syllabus screen, click Printable Version.
2. From the Resume screen, click Printable Version.

3. Click your browser's print function and follow the prompts.
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CHAPTER 17: SET PREFERENCES

The Set Preferences areais a central place containing tools that you use to customize a portfolio:

Tools

In aportfolio, you usetoolsto perform specific activities. Y ou can determine which tools will be used
in the portfolio. For example, if you want to create aresume, you add the Resume tool and use it to
create or import aresume. Or if you want to create reflection topics, you add the Reflections taol.

Menus

Menus contains links to portfolio tools. The following menus are available to Portfolio Owners and
Portfolio Designers. Portfolio Menu, Owner Tools, and Options. Portfolio Reviewers only have access
to the Portfolio Menu. Y ou can temporarily hide tools from Portfolio Reviewers by hiding links to tools
on the Portfolio Menu.

Colors

Y ou can customize a portfolio by choosing text and background colors. Y ou can also use predefined
color sets, including a high contrast set.

Icons

The Home Page tool is where you can organize and present material for Portfolio Reviewers. Y ou can
customize the Home Page tool by choosing different default icon styles or using your own icons.

Settings

Y ou can edit settings for toolsin a portfolio. Settings allow you to configure and disable or enable tools.
If you enable atool, you and other users can access the tool and its material in the portfolio. If you
disable atool, you remove atool and its material from the portfolio. However, the materia is saved and
becomes available again when you enable the tool.

USING TOOLS
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To create, organize, or deliver material in a portfolio, you use various tools. Tools allow you to perform
specific activitiesin a portfolio. For example, if you want to create a resume, you can add the Resume tool
and use it to create aresume. Portfolio Reviewers can view the resume if you make it available.

Linksto tools are listed under three menusin a portfolio: Portfolio Menu, Owner Tools, and Options.
Portfolio Owners and Portfolio Designers can access tools from all the menus but Portfolio Reviewers can
only access tools on the Portfolio Menu. If you want to make material in Owner Tools availableto
Portfolio Reviewers you must add it to the Home Page.

For more information on how to use specific tools, see topics for each tool.
IMPORTANT: Inorder to usetoolsin aportfolio, they must be enabled. Administrators can enable or

disable tools. Y ou may be allowed to enable or disable tools from Settings in the Set
Preferences area.

Adding or Removing Tools

Toolsthat are available in a portfolio appear under Portfolio Menu, Owner Tools, and Options. Portfolio
Reviewers can only seetools on the Portfolio Menu. If you want to share material from Owner Tools with
Portfolio Reviewers, you must add it to the Home Page.

If necessary, you can add more tools to Portfolio Menu and Owner Tools. For example, if you want to
create areflection topic, you add the Reflections tool. Or if you want to allow Portfolio Reviewers to see
your calendar, you add the Calendar tool. After you have added tools, alink to each tool appears on the
menus. Y ou access the tools and their material by clicking the links.

If you do not want certain tools to be used in the portfolio, you can remove them from Portfolio Menu and
Owner Tools. Material in those toolsis saved and will be available if you add the tools again.

If there is material in aPortfolio Menu tool that you do not want to make available to Portfolio Reviewers
yet, you can hide the tool temporarily instead of removing it.

ImPORTANT: |If you created links to items on the Home Page and other locations in the portfolio, those
links will still be available even if you remove the tool. For example, if you created alink
to an reflection topic, that link will still be available even if you remove the Reflections
tool.

1. From Set Preferences, click Tools.
2. Do oneof thefollowing:
 Toaddtools, select the check box next to each tool and click Save.

* Toremovetools, clear the check box next to each tool and click Save.

Hiding or Showing Portfolio Menu Tools
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Y ou can temporarily hide links to tools on the Portfolio Menu so Portfolio Reviewers cannot access them.
For example, if you were working on some calendar entries and you didn't want Portfolio Reviewers to
see them before you were finished, you could hide the link to the Calendar tool.

When you want Portfolio Reviewer sto access tools from the Portfolio Menu again, you can show the
links.

NOTE: The Home Page tool cannot be hidden. Y ou can hide material on the Home Page from the
Home Page or Manage Views tools.

1. From Set Preferences, click Menus.
2. Inthe Portfolio Reviewer Visibility column, do one of the following:

+ To hidetools, locate each tool and click Hide Link. On the Build Portfolio tab, the hidden tools
are marked with (H) to indicate that they are hidden.

e To show tools, locate each tool and click Show Link.

MANAGING MENUS

Menus are a primary navigation feature in a portfolio. The Portfolio Menu is visible throughout the
portfolio and contains links to tools and Home Page items that can be made available to all users.
Portfolio Owners and Portfolio Designers can also access tools on the Owner Tools and Options menus.
Owner Tools contains tools for building content that can be added to the Home Page. Options contains
tools for configuring your portfolio and managing guests.

Changing the Appearance of Tool Links on
Menus

Menus are a primary navigation feature in a portfolio. The Portfolio Menu isvisible to al roles. The
Owner Tools and Options menus are only visible to Portfolio Owners and Portfolio Designers.

Y ou can change the appearance of links on the menus:
e iconsand text
e textonly

* iconsonly

If new material becomes available in tools on the Portfolio Menu, a New items available icon appears
next to each link. If atool is hidden from Portfolio Reviewers, the link is marked with (H) and does not
appear to Portfolio Reviewers.

1. From Set Preferences, click Menus.
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2. Under General Settings, next to Menus, select one of the following options:
» Display asicons and text
e Display text only
» Displayiconsonly

3. Click Apply Settings.

Expanding and Collapsing Menus

Menus are the primary navigation feature in a portfolio. Menus are visible throughout the portfolio and
contain links to tools used for creating material, designing and customizing your portfolio, and managing
guests. Y ou can access tools by clicking the links on the menus.

If the links are displayed as both icons and text, you can horizontally expand and collapse the menu frame
to display or hide icon labels on the menus. Collapsing the menu frame increases the viewing area of the
current screen. You can aso vertically expand and collapse the Portfolio Menu, Owner Tools and Options
menusindividually.

» Toexpand or collapse the menu frame, click the Expand or Collapse toggle.

* Toexpand or collapse the Portfolio Menu, Owner Tools or Options menus. Click the Expand or
Collapse icon next to the heading.

Moving Links on the Portfolio Menu

NOTE: Depending on administrator settings, this feature may not be available.

The course menu is the primary navigation feature in a course. The course menu is visible throughout the
course and contains links to Course Tools and role-specific tools, such as Designer Tools, Instructor
Tools, or My Tools for Students. Users can access tools and their content by clicking the links on the
menu. Y ou can change the order of links, except for the Course Content link, by moving them up or down
on the course menu.

Y ou can change the order of links on the Portfolio Menu, except for the Home Page link, by moving them
up or down.

IMPORTANT: |If you are designing atemplate, these settings apply to all coursesthat are based on the

template. The Section Designer or Section Instructor can change these settingsin a course
without changing the template.

1. From Manage Course, click Course Menu.

2. From Set Preferences, click Menus.
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3. Inthe Move column, select the link that you want to move up or down.
4. Do one of the following:
e Tomovetheitem up:

a. Locatealink above the one that you already selected and click its ActionLinks for this [tem
icon.

b. Click Move Selected Above.
* To movetheitem down or to the end of the list:

a. Locatealink below the one that you aready selected and click the ActionLinks for this Item
icon.

b. Click Move Selected Below.

Hiding or Showing the Portfolio Menu Tools

Y ou can temporarily hide links to tools on the Portfolio Menu so Portfolio Reviewers cannot access them.
For example, if you were working on some calendar entries and you didn't want Portfolio Reviewers to
see them before you were finished, you could hide the link to the Calendar tool.

When you want Portfolio Reviewer sto access tools from the Portfolio Menu again, you can show the
links.

NOTE: The Home Page tool cannot be hidden. Y ou can hide material on the Home Page from the
Home Page or Manage Views tools.

1. From Set Preferences, click Menus.
2. Inthe Portfolio Reviewer Visibility column, do one of the following:

* To hidetools, locate each tool and click Hide Link. On the Build Portfolio tab, the hidden tools
are marked with (H) to indicate that they are hidden.

* To show tools, locate each tool and click Show Link.

Adding Custom Links

Y ou can add a custom link to an Internet resource, such as Google™ (ht t p: / / www. googl e. com),
under Portfolio Menu whereit isvisible to all usersin the portfolio.

1. From Set Preferences, click Menus.
2. Next to Portfolio Menu, click Add Custom Link.
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In the Title text box, enter the name of the link. For example: Googl e.

In the URL text box, enter the URL for the link. Y ou have the option of entering the protocol. If none
is entered, the default protocol isHTTP. For example: ht t p: / / www. googl e. com

Decide if you want to use an icon. The image will be re-sized to 20x20 pixels automatically.
» |If you do not want to use an icon, click Save.
e If you want to use an icon

a. Click Browse. The Content Browser pop-up window appears.

b. Locate and select the file you want to use. For more information, see Navigating with Content
Browser.

Click Save.

Editing Custom Links

If acustom link to an Internet resource, such as Google™ (ht t p: / / www. googl e. com), was added to
the Portfolio Menu, you can edit it.

1
2
3.
4
5

From Set Preferences, click Menus.

L ocate the custom link that you want to edit and click its ActionLinksicon.
Click Edit Custom Link.

In the Title text box, edit the name of the link. For example: Googl e.

Inthe URL text box, edit the URL for the link. Y ou have the option of entering the protocol. If none
is entered, the default protocol isHTTP. For example: ht t p: / / ww. googl e. com

Decideif you want to use an icon. The image will be re-sized to 20x20 pixels automatically.
e If you do not want to use anicon, click Save.
» If you want to use anicon:

a Click Browse. The Content Browser pop-up window appears.

b. Locate and select the file you want to use. For more information, see Navigating with Content
Browser.

Click Save.

Deleting Custom Links
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If acustom link to an Internet resource, such as Google™ (ht t p: / / www. googl e. com), was added to
the Portfolio Menu but you no longer want to use the link, you can deleteit.

1. From Set Preferences, click Menus.

2. Next to Portfolio Menu, locate the custom link that you want to delete and click its ActionLinksicon.

3. Click Delete.

MANAGING COLORS

NOTE: Depending on administrator settings, these features may not be available.

Y ou can customize a course by choosing different text and background colors. Y ou can use a predefined
color set which applies a consistent color scheme throughout the course, or you can create a custom color
set. In compliance with the US Rehabilitation Act, Section 508, the Blackboard Learning System also
offers ahigh contrast color set which allows users who have difficulty distinguishing colors to use the
Blackboard Learning System.

Y ou can customize a portfolio by choosing different text and background colors. You can use a
predefined color set which applies a consistent color scheme throughout the course, or you can create a
custom color set. In compliance with the US Rehabilitation Act, Section 508, the Blackboard Portfolio
System also offers a high contrast color set which allows users who have difficulty distinguishing colors
to use the Blackboard Portfolio System.

Selecting a Color Set

Creating a Custom Color Set

NOTE: Depending on administrator settings, this feature may not be available.

Y ou can customize a course by choosing background and text colors to create a custom color set.

Y ou can customize a portfolio by choosing background and text colors to create a custom color set.
Y ou can select the background color of the following:

* page

» table headers

» course menu containing Course Tools and role-specific tools, such as Designer Tools, Instructor
Tools, or My Tools for Students
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Portfolio Menu, Owner Tools, and Options
selected items on the course menu

selected items on the menus

highlighted items on the course menu

highlighted items on the menus

Y ou can select the text color of the following:

page text

table headers

links

visited links

items on the course menu

selected items on the course menu
selected items on the menus
highlighted items on the course menu

highlighted items on the menus

To further customize a course, you can override custom colors that are set here by changing the
background color in the Course Content tool.

To further customize a portfolio, you can override custom colors that are set here by changing the
background color in the Home Page tool.

IMPORTANT: |If you are designing atemplate, this feature appliesto all courses that are based on the

template. The Section Designer or Section Instructor can edit this feature in a course
without changing the template.

From Manage Course, click Colors.
From Set Preferences, click Colors.

Under Color Set, select Custom. The preview frame displays the elements that you can select colors
for.

Under Preview, click the Edit icon next to the element that you want to change.
Do one of the following:

* Click acolor.

* Inthe Color value text box, enter the RGB color value and click Preview.

Click Apply. The new color appears in the preview frame.
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7. Click Apply. The new color is applied.

MANAGING ICONS

NOTE: Depending on administrator settings, these features may not be available.

In the Course Content tool, you can choose an icon set or change an icon style for an individual link.
Links can appear asicon and text, icon only, or text only.

In the Home Page tool, you can choose an icon set or change an icon style for an individual link. Links
can appear asicon and text, icon only, or text only.

Selecting an Icon Set

Customizing an Individual Icon

NOTE: Depending on administrator settings, this feature may not be available.

In the Course Content tool, an icon set is used by default so that a consistent icon style is used for files,
content folders, and content links. However, you can use your own images as custom icons. The custom
icon is used wherever that type of item appears in the Course Content tool. If the icon was already
changed to a custom one, you can revert to the original icon. Ensure that your image measures
approximately one inch by oneinch or smaller. If theimage islarger, it is unsuitable as an icon.

In the Home Page tool, an icon set is used by default so that a consistent icon styleis used for files,
folders, and links. However, you can use your own images as custom icons. The custom icon is used
wherever that type of item appears in the Home Page toal. If the icon was already changed to a custom
one, you can revert to the original icon. Ensure that your image measures approximately one inch by one
inch or smaller. If theimageislarger, it is unsuitable as an icon.

IMPORTANT: |f you are designing atemplate, this feature appliesto all courses that are based on the
template. The Section Designer or Section Instructor can edit this feature in a course
without changing the template.

From Manage Coursg, click Course Content Icons.
From Set Preferences, click Icons.

Locate the icon that you want to customize and click its ActionLinks icon.

A WD P

Depending on whether the icon was changed before, do one of the following:
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» If theicon was changed before and you want to use the original icon, click Revert to Original
and Apply.

» If theicon was not changed before, you can customize it:
a. Click Replace Image. The Content Browser pop-up window appears.

b. Locate and select the file you want to use. For more information, see Navigating with Content
Browser.

c. If you selected afilein Repository or Template Manager that you have not already subscribed
to, do one of the following:

» To create asubscription to the file, select Subscribe and click OK
» Tocreateacopy of thefile that you can edit, select Copy and click OK.

d. If you selected afilein Repository or Template Manager that you have already subscribed to,
do one of the following:

* Tousethe existing subscription, select Keep and click OK.
* Tocreateacopy of thefilethat you can edit, select Keep and copy and click OK.

5. Onthe Course Content |cons screen, click Apply.

6. Onthelconsscreen, click Apply.

SETTINGS

Settings determine which tools and features are enabled in the course.

Settings determine which tools and features are enabled in the portfalio.

Settings are listed under the following headings:

Tools: these settings allow you to configure settings specific to course tools. For example, using the
Mail tool settings you can enable or disable the tool and specify the maximum attachment size.

Tools: these settings allow you to configure settings specific to portfolio tools. For example, using the
Message Center tool settings you can enable or disable the tool and specify the maximum attachment
size.

Administration: these settings allow you to configure settings that apply to the program in a broader
sense. For example, using the International administration settings you can set the time and date
format used throughout the course.

Administration: these settings allow you to configure settings that apply to the program in a broader
sense. For example, using the International administration settings you can set the time and date
format used throughout the portfolio.

System Integration: these settings allow you to configure deployable components.
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Overview of Configuring Settings

Settings determine which features are enabled and how the features are configured for the course. Y ou
can specify setting values for your courses. If a setting displays the message This setting has been locked,
it has been locked by an administrator and you cannot modify it. Administrators can also override your
setting valuesif they want to ensure consistent feature configuration for all courses.

Settings determine which features are enabled and how the features are configured for the portfolio. Y ou
can specify setting values for portfolios. If a setting displays the message This setting has been locked, it
has been locked by an administrator and you cannot modify it. Administrators can also override your
setting valuesiif they want to ensure consistent feature configuration for all portfolios.

From the Manage Course screen, click Settings.

From the Set Preferences screen, click Settings.

Click the setting that you want to configure.

Under Value, select or enter a value. For more information, see the topic for the setting.

o > w D PP

Click Save Values.

Configuring Tool Settings

Binders Settings

If asetting displays the message This setting has been locked, it has been locked by an administrator and
you cannot modify it.

1. From the Learning Modules Tools screen, specify setting values:
From the Binders Tools screen, specify setting values:

Setting Description

Enable Learning Modules tool Determines whether the tool is available for usein a
course.

Enable Binders tool Determines whether the tool is available for usein a
portfolio.

2. Click Save Values.

170



Chapter 17: Set Preferences

Calendar Settings

If a setting displays the message This setting has been locked, it has been locked by an administrator and

you cannot modify it.

1. From the Calendar Tools screen, specify setting val ues:

Setting

Description

Enable Calendar tool

Determines whether the tool is available for usein a
course.

Enable Calendar tool

Determines whether the tool is available for usein a
portfolio.

Display institution public entriesin the
section Calendar

Institution public entries, created by the Institution
Administrator, are always displayed when Calendar
is accessed from My Blackboard. This setting
determines whether institution public entries are al'so
displayed when Calendar is accessed from the section

Allow non-Section Instructorsto add
public entries to the section Calendar

Determines whether Teaching Assistants, Students,
and Auditors can create public entriesin the section
Calendar. Public entries appear in al section
members Calendar.

2. Click Save Vvalues.

Create Printable View Settings

If a setting displays the message This setting has been locked, it has been locked by an administrator and

you cannot modify it.

1. From the Create Printable View Tools screen, specify setting values:

Setting

Description

Enable Create Printable View tool
on action menu in learning
modules

If enabled, designers can choose to hide or display the
Create Printable View tool on the action menu of learning
modules. The Create Printable View tool allows Section
Instructors, Teaching Assistants, Students, and Auditors to
create a printable view of all or selected itemsin alearning
module.
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Setting

Description

Enable Create Printable View tool
in binders for Portfolio Owners
and Portfolio Designers

If enabled, Portfolio Owners and Portfolio Designers can
create a printable view of all or selected items in a binder
while previewing a binder. Portfolio Reviewers cannot use
thistool.

2. Click Save Values.

Gallery Settings

If a setting displays the message This setting has been locked, it has been locked by an administrator and

you cannot modify it.

1. Fromthe Media Library Tools screen, specify setting values:

From the Gallery Tools screen, specify setting values:

Setting

Description

Enable Media Library tool

Determines whether the tool is available for usein a
course

Enable Gallery tool

Determines whether the tool is available for usein a
portfolio

2. Click Save Vvalues.

Goals Settings

If a setting displays the message This setting has been locked, it has been locked by an administrator and

you cannot modify it.

1. From the Goals Tools screen, speci

fy setting values:

Setting

Description

Enable Goals tool

Determines whether the tool is available for usein a
course.

Determines whether the tool is available for usein a
portfolio.
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Setting

Description

Allow Students to see content that
has been associated with Goals

Allow Portfolio Reviewers to see
items that have been associated
with Goals

Determines whether Students can see content, such as
assessments or assignments, that have been associated
with goals.

Determines whether Portfolio Reviewers can seeitems
that have been associated with goals.

2. Click Save Values.

HTML Creator Settings

If asetting displays the message This setting has been locked, it has been locked by an administrator and

you cannot modify it.

1. Fromthe HTML Creator Tools screen, specify setting values:

Setting

Description

Allow Students and Auditorsto use
the HTML Creator

Determines whether Students and Auditors can use the
HTML Creator to create and edit content.

WARNING:  |If usersare alowed to usethe HTML
Creator, they may have already used the
tool to create content. If you change the
setting to disallow users from using the
HTML Creator, al of the content they
already created will appear asHTML
source caode. If users do not know how to
modify HTML source code without a
WY SIWY G HTML editor, they may not
be able to modify existing content and will
have to recreate the content using plain
text.
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Setting

Description

Allow Portfolio Reviewers to use
the HTML Creator

Determines whether Portfolio Reviewers can use the
HTML Creator to create and edit material.

WARNING:

If users are allowed to use the HTML
Creator, they may have already used the
tool to create material. If you change the
setting to disallow users from using the
HTML Creator, al of the existing text will
appear as HTML source code. If users do
not know how to modify HTML source
code without aWY SIWY G HTML editor,
they may not be able to modify existing
text and will have to recreate the material
using plain text.

Allow Students and Auditors to use
the spelling checker in the HTML
Creator

Determines whether Students and Auditors can use the
spelling checker in the HTML Creator.

Allow Portfolio Reviewersto use
the spelling checker in the HTML
Creator

Determines whether Portfolio Reviewers can use the
spelling checker in the HTML Creator.

2. Click Save Vvalues.

Message Center Settings

If asetting displays the message This setting has been locked, it has been locked by an administrator and

you cannot modify it.

1. Fromthe Mail Tools screen, specify setting values:

From the Message Center Tools screen, specify setting values:

Setting

Description

Enable Mail tool

Determines whether the tool is available for use in a course.

Enable Message Center
tool

Determines whether the tool is available for usein a portfalio.
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Setting

Description

Allow Mail messagesto be
forwarded to an externd
e-mail address

Determines whether users can specify an external e-mail address
to which Mail messages will be forwarded. This cannot be done
on amessage by message basis; it is applied to all Mail messages

received.

If set to True, users access this feature from My Settings in the My

Blackboard screen.

Maximum attachment size
(KB)

Determines the maximum size of message attachmentsin

kilobytes.

Display User Namesin
Mail tool and messages

Determines whether user names are displayed in brackets after

users first and last

names throughout the tool and in messages.

Display User Namesin
Message Center tool and
messages

Determines whether user names are displayed in brackets after

users first and last

names throughout the tool and in messages.

2. Click Save values.

My Computer Applet Settings

If an action allows selecting multiple files, My Computer applet can be used to select multiple files
simultaneoudly. If My Computer is disabled, users must browse and select multiple filesindividually.

If a setting displays the message This setting has been locked, it has been locked by an administrator and
you cannot modify it.

1. Fromthe My Computer Applet Tools screen, specify setting values:

Setting Description

Enable My Computer Applet Determines whether users can select multiple
files simultaneously when completing actions
that allow multiple file selection. If the My
Computer applet is disabled, users can only
select onefile at atime.

Maximum number of files per upload Determines the number of files users can
upload each time they access the My Computer
applet.

2. Click Save Values.
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Reflections Settings

If a setting displays the message This setting has been locked, it has been locked by an administrator and
you cannot modify it.

1. From the Discussions Tools screen, specify setting values:
From the Reflections Tools screen, specify setting values:

Setting

Description

Enable Discussions tool

Determines whether the tool is available
for usein acourse.

Enabl e Reflections tool

Determines whether the tool is available
for use in a portfolio.

Maximum number of topics per section ("-1"
represents unlimited)

Determines the maximum number of
discussion topics alowed per section. In
the text box, enter the numeric value.

NOTE: To alow an unlimited
number of discussion
topics, enter: - 1.

Maximum number of topics per portfolio ("-1"
represents unlimited)

Determines the maximum number of
discussion topics allowed per portfolio. In
the text box, enter the numeric value.

NOTE: To allow an unlimited
number of discussion
topics, enter: - 1.

Allow Teaching Assistants to delete messages

Determines whether Teaching Assistants
can delete discussion messages.

Allow Teaching Assistants to delete topics and
messages inside

Determines whether Teaching Assistants
can delete discussion categories, discussion
topics, and all of the messagesin the
topics. Categories are used to group topics.
Topics are used to group messages.

Allow Teaching Assistants to grade topics

Determines whether Teaching Assistants
can assign a grade to a Student based on
their participation in a gradable topic.
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Setting

Description

Allow Students to edit their own posts (default
value)

Determines the default value for the
Editable posts discussion topic property.
The Editable posts property determines
whether Students can edit their messages
in the topic after posting them.

Enable Blog and Journal type topic creation

Determines whether blog and journal type
topics can be created. Threaded type topic
creation is always enabled.

Enable Blog type topic creation

Determines whether blog type topics can
be created. Threaded type topic creationis
always enabled.

Enable Peer Review option

Determines whether the peer review
options are available when creating topics.

Enable Message Rating option

Determines whether the message rating
options are available when creating topics.

2. Click Save Values.

Resume Settings

If a setting displays the message This setting has been locked, it has been locked by an administrator and

you cannot modify it.

1. From the Syllabus Tools screen, specify setting values:
From the Resume Tools screen, specify setting values:

Setting Description

Enable Syllabus tool Determines whether the tool is available for usein a course.

Enable Resume tool Determines whether the tool isavailable for usein a
portfalio.

2. Click Save Vvalues.

Web Links Settings
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If a setting displays the message This setting has been locked, it has been locked by an administrator and
you cannot modify it.

1. From the Web Links Tools screen, specify setting values:

Setting Description

Enable Web Links tool Determines whether the tool is available for usein a
course.

Enable Web Links tool Determines whether the tool isavailable for usein a
portfolio.

Allow web links to be created by Determines whether roles other than designer, such as

roles other than designer. Section Instructors and Students, can create web links.

2. Click Save Vvalues.

Configuring Administration Settings

International Settings

If a setting displays the message This setting has been locked, it has been locked by an administrator and
you cannot modify it.

1. From the International Administration screen, specify setting values:

Setting Description

Language Sets the default language.

Prevent Students from Determines whether Students' |anguage selectionsin My Settings

changing language will take effect. Y ou would likely only set this to true to force the
default language to be used for alanguage course.

Date format Sets the format for displaying dates.

Time format Determines whether the 12 hour or 24 hour clock is used.

Number format Sets the format for displaying numbers.

File upload default Determines the character set that is applied when uploading files

character set to the server.
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Setting Description

Name format Controls how users names are displayed throughout the course.
There are afew exceptions, such as Grade Book, Selective
Release, and performance reports, where name parts appear in
separate columns.

Name format Controls how users names are displayed throughout the portfolio.

2. Click Save Values.
Track Guests Settings

If a setting displays the message This setting has been locked, it has been locked by an administrator and
you cannot modify it.

1. From the Tracking Administration screen, specify setting values:
From the Track Guests Administration screen, specify setting values:

Setting Description
Show tracking results Determines the name information that appears in the tracking
report.

*  Anonymously
e Sudent Name Only

¢ Sudent Name and Username

Show tracking results Determines the name information that appears in the track
guests report.

e Anonymously
» Portfolio Reviewer Name Only

* Portfolio Reviewer Name and Username

Enable export Determines whether tracking results can be exported.

2. Click Save Values.
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CHAPTER 18: TRACK GUESTS

IMPORTANT: Topicsin this chapter apply to Portfolio Owners only.

With the Track Guests tool, you can run reports on various Portfolio Reviewer activitiesin your portfolio
during a specified date range.

Y ou can run the following types of reports:

e Summary of Activity: provides an overall summary of user activity in the portfalio.

» Portfolio Item Usage: provides an overview of how often individual itemsin the portfolio are used.
* FileUsage: provides an overview of thefilesthat are viewed most frequently.

* Portfolio Reviewer Tracking: provides a detailed summary of activity information for individual
Portfolio Reviewers in the portfolio.

Y ou can use the statistics provided by these reports to:
» determine the items, tools, and pages that are of most interest to Portfolio Reviewers.

» determine each Portfolio Reviewer's level of participation in various portfolio activities.

EXAMPLE: If there are no messages posted to areflection topic and you want to know if Portfolio
Reviewers are having difficulty finding the topic, you can run a Portfolio Item Usage
report to find out how often Portfolio Reviewers access the topic.

Y ou can graph the report statistics for Portfolio Item Usage and File Usage reports. For al report types,
you can export the statistics to your local computer.

ABOUT REPORT TYPES

About Summary of Activity Reports

Summary of Activity reports provide an overview of Student and Auditor activity in your course.
Summary of Activity reports provide an overview of Portfolio Reviewer activity in your portfolio.
These reports include the following data:

« Total sessions: the total number of sessions. Each time a Student or a Auditor accesses a coursg, it is
counted as one session.

» Total sessions: the total number of sessions. Each time a Portfolio Reviewer accesses a portfolio, itis
counted as one session.
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» Average session length: the average duration of sessions.

* Average sessions per day: the average number of sessions per day.

» Average sessions per day weekdays: the average number of sessions between Mondays and Fridays.
» Average sessions per day weekends: the average number of sessions on Saturdays and Sundays.

* Most active day: the day that has the greatest number of sessions.

* Least active day: the day that has the least number of sessions.

NOTE: Days for which there is no activity are not included in this statistic.
* Most active hour of day: the hour of the day that has the greatest number of sessions.
» Least active hour of day: the hour of the day that has the least number of sessions.

NOTE: Hours for which there is no activity are not included in this statistic.

NOTE: Depending on administrator settings, activity statistics may not appear in reports
immediately; it may take from one hour to one day before statistics are available.

About Portfolio Item Usage Reports

Course items, such as assignments, chat rooms, discussion topics, and web links, are created using course
tools. The Course Item Usage report provides an overview of how often each item in the courseis used by
Students.

Portfolio items, such as reflection topics, binders, and web links, are created using portfolio tools. The
Portfolio Item Usage report provides an overview of how often each item in the portfolio is used by
Portfolio Reviewers.

NOTE: If an item has not yet been accessed by Students, it is not listed in the Course Item Usage
report.

NOTE: If an item has not yet been accessed by Portfolio Reviewers, it is not listed in the Portfolio
Item Usage report.

Course Item Usage reports contain the following data:
* Item: theitem Students have accessed.

* Visgts: thetotal number of times Students visited the item. Each time a Student accesses an item, it is
counted as one item visit.

» Average Time per Visit: the average time Students spent per item visit.
« Total Time: the total amount of time Students spent in all item sessions.

»  Percent of Total Visits: relates the time spent in the item to the total time spent in all items.
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Portfolio Item Usage reports contain the following data:
» Item: theitem Portfolio Reviewers have accessed.

» Visits: the total number of times Portfolio Reviewers visited the item. Each time a Portfolio Reviewer
accesses an item, it is counted as one item visit.

» Average Time per Visit: the average time Portfolio Reviewers spent per item visit.
* Total Time: the total amount of time Portfolio Reviewers spent in all item sessions.

* Percent of Total Visits: relates the time spent in the item to the total time spent in all items.

NOTE: Depending on administrator settings, activity statistics may not appear in reports
immediately; it may take from one hour to one day before statistics are available.

About File Usage Reports

File Usage reports provide an overview of the files Students are using in your course.
File Usage reports provide an overview of the files Portfolio Reviewers are using in your portfolio.

NOTE: If afile has not yet been accessed by Students, it is not listed in the File Usage report.
NOTE: If afile has not yet been accessed by Portfolio Reviewers, it isnot listed in the File Usage
report.

File Usage reports contain the following data:
« File thefile that Students have accessed.
* File thefilethat Portfolio Reviewers have accessed.

* Sessions; the total number of file sessions. Each time a Student accesses afile it counts as onefile
session.

* Sessions: the total number of file sessions. Each time a Portfolio Reviewer accesses afile it counts as
one file session.

e Percent of Total Sessions; relates the number of file sessions to the total number of sessions for all
files.

NOTE: Depending on administrator settings, activity statistics may not appear in reports
immediately; it may take from one hour to one day before statistics are available.

About Portfolio Reviewer Tracking Reports

The Student Tracking report provides an overview of Student activities in the course displaying both
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genera session information and more detailed tool usage statistics for each Student.

The Portfolio Reviewer Tracking report provides an overview of Portfolio Reviewer activitiesin the
portfolio displaying both general session information and more detailed tool usage statistics for each
Portfolio Reviewer.

NOTE: Depending on administrator settings, the results displayed in this report may be
anonymous with Student names replaced by numbers (for example, Student 1, Student 2).

NOTE: Depending on administrator settings, the results displayed in this report may be
anonymous with Portfolio Reviewer names replaced by numbers (for example, Portfolio
Reviewer 1, Portfolio Reviewer 2).

Student Tracking reports include the following data:
*  Sudent: the Student's first and last names, or a number if tracking results are anonymous.

» User Name: the Student's user name.
NOTE: If tracking results are anonymous, this datais not provided.

e First Access: the date and time of the first time the Student accessed the course.
» Last Access: the date and time of the last time the Student accessed the course.

e Sessions: the total number of user sessions for the Student.
NOTE: Each time the Student accesses the coursg, it is counted as one user session.

» Total Time: the total time of the Student user sessions.
* MailMessage Center:
* Read Messages. the total number of messages the Student read in the Mail tool.
e Sent Messages:. the total number of messages the Student sent in the Mail tool.
* Artifact
» Artifact Created: the total number of artifacts the Student created.
» Artifact Saved: the total number of artifacts the Student created and then saved to alocation.
» Discussions:

* Read Messages: the total number of messages the Student read in the Discussions tool.

NOTE: If aStudent reads the same message several times, each reading event is counted in
this statistic.

* Posted Messages: the total number of messages the Student posted in the Discussions tool.
» Calendar:

* Viewed Entries; the total number of entries the Student viewed in the Calendar tool.
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+ Added Entries: the total number of entries the Student added to the Calendar tool.
Chat:

» Entered Lobby Page: the total number of times the Student entered the lobby page in the Chat
tool.

Assessments:

* Began: thetotal number of assessments the Student began.

» Finished: the total number of assessments the Student finished.

» Total Time: the total amount of time the Student spent in the Assessmentstool.
Assignments:

* Read: the total number of assignments the Student read.

e Submitted: the total number of assignments the Student submitted.

e Total Time: the total amount of time the Student spent in the Assignments tool.
Web Links:

* Viewed: the total number of web links the Student viewed.

Folders:

* Viewed: the total number of folders the Student viewed.

Files:

*  Viewed: the total number of files the Student viewed.

Media Library:

* Viewed Entries: the total number of entries the Student viewed in the Media Library tool.

» Viewed Collections: the total number of collections the Student viewed in the Media Library tool.

Portfolio Reviewer Tracking reports include the following data:

Portfolio Reviewer: the Portfolio Reviewer's first and last names, or a number if tracking results are
anonymous.

User Name: the Portfolio Reviewer's user name.
NOTE: If tracking results are anonymous, this datais not provided.

First Access: the date and time of the first time the Portfolio Reviewer accessed the portfolio.
Last Access: the date and time of the last time thePortfolio Reviewer accessed the portfolio.

Sessions: the total number of user sessions for the Portfolio Reviewer.

NOTE: Each time the Portfolio Reviewer accesses the portfolio, it is counted as one user
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session.
Total Time: the total time of the Portfolio Reviewer's user sessions.

Message Center:

* Read Messages: the total number of messages the Portfolio Reviewer read in the Message Center
tool.

*  Sent Messages:. the total number of messages the Portfolio Reviewer sent in the Message Center
tool.

Reflections:

» Read Messages. the total number of messages the Portfolio Reviewer read in the Reflections tool.

NOTE: If a Portfolio Reviewer reads the same message several times, each reading event
iscounted in this statistic.

» Posted Messages: the total number of messages the Portfolio Reviewer posted in the Reflections
tool.

Calendar:

» Viewed Entries: the total number of entries the Portfolio Reviewer viewed in the Calendar tool.
Web Links:

* Viewed: the total number of web links the Portfolio Reviewer viewed.

Folders:

*  Viewed: the total number of folders the Portfolio Reviewer viewed.

Files:

* Viewed: the total number of files the Portfolio Reviewer viewed.

Gallery:

» Viewed Entries: the total number of entries the Portfolio Reviewer viewed in the Gallery tool.

» Viewed Collections: the total number of collections the Portfolio Reviewer viewed in the Gallery
tool.

NOTE: Depending on administrator settings, activity statistics may not appear in reports

immediately; it may take from one hour to one day before statistics are available. If your
administrator has made changes to a Student's first name, last name, or user name, these
changes will not be reflected in the report until the following day.

NOTE: Depending on administrator settings, activity statistics may not appear in reports

immediately; it may take from one hour to one day before statistics are available. If your
administrator has made changesto a Portfolio Reviewer's first name, last name, or user
name, these changes will not be reflected in the report until the following day.

The Student Tracking report displays statistics for al Students in the course. Y ou can view statistics for
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an individual Student in a separate report by running a Student Tracking Report for an Individual Student.

The Portfolio Reviewer Tracking report displays statistics for al Portfolio Reviewersin the portfolio.
Y ou can view statistics for an individual Portfolio Reviewer in a separate report by running a Portfolio
Reviewer Tracking Report for an Individual Portfolio Reviewer .

WORKING WITH REPORTS

Running Reports

Y ou can run the following types of reports:

*  Summary of Activity

e Tool Usage

e Course Item Usage

» Portfolio Item Usage

* Entry Pageor Tool

» Exit Pageor Tool

» FileUsage

e Student Tracking

» Portfolio Reviewer Tracking

1. From the Tracking screen, under Select a Report Type, locate and select the report type you want to
run.

2. Fromthe Track Guests screen, under Select a Report Type, locate and select the report type you want
to run.

3. Under Slect a Date Range for the Report, click the Date Selection and Time Selection icons to select
dates and times. Y ou can also enter dates in numerals separated by forward slashes. For example,
depending on locale settings specified by an administrator, enter dates in thisformat: 12/ 31/ 2006 or
31/ 12/ 2006.

4. Click Run Report. Depending on the settings applied by your administrator, activity statistics may
not appear in the report immediately; it may take from one hour to one day before the statistics are
available.

5. Depending on the report type, you can now graph or export the report.
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Running Portfolio Reviewer Tracking Reports for
Individual Portfolio Reviewers

If you want to view the course activity statistics for one Student, you can run an individual Student
Tracking report. Then, from the Student Tracking report, you can specify to see the tracking details for a
particular session or certain type of activity.

If you want to view the portfolio activity statistics for one Portfolio Reviewer, you can run an individual
Portfolio Reviewer Tracking report. Then, from the Portfolio Reviewer Tracking report, you can specify
to see the tracking details for a particular session or certain type of activity.

Tracking details let you view exactly which course items (for example: afile or web link) the Student
accessed while logged in to a course, as well as when they accessed the course item and how long they
spent working with it.

Tracking details et you view exactly which portfolio items (for example: afile or web link) the Portfolio
Reviewer accessed while logged in to a portfolio, as well as when they accessed the portfolio item and
how long they spent working with it.

When you generate tracking details for a particular session, you see information about a Student's activity
with all tools during the session. Alternatively, when you generate tracking details for a particular type of
activity, you see information about a Student's activity with one tool across multiple sessions.

When you generate tracking details for a particular session, you see information about a Portfolio
Reviewer's activity with all tools during the session. Alternatively, when you generate tracking details for
aparticular type of activity, you see information about a Portfolio Reviewer's activity with onetool across
multiple sessions.

1. From the Tracking screen, select and run the Student Tracking report.
2. Fromthe Track Guests screen, select and run the Portfolio Reviewer Tracking report.

3. Inthereport, under Student, locate the Student for whom you want to run an individual report and
click their name. Y ou can export the report to your computer. Depending on the settings applied by
your administrator, activity statistics may not appear in the report immediately; it may take from one
hour to one day before the statistics are available.

4. Inthereport, under Portfolio Reviewer, locate the Portfolio Reviewer for whom you want to run an
individual report and click their name. Y ou can export the report to your computer. Depending on the
settings applied by your administrator, activity statistics may not appear in the report immediately; it
may take from one hour to one day before the statistics are available.

5. You can see more detailed statistics for a particular session, or for a certain type of activity, such asa
web link viewing, by doing one of the following:

* Toseedetailed statistics for a particular session, under Session, click the number for the session
you want to see.

» Toseedetailed statistics for a certain type of activity, click the activity's Total value at the bottom
of the column. (Y ou will only be able to generate detailed statistics for some types of activities.)
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NOTE: The Event Time column in the Tracking Details screen displays the date and time the
Student first accessed the course item. In addition, Total Time and Time Spent values
in the Student Tracking Report, Individual Sudent Tracking Report and Tracking
Details screens are a measurement of how long a course item was displayed, which
may not be an accurate measurement of a Student's interaction with the course item.

NOTE: The Event Time column in the Tracking Details screen displays the date and time the
Portfolio Reviewer first accessed the portfolio item. In addition, Total Time and Time
Foent values in the Portfolio Reviewer Tracking Report, Individual Portfolio Reviewer
Tracking Report and Tracking Details screens are a measurement of how long a
portfolio item was displayed, which may not be an accurate measurement of a
Portfolio Reviewer's interaction with the portfolio item.

Sorting Columns

If acolumn title in areport is underlined, you can sort items by that column. An arrow appears next to the
column title by which items are currently sorted. An arrow pointing up indicates items are sorted in
ascending order (1 to 10, A to Z); an arrow pointing down indicates items are sorted in descending order
(10to 1, Z to A).

1. Within the report, click thetitle of the column by which you want to sort items. If the items were not
previously sorted by that column, they are now sorted in ascending order. If the items were previously
sorted by that column, they are now sorted in descending order.

2. If you want to reverse the sort order, click the column title again. The sort order is reversed.

Graphing Reports

From within most reports, you can generate a bar graph of report data. Bar graphs are a valuable way for
Section Instructors, especialy distance learning Section Instructors, to quickly access a visual
representation of participation in a course.

From within most reports, you can generate a bar graph of report data. Bar graphs are a valuable way for
Portfolio Owners to quickly access a visual representation of participation in a portfolio.

ExampLE:  Thegraph for the Tool Usage report displays the time spent in each tool as a percentage of
the total time spent in all sessions. This graph could help a Section Instructor quickly
identify which tools are not being used as much as expected. After identifying this, the
Section Instructor may want to modify the under utilized tools to be more engaging to
Students.

From the following reports, you can view a bar graph of the report data:

» Tool Usage Report: the graph compares tool usage by displaying the time spent in each tool asa
percentage of the total time spent in all sessions.
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Course Item Usage Report: the graph compares item usage by displaying the time spent in each item
as a percentage of the total time spent viewing all items.

Portfolio Item Usage Report: the graph compares item usage by displaying the time spent in each
item as a percentage of the total time spent viewing all items.

Entry Page or Tool Report: the graph compares entry points by displaying the number of times each
page was used as an entry point as a percentage of all pages used as entry points. Examples of entry
points could be a Mail or Assignment icon on My Blackboard, or a course-related calendar entry
accessed from the Calendar tool from My Blackboard. An entry point could aso be a content folder
on the Home Page screen from within a course.

Exit Page or Tool Report: the graph compares exit points by displaying the number of times each
page was used as an exit point as a percentage of all pages used as exit points.

File Usage Report: the graph compares file usage by displaying the number of sessions in which each
file was viewed, at least once, as a percentage of the total number of sessionsin which afile was
viewed.

From the TrackingTrack Guests tool, select and run the report that you want to graph.

From the Tool Usage Report, Course Item Usage Report, Entry Page or Tool Report, Exit Page or
Tool Report, or File Usage Report screen, click Graph.

From the Portfolio Item Usage Report or File Usage Report screen, click Graph.

To remove the graph, click Hide Graph.

Exporting Reports

Y ou can export reports to your computer in comma separated value (CSV) format.

NOTE: Depending on administrator settings, this feature may not be available to you.

1. From the Tracking screen, select and run the report that you want to export.

2. Fromthe Track Guests screen, select and run the report that you want to export.

3. From the Summary of Activity Report, Tool Usage Report, Item Usage Report, Entry Page or Tool
Report, Exit Page or Tool Report, File Usage Report, Student Tracking Report, or Individual Student
Tracking Report screen, click Export.

4. From the Summary of Activity Report, Portfolio Item Usage Report, File Usage Report, Portfolio
Reviewer Tracking Report, or Individual Portfolio Reviewer Tracking Report screen, click Export.

5. Savethefiletoyour local computer.

6. Click OK.
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CHAPTER 19: WEB LINKS

Y ou can use the Web Links tool to compile alist of Internet addresses and organize them in categories.
These Internet addresses can then be added to Home Page folders and binders to reference web pages
outside of your portfolio.

ExampLE:  UseWeb Linksto create alink in aHome Page folder or binder to aweb page you created.

CREATING OR EDITING WEB LINKS

NOTE: Depending on administrator settings, this feature may not be available.

Y ou can create or edit web links to Internet resources, such as web sites and search engines. Users other
than designers can only edit web links they have created.

If you want to allow Students to create and edit web links, you must first create aweb link category and
select to alow Students to assign links to it. For more information, see Creating or Editing Categories.

Y ou can create or edit web links to Internet resources, such as web sites and search engines.
1. Depending on whether you are creating or editing aweb link, from the Web Links screen, do one of
the following:
* If you are creating aweb link, click Create Web Link.
e If you are editing aweb link:
a.  Next to thetitle of the web link you want to edit, click the ActionLinksicon.
b. Click Edit Properties.
2. Enter atitle and description. The title appears as the link to the web link.

3. Inthe URL text box, enter the Internet address for the web link. Y ou are not required to enter
http://

4. If you want the web page to Open in a new browser window, select this option.
5. Next to Item Visibility, select to show or hide the item for Students.

6. Under Category, select the category in which to save the web link. If you do not select a category,
web links will appear in a default category called Uncategorized.

7. Under Goals, if you want to associate a goal with this topic:
NOTE: Goals are available only to designer roles.

a Click Select Goals.
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b. Select theitemsand click Add Selected.
8. Click Save.

LINKING WEB LINKS TO THE HOME PAGE AND

BINDERS TOOLS

If you have content items, such as assignments, discussion topics, individual web links, and medialibrary
collections, you can create links to these items in the following locations:

* Home Page and other content folders in the Course Content tool

* learning modules in the Learning Modules tool
Users can access these items by clicking the linksin Course Content and Learning Modules.

If you have created items with portfolio tools, such as binders, reflection topics, individual web links, and
galery collections, you can create links to these itemsin the following locations:

* Home Page and other foldersin the Home Page tool
* bindersin the Binders tool

Portfolio Reviewers can access these items by clicking the links on the Home Page and in binders.

NOTE: In the Media Library tool, you can create links to collections but not to individual entries.
In the Web Links toal, you can create links to individual web links but not to categories.

NOTE: In the Gallery tool, you can create links to collections but not to individual entries. In the
Web Links tool, you can create links to individual web links but not to categories.

1. Gotothetool containing the item that you want to link to. For example, if you want to create alink to
aweb link, go to the Web Links tool.

2. Locate and select the item.
3. From the Create Link on drop-down list, select the location for the link and click the Go icon.

MoVING WEB LINKS

In generd, itemsinitially appear in the order that they were created. In some tools, thereis an Order
column with numeric indicators that show the order that items were created. If the tool has an Order
column, you can sort itemsin ascending (A to Z, or 1 to 9) or descending (9to 1, Z to A) order. An
up-arrow indicates that items are currently sorted in ascending order. A down-arrow indicates that items
are currently sorted in descending order. Y ou can move items up or down and change their order. All
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users see the items in the specified order.

=

Click the column title Order until thelist is sorted in ascending order.

N

Select the item.

w

Do one of the following:
 Tomoveanitem up:

a. Locate anitem above the one that you already selected and click its Click to view move
optionsicon.

b. Click Move Selected Above.
e To move anitem down:

a. Locate anitem below the one that you already selected and click its Click to view move
optionsicon.

b. Click Move Selected Below.

PREVIEWING WEB LINKS

Some tools have a preview feature that allows you to see anitem as it will appear to Students.
Some tools have a preview feature that allows you to see anitem as it will appear to Portfolio Reviewers.

NOTE: If you want to test an assignment by completing and submitting it as a Student, see
Previewing and Testing Assignments.

1. Locatetheitem that you want to preview and click its ActionLinks icon.

2. Click Preview.

NAVIGATING MULTIPLE PAGES

If there are enough items to appear on multiple pages, paging controls appear at the bottom of the screen
and you can use them to navigate from one page to another. Y ou have options to go to a specific page, go
to the next page, or return to the previous page. If there are no items on the page or if there are not enough
items to appear on multiple pages, you cannot use paging controls.

Y ou can aso use the Paging Preferences feature to set the number of itemsto appear on each page. The
default is ten and the maximum is 9999 items per page, although it is recommended that you do not
exceed 999 items per page.

NOTE: In Grade Book and Group Manager, this feature is available on multiple screens. When
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you set the paging preference on a particular screen in these tools, it is applied as the
default on all the screens where this feature is available.

If there are enough items to appear on multiple pages, you can use the following options to navigate
those pages:

* To select aspecific page: From the Page drop-down list, select the page and click the Go icon.

NOTE: Y ou may see the page number followed by the number of records in parentheses.
For example, 1 (1-10) means that page 1 contains records 1 to 10.

» Toview al pages: From the Page drop-down list, select All and click the Go icon.
» Togoto the next page, click the Next Pageicon.

» Toreturnto the previous page, click the Previous Page icon.

To set the number of items per page:

1. Click the Paging Preferencesicon.

2. Enter the number of items to appear on each page and click OK.

VIEWING LINKS TO WEB LINKS

If there are links to an item, such asaweb link, in other locations of a course, you can view alist of these
locations.

If there are links to an item, such as aweb link, in other locations of a portfolio, you can view alist of
these locations.
1. Locatetheitem and click its ActionLinks icon.

2. Click View Links to this Item.

DELETING WEB LINKS

Y ou can delete items using the Delete button or the ActionLinks icon. If aDelete button is available on
the screen, you can use it to delete one item, severa items, or all items at the same time. If aDelete
button is not available, you can use the ActionLinks icon to delete one item at atime.

IMPORTANT: ¢ |nthe Announcementstool, designers and instructors cannot delete announcements
that have been sent.

* Inthe Assessmentstool, if you delete a quiz, survey, or self test, Student submissions
for that assessment are also deleted.
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* Inthe Chat tool, you can delete the default Common Room only if another room has
been created.

* Inthe Course Content tool, you can delete severa or all items from the Power View.
For more information, see using the Basic View or Power View.

* IntheMedia Library tool:
» designers can delete any entry.
» users other than designer can delete only their own entries.

* Inthe Web Linkstool, Students can delete only their own web links.

Using the Delete button to delete one item or severa items:

1. Select theitemsand click Delete.

2. Click OK.

Using the Delete button to delete all items on the current page:

1. Select the check box next to Title. All items on the current page are selected.
2. Click Delete.

3. Click OK.

4. If there are items on additional pages and you want to delete them, repeat steps 1 through 3.
Using the ActionLinksicon to delete oneitem at atime:

1. Locatetheitem and click its ActionLinksicon.

2. Click Delete.

3. Click OK.
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