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How to log in to Koala Connection

Access KC

9 Navigate to the Columbia College homepage www.columbiasc.edu
Hover over the IT Department link on the left menu and select Koala Connection
~OR~
9 Navigate directly to http://kc.columbiasc.edu

Columbia College

| ] I forgot my password
Admissions

bia College

Koala Connection

Columbia College

* About Columbia College About Columbia Calendar i Campus
= Calendar

< July 2011 >

Koala Links
Columbia College
Homepage

Columbia College
WEBMAIL

Columbia College
Leadership

J Drake Edens Library
Chat with a librarian
BookStore

e« Campus Resources

1. Courage: (Stepping
u

p

Accepting Risk—Courage
is a willingness to take
action despite fear.

2. Commitment:
(Stepping In)

Embracing Values— B
Process of exploring 24 25 |26 27 |28 29 30 Soto Main Screen
communities, examining
their values and goals,
and choosing among

them.

Full Size Calendar

3. Confidence:
(Stepping Out)

Seizing Opportunities—
Identify and pursue
specific opportunities for
change, to plan and
implement specific
actions.

4 Camnatanca-

Students

Username: six digit student ID number (if you do not know your student ID, please call the IT Help Desk at 803-
786-3007)

Password: cc and the last four digits of your SSN (ex. cc1234)

Faculty and Staff

Username: either firstname.lastname (Jane.Doe) or firstinitallastname (jdoe) (if you do not know your
username, please call the IT Help Desk at 803-786-3007)

Password: cc and the last four digits of your SSN (ex. cc1234)
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Understanding the KC Interface

Interface Terminology

Tabs

Navigation
Links

Columbia College

Personal Info Logout

Home || Academics (| Admissions || Student || Bookstore || Campus Life || Finances [(§ Y1137

Faculty = Faculty Main Page

Faculty Main Page

EACULTY MAIN PAGE FACULTY MAIN PAGE Evening Referral Form

Faculty Course Information
Ungrouped

Grade Entry
Evening Referral Form

Course Schedules

. . . Evening Referral Form
The Faculty Main Page (this one) has basic

course information and functionality: Class
Lists, Grading, and Course Schedules.

.
.
.
.
. Go to Main Screen
.

Facility Schedules

Pages

Forms and Documents The Advising Page has information on your Course Schedules

wising
earning Management

advisees.

The Learning Management System Page
System

has the LMS course templates and

Portlets

Help

General Education Forum functionality. You can also get to your

Alert: The Add and Drop Period is closed but

templates using the My Courses Quick Link in
you may be able to add or drop one or more

QEP Navigators

the left-hand margin of the page.

Follow Up Form registrations.

Quick Links
My Courses

F My Panac

NEW!1!! The Forms and Documents Page
is the place to go to for general Registrar's
Office information -- like printable versions of
the academic calendar and course schedules
-- and, eventually, most, if not all, of the

Current Term: Summer 2011
Add Period Closed / Drop Period Closed

Tabs, Resources, and Portlets Descriptions

Tabs

Quick Links

Personal Information

Columbia College

Personal Info  Logout

LY Academics | Admissions || Student || Bookstore || Campus Life || Finances || Faculty || Employee Info || My Pages

You are here: Columbia College

Koala Connection

Columbia College

* About Columbia College About Columbia Calendar ) Campus

« Calendar

< July 2011 > Koala Links

Columbia College
Homepage

Columbia College
WEBMAIL

Columbia College
Leadership

1 Drake Edens Library
Chat with a librarian
BookStore

+ Campus Resources

Sun Mon Tue Wed

Campus Directory

26 28 28

1. Courage: (Stepping
up)

Accepting Risk—Courage
is a willingness to take
action despite fear.

Quick Links
My Courses

My Pages
2. Commitment:
(Stepping In)
Embracing Values—
Process of exploring
communities, examining
their values and goals,
and choosing among
them.

My Groups

Go to Main Screen

$ Copy Courses

v Early Alert
Messages

Full Size Calendar
3. Confidence:

Settings/
Customize
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B My Courses

sshows your courses in the current semester. My courses will change to the ENG 230 24— Britsh.
Iterature since
current semester a few days before the semester begins ENG 2902 25 - Collect
Treasures: Contmp Afric
Lit
. . ENG 290B 25 Sex Li
:shows pages from the My Pages tab. You can personalize and use this space Anseties i Lt Fln
B My Pages
. Eile Cabinet
-shows groups of which you are a member or leader. Browse for groups here Main Page

Message Center

B My Groups

Scopy an entire course's materials to other courses you are teaching. Academic Skils Center
. . d i
Faculty only have access to courses for which they are listed as Faculty. Educaten Majors

English 101 Writing Lab

General Education
Committee

-use this portlet to submit concerns about day students to the Early pearce Communication
Alert System o

@ Copy Courses

\ Early Alert

L Messages
Tabs
Listed below are the resources/portlets you can find on each tab. Each section is organized by tabsA pagesA
portlets' GLT0] | Academics || Admissions || Student || Bookstore [| Campus Life || Finances || Faculty [| Employee Info || My Pages

You are here: Columbia College

Links to Campus Resources
Campus directory-search for CC community members

Course search-allows users to view a list of classes CC is offering or enter search criteria for locating
courses in the course catalog.
All My Courses-allows students and faculty to view past and future courses

The admissions tab is visible to users who are and are not logged into KC. From the admissions tab,
prospective students can apply online for admission, view course schedules, and get access to helpful
resources and request additional information.

Advising page

Course Needs Portlet-allows students to view the courses they will need to take to complete their
selected program

Degree Audit Portlet-provides a much more detailed view of what the student needs to complete their
selected program. Similar to Course Needs portlet, Degree Audit

Major Exploration and What If Scenarios-allows students to view requirements for selected courses,
and to apply completed courses towards any of the programs the institutions offers

GPA Projection-allows students to enter possible grades for their current classes and predict their term
GPA and overall GPA

Grades and Academics Records
Academic Information-displays faculty advisors and intended majors
Grade Report-allows students to display and print their grades for a selected year and term
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Unofficial Transcript-displays GPA, session, cumulative statistics, and detailed course information by
program and term
Course History-displays the courses the student has taken organized by term and course code

Registration
Course Schedules-students can search for classes, add/drop courses, and view current registration
Course Needs-students can view the courses they will need to take to complete their selected program

Student Finances
My Account Info-allows the student to view their current balance and all prior account transactions
Financial Aid Document Tracking-displays both the documents the Financial Aid office has received
from the student and a list of the missing documents needed to process the student's Financial Aid
Financial Aid Awards-allows Students or Advisors to view the Financial Aid awards for that student
Helpful Links-allows you easy access to Web sites or other pages that contain helpful information

PDF Report
PDF Reports-contains reports for student refund direct deposit, 1098T by year, Chapel Attendance
report and Teacher Education Candidate Assessment

Forms and Documents
Schedules and Calendars-contains downloadable course schedules and academic calendars
Registration forms-contains downloadable forms used by the registrar’s office

Emergency Preparedness Documents
Emergency Preparedness Plan-Students are required to update their information annually in KC
through this portlet

Order Books Online-contains directions for students about ordering textbooks online

Campus Life Main Page
Campus Groups-gives users the ability to create and join campus-related organizations of academic,
social, or athletic interest
PDF Reports-view a roommates report
Calendar-shows events for campus groups
Announcements-shows announcements for campus groups

Budget Lookup and Approval
GL Account Lookup-lets you look up budget-to-actual information on accounts in the department(s) to
which you have access; you can also drill down to see details of transactions

Home
PDF Reports-run reports on budgets

Requisitions
Requisition Entry-create and check status of requisitions, send email reminders to approvals, etc.

Budget Officers
PDF Reports-run reports on budgets
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Faculty Main Page

Faculty Course Information- displays course loads for selected terms and divisions for faculty members

Grade Entry- allows you to assign midterm and final grades to students in courses

Evening Referral Form-complete the form to report issues with evening students

Course Schedules- allows the user to view a list of classes the institution offered or is offering for a
selected Year and Term

Facility Schedules- allows you to search for and retrieve a list of rooms and view courses scheduled in
those rooms

Forums and Documents
The Forms and Documents Page is the place to go to for general Registrar's Office information -- like
printable versions of the academic calendar and course schedules and Registrar's Office forms.

Advising
Advisor Meetings- provides advisors with the ability to view, create and update meeting schedules for
all of their advisees
Advisee Roster- allows the advisor to search for and view a list of advisees and to view information
about a selected advisee

Learning Management System
LMS Manual-download a digital version of the Faculty LMS manual
All My Courses-allows students and faculty to view past and future courses
Course search-allows users to view a list of classes CC is offering or enter search criteria for locating
courses in the course catalog.
General Education Forum-faculty page
QEP Navigators-faculty page
Follow Up Form- faculty page

Home
Summary of Benefits-displays college benefits
Employee Information-review deduction information, position information, tax information, and
dependent information, and time off accrual
Calendar-shows events
Announcements-shows announcements

Employee Reports
PDF Reports-run reports, set up direct deposit, and get W2 forms

File Cabinet
File Cabinet- used to store online assignments and tests (including their questions and sections),
bookmarks, readings, and handouts

Main Page
My Bookmarks-allows you to create customized bookmarks to any sites or other locations in KC
My Calendar-shows users all calendar events from courses, campus groups, and other KC calendars
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Announcements-shows users all announcements from courses, campus groups, and other KC
announcement portlets

Message Center
Message Center- is a central repository that allows you to view and read all of your personal e-mails,
system alerts, and portlet-specific messages that may have been sent to you through the portal

This page is similar to a profile and can be used to store and share personal information such as a picture,
email address, and other information about yourself. Whenever you see the My Info Popup i icon, you are
able to view the personal details for that person that have been identified on his/her My Info. If you are a
faculty member, the information that is entered on My Info is displayed on your respective course information
pages. Therefore, students are able to click on a link from one of your courses and view the information you
entered on My Info, including your available office hours.

My Info

Account Info = Password Photo Custom Info Office Hours Biographical Info Privacy Settings

Preferred First Name:

Hide Middle Name:
Prefix: None E|

Suffix:

You will see the change to your preferred name online immediately, but it will need to be reviewed before it is recorded officially. Note
that this change affects only your preferred name, and will not change your actual name on record.

E-mail: cahornbuckle@columbiasc.edu

Save Cancel

Exit Admin | Breview My Info pop-up

You can update your Preferred First Name (displayed on your login as well as to others), choose

to Hide your Middle Name, and select a Prefix for your name by choosing one from the available drop down
menu. Your Email and Suffix are in read onlystatus. This information cannot be updated using the Account
Info tab. After you have entered information, you can click on the Preview My Info pop-up link at the bottom
of the screen to view the information as it is displayed to others.

You can change your password on this tab by entering your old password and then choose a new password
and confirm it. You can also identify a password hint that can be sent to you in the event you cannot
remember your password.

1 Click on the Password Hint link.
1 Enter both question and answer text.

The next time you try to log in to the system and cannot remember your password, click on the | Forgot My
Password link and your password is sent to your email account.
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You have the ability to choose a photo (in GIF or JPEG format) that is displayed when your personal
information is accessed by others. To upload a photo

1. Click on the Browse... button.
2. Navigate to the .GIF or .JPEG file that you wish to upload.
3. Click Save

This area can be used for any type of information that you would like to store.

1 Click on ™ to add a new category or to add an item to an existing category.
1 Click on # to edit a category or item.
1 Clickon T todelete a category or item.

This tab can be used by faculty members to identify available office hours. A note can also be created and
displayed in addition to or instead of the actual day and time.

The Biographical Info tab allows you to submit changes to your name, address, or other constituent data.

1. Clickonthe ¢ icon that appears next to the Name and Address header (your information will
become editable).

2. Make your changes and click on the Submit button. Your changes need to be accepted by the ERP
administrator before they will post on the Biographical Info tab.

You can choose to display or hide specific personal information about yourself; however, regardless of the
elements you choose to hide, any person who has an Administrator role is able to view all of this information.

1 Click on the checkbox next to the information you wish to display. The Email, Name, and Photo
information applies to all users and is displayed in the My Info Popup  t0 other users. You can
choose to hide your Email and Photo from other users.

9 Click on the Submit button.

1 By selecting the Show me in campus directory checkbox, your name with the @ iconis displayed,
indicating that any person can click on the icon to view your My Info details -- if you do not select this
checkbox, your name does not appear in the campus directory.

Uploading My Picture

When you upload your photo in KC, it is visible when your personal information is accessed by others and also
in the forums.
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Uploading your picture

1.

2
3
4,
5. Click the Save button

Notes:

Login to KC

Beside your name, click Personal Info

Click the Photo tab

Click the Browse button to locate the picture file on your computer

Your picture must be saved on your computer in order for it to be uploaded
Your picture must be in one of the following formats: GIF, JPEG, JPG
KC will automatically resize your picture

Changing My Password

Your default password in the system is cc and the last four digits of your Social Security Number. We
recommend that you change it to something else.

Change your password

1.

oukwnN

Login to KC

Beside your name, click Personal Info
Click the Password tab

Type your old password

Type and confirm your new password
Click the Save button

Keys to password strength: length and complexity
An ideal password is long and has letters, punctuation, symbols, and numbers.

f
f
f

Whenever possible, use at least 8 characters or more.
The greater the variety of characters in your password, the better.
Use the entire keyboard, not just the letters and characters you use or see most often.

Cyber criminals use sophisticated tools that can rapidly decipher passwords.
Avoid creating passwords using:

f
f
f

Dictionary words in any language.

Words spelled backwards, common misspellings, and abbreviations.

Sequences or repeated characters. Examples: 12345678, 222222, abcdefg, or adjacent letters on your
keyboard (gwerty).

Personal information. Your name, birthday, driver's license, passport number, or similar information.

Check the strength of your password with Microsoft’s secure password checker:

*Source:
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Locating Current Courses

Courses will appear under Quick Links a few days before the semester begins. If you are not teaching or taking
any courses in a semester (ex. summer), then you will not see My Courses under Quick Links.

i § Columbia College

Personal Info  Logout

GINEY | Academics || Admissions [| Student || Bookstore || Campus Life || Orientation || Finances || My Pages

You are here: Columbia College

Koala Connection
Columbia College

* About Columbia College About Columbia College i E Calendar %) Campus Resources
« Calendar

< July 2011 > Koala Links

Columbia College Homepage
Columbia College WEBMAIL
Columbia College Leadership

J Drake Edens Library
Chat with 3 librarian

BookStore

« Campus Resources

Tue

1. Courage: (Stepping Up)
Quick Links Accepting Risk—Courage is a willingness to
take action despite fear.

28

My Courses

2. Commitment: (Stepping In)
Embracing Values—Process of exploring
communities, examining their values and
goals, and choosing among them.

My Pages

My Groups

Go to Main Screen

3. Confidence: (Stepping Out)
Seizing Opportunities—Identify and pursue

specific opportunities for change, to plan and
implement specific actions.

4. Competence: (Stepping Back)
Developing Insight—Effectiveness enhanced Full Size Calendar
hwv reflertinn and awnthesia: in nthar wards

Quick Links
1. LogintoKC EA:).P:’ gglugsles ciet
. . . - rirs
2. From any tab, you can access Quick Links; Click the + Sample Course
3. Click on the Blue link to navigate you to your course ADM 001 02 - Second

Sample Course

ADM 001 03 - Third
Sample Course
InstTech 000 01 - KC
Orientation and Training

LPT LANG 01 -
Language Placement
Exam

@ Columbia College

My Pages
My Groups

Access Future or Past Courses

If you want to view courses that are not a part of the current/active semester in the system, please do the
following:
1. LogintoKC
2. Click on the Academics tab
3. Scroll down to All My Courses and change “Show:” to Future or Past courses and click the name link of
the course you want to view from the correct semester
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NOTES:

~OR~
Login to KC

Click the Faculty tab

Click on the Learning Management System link on the left

Locate the box titled All My Courses

On the right, locate the drop down menu next to “Show:”

Select Future or Past Courses and click the name link of the course you want to view from the correct
semester

On the Collaboration portal, you may find that the Coursemates is not yet populated with your
students’ names. The Registrar typically does this a few days before the class actually begins. If you
would like to see a preliminary Class List, please follow the instructions below:

0 Click the FACULTY tab

0 Select FACULTY COURSE INFORMATION from the list of blue linkson the left

0 The courses you are teaching in the current semester are shown

0 Select CLASS LIST from the drop down list next to the course’s list you wish to see

Locating and Emailing Students

Access My Class List (recommended for past, current, and future semesters)

Course: no
photos

Faculty

FERPA.
Restrict

Student

Brown

Login

Click the FACULTY tab

Select FACULTY COURSE INFORMATION from the list of blue links on the left

The courses you are teaching in the current semester are shown

Select CLASS LIST from the drop down list next to the course’s list you wish to see

You may need to change the TERM and click Search in order to see the Class List for the future
semester. You may also contact students from previous semester from this location.

The list that is generated includes those students who are currently registered for the class- this list
may change during leading up to the Drop/Add deadline!

Click Printer Friendly version then select your printer

To email students check the check boxes next to the select students you want to email or click the
check box in the email column heading heading to select all students and email. Click Email Selected
Students at the bottom of the page

ENG 2908 25 [~

Course Details Summer 2011 Extended Summer | Undergraduate | ENG 2908 25 | Sx,Lies&Anx Lit

Meets Dates Roams

Harnbuckle, Calley A. M 6:00 PM-8:30 FM 6/6/2011 -8/4/2011 MC/ BLC/ 101

B ey port o Excel
Class List Summer 2011 Extended Summer | Undergraduate | ENG 290B 25 | Sx,Lies&Anx Lit (13 students)

Status O advisars

Cross-listad
Email Course

g Credits Major Class

Abney, Lasandra Renee @ 164780 C - Current [F.pg 3.00  Biology
Bonnett, Daja Denise B 332718 C-Current [7]3 Dr. Kirt E Moody <54 3.00 Biology
Branson

-Turner, Jessica 103205 C - Current Mrs. Susanne 1 Brown 3.00  Early Childhood Education
Oa 55

Leah Suzane a 344573 C-Current [ g Dr. Elaine K Ferraro 3.00  Psychology
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Access Coursemates (recommended for current semester)

1. Login

2. Click My Courses under Quick Links

3. Click the Collaboration page (left side)

4. Click the Coursemates quick link (left side)

Here you will see photo ids of the students, and their names. If you click on the blue i, you can see the
student’s email address.
Notes:

9 Not all photos will appear if the student has not had a photo ID made or had her ID photo taken late (it
will update the next semester). The student can block her photo from appearing in forum posts, but
not in coursework. Day students cannot change their photos.

1 To email students check the check boxes next to the select students you want to email or click the
Select All check box at the bottom of the page to select all students and email. Click Email Selected
Members at the bottom of the page

Understanding the Default Course Shell

After you have declared your courses for the next semester and
students can register, your course shells are available for you to
go into. (Use the instructions for locating future courses)

The default pages on the left are Attendance, Collaboration,
Course Information, Coursework, Gradebook, Main Page, and
Syllabus. The system will allow you to delete the Syllabus and
Collaboration pages. You can also add new pages for external
media such as videos, flash objects, and embeddable content
or for small groups or units.

The default portlets on the main page are a custom content portlet called “About this Course,” a course
calendar, announcements, handouts, and bookmarks. You can add up to 10 portlets to one page. If you
would like to add or delete portlets, click on the Edit Page button in the upper right corner.

Customize page Syllabus

Properties | Content | Layout Permissions

1. Click Edit Page in the top right corner of the collaboration, main page, Readings  (Readings) o ow
. Downloadable version (Handouts) 7 &
syllabus, or any added page in your course shell. Course Syllsbus (Custom Content) .~ &

2. Click the Content tab B e tent

Treorder

3. Click Add a Portlet or Add Custom Content
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Properties | Content | Layc

a. If you want to add content pre-configured in KC such as forums, RSS Reader,
Blog, Handouts, Bookmarkts, etc., choose the Add a Portlet option
i. Select your portlets from the list (when you check next to their box,
you can change the name of the content.
ii. Click OK after you’ve selected and renamed all of the portlets you
want.
iii. Click Exit to leave the Customize Page area and return to your course
b. If you want to embed content in your page or write text and add pictures from the web, choose
the Add Custom Content option.
i. Give your Custom Content Portlet a name (i.e. YouTube Videos)

zw
3

elex r:tthep rtlel(s)y want b
me can trers, digits
Available Portlets
Academic Informatic
Advisor Meetings
All My Courses
Announcements

Blog

EO000005

ii. Click Create Properties | Content | Layout Pern
iii. Click Exit to leave the Customize Page area and return to your  content Name: [vouTube videod|
course

1. Click Edit Page in the top right corner of the collaboration, main page,
syllabus, or any added page in your course shell.
2. Click the Content tab
3. Click the trash can icon next to the content you want to delete. Once this content is deleted, it cannot

be recove red Are you sure you want to delete YouTube Videos from the
: page? Deleting a portlet erases all data from the portlet and
4 C“Ck O K deletes all shortcuts to it frem other pages. It cannot be

undone,

5. Click Exit to leave the Customize Page area and return to your course

OK | ’ Cancel ]

Upload Syllabus

Instructions Downloadable Version

1. Login to KC I deAdd a Handout

2. Click on My Courses There are no Handouts for this portlet.

3. Access your Class

4. Click the Syllabus page(left side)

5. Click “Add a Handout” inside the Downloadable Version Clowuaiants Washis - Masoe Wit Ve
portlet box

6. Type in a Name for your syllabus Se: (Emari) no e chosen

7. Locate the file on your computer by pushing the Choose File e YT iiE L
button e s EEAWEE e

8. Leave all other options as they are
9. Click the Save button
* Note: Before you can upload your Syllabus it needs to be totally o ? D ey
ready and saved on your computer!

End: @ No end date
End now
End on:

You may also upload your syllabus to the Handouts section following
the instructions below.

After End:  Make Inactive [¥]

Pubbc Access: Make the link to this file shareable (otherwise, it can only be accessed by people wi
Save | Save and Add Another | Cancel
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Upload, Reorder, Replace, and Delete Handouts

Upload a Handout

1.

2.
3.
4

Login to KC

Access your Class

Click the Handouts link
Click g Add a Handout

*If you have a lot of documents to upload you may
grya G2 2NBFYAT S ids®isbyA
clickingAdd a Set
Type in a Name (like “LA 100 Syllabus”)
Locate the file on your computer by pushing the
Browse button
If you do not want the handout to always be displayed,
set “Start: Display on:” to the date you want the
handout to start showing and set “End: End on:” to the
date you want the handout to stop showing
NOTE: If you set an End date, you can tell the
system what to do with the file after the
end date (Make Inactive or delete). We
recommend leaving the default setting
of “Make Inactive”

ENG 200 25 -
World Literat:

Handouts - Edit View

Manage | File Tools

There are no Handouts for this portiet

4 Add 3 Handout

Import Handouts from File Cabinet % add 5 set

Handouts - Manage Handout View

Manage | File Todls

Name:
File
Set: |ungrouped[] CF add 5 set
Description:

: DefaultFort - Szz - W[ B £ UA-¥-5 | =

Bl

(Max Characters: 2000)
Start: @ Display now
© Display later manually
© pisplay on:
P [12[~]:[00[x][AM[]
End: @ No end date
O End now
7 end on
12[+]: 00[=][Am[=]

After End: | Make Inactive x|

Public [7] make the link to this file shareable (otherwise, it can only be accessed by people with
Access: permission to see this page)

If you would like to share the handout with someone who will not have access to KC, click the “Public

Access” check box
Click the Save button

Reorder Handouts

1.
2.

In your course, click the Handouts link

Click on the Folder/Pencil icon next to the set you
want to reorder

NOTE: If you want to reorder sets, hover over the
word Manage and select Order Sets

[ anage | il Tools |
fide cating Toos
o 2 ot |
otz |

Li
order s

Scroll down and type in the numbers corresponding to the order you wish those Handouts to appear

Course Policies =]
[0 1 course syllabus el
[0 2 course Schedule d |
[[1 3 Tips for Using MyLiteratureKit el
[[] 4 cc Statement of Academic Integrity " &
) 5 Ppermission to Use Academic Work & &

B & Add a Handout

Move E selected items to | Ungrouped Add 2 Set

Click the Save button

Handouts - Edit View 1
Flefoos [ |

Course Policies =
"] Course Syllabus {.docx, 33K, Downloaded: 24 times) |
[Tl course Schedule (.docx, 26K, Downloaded: 53 times) s
[7] Tips for Using MyLiteraturekit (.docx, 1180K, Downloaded:7 times) |
[ ¢c statement of Academic Integrity (.docx, 121K, Downloaded:4 times) a:|
[Tl permission to Use Academic Work (.docx, 19K, Downloaded:2 times) Fd:]
Course Assignments & &g =
[Tl critical Summary Criteria and Grading Rubric {.docx, 21K, Downloaded:21 times) g |
[ Tips for V\_frltimq a Gooc_l Summ_arv Paragraph (.docx, 13K, Downloaded: 6 times) P
This prompt is only for guidance; it's not required.

Sample Student Work & &g S
[Tl sample Critical Summary Head (.docx, 17K, Downloaded: 16 times) ]
) Sample Critical Summary Rossetti 111 (.docx, 15K, Downloaded:20 times) g |
[Tl sample Critical Summary Caribbean Men (.docx, 26K, Downloaded:8 times) ]
Mave E selected items to | Course Policies E i add 2
Handout
Import Handouts from File Cabinet % add a se
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Handouts - Manage Handout View
FleToos | |

Mame: cCourse Syllabus

Current File: 230 Syllabus Summer II 2011.docx

Replace With:

Replace Handouts
1. Inyour course, click the Handouts link
2. Click the pencil icon next to the document you want to
replace
3. Click Browse next to “Replace with” and find the latest
version of the document

Manage

4. Click Open
5. Scroll down and click Save _ ~
[ course Syllabus {.docx, 33K, Downloaded:24 times) |
[ Course Schedule (.docx, 26K, Downloaded:53 times) Vg
7

[7] Tips for Using MyLiterstureKit (.docx, 1180K, Downloaded:7 times)

= B &

Delete Handouts
1. Inyour course, click the Handouts link
2. Click the trash canicon
3. A message willgp up asking “Are you sure you want to delete this item?” Click Ok

Message from webpage

fen Are you sure you want to delete this item?

]

Upload, Reorder, Replace, and Delete Bookmarks

Upload a Bookmark
1. LogintoKC e S

# 4dd 3 Bookmark

2. Access your Class e e —
3. Click the Bookmarks link ™
4. Click gr Add a Bookmark

Bookmarks - Manage Bookmark View

*If you have a lot ofveb linksto upload you may want to/*==

Label: |Writing in the Disciplines

2 N\H | y 7\ T é l:l K S Y -ﬁ(ythlsgbwﬂ(ﬂlﬂlgé URL: |http://www.columbiacollegesc.edu/WID/

Add a Set e [ T Ff SRS
5. Type in a Name (like “Writing in the Disciplines”)
6. Locate the page on the web and copy and paste the web
address from the address bar. Paste that address in

C3normal EIHTML

(Max Characters: 2000)

URI_, Start: uD.EP:EYIm,W \
Display later manually
7. If you do not want the bookmark to always be displayed, pesty e R —
set “Start: Display on:” to the date you want the P
End on:
bookmark to start showing and set “End: End on:” to the Y — 215]: o 5] A
date you want the bookmark to stop showing

NOTE: If you set an End date, you can tell the
system what to do with the file after the end date (Make Inactive or delete). We
recommend leaving the default setting of “Make Inactive”

8. If you would like to share the bookmark with someone who will not have access to KC, click the “Public
Access” check box
9. Click the Save button
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Reorder Bookmarks
1. Inyour course, click the Bookmarks link

2. Click on the Folder/Pencil icon next to the set you want to reorder
NOTE: If you want to reorder sets, hover over the word Manage and select Order Sets

Bookmarks - Edit Vie

Hide Editing Tools
Add a Bookmark

Add a Set
Edit a Set
Order Sets

I HamgearA Wintina Ce

3. Scroll down and type in the numbers corresponding

to the order you wish those Bookmarks to appear
Reorder Ungrouped =
[ 11 | George McHeil's "The Poor Man's Burden"

2 | H. T. Johnson's "The Black Man's Burden"
3 | Overview of the Academic Essay

4 | Harvard Writing Center Resources Page

i O i R |

5 | Library Handout

Move |Z| selected items to

4., Click the Save button

Ungrouped [=] & Add a Bookmark

Replace Bookmarks
1. Inyour course, click the Bookmarks link

Bookmarks - Edit View

Vanage |

Ungrouped '@ =
[T George McNeill's "The Poor Man's Burden” |
[T H. T. Johnson's "The Black Man's Burden” g
[ overview of the Academic Essa Z @
[T Harvard Writing Center Resources Page Z @
[C] Library Handout |
Afro-Caribbean & (" (F E

[] what is Dub Poetry

- +
Mervyn Morris S
2 minutes

[T Lillian Allan's "Limbo Dancer" il
2 minutes

[T Regent Park CBC Newscast

showing film; social justice

empowerment; obtaining voice; esteem building Zga
combatting substance abuse?

stereotypes keeping people down

6 minutes

] Tupakishacurry--"I was born and raised in the ghetto" Fa:
4 minutes

2. Click the pencil icon next to the bookmark you want to replace
3. Delete the current URL and replace it with the latest version of the web link
4

Scroll down and click Save

Delete Bookmarks
1. Inyour course, click the Bookmarks link

¥
Ungrouped % [
[[] George McNeill's "The Poor Man's Burden"

2. Click the trash can icon

[T H. T. Johnson's "The Black Man's Burden"

%

3. A message will pop up asking “Are you sure

want to delete this item?” Click Ok
Messoge om wevpoge [N e

\e\ Are you sure you want to delete this item?

e e |

[[] overview of the Academic Essay

Q.
-
= e = (1]

you

%
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a. Understanding the GradebooK........ccoeuiieiiiiinicisise s sttt st e s e e 20
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Understanding the Gradebook

It may seem counter-intuitive, but to setup and use the Gradebook in KC, you’ll spend most of your time in
Coursework. Gradebook is a view of the assignments and grades you’ve added to coursework; it shows the
average grade, whether points or percentage, and offers a further breakdown of those grades. However,
faculty will add assignments and submit grades for those assignments in coursework. Students will complete
online assignments, upload file exchange assignments, and view offline assignment scores in coursework.
Remember the mantra:

Coursework is where you do the work. Gradebook is where you viewthe work.

The Gradebook is available as a page in the sidebar of a course. Faculty can use this page to set up the relative
weights of all elements of the course's final grade and to track student progress through the course.
Coursework allows you to design, build, track, and grade Online, File Exchange, and Offline assignments.

Attendanceand Courseworkare the two main components of a student's grade. Attendance information and
Coursework grades are automatically imported from the Attendance and Coursework portlets into Gradebook.
However, you must assign weights to the elements so the Gradebook knows the relative value of the elements
in order to calculate final grades.

Basicand Advancedare the two assignment weighting methods. The Basic method automatically weights
coursework based on each item's point value from the Coursework portlet. The Advancedmethod allows you
to give each assignment (or unit or assignment type) a final grade weight that does not have to correspond in

any way to the original point total.

When you initially open Gradebook for a course, a setup wizard will guide you through the settings. This
wizard is available each time you open Gradebook until settings are completed.

GradebookA Setup Tab

The Setup tab allows you to change settings and set up the relative weights of all coursework and attendance.

Basic Advanced
Final Grade Point Totals X This table shows the overall point totals for the
course, including the manually entered value for
Attendance (and other custom items) and the
calculated total for Coursework (based on the total
point values of all graded assignments).

Grade Breakdown X This table shows the percentage weights for the
Attendance and Coursework and provides a link to
Edit this breakdown.

Items without Point Values X This table lists all coursework items that do not
yet have point values assigned to them. This list
is populated with Coursework items that were
graded by Credit/No Entry rather than by a point
value_ In order to include these items in the final
grade calculation, they must be given a point value
here.

Items without Weights X This table lists all Coursework items that do not
yet have weights assigned to them. The name of
the assignment links to the Unit/Type breakdown
for that assignment so that it can be weighted.

QOptions X X This table lists links to various other setup areas.
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Configure Attendance & Custom Items sets some attendance-related settings and gives a weight to the
calculated attendance score from the Attendance portlet. If necessary, additional custom items, such as Class
Participation and Volunteer Hours, can be added by using the Add Custom Items link in the Attendance and
Other Breakdown table. When you enter a custom item and click the Save button, you can then enter the
weight for the item. The Total of Relative Weight must always equal 100%.

9 If you are using the Basic weighting method, the Edit Point Values link allows you to edit point values
for custom items.

9 If you are using the Advanced weighting method, the Edit Relative Weights link allows you to edit
percentages (out of 100) for custom items.

View Coursework Breakdown shows the distribution of assignment points by unit or type, depending on the
grading method you are using.

The_Set Letter Grade Values link takes you to the Setup tab where you can define letter grades and their
number grade equivalents in the Letter/Number Grade Equivalency table. The Use +/- and Remove +/- links
allow you to use or not use + and - (i.e., A+, A, A-, B+, etc.) in grades.

Change Grade Weighting and Organization is used to change Gradebook settings that were set via the wizard
during your initial visit to the Gradebook portlet.

Basic Setup Options
If you are using Units and the Basic method of weighting, the Unit link displays all assignments within that
unit. The Due Date, Name, Unit, and Total Points appear for each assignment in the unit.

If you are using Types and the Basic method of weighting, the Type link displays all assignments of that type.
The Due Date, Name, Type, and Total Points display for each assignment of that particular type.

NOTE: Point values of inactive assignments do not display in the Gradebook when using Basic mode.

Advanced with Weight All Together option

If you are using the Advanced method of weighting and selected the Weight All Together option, each
unit/type is listed with its relative weight (calculated from the weights of its assignments) and its calculated
final grade weight. Two grade drop options are available:

' Use all grades
9 Drop the lowest grade for each student

Advanced with Weight by Type option
If you are using the Advanced method of weighting and select the Weight by Type option, each type is listed
with its relative weight and its calculated final grade weight. Four grade drop options are available:

 Use all grades
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91 Set dropped grade on a Type by Type basis
9 Drop the lowest grade for each student
9 Drop the lowest grade for each type

GradebookA Gradebook Tab

The Gradebook tab allows faculty to view current grades and progress of all students in the course. The tab
contains the following pages:

1 Page 1: Overview

1 Page 2: Attendance Detall

1 Page 3: Coursework Detall

1 Full View (All Information)

Page 1: Overview- displays all students in the course.

For each student, the final grade and component information are displayed. The student name is a link to
their Student Grade Sheet page. If there are assignments that need to be weighted, the following note
appears: "You have assignments that need to be weighted.” The Gradebook will not display accurate grades
until you go to Coursework Breakdown and weight these items."

The Basic method displays a percentage and total point grades.

Attendance & Other Coursework

Total Points: 0.0 Total Points: 115.0 Faculty Adjustment
Score Total Points Score Total Points

96.8 out of 100.0, A -- 0.0 cut of 0.0 96.8% 96.8/100.0 0.0

The Advanced method displays Percentage Grades.

Attendance & Other Coursework

Weight: 0.0 % Weight: 100.0 % Faculty Adjustment
Score Grade Points Score Grade Points

87.7 out of 100.0, B+ -- 0.0 cut of 0.0 87.7% 87.7 out of 100.0+ 0.0

You can click the options at the bottom of the page to
9 Show Letter grades or Show Percentage grades.
1 Grade Custom Items to grade custom items (such as field trips, class participation, etc.)
1 Export to Excel only exports information that is visible on the page to an Excel spreadsheet. It does not
export all Gradebook information (see Full View).
9 Set Letter Grade Values link takes you to the Setup tab where you can define letter grades and their
number grade equivalents.

Show Letter Grades | Grade Custom Items | @ Export to Excel

<-- Previous Page | Set Letter Grade Values | Next Page --=

Page 2: Attendance Detail-shows details for Attendance and custom items.

The Attendance section shows the total number of sessions and number of sessions attended for each
student. The score includes any loss of attendance credit as set in the initial Gradebook setup. The Other
section includes a column for each custom item entered on the Configure Attendance & Custom Items screen.
Each column displays the score given for that item for each student in the Score Custom Items screen.
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Page 3: Coursework Detail-shows a detailed view of assignments for each student.
They will most likely be organized by Unit or Type, depending on which format was chosen in the Gradebook
setup. Clicking the linked student name displays that student's Gradesheet.

The Go to Coursework Page link opens the Coursework portlet for this course context.

Clicking the View All Assignments link displays individual assignments and grades by Type or Unit, depending
on the format originally chosen. Clicking the Hide All Assignments link displays only the averaged grade for all
assignments by type.

Full View (All Information)
ALL Gradebook information is exported to this Excel spreadsheet. This includes the overview columns and the
detail columns.

Coursework for faculty

The Coursework portlet, allows you to design, build, track, and grade three types of assignments for your
students for each course that you teach:

1 Online (Qﬁ)
1 File Exchange (@)
1 Offline (¢)

Assignments, whether organized by Unit or Type, are sorted by Due Date. Each assignment listing includes the
format (online, offline, file exchange), the due date, type, and status. Also, you can sort the assignments by
clicking on any of the column headings.

You can create multiple units or use the one default unit; however, every assignment must be part of a unit.
Units can be added, renamed, and reordered. Units (including their content) can be deleted, unless there is
only one unit, in which case it cannot be deleted. There must always be one unit present.

Basic Coursework/Gradebook Setup

Getting Started

1. LogintoKC
2. Go to Quick Links in the bottom left corner, select the course for which you want to set up the
gradebook/coursework

Coursework setup Part |
1. Click on the Coursework link on the left side menu
2. Click Manage Types
3. Delete the types you will not need
4. Click Add a Type to add the types you will use
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Gradebook setup Part |

1.
2.
3.
4.
5.

Click on the Gradebook link on the left side menu
Click the Setup tab

Click Continue

Select Basic/points mode, then press save

Select Units or Types, then press save (probably types)

Gradebook setup Part 11

Co

1.

1
2
3.
4,
5
u
1
2

Click on the Setup tab

Click Set Letter Grade Value

Click the +/- blue link

Configure the gradebook to match your grading scale
Press Save

rsework setup Part Il

Click on the Coursework link on the left side menu

Under each Assignment type add the assignments listed in your syllabus or anticipated assignments.
Assignments will have different point values based on how you’ve set up your syllabus (5, 10, 25, 90,

200 pts, etc.)

Advanced Coursework/Gradebook Setup

Getting Started

Login to KC

2. Go to Quick Links in the bottom left corner, select the course for which you want to set up the

gradebook/coursework

Coursework Setup Part |

1.
2.
3.
4.

Click on the Coursework link on the left side menu
Click Manage Types

Delete the types you will not need

Click Add a Type to add the types you will use

Gradebook setup Part |

1.

o Uk WwnN

Click on the Gradebook link on the left side menu
Click the Setup tab

Click Continue

Select Advanced/percentage mode, then press save
Select Units or Types, then press save (probably types)
Select Weight All Together or Weight by Type, then
press save

Gradebook setup Part I

1.
2.

Click on the Setup tab

Under Grade breakdown click on Edit this Breakdown
and set attendance to 0% and coursework to 100%,
press save

Click Set Letter Grade Value

Setup | Gradebook

Attendance 15.00 %
Coursework 85.00 %
Total 100.00%

\ Edit this Breakdovnd)
e

Configure Attendance & Custom Items
View Coursework Br

Set Letter Grade Values

Change Grade Weighting and Organization

All your coursework assignments are weighted
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4.
5.
6.

Click the +/- blue link
Configure the gradebook to match your grading scale
Press Save

Coursework setup Part 11

1.
2.

Click on the Coursework link on the left side menu
Under each Assignment type add the assignments listed in your syllabus or anticipated assignments.
All assignments will be out of 100 points.

Gradebook setup Part Il

1.

2.
3.
4

After you’ve entered all of your assignments, click on the Gradebook link on the left side menu
Click the Setup tab
Click View Coursework Breakdown
Under Coursework Grade Breakdown, type in the percentages defined for each type, then press save
(must equal 100%)
Next, click on the link for each type to edit the relative weights (see example below)
a. Click on the link for your first type (Attendance and Participation)
Click the blue edit relative weights hyperlink on the right
Click Weight All Equally
Click Save
Click Back to Coursework Grade Breakdown
f. Repeat steps a-e for the second type (final exam, midterm exam, etc.)
Once you've edited all of the relative weights you’re done!

®ao o

Adding Assignments
Offline Assignments

Offline (¢°) assignments have no online component. They are listed within the portlet and graded within the
portlet and are incorporated into Gradebook, but they are completed offline. Examples of offline assignments
are delivering an oral presentation, viewing a video, attending a lecture, or posting and responding to forums.

Add an Offline Assignment
The Add an Assignment screen allows a faculty member to create a new assignment. The assignment can be
created in Basic mode or in Advanced mode. From the Coursework portlet for the appropriate course

context:
1. Click the Add an Assignment link.
2. Enter the name of the assignment.
3. Select Offline from the Format drop-down.
4. Select the appropriate assignment type from the Type drop-down. If you need to add an assignment

b

type, click the Add an Assignment Type link. Once the assignment type has been added and saved, it
will be available for your selection.

Select the requirement status from the Required drop-down.

Select from the Grade Method drop-down the grading method you will use for this assignment.

The Grade Method for Offline assignments can be Not Graded,Credit/No Credit, or Graded.
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10.
11.

12.

13

14.

15.

If an assignment is graded, you must enter the maximum number of points for the assignment in

the Out of field.

Select from the Unit drop-down the unit to which you want to associate this assignment.

Enter a Description, which is always displayed with the assignment.

Enter Instructions, which will display when the assignment is active.

Determine when the assignment is activated by selecting a Start option: Activate Now, Activate Later
Manually, or Active From. If you select the Active From option, you must also select the appropriate
date and time. If you want an inactive assignment to be visible to students, select the Display While
Inactive check box.

In the Due field, enter or select from the Calendar the due date of the assighnment. Also, select from
the drop-downs the time it is due.

. The Show Grade option sets when students can see their grade. Select the appropriate option from

the Show Grade drop-down list box.

In the Relevant Files section, upload an unlimited number of files that will be presented as part of the
assignment. When the assignment is activated, these files are displayed below the instructions on
the Assignment Info page.

Click the Save button.

Edit an Assignment

1.

2.
3.

Click the Edit icon beside the Offline assignment you want to edit or click the Edit this assignment link
on the Assignment Info screen.

All fields except the Format and Grade Method fields are available for editing.

When you have made all changes, click the Save button.

View Assignment Information

1.
2.

Click the linked name of the Offline assignment you want to work with.
The Assignment Info screen displays the following assignment information:

A The Header displays the type and name of assignment, unit, format, grading method, status
message, and due date information.

A Links are available for you to work with the assignment.

A The Assignment Stats section displays a breakdown of grade distribution.

A The Student Results table lists the students in the course and allows you to enter their grades
and any comments for feedback. You can sort the list by Student, Grade, and Feedback (click
the respective link).

A Bonus Points can be added or removed.

Enter Grades

1.
2.

Click the linked name of the Offline assignment for which you want to enter grades.

The Assignment Info screen displays the assignment information, including the Student Results table,
which provides fields to enter grade information and/or feedback.

In the Results table, enter the grade in the Grade field.

Enter any comments in the Feedback field.

Click the Save button.
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Re-enter Grade/Feedback
1. Click the linked name of the Offline assignment you want to reopen.
2. The Assignment Info screen displays assignment information, including the Student Results table,
which displays currently entered grade information or provides fields to enter grade information

and/or feedback.
3. Inthe Results table, click the Edit graded entries link.
4, Make edits.

5. Click the Save button.

Show/Hide Assignment Details
1. Click the linked name of the Offline assignment you want to work with.
2. Clicking the Show Assignment Details/Hide Assignment Details links allows you to view or hide
the Description, Instructions, and Files attached to the assignment.

Add/Remove Bonus Points
1. Click the linked name of the Offline assignment to which you want to add/remove bonus points.
2. To add bonus points: In the Bonus section at the bottom of the Assignment Info screen, enter in
the Bonus Points text box the number of points you want to add to the grade of all students who
complete the assignment. Click the Add the Bonus button.

3. Toremove bonus points: In the Bonus section at the bottom of the Assignment Info screen, click
the Remove the bonus link and then clear the Bonus Points text box.

Delete Assignment
1. Click the Delete icon beside the Offline assignment you want to delete or click any Delete this

assignment link.
2. The following message appears: "Are you sure you want to delete this item?"

3. Click the OK button to confirm the delete process.

File Exchange

File Exchange (@) assignments involve receiving and downloading files submitted by the students. You can
upload a file to be used by the student for directions or other reasons. Once you receive their file, you can
send it back to the students. An example of a File Exchange assignment is a paper.

Add a File Exchange Assignment

The Add an Assignment screen allows a faculty member to create a new assignment. The assignment can be
created in Basic mode or in Advanced mode. From the Coursework portlet for the appropriate course
context:

1. Click the Add an Assignment link.
2. Enter the name of the assighment.
3. Select File Exchange from the Format drop-down.
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4. Select the appropriate assignment type from the Type drop-down. If you need to add an assignment
type, click the Add an Assignment Type link. Once the assignment type has been added and saved, it
will be available for your selection.

5. Select the requirement status from the Required drop-down.

6. Select from the Grade Method drop-down the grading method you will use for this assignment.

The Grade Method for File Exchange assignments can be Not Graded, Credit/No Credit, or Graded.

7. If an assignment is graded, you must enter the maximum number of points for the assignment in
the Out of field.

8. Select from the Unit drop-down the unit to which you want to associate this assignment.

9. Enter a Description, which is always displayed with the assignment.

10. Enter Instructions, which will display when the assignment is active.

11. Determine when the assignment is activated by selecting a Start option: Activate Now, Activate Later
Manually, or Active From. If you select the Active From option, you must also select the appropriate
date and time. If you want an inactive assignment to be visible to students, select the Display While
Inactive check box.

12. In the Due field, enter or select from the Calendar the due date of the assignment. Also, select from
the drop-down list boxes the time it is due. You can also allow students to turn in late assignments by
selecting the Allow Late Assignments Until check box and then selecting the deadline for the late
assignment. Due dates become "soft" due dates, and assignments can be turned in until the "hard"
due date. Even though you allow late assignments, penalties can be assessed for the late assignments
by selecting the Penalize Late Assignments check box and entering a set point or percentage
deduction.

13. The Show Grade option sets when students can see their grade. Select the appropriate option from
the Show Grade drop-down list box.

14. In the Relevant Files section, upload an unlimited number of files that will be presented as part of the
assignment. When the assignment is activated, these files are displayed below the instructions on
the Assignment Info page.

15. Click the Save button.

Edit an Assignment
1. Click the Edit icon beside the File Exchange assignment you want to edit or click the Edit this
assignment link from the Assignment Info screen.
2. All fields except the Format and Grade Method fields are available for editing.
3. When you have made all changes, click the Save button.

View Assignment Information
1. Click the linked name of the File Exchange assignment you want to work with.
2. The Assignment Info screen displays the following assignment information:
A The Header displays the type and name of assignment, unit, format, grading method, status
message, and due date information.
A Links are available for you to work with the assignment (Show/Hide assignment details, Edit this
assignment, Delete this Assignment).
A The Student Results table lists the students in the course and allows you to enter their grades
and any comments for feedback. You can sort the list by Student, Date Finalized, and Grade
(click the respective link). The ! column informs you of ungraded submitted assignments.
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A Bonus Points can be added or removed using the Bonus table.

View Submitted Student Files
1. Click the linked name of the File Exchange assignment for which you want to enter grades.
2. On the Assignment Info screen, click the linked name of the student for which you want to enter a
grade
3. The Student Assignment Details screen displays assignment information, including the Files
Submitted table showing the files uploaded by the student if the assignment has been finalized. The
table is empty if the student has not submitted and finalized the assignment.
Note: You can Download all of the submitted files for the assignment. Using this feature of KC creates a
folder with the assignment name with a subfolder with each student’s name. Her/his assignments are in the
folder.

Download all of the submitted files for this assignment.

Note: Not all of your students have completed the assignment. You will have to download their files later.

If the student uploads the exact same file with the exact same name, it will cause this feature to not work.

Enter Grades
1. Click the linked name of the File Exchange assignment for which you want to enter grades.
2. On the Assignment Info screen, click the linked name of the student for which you want to enter a
grade
3. The Student Assignment Details screen displays the following assignment information:

A The Workflow table is always displayed. This table details the life cycle of the assignment.

A The Results table displays currently entered grade and feedback information or provides fields
to enter both. You can also upload files to be returned to the student when the grade is
displayed.

A The Reopen Assignment table allows you to extend the due date of the assignment. If the
assignment has been finalized, you can re-open the assignment with or without an extension.

For example, you may want to re-open an assignment because a student may have
inadvertently submitted an incomplete assignment.

A If a student has not completed an assignment, you can grant an extension by using
the Extension table.

In the Results table, enter the grade in the Grade field.
Enter any comments in the Feedback field.
Browse for any file you wish to upload for the student.
Click the Save button.

Re-enter Grade/Feedback

1. Click the linked name of the File Exchange assignment you want to reopen.

2. Click the linked name of the student for which you want to reopen an assignment.

3. The Student Assignment Details screen displays assignment information, including the Results table,
showing currently entered grade information or providing fields to enter grade information. You can
also upload files to be returned to the student when the grade is displayed.

4. In the Results table, click the Re-enter grade/feedback link.

5. Make edits.
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6.

Click the Save button.

Reopen Assignment

1.
2.

6.
7.

Click the linked name of the File Exchange assignment you want to reopen.

On the Assignment Info screen, click the linked name of the student for which you want to reopen an
assighment.

The Assignment Details screen displays assignment information, including the Reopen

Assignment table, allowing you to extend the due date of any assignment. If the assignment has been
finalized, you can re-open the assignment with or without an extension. For example, you may want to
re-open an assignment because a student may have inadvertently submitted an incomplete
assighment.

In the Reopen Assignment table, enter any desired text in the Note field.

Click the radio button beside the field that allows you to enter an extension date. Enter or select the
appropriate date by using the Calendar icon.

Select the extension deadline time from the drop-down list boxes.

Click the Reopen button.

Add/Remove Bonus Points

1.
2.

Click the linked name of the File Exchange assignment to which you want to add/remove bonus points.
To add bonus points: In the Bonus section at the bottom of the Assignment Info screen, enter in

the Bonus Points text box the number of points you want to add to the grade of all students who
complete the assignment. Click the Add the Bonus button.

To remove bonus points: In the Bonus section at the bottom of the Assignment Info screen, click

the Remove the bonus link and then clear the Bonus Points text box.

Delete Assignments

1.

Click the Delete icon beside the File Exchange assignment you want to delete or click any Delete this

assignment link.
The following message appears: "Are you sure you want to delete this item?"

Click the OK button to confirm the delete process.

Online Assignments

Online (% ) assignments are quizzes/tests/exams created by the faculty member and which the students
complete within the portlet. These assignments are completed and submitted by the students and can be
graded automatically or manually by the faculty member.

Add an Online Assignment

The Add an Assignment screen allows a faculty member to create a new assignment. The assignment can be
created in Basic mode or in Advanced mode. From the Coursework portlet for the appropriate course
context:

1.
2.

Click the Add an Assignment link.
Enter the name of the assignment.

30| Page



0o

10.
11.

12.

13.

14.

15.

Select Online from the Format drop-down.

Select the appropriate assignment type from the Type drop-down. If you need to add an assignment
type, click the Add an Assignment Type link. Once the assignment type has been added and saved, it
will be available for your selection.

Select the requirement status (Required, Extra Credit, or Optional) from the Required drop-down. The
default selection is Required, which means that the assignment will be factored into Gradebook and
thus the weighted course grade. Extra Credit means that the assignment will only benefit the student.
Finally, an Optional assignment is a practice quiz or test. Its grade will not factor into the weighted
averages seen in Gradebook.

Online assignments are always graded; therefore, when creating this type of assignment, you do not
have a Grade Method option. Point values of Online assignments are calculated by totaling question
point values.

Select from the Unit drop-down the unit to which you want to associate this assignment.

Enter a Description, which is always displayed with the assignment.

Enter Instructions, which will display when the assignment is active.

Online assignments are made active from the Test Builder.

In the Due field, enter or select from the Calendar the due date of the assignment. Also, select from
the drop-downs the time it is due. The system allows you to let students turn in late assignments. Due
dates become "soft" due dates, and assignments can be turned in until the "hard" due date. Even
though you allow late assignments, penalties can be assessed for the late assignments by selecting

the Penalize Late Assignments check box and entering a set point or percentage deduction.

In the Show Grade drop-down, select when you want the students to see their grades for this
assignment.

In the Allow Review drop-down, select when or if you want to allow the students to review their
graded assignment including any feedback you may provide.

In the Relevant Files section, you can upload an unlimited number of files that will be presented as
part of the assignment. When the assignment is activated, these files are displayed below the
instructions on the Assignment Info page.

Click the Save button. Test Builder opens for you to create the assignment.

Import Tests from File Cabinet

1.
2.

Click the Import Tests from File Cabinet link in the appropriate unit.

If no tests are stored in File Cabinet, the following message appears: "No Tests found." If tests are
stored in File Cabinet, the tests are displayed.

Select the check box beside the test you want to import, and click the Import Selected button.
Click the linked name of the assignment to go to Test Builder where you can edit the entire
assignment.

Edit an Assignment

1.

Click the Edit icon beside the Online assignment you want to edit or any Edit this assignment link on
the Assignment Info screen.

All fields except the Format field are available for editing.

When you have made all changes, click the Save button.
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View Assignment Information
1. Click the linked name of the Online assignment with which you want to work. Depending on the status
of the assignment, you will be directed to the Test Builder screen or the Assignment Info screen.
2. The Assignment Info screen displays the following assignment information once it is Active:

A The Header displays the type and name of assignment, unit, format, grading method, time limit,
status message, and due date information. A message indicating number of tests that need
grading and the number of students who have not yet taken the test may also display.

A The following links are available for you to work with the assignment: Show assignment
details, Edit this assignment, Delete this assignment, and Go to Test Builder.

A The Student Results table lists the students in the course with each name linked to their
respective Student Assignment Detail screen. You can sort the list by Student, Date Finalized,
and Grade (click the respective link). This table also provides you with information on how
much time each student spent completing the assignment and whether the assignment needs
manual grading (indicated by the ! icon).

A Bonus Points can be added or removed.

View Student Assignment Detail
If an Online assignment is active, you can view details of students' responses.

1. Click the linked name of the Online assignment with which you want to work.

2. On the Assignment Info screen, click the name of the student whose assignment detail you want to
view.

3. The Student Assignment Detail screen displays the following information for that student:

A The Header displays the type and name of assignment, unit, format, grading method, time limit,
status message, and due date information. A message indicating number of tests that need
grading and the number of students who have not yet taken the test may also display.

A If appropriate, the Workflow table for this assignment will display the life cycle of the assignment.

A The Individual Results table will always display each attempt and its completion date, score, time
spent, and status. A Review link may be available for you to review the assignment.

A The Extension table is available if the assignment is still open. This table allows you to extend the
due date of the assignment for that specific student, not the entire class.

A The Results table allows you to see the base score, any bonus points, and the final score; assess
any late penalty (Change Penalty link) or make other adjustments (Change
Adjustment/Feedback link); and add or edit a personalized note or feedback (Change
Adjustment/Feedback link).

If the assignment is still open (for example, student has not taken the test, has not completed all attempts, or
has not marked the test as finalized), a Close Assignment button is available for the instructor to automatically
close the assignment and optionally enter a reason for closing.

A The Retake table allows you to reopen an assignment or give the student permission to retake the
assignment. A retake allows the student to do the entire assignment including all attempts. The final
grade can be determined by using the retake final grade, averaging the original and retake final grades,
or using the highest final grade (whether it be the original or retake). The due date for a retake will be
on an individual student basis. When all decisions have been entered, click the Allow Retake button.
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Show/Hide Assignment Details
1. Click the linked name of the Online assignment with which you want to work.
2. Clicking the Show Assignment Details/Hide Assignment Details links allows you to view or hide
the Description, Instructions, and Files attached to the assignment.

Add/Remove Bonus Points
1. Click the linked name of the Online assignment to which you want to add/remove bonus points.
2. To add bonus points: In the Bonus section at the bottom of the Assignment Info screen, enter in
the Bonus Points text box the number of points you want to add to the grade of all students who
complete the assignment. Click the Add the Bonus button.
3. Toremove bonus points: In the Bonus section at the bottom of the Assignment Info screen, click
the Remove the bonus link and then clear the Bonus Points text box.

Delete Assignment
1. Click the Delete icon beside the Online assignment you want to delete or any Delete this

assignment link.
2. The following message appears: "Are you sure you want to delete this item?"

3. Click the OK button to confirm the delete process.

Introduction to Test Builder

Adding and saving an Online assignment opens the Test Builder screen, which is used by the instructor to
build and manage Online assignments (quizzes, tests, exams, etc.). Question types include Multiple Choice,
True/False, Matching, Ordering, Short Answer, and Essay (Long Answer) that are graded automatically or
manually by the faculty member. In order to access the test builder, you will first need to create an online
assignment.

1. Create and online assignment following the instructions OR click the linked name of the Online
assignment with which you want to work that you’ve already created.

2. On the Assignment Info screen, click the Go to Test Builder link.

3. Test Builder opens and allows you to work with this Online assignment.

Header

The Header displays the assignment name, the unit, format, and grading method entered when you created
the assignment. This information can be edited by clicking the Edit this assignment link at the right side of the
Header. The number of questions and the point total are also displayed. If the assignment is Active, the View
assignment info link is available. Configurations can be set for each Online assignment. The right side of the
Header allows the instructor to hide (Hide settings) or display (Show settings), and edit (Edit settings) these
settings.

Show/Hide/Edit Settings

Unigue configurations for each Online assignment can be set. The right side of the Header allows you to hide
(Hide settings link), display (Show settings link), and edit (Edit settings link) settings.
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Activation

The Activation Bar displays the status of the test (Active/Inactive). In order for you to activate an assignment,
it must have at least one question in a non-extra credit section and all questions must have point values.

The following table details links that are available for both Active and Inactive assignments:

Sections

Available Link/Functionality

Active Status

Inactive Status

Edit this assignment

X

X

View assignment info

Show settings

Hide settings

Edit settings

X [ X | X | X

Set a future activation date

Preview this test

Import questions from your File Cabinet

X | X | X [X|X]|X

Save to File Cabinet

Add a Section

Reorder Sections

Edit Section

Delete Section

X [ X | X | X

Add Questions

Edit All Questions

Edit Question Point Values

Reorder/Move Questions

A section is a method of organizing questions within tests. Every test must have at least one section, and
every question must be in one and only one section. There can be unlimited sections in a test and unlimited
qguestions in a section.

The Sections area displays all sections of the test and all questions within the sections. You can add a section,
edit a section, delete a section, and reorder sections by clicking the appropriate links. There are two types of

sections:

A Regular sections have no special functions. All questions are presented in the test, and each question
has its own point value.

A Question Pool sections randomly select a preset number of questions from all the questions in the
section when the student attempts the test. Each question has a set point value so that the section is

worth the same number of points regardless of which questions are randomly selected.
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The Edit Section link for any test section opens the Edit Section screen in Test Builder. If the assignment is
Inactive, all fields are available for editing. If the assignment is Active, all fields except Source Type and Extra
Credit can be edited.

Test Sections can be reordered in a test that is not activated.

The Reorder Sections link for any test opens the Order Sections screen in Test Builder. All sections of the test
are listed. To reorder, enter the appropriate number in the text box beside each section. The options to edit
or delete the section are also available on this screen.

Test Sections can be deleted in a test that is not activated.

The Delete Section link for any test section prompts you with a confirmation message: "Are you sure you want
to delete this item?" If you click the Yes button, the entire section (including any questions in the section) is
deleted.

Add Questions

Instructors can add questions to a test by choosing a question type, number of questions to add, and the
section to which they are to be added. Only one type of question can be added at a time and to only one
section at a time. You can also add questions by importing stored questions from your File Cabinet. After
selecting the question type, the number of questions to add, and the unit to which to add them, click

the Add button to open the Add Questions screen. Questions can only be added to Inactive online
assignments.

Activate/Deactivate Tests

The Activation Bar displays the status of the test (Active/Inactive). Students cannot take an Inactive test and
possibly not see an Inactive test, but an Inactive test can be edited by the faculty member. To activate a test,
it must have at least one question in a non-extra credit section and all questions must have point values.

The Set a future activation date link is also available and will activate the assignment automatically on the
date/time you set. Students can take an Active test as soon as it is activated. Some selected parts can still be
edited by the instructor.

Preview a Test
The Preview this test link allows the faculty member to view/take the test as if they were a student.

Save Tests to File Cabinet

If you want to save the test to your File Cabinet for future use, use the Save to File Cabinet link, which
becomes available once the test is activated. When you click the link, a Confirmation screen confirms that the
test has been saved and allows you to return to Coursework.

Using Test Builder: Online Tests & Quizzes
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Online ( Q} ) quizzes/tests/exams are created by the faculty member. These assignments are completed and
submitted by the students in the Coursework portal and can be graded automatically and/or manually by the

faculty member.

Coursework - Test Builder

In order to create a quiz/test/exam:

Unit 1

Format: Online

1. Create an online assignment (test builder will
launch). When you create the assignment, be

Grade Method: Graded

Total Questions: 0

Total Points: 0

Status: Inactive [ Activate

Set a future activation date

sure to select how or if you want students to
be able to review their answers and when.

Add Questions:

Question Type:
Number of Questions: 1 ~
Add to Section:  Quiz ~

Add

As soon as grade is available, and due date has passed +

As soon as grade is available, and due date has passed

As soon as grade is available

Show Grade:

Sections:

(% Add a Section

Allow Review: |AS soon as grade is available, and due date has passed v

Multiple Choice/Answer

(3 Reorder Sections

@ save to File Cabinet
& Edit this assignment
Show settings | Edit settings

Other options for adding questions

As soon as grade is available, and due date has passed Quiz

- " Section Type: Regular
As soon as grade is available Source Material: None
Never allow review

Relevant Files:

Randomize: Do not Shuffle Questions

(& Edit section
(Bpelete Section

NOTE: If you would like to access the test builder from an online assignment you’ve already created, click on
the assignment name. If the assignment has not been activated, you will be directed to the test builder
automatically. If you would like to check or edit the settings above, click on the pencil icon.

If the assignment has been activated, you will be taken to the grading screen with your students’ names. If
you’d like to access the test builder to deactivate the assignment to make changes, click Go to Test Builder. (If
any students have already started taking or have completed the test, you will not be able to deactivate and

make changes)

When the test builder launches, the assignment info and settings appear. Here you set the time limit, number
of attempts allowed, pagination options for sections and questions, section order, lock out options, and extra

credit options. Set your options and select save.

Recommended settings:

Time Limit: your preferred time limit

Attempts Allowed: If you want your student to reenter and take the
test multiple times, then change the options. Otherwise, leave as
default.

Pagination: One, five, or all questions in a section appear per page
Section Order: If you want the test to appear in order of the chapter
or course contents, do not shuffle sections

Lock Out: Leave asis. If there is an issue with KC or students pause
the test and resume it later, this option will lock them out of the
assignment

Extra Credit: Leave as is.

Coursework - Test Builder

Unit 1
Format: Online

Grade Method: Graded

Total Questions: 0

Total Points: 0

Time Limit:
Attempts Allowed:
Pagination:
Section Order:
Lock OQut:

Extra Credit:

Edit Coursework Settings:

Minutes -
One attempt -
One section per page -
Do not shuffle section order =
Allow students to resume an interrupted attempt -

Allow better-than-perfect scores (e.g. 22/20) -

Save Cancel

Online assignments have two parts: Sections and quizzes. Sections separate the assignment into smaller parts
that span pages. There is one section by default; each section appears on an individual page. If all questions
are loaded to the default section, they will appear on one page.

Quiz
Section Type: Regular
Sour

2. Choose your assignment settings following the information
above
Each section also has settings.

(& Edit Section

ce Material: None (Bpelete Section

Randomize: Do not Shuffle Questions
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3. Choose your settings for your section by clicking the Edit Section button
From here, you can change the name for your section; the order in which it appears in the series of sections;
source material that appears at the top of the section; whether you want all of the questions to appear in the
test or random questions selected from a pool of questions; and whether you want the section to count as an
extra credit section; and if you want the section to randomize the order of the question (not the answers).

Recommended settings:

Name: The name of the section (ex. multiple choice, t/f, chapter1,

etc.) ot
Position: first, last, etc. :
Source Material: directions, link, or an image

Section type: do you want a set number of questions or a pool of

guestions. If you choose a pool of questions, it will only show the

number of questions you select and assign a point value for all of
those in the set. You have no control over which questions will
appear for the students, so if you want students to answer certain
guestions, add them to a different section, then add the other
guestions to another section.

Randomize: Randomizes the order of the questions. If you want the
guestions to appear in sequential order, do not randomize.

Add Questions:

Sections: Question Type:

4. If you want to add sections, add them by wamierof questions: EE
. . . % Add a Section C% Reorder Sections Add to Section:
clicking on the Add a Section button

5. Add up to five questions at a time by selecting your question type (Multiple
Choice/Answer, True/False, Essay, Short Answer, Ordering, and Matching)
and the number of questions of that type you would like to add, and
specifying which section to add it to. Then click add.

6. After you click add, the question window opens.

a. Multiple choice—type your question text. Add the answers in the
area below in any order. Check the correct box for the right answer
or match them accordingly. If you would like to offer students
feedback (such as a page reference number), use the feedback field.
Choose your settings for randomizing the answers or offering partial
credit for other answers. Answers are graded automatically.

b. True False—Type your question text and select true of false.
Answers are graded automatically. g

c. Essay—Type your essay question. Students will have a long answer
box to answer the question. Answers must be graded manually.

d. Short Answer—Type your short answer question. Students will have
limited space to answer questions. Answers must be graded
manually.

e. Ordering—Type your question text and type your answers in
order. The system will randomize the orders and students will
have to put them in the correct order. Answers are graded
automatically.

Question Text .
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f. Matching—Type the question text, and type the item with its match, Students will select the
correct match from a drop down menu. Answers are graded automatically.
7. Add the rest of your questions. If you need to edit questions for content click the pencil icon. If you
want to delete a question, use the trash can icon.
8. After you’'ve added questions you have to assign point values for each of your questions and press the
save button.

Quiz
Section Type: Regular & Edit Section
Source Material: None @DE\EtE Section
Randomize: Do not Shuffle Questions peeiesecton
T Point Val f . .
yee e Activate Set 3 future activation date
1 Columbia College's m. isa . MC ]
2 Which of the following are NOT Friends? MC | K id
3 Beds come i the following sices: ve i
4 KC stands for e s et a Future Activation Date:
5 Cameras take pictures in MC |
, Activation Date: B 12 v Do v | am v
# Edit All Questions % Reorder/Move Questions Save

9. When you are finished creating your online assignment, Activate the assignment or set a future
activation date.
10. You can preview how students will see the Test by clicking on Ereview this test

Edit Question Point Values
When you import questions from File Cabinet, point values (if set) also import with the questions; however,
they can be changed but only in an Inactive test.
1. Inthe Coursework portlet, click the name of the test for which you want to change point values.
2. From Test Builder, click the Edit Question Point Values link in the Sections area.
3. Edit point values.
4. Click the Save button.

Edit Questions in a Section
Questions can only be edited in an Inactive test.
1. Inthe Coursework portlet, click the name of the assignment for which you want to edit questions.
2. From Test Builder, click the Edit All Questions link in the Sections area.
3. Make necessary edits.
4. Click the Save button.

Reorder/Move Questions in a Section
Questions in a section can only be reordered/moved in an Inactive test.
1. Inthe Coursework portlet, click the name of the assignment for which you want to reorder questions.
2. From Test Builder, click the Reorder/Move All Questions link in the Sections area.
3. Toreorder the questions, enter the appropriate numerical value in the text box beside the question
and click the Save button.
4. To move the questions, select the appropriate questions to move and then select the appropriate
section to which to move them in the Move selected to drop-down and click the Go button.
5. You can also edit and delete questions on this screen.

Multiple Choice/Answer

This type of question has several answer options, one or more of which is required to be selected as a correct
answer. The answer options can be presented in a set order or randomized for each student taking the test,
but there must be at least one option and one correct answer identified. Any question or answer options left

38| Page



blank will be ignored. Also, if you need more answer options, the Add more answers link provides you with
additional answer fields. Each answer option can also include feedback that displays when the student
reviews the test.

Partial credit for a question can be given if the student is informed of how many correct answers there are and
then limit the student to selecting only that many answers.

If used, Automatic Feedback text can appear under the following three circumstances:
1 Regardless of whether the answer is correct or incorrect (general)
f When a correct answer is selected
' When an incorrect answer is selected

True/False
This type of question is answered by selecting True or False.

Essay
Essay questions require that students enter a free-form answer.

Short Answer

Short Answer questions are answered by the student in an open format like a shorter essay question that will
be graded manually by the instructor or a more specific and most likely shorter answer that will be graded
automatically based on whether the given answer matches EXACTLY (not case-sensitive) the defined correct
answer.

Automatically graded Short Answer questions are best suited for number-based answers and for spelling or
terminology testing.

Ordering

An ordering question requires that the students put randomized answers in the correct order. Each ordering
guestion must have at least two answer options to order.

Any question or answer options left blank will be ignored. Also, if you need more item options, the Add more
items link provides you with additional fields.

Automatic Feedback can be entered (Add automatic feedback link) to provide the student further information
when reviewing the graded test.

Matching

Matching questions require that students match an object with its correct answer option. Matching questions
must have at least two answer options. Unmatched answer options can also be included and will be randomly
mixed with the matched answer options.

Any question or answer options left blank will be ignored. Also, if you need more fields for matched objects or
unmatched objects, the Add more objects and Add more unmatched objects links provide you with additional
fields.

Automatic Feedback can be entered (Add automatic feedback link) to provide students with further
information when reviewing the graded test.
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Import Questions from File Cabinet
You can also add questions to your tests by importing saved questions from your File Cabinet (Import
Questions from your File Cabinet link).
1. From the main Test Builder page, click the Import Questions from your File Cabinet link. This link is
available if you have stored tests in File Cabinet.
2. You can search for questions and/or answers, and you can view test sections in order to determine the
questions you want to import.
A Search for Questions: Clicking this link allows you to search by type and also to search for
guestions only or questions and answers.
Search criteria are not case-sensitive. When you set your search criteria (or you can leave it
blank) and click the Search button, Search Results displays each question matching your criteria
and the type and location of the question. If you do not get the desired results or wish to
conduct another search, enter new criteria and click the Search Again button.
Select the check box beside the question(s) you want to import, select the assignment to which
you want to import these questions, and click the Import Selected button. The questions are
then imported into the desired test.
A View Sections:
1. Click the Import Questions from your File Cabinet link.
2. Click the appropriate Coursework folder.
3. Click the appropriate View Sections link.
4. You can import an entire section (including questions in the section) by selecting the
check box beside a section and then clicking the Import Selectedbutton.
5. You can click the section names, which display individual questions in that section, to
display questions in that section. All questions can be selected or individual questions
can be selected for importing.

Adding Assignments Later for Advanced

Getting Started
1. LogintoKC
2. Go to Quick Links in the bottom left corner, select the course for which you want add more
assignments

Add assignments
1. Click on Coursework
2. Add your assignments under the correct type

Edit the relative weights
1. After you’ve entered all of your new assignments, click on the Gradebook link on the left side menu
2. Click the setup tab
3. Click View Coursework Breakdown
4. Click on the link for the type to which you added assignments to edit the relative weights
a. Click the blue edit relative weights hyperlink on the right
b. Click weight all equally
c. Click save
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d. Click Back to Coursework Grade Breakdown

Understanding how Attendance interfaces with
Gradebook

Attendance and Coursework are the two main components of a student's grade. Attendance information and
Coursework grades are automatically imported from the Attendance and Coursework portlets into Gradebook.
However, you must assign weights to the elements so the Gradebook knows the relative value of the elements
in order to calculate final grades.

By default, Coursework is worth 85% of the grade and Attendance is worth 15% of the final grade.

To access setup for attendance weights, you will
1. Navigate to your course Setup | Gradebook
2. Click on Gradebook
Attendance 15.00 % Configure Attendance & Custom Items
3. CliCk on the Setup tab Coursework 85.00 % View Coursework Breakdown
Total 100.00% Set Letter Grade Values
a. If you Want to Change hOW mUCh Edit this Change Grade Weighting and Organization

attendance is worth for your course, you

will Edit this Breakdown under Grade

All your coursework assignments are weighted

Breakdown.

b. Change the percentages
c. Click save
4. Click Configure Attendance and Custom Items. Configure Attendance & Custom Items sets some

Gradebook - Configure Attendance & Custom Ttems

attendance-related settings and gives a weight to

the calculated attendance score from the sewp | Gradebook
Attendance portlet. Count 1 Unexcused Absence after: Never = Times Tardy
. . No credit for attendance after: 4 ~ Unexcused Absences
5. From this portlet, you can configure how the Aotomatic course failure: N0 omAtC fakre
students’ attendance grades will be determined. If =a
you set the attendance to be worth 0%, you can
skip step 5.b. and 6. Name  Reltive Weight % of Grade
Attendance 100.00 % 15.00%
a. Count 1 Unexcused Absence after '“"“": e Ien
— Add Custom Items 4 Edit Rslative Wsights
times tardy
b. No credit for attendance after unexcused absences (will give the student 0% for the

attendance amount you determined in step 3)
c. Automatic course failure after
i. No automatic failure
ii. Automatic failure after ___ unexcused absences
6. If necessary, additional custom items, such as Class Participation and Volunteer Hours, can be added by

using the Add Custom Items link in the Attendance and Other Breakdown table. When you enter a
custom item and click the Save button, you can then enter the weight for the item. The Total of
Relative Weight must always equal 100%. This will translate to 100% of the attendance percentage
you allocated in step 3.
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NOTE:

Enter all your coursework assignments into the system before configuring all the coursework weights

in Gradebook.

Taking Attendance and Adding Sessions

Taking Attendance

1,
2.
3.
4.

5.

Login to KC
Access your Class
Click the Attendance page(left side). Your class list will show up- notice each student has a drop down
box beside her/his name.
To enter absences for individual students, change the ‘Present’ to ‘Absent’
a. *if you have no absent students, just Click Save
Click Save

*You should enter Attendance no less than once a week. (Some professors enter Attendance during the first
few minutes of class, so that their students can see the visual data tracking)

Adding Sessions

Your course may not have meetings dates automatically loaded. If this is the case:

1.

Login to KC
Access your course
Click on Attendance

. Click on Add a Session

. Fill in the start/end times

. Click the Save button

. Then take attendance following the instructions above.

Enter Midterm or Final Grades

Midterm and Final grades must be entered separately from your courseshell in Gradebook and Coursework.
You must submit your grades through the Faculty tab and students will check their information from the
Student tab.

1.

X N WN

Login

Click the FACULTY tab

Select GRADES & ACADEMIC RECORDS from the list of blue linkson the left
Select GRADE ENTRY from the list of bright blue linkson the left

Click View Course List

Notice that all your classes are listed; choose a class by clicking on the blue name
Use drop down menus to choose grades for each student

Click on the SAVE button
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Forums and Announcements
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Using Forums in KC

The Forums portlet can be used as a discussion area for course or group participants. Message topics are
posted for all members of the course or group to view and responses can be sent. A threaded discussion can
continue on the topic with input from all participants.

Forums are organized into Categories, Topics, and Posts.
9 Category-the highest level of grouping (like a heading); can contain multiple topics
0 Topic-Where you want to post your question to students; can contain multiple posts
A Posts-Where students post their response to the topic
In this guide:
To set up forums
How do you want student posts to appear in forums?
Add a post
Reply to an existing post
Editing Forums
New Forums Options
Forums appearance and settings

To set up forums:
1. Login to Koala Connection
2. Click on the Course for which you want to set up forums
3. Click on Collaboration
4. Click Forum Home or Forums under Collaboration

Fomme Attendance
Recent posts: Collaboration
o Foryms
o Coursernates
There ari no recent posts in this forum. OR

e Chat
« Blog

o |

. ¢ RSS Mews Reader
Forum Home User List

5. Click Edit Forum

Forums

Show Sezcchakias

( ) Recent posts:

ﬂ Subscribe to Forum

There are no recent posts in this forum.
Unread Paosts and Replies

@] My Posts and Replies

@ User List
There are no categories in this forum. 4k Add Category
@ Unread @ Read Read Only ‘fj Hidden
6. Click Add a Category. You only need to have one category to contain multiple forum topics for
students to answer. Think of this as a folder on your computer that holds many documents.

44 |Page



Forums

Forums = Edit Forum

Allow Anonymous Posting: 4= Exit edit mode and return to forum
[[1Allow users to post messages ang[

= Add a Category

= = = 4= Exit edit mode and return to forum
Unread Read Read Only i {Hidden

Type Category Name and press Save Category (A description is not necessary and the default settings

for Pruning and Access are best)

Forums

Forums > Edit Forum = Add a Category

Adding a Category

Category Name:
Weekly Discussions

Category Description: (Vax Characters: 2000)
DefﬁultFont|‘ Size|‘ v/ B rku é'ay' &NE |

You can tvpe a brief description here, but do not post vour main question to students in the category area.

SiE e 0

EHTML
Topic Ordering Method:Arrange Topics: Manually -
Pruning: Remove Posts After: DO NOT REMOVE - (Removing a post also removes all replies to it)
Access: 3 .
@ Available to all users and guests

(@] %Restricted access - available only to:

| save category | | Cancel |

From here, you can add another category or add a topic

Forums

Forums = Edit Forum

Allow Anonymous Posting: 4= Exit edit mode and return to forum

[[Jallow users to post messages anonymously.

5° Add a Category

Weekly Discussions

You can type a brief description here, but do not post your main
guestion to students in the category...

MORE

Topic Users Posts Replies Access

& Edit Category | @ Delete Category

[% Add a Topic

Unread Read Read Only

[ Hidden

= 47 Exit edit mode and return to forum

Click Add a topic to post a topic for students.

Type your Topic Name, your topic question, and set your end date. If you want your forum to stay
open all semester and for students to be able to reply and post, leave “No end date” selected.
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Forums = Edit Forum = Add a Topic

Weekly Discussions
You can type a brief description here, but do not post your main question to students in the category...
MORE

Adding a Topic

Topic Name:
Week 1

Topic Description:

DefauitFont|~ Size| (% | B I UA-¥. 5| ==

i e dmy
Read chapter 1 and answer question 7 from the guided practice area. Students must respond to at least one
other student's post.

L
Activation:
Start: @ Display now End: ) No end date
) Display later manually ) End now
() Display on: @ End on:
1/28/2011 *+:35~ PM ~ 2/4/2011 * .35~ PM =
after: Read only -

Access: @

@ Available to all users and guests

® Restricted access - available only to:

Private Topic: [ |Make this a private topic. Posts and replies to this topic by non-admin users will only be visible t
forum admin(s).

Moderation: @ Do not use moderation.

(7 Posts and replies in this Topic DO NOT reguire moderator approval before displaying but the as
delete posts.

() Posts and replies in this Topic must be approved by a moderator before displaying.

However, if you want the forum to close, change the date and time (the forum will be visible after the
end date and time, but students will not be able to respond or post). The default settings for Access,

Private Topic, and Moderation are best. Press Save. (see next page for image)

10. Once you are done adding categories and topics, press Exit edit mode and return to forum. If you

Forums o

Forums = Edit Forum

Allow Anonymous Posting: C:‘ Exit edit mode and return t’orum
[[lAllow users to post messages anonymously.

o Add a Category

Weekly Discussions >
You can type a brief description here, but de not post your main #" Edit Category | @ Delete Category
guestion to stu the category...
MORE
Topic Users Posts Replies = Access
% Add a Topic
i
Week 1 s w <
&+ Read chapter 1 and answer question 7 from the # 1] 0 4] @
guided practice area. S...
Week 2 P
&+ Read chapter 2 and respond to question 3 from the # 0 0 [u] @
guided practice area.
Totals: 0 0 4]
= [ e 47 Exit edit mode and return to forum
Unread Read Read Only _{Hidden

How do you want student posts to appear in forums?

A.
B.

An individual post per student (multiple posts with multiple responses in each post)

want to edit, delete, or add new Categories, Topics, or posts, see step 5 and press the pencil/trashcan.

One post where students reply (One post initiated by the professor, all student posts and replies

appear under the initial post)
Please see the new feature in forums where you can
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A. Individual post per student B. One post, all replies

" What is an American Culture?
« | Question 2 . (Sl G Vsl ostons (D sumnarbe |
How much wood would a dchuck chuck if a dchuck could chuck wood?
B What is an American Culture?
Post (Title | Author | Date ) SVl 4| Users Approval Unread Replies (My) Latest Repl Hakimova what is an
1M sdl ks dais laskifsd sk ailie ol cociei foor
=N )
yet another post by another student . Editad:Wed 2/2/2011 at 11:23 AM by Cathy Nl
by Allison Hodge TEST1 on Wed 2/2/2011 1 - 1 0(0) | Ne replies
at 11:35 AM St Wosiste Mo Part @ oisslay: viasia

13 words - excuding quoted text

what is an american culture?

by Allison Hodge TESTL on Wed 2/2/2011 1 - 1 0(0) | No replies
at 11:32 AM
4
another post by another student
by Cathy Miller on Wed 2/2/2011 at 1 - 1] 0(0) | No replies
11:24 AM
Perivate Cammant /52 @ Ralsin
blah blah 2 1
by Cathy Miller on Wed 2/2/2011 at 1 = ] 0(0)  No replies p 2 wnrdls - auchiding quoted et
11:23 AM % = |
A e e
Blah BLah [ Re:Blat ] [ E'S TR
by Pragya Tripsthi on Wed 1/26/2011 at 2 - 1] (1) by Cathy ] b
1:45 BM at5:29
Faast

TR 3 = 2 (1) < 8
Tip: When viewing student posts use the breadcrumbs to take you between posts and questions.

0 B

Search

rch Options w
Forums > Question 1 = What is an American Culture?

. What is an American cuanure? View/Reply Options @ ElErhe »

Original post and 6 replies:

A. Individual post per student (If you want your posts to look like picture A)

k Add a Post

Instruct
students
to Add
post

[2 Edit Forum

@ Subscribe to Forum

e o

Click Edit

Forums

B. One post, all replies (if you want your posts to look like picture B)

Show Search Options v

‘DE&W

@ Subscribe to Forum

Instruct

Add a

students

FOst to Reply

Forums
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Add a post
Click ADD A POST. Complete the post, attach any images or documents, then click SUBMIT

New Post
Add a Post
o Contant = Options
Subject:
Post 1
Cathy Miller
Your Post:
DefauitFont|+ sie|~ W[ B 7 U A-¥. 5 = =i e &g
This is my post for question one, week one.
N
[BHormal] EIHTML Words:3  Character
i P Images:
Open Discussion Iﬁ S aEETlE .
Add Image(s) 05y tow Do 1 Use Images
Post { Title | Author | Date ) YT Ucers spproval Unread  Replies (My) Latest Repl Latest Past or Reply
Files:
what is Cutture?
by Farzona Zokirowna Hakimowa on Fri 1/21/2011 at 1 - a 0(0) | No rephiss
155 P (Maximum combined image and file size: 2048 K)
K ndd a Post el 1 - a 0i0) [@] Show My Photo
w ™ ey
Unread Read Read Only  L_iHidden Preview | [(submit | [ cancel |

NOTE: You will not be able to add a post if the forums are closed (the due date has passed)

Reply to an existing post
Click on the post and then click on Reply

ilture? - - -
. Wiew /Reply Options Subscribe
and 0 replies: firizplly O @
na what is Culture? “ Reply
Crriginal Post: Fri 1/21/2011 at 1:55 PM
[Dprivate Comment 47 Edit @ Delete " Move Post Display: Visible

0 words - excluding quoted text
n

NOTE: You will not be able to reply if the forums are closed (the due date has pas o atr

IE) Subscribe to Forum
Editing Forums @ Unread Posts and Replies
You can edit your Categories, Topics, Posts, and Replies. _

B My Posts and Replies
Editing Categories and Topics User List
Click Edit Forum
Click Add a Category, Add a Topic, or click the Pencil icon to edit an existing Category or Topic

@ Add a Cateqory

General Ed

& Edit Category T Delete Category
“opic Users Posts  Replies Access

% pdd a Topic ’
& = ] Question 1 2§ 2 2 2 ]
= uestion 2
& x| Q ] 1 1 ) )
Totals: E] ] 2
== 49 Exit edit mode and return to forum

1] Unread Read (=] Read Only [ Hidden

When you’re finished, click Exit edit mode and return to forum
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Editing Posts and Replies
Do not go to Edit forum—Click on the topic you want to edit or the topic where the reply you want to edit is

Click Edit (or the pencil icon) to edit posts or replies

What is an American Culture? . . :
e i e View,/Reply Options ﬁ Subscribe
[& What is an American Culture? * Reply
Farzona Zokirovna : :
Hakimova what is an american culture?
ITA sdaljf lakj dais laskifid asklfj a;lie alj Ikdaciej fao;
-4 0

Edited:Wed 2/2/2011 at 11:21 AM by Cathy Miller

CEdit M Delete * Mo@ Displa',r: Visible

New Forums Options
With the new Forums, you can easily Subscribe to Forums, Read unread posts and replies, view your own

posts and replies and access the forums user list. The search feature is also improved.
[+ Edit Forum

@ Subscribe to Forum

Iﬁ Unread Posts and Replies

3 My Posts and Replies 15 v | per page .

[@ User List
- Cateqory | Topic
NOTE: You can change the view on some pages clicking either of these icons |

Subscribe to Forum
Subscribing is now also easier
Subscribe to Forums

E E-mail Notification:

[[]E-mail me all new posts and replies in Forums.

)

["]Add all posts and replies in Forums to My Subscribed
Forums.

My Subscribed Forums:

Unread Posts and Replies
KC now keeps track of which posts you have and have not read. When you click on Unread Posts and Replies,

you can see all of the new items in forums.

2 unread posts and replies 15[<] Per Page \i’

Title | Datew Author Category | Topic
et another post by another student  Allison Hodge TEST1 General

on Wed 2/2/2011 at 11:35 AM =< @ = Question 2
what is an american culture? Allison Hodge TEST1 General

on Wed 2/2/2011 at 11:32 AM il i | = Question 2
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My Posts and Replies
You can easily access all of your own posts and replies using this feature.

ra 6 posts and replies by Cathy Miller 15 =] Per Page \il

Title | Datew Author Category | Topic
another post by another student Cathy Miller General

on Wed 2/2/2011 at 11:24 AM el i | > Question 2
blah blah 2 Cathy Miller General

on Wed 2/2/2011 at 11:23 AM Ervil i | > Question 2
Re: Re: What is an American Culture? ~ Cathy Miller General

on Wed 2/2/2011 at 5:30 AM Erv i | > Question 1
Re: What is an American Culture? Cathy Miller General

on Wed 2/2/2011 at 9:30 AM Ervil i | > Question 1

Re: Re: Re: What is an American
Culture?

Cathy Miller General
on Wed 2/2/2011 at 9:29 AM =2 8

> Question 1

“ Re: Blah BLah Cathy Miller General
on Wead 2/2/2011 at 9:29 AM Sl i | > Onestion 2

User List

The user list will show you all of the students, faculty, and special members in your course. From this window,
you can easily find all of the Posts and replies created by users. There is also an overall tally of both the
number of posts and replies.

? User List

i

Name v Posts Replies Querall Raole
Ellll'-‘rag_\ga Tripathi rd @ 1 2 3_:_-,| ITA

ol it aili TEST2 e o 0 0 | Students
¥l petsy Moo TEST2 -3 @ 0 0 0 | students
il Alison Hodge TESTL tJ 8 0 0 0 |Students
il Angie White Tadmin 2 8 0 0 0 Faculty
il cathy willer t 0 0 0 0 Faculty
Iﬂnp_am t @ ] o 0 |dave

¥ Farzona Zokirovna Hakimova 2 B 2 1 3 8 |iTA

SearchForums
The search option makes it easier for teachers to look for students and see if they have posted. If you search a
student’s name it is going to give you all the posts by that student

Q 2 posts and replies containing "farzona" 15[=] Per Page \il

Title | Date Author Category | Topic
Forums
Re: Re: What is an American Culture? | Farzena Zokirovna Hakimova General
. on Fri 1/28/2011 at 1:59 FM Evvl i ] > Question 1
R
T What is an American Culture? Farzona Zokirovna Hakimaova General
on Fri 1/21/2011 =t 1:59 PM Evwll i ] > Question 1

Show Search Options w

Forums appearance and settings

Forums

Search View & Reply Options

Show Search Options v View Options:

Show: Sort:

Eorums = Question 1 = What is an American Culture? = " = .
@ post and Replies ) chronelegical
) Single Message @ Discussion

What is an American Culture? View/Reply Options @ Subscribe 3
Original post and & replies:

20 E| Messages per page
Reply Options:

DAutamaticaHy copy the text of the message

Click View/Reply Options. Then customize your view and click “Save Options” you are replying o into your reply

Show My Photo
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Sending Announcements

By clicking on the actual announcement link, you can expand the text of each announcement. If you have been
given the ability to send announcements, you can view them in your Outbox. Once an announcement's time
has expired, it can be either automatically sent to the archive area or deleted.

Show All Announcements
1. Click on the Show All Announcements link to display all of the announcements available for viewing
in @ maximized window.
2. You will be able to view your Inbox as well as your Outbox (if you have been given the permission
to send announcements)
3. Click on the actual announcement to expand or collapse the text.

New Announcement
This feature will only be available to those who have been assigned the permission to create a new
announcement.

Click on the Announcements link from the toolbar to maximize the portlet.

Click on Manage, New Announcement.

Enter a title for your new announcement.

Select the check box next to each role to identify those users who will be able to view your new

announcement.

. Enter the text for the announcement.

6. Select the Start and End dates as well as choosing whether the announcement should be archived
or deleted when the end date has been reached.

7. Click the Save button.

PwnNE

Preferences
Click on the L& wrench icon and select the Preferences tab.

Default Sort

Your announcements will automatically be configured to display according to the date in which the
announcement has been sent.

Show All Collapsed

By selecting this check box, your announcements will be displayed in collapsed view on your main
page. You can expand its contents by clicking on the actual announcement link.

Pagination Default

Using the drop-down arrow, select the desired number of announcements to have displayed on a
single page.
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