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This guide is designed to provide students with a basic understanding of ANGEL and its primary tools.

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

With ANGEL, you can take surveys, quizzes, and tests; send and receive course mail; post messages to threaded
discussions and chat rooms; upload assignments using online drop boxes; and more. You can check your progress
and grades at any time during a course. You can also create groups and teams for project or committee work.

A significant portion of ANGEL's power lies in its capability to be tailored to specific institutional needs. Please note
that because your institution determines which tools are made accessible, some parts of this guide might not apply
to your use of ANGEL. Contact your institution's support desk if you have questions regarding ANGEL
administration.

Conventions Used in This Manual

Typographic conventions used in this manual are as follows:
b Items in bold represent links, buttons, or fields that appear on the screen.
b Linked items (online help only) are underlined.

This text also features different types of special information:

Icon Description

Tip: A type of note that helps users apply the techniques and procedures described in the text to their
specific needs. A tip suggests an alternative method that might not be obvious and helps users understand
the benefits and capabilities of the item.

Note: Calls the user's attention to information of special importance.

0&1 @

Reference: Refers the user to another source of information.

A Caution:  Advises users of actions that could potentially cause problems.

Once you log in to ANGEL, you will be on your Home page. Here is where all of your courses will be listed, as well
as any community groups of which you are a member.

On the left side of the page is a row of vertical buttons called a Power Strip. These buttons will be available to you
wherever you are in ANGEL.
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1. Home . This is the Home button that will bring you back to your ANGEL Home page.

2. Help . The Help button opens an online Help manual as well as links to other manuals that can be downloaded
and printed.

3. Logoff . The Log off button will close your ANGEL session. It is always a good idea to leave ANGEL by using
this button instead of closing the window.

4. Personal Pref erences. The Preferences button allows you to add any personal information that you want to
make available to other ANGEL users, as well as define some system settings, change your password (if
allowed by your institution), and change your ANGEL theme.

5. Instant Messenger . The Instant Messenger button allows you to IM other currently online ANGEL users who
have also activated an Instant Messenger session.

6. Accessibility . The 508 link allows you to define profiles for accessibility purposes or upload an Accessibility for
Learner Information Profile (ACCLIP) file. For example, you could optimize your ANGEL environment for use
with a screen reader or define color avoidance preferences.

7. PDA. The Personal Digital Assistant link allows you to activate the PDA display settings so that your ANGEL
environment can more easily be used with a PDA or other mobile device.

All components, including those on the Home page, are called nuggets. Settings for nuggets can be edited by
hovering the mouse over the nugget, which then reveals the editing functions for that nugget. The functions
available for a specific nugget will vary.
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1. EditSettings . Click this icon to change settings or to edit the nugget. It is available only on nuggets that have
setting or editing functions available.

2. Refresh . This icon refreshes the content of the nugget.
Minimize . This icon collapses the nugget so that only the label appears with no content.

4. New Window . Pop-up window icon detaches the nugget from the page and opens in a pop-up window so the
nugget can be available from other ANGEL pages.
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1. Courses . All your courses in which you are enrolled will be listed here. You will not see your course(s) listed
until your instructor or your institution has made it available for you to access. Click the course name to enter
that course.

2. Community Groups . A community group can be a club or student organization that has an ANGEL presence.
You will see any groups in which you are a member listed here. Click the group name to enter that group.

Course Mail . Allows you to compose or read mail messages.

4. Today 's Calendar . Displays all events for that day that have been added to any of the calendars within your
courses and/or groups.

5. Toolbox . Allows you to add personal bookmarks, upload files, and add events to a personal calendar.

6. My Announcements . Current announcements from your courses and/or groups will be displayed. The course
or group from which the announcement originated will be displayed underneath the announcement.

7. Public Announcement . Any current public announcement will display.

8. Public Information . Any current public events or other information will display.

9. Identity bubble . Your name appears here; clicking the arrow at the end of the label will display a drop-down

link to all your open courses and groups. This label also appears inside all your courses and groups so that you
can navigate to another course or group without returning to your ANGEL Home page.
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10. Edit Page . Allows you to add or delete components to your ANGEL Home page, as well as move present
components to different columns.

You can edit your personal information stored in ANGEL and can add additional information. This information can
be seen by others through use of the People Search link on the Search and Help nugget on the ANGEL Log On page
(if available) or on the same nugget within the ANGEL Home page. Users can also see this information if they click
the User Profile link on the course roster within an ANGEL course.
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You can specify who is allowed to view the different types of information. For example, you could make your name
available to be viewed by anyone, including non-ANGEL users, but could restrict your e-mail address to only be
seen users with student rights and higher.

1. To begin, click the Preferences @ button on the Power Strip.

2. On the next screen, click Personal Information
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3.

6.

General User Settings
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Personal Information

Updat= your personal contact information and st who can see 7
Change Password

Changs your password often to ensurs your privacy.
Theme Selector

Selzct = personz! theme that suts your tasts,

System Settings

ik AL IR D it s s

Each section of information includes a Viewable By  setting that allows you to designate what rights are
needed to be able to be viewed by specific user. The Viewable By  options are illustrated in the following
figure.

MName Settings
Viewable By

First Name

Authenticated Guests @

Last Name Students/Members
Team Leaders
Course/Group Mentors
Course/Group Assistants

About Me Course/Group Edito

x,_-'r#' #-“‘L‘-‘-Mi-ul-lv\.

b Everyone . Indicates just that; and also means that non-ANGEL users who may have accessed the
information using the People Search option on the Log On page can see this information

b Authenticated Guest. Persons who have ANGEL accounts and have logged in to ANGEL, but have
accessed the information outside of a course or group. It could also refer to persons who have guest rights
within a course or group.

b Students/Members. Student members of a course or group.

b  Team Leaders ; Course / Group Mentors ; Course / Group Assistants. Anyone within a course or group
that has been designated with those rights.

b Course/Group Editors. Typically these rights are only held by faculty within a course, although
sometimes students have these rights within a group.

Add any information that you want to share, designating the rights needed to access that information. You do
not need to complete every section.

The About Me section allows you to use the HTML Editor to format your text and also add pictures and/or
links to other websites. This might be used as an introduction to other classmates to add additional information
about you.

About Me
@ - B u- @8- @G- E-0-B- EE-[E=
.| T~ O~ Syle~ | Fomat> Foct~ Seev ¥ ~

| just recently got married My husband and | are both “super hero” fans, so notice the unique cake

~ QN ARGt st hs e AN et e Bt ot s 2t

You can also add a picture of yourself. The picture needs to be small; about 200 pixels in width or smaller will
work well. If the picture will not upload or you receive an error message when you attempt to upload it, it is
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probably too large. To add a picture, go to the Photo URL section and click the Add button. Click the Browse

button on the window that will appear, and navigate and locate the image you want to upload.
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7. Click Upload Picture when the file is located and within the Browse window. This picture will not only appear
when the User Profile is clicked, but also in mail and any discussion forum posts from this user. In the
discussion post in the following figure, the picture displays when users click the student's name on their post in
a discussion forum.
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8. Save all edits at the bottom of the personal information screen.

The following figure shows how the profile will appear to a fellow classmate within a course.
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The following figure shows how it will appear to the instructor of the course. (Note that the instructor can see
Karen's work phone number, but the classmate cannot because of the way that the student designated who
could see that information.)
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Elements of an ANGEL Course

A course in ANGEL is divided into six sections: Course, Calendar, Lessons, Resources, Communicate, and Report.
Your institution and individual instructors do have the ability to customize courses, so your own courses may differ
somewhat from what is described here.

The Course page is the Home page for the course. The nuggets within this page may vary by institution and
instructor. The following figure shows a typical layout for the Course page.
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1. Navigation tabs . The Navigation tabs for each section.

2. Map . The Map is located on the left side of the screen and is opened and closed via a handle in the upper
right. You can open and close the Map as needed. The Map offers several useful navigational views of your
course. Each view option is discussed below:

b Map. Allows you to navigate to any section or content item within the course, group, or repository. The
view can be expanded and collapsed.
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b  What's New . Displays any new items that have been completed, such as new discussion forum posts,
new content items added, new mail, new drop box assignments to be graded, and new assessments to be
graded.

b Tasks . Displays any items that need attention, such as unread mail, ungraded items, and unread
discussion forums

b  Search. Allows you to search your course content, calendar, mail, or roster and quickly browse the search
results.

b Design Help.  Provides tips and techniques for best using ANGEL's content tools.
b About . Provides ANGEL copyright and contact information.

3. Activity at a Glance. This nugget gives you a "snapshot" of your own activity within the course by day of
week during the current week. The graphs include Logons (the number of times the student has logged in),
Mail Messages (the number of messages sent and received), Discussion Posts (the number of discussion posts
made), and Submissions (the number of Drop box assignments and Assessments submitted).

4. Course Mail.  Allows you to both read and compose mail and displays the number of unread messages within
this course

5. Course Announcements. Important course information will be posted here. Whenever you enter your
course, check to be sure you read any new announcements.

6. Your Grade. Shows your current grade by category. Because this student has just begun the course, she does
not yet have a course grade.

7. Identity bubble . Displays your name. Clicking the down arrow at the end of the label will open up a list of all
of your current courses and groups and allow you to navigate to one of these without having to return your
ANGEL Home page.

Calendar

Your instructor may use the calendar to display important dates for the course. The calendar can display in either a
Grid View (1) or List (2) View.

| Calendar i
1 y Jenuary 2009 ‘.
Smday Monday Tty Weilarstay Thewr sty vy Satunday !
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|
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" ) January 2000 3
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The Lessons section is where the bulk of the course activity will take place. The Lessons content items are usually
organized within folders. Content items may include assignment drop boxes, discussion forums, assessments
(quizzes, tests, exams), blogs, wikis, surveys, links to other websites, and (of course) documents.

The following figure shows the main Lessons page with the (1) Orientation Module folder and the opened (2)
Orientation Module folder with the content items contained within it. A folder is opened by clicking it.
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No items found,

Orientation Module
January 12 - 18

I Orientation Module

January 12 - 18

The focus for this module is to orient yourse® to the courss.

This ts what you wilneed to do to compiete this module:

1. In the Introduce Yourself Discussion Forum, post an introduction and then ¢
2. Wnte a paragraph that explains your goals for this course. Save it as a “doc”, "docd”,
Assignment Drop box.
Composs an emall to your instructor using ANGEL mail and describe your current expers
4. Take the Orientation Quiz
5. Read "tffective Study Habits™. we will be refermning to this In the next module.

All Assignments are due a3t 8 am on Jamsary 19th,

Effective S Habits
o =

[Z’ Introduce Yourself Discussion Forum

w Orientation Assignment Drop Box
At MR ARTN  h AI e AaII

The Resources page commonly includes nuggets such as the Course Syllabus, links to Google and Wikipedia, any
course links, and links to institutional resources. It can be customized by institutions and instructors to include
other components.

Syfatus Course Resources
C M‘b‘. Thaw mw wu batbmaiti b dapey
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Search
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Google =y
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Communication nuggets are located within the Communicate page. These nuggets commonly include Course Mail,
Course News and Events, Discussion Forums, and Live Office Hours. Other nuggets, such as Live Chat, may also be
added by the institution or instructor.
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The Report section contains the Reports Console, which allows you to run a variety of reports that are based on
your own course activity and data, including your grade report.

llm[(m] Report l

Choose Report

Catogory Rapart sars]
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After selecting your course, the navigation options are similar to those on the main Home page, but with some
additions that are covered in this section.

Course Guide

The Course guide is located on the left side of the screen. There are several different views that you can choose to
use.

1. What NewView. This i s the def au lthatwili bedisplajesl wheneou enter the course.
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2.

What's New

2et jogen

Calendar (S)
Due: Chap b iz {Exam
1/30/2008
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a.

Due: Module 1 DEcusso
1/26/2009

Or
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Drop -down menu . The drop-down menu determines the time interval for the What's New display.
Choices are last logon, last week, last 2 weeks, and last 30 days. You can also click the calendar to display
a specific date. What's New will display all new additions to the course since the time specified, including
announcements, mail, content, and calendar items.

Calendar entries. The specific content items added.

Expand/collapse controls. Clicking the + or - box will either expand or collapse the item category. In
this example, the Calendar category is expanded and the Content category is collapsed. The number of
items added is displayed in parentheses next to the item category.

Map View is similar to a site map and allows you to quickly navigate to any item within the course.
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a. Defaultview . In the default or collapsed view, each of the course navigation tabs is represented. Clicking
the link opens that corresponding section within the Map.

b. Expand/collapse controls. Clicking the + button next to the Lessons section expands it one level. Note
there are + signs next to each folder, indicating that each can be expanded more to see the content items
within them.

c. Expand/collapse all controls. Clicking the expand link at the top will completely expand the Lessons

section so that all content items are displayed. Clicking the collapse link will return the display to that
shown in view 1. When there are many content items within folders, using the expanded display allows
you to quickly access any individual content item with only one key stroke.

3. Tasks View displays any tasks that need attention, such as unread mail, discussion postings, or assignments
due.
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Tasks

4] Milestones (2) @

+ Parsonal Tasks (0)

—jUnread Mail (1@
Welcome (12y88/2008)
From: Hil, Sanda

a. Milestones. Milestones are usually assignments that need to be completed. Your instructor can designate
any assighment to be a milestone.

b. Personal Tasks. Personal tasks can be added by the user. Clicking the link will bring up the Personal
Tasks Editor, which will allow you to add your own tasks and then delete them as they are accomplished.
Your instructor can also add tasks to your Personal Task list.

c. Unread Mail.  Unread Mail displays any mail that you have not yet opened. Note that this is displayed
here in the expanded view. The other items are collapsed.

4. You can hide the Map, thus providing more room on the other screens.

Map

o expand o collapse
© course

ay Calendar

a. Hidem ap. When the Guide is visible, click the tab in the upper-right corner to hide it.

b. Openmap . When the Guide is not visible, click the tab in the upper-left corner to display it again.

Section Tabs

Copyright © 2009 ANGEL Learning. All rights reserved. Page 15 of 33



Breadcrumbs

Breadcrumbs are another way to navigate. The breadcrumb trail is located just below the section tabs and displays
the trail that the user has taken to navigate to any section or item. Clicking any of the links in the trail will return
the user back to that location.

' Course I Calendar f Lessons ” Resources ICommunicate

Home Course Lessons Orientation Module  Effective Study Hab

One of the first things you should do when you enter your ANGEL course is to read the course syllabus. It is usually
located within the Resources section, although it may also have been added to other sections. To open the
syllabus, click the Course Syllabus link.

Depending upon how the syllabus has been formatted, it will either open automatically once you click the link, or
you might be prompted to download it or open it as a file within your word processing program.

Q Resources

Syfabus
Course Syllabus

PSSONS Ilusol;mwicommunmte I 7Report

Introduction Course

Instructor Sandra Hill

Title Director of eLearning

Home Phone 941-555.4959

Office Phone 941-555.4903

Office Fal Phone 941-355.0449

Office Address Bldg 7. Rm 109

Phone Hours Monday and Wednesdays: § am - 10 am
Office Hours Tuesdays and Thursdays: 1 pm - 3 pm

E-mail shill @ angeln com
Ry Y
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Intreduction] Course

Instructor Sandts Hill

Tiele Director of el.eaming
Heome Phone 8415554030

Oifice Phone G4 5554007
Office Fex Phone 941.553.0419
Office Address  Bldg . Rm 109
Phooe Hoars Moadsy and Wednesdayy § am
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Your instructor might require that you submit written assignments that are saved as a specific file type into an
assignment drop box.

To submit an assignment, follow these steps:
1. Open the DropBox . Click the drop box in which the assignment is to be submitted.

Effective Study Habits

=1

lﬁ Introduce Yourself Discussion Forum

J—J Orientation Assignment Drop Box

s L ity

2. Complete the Drop Box form . There are several fields to complete when submitting a drop box assignment.
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wd- Orientation Assignment Drop Box

A

Write a paragraph that explains your goais for the course. Save It as 3 "docx

the "Attachments™ button), The title should consist of your first initial and last

Instructions: Enter or paste your wntten wark and/or dick "Attachments" t
Title .
@
K Frige
Message

Aftachments

I o i A, D s PP R ——

a. Addatitle . Your instructor may have given specific instructions as to what to use as a title, as the
instructor did in this example.

b. View Grading Rubric . Click the View Grading Rub ric link (if available) so that you know how the
assignment will be graded. Use this as a guide when completing the assignment.

c. Example rubric . An example of a grading rubric is shown in the figure. It will open in a separate window
when you click the View Grading Rubric link. You have the option to print it out.
d. Message window . If the assignment is very short, your instructor might ask you to complete it by typing

your answer(s) in the Message window. The window can also be used to provide further information about
the assignment you are submitting.

3. Attach submission. Click the Attachments button to upload your completed assignment file. Pay close
attention to the file type of the document you are submitting. Your instructor can provide instructions as to the
type of file that can be submitted.

A Caution: Submitting a file that is not the correct file type might result in an unreadable assignment that
cannot be graded.
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Instructions: Enter or paste your
Title ‘:v?'?‘lp"mﬁﬂ,uhgrﬁ:mv!l;ﬁ,co:f;w“f: ?‘rﬁ
Message Attachments
Uplpad a File
- ARty nd Setirgy Al Ubens Documerd Climanad
T :
wemeimd | Attachments
Q/ Uploaded Ries wa'h
L Machapects |
"'T-\)—-M Upicad Sa ||

Foaces ] [\K

|
@
Ww~‘

A AN —— Aedih il “ELA
-

a. Click the Attachments button.
b. In the Attachments window, click Browse to browse your computer and select the file to be uploaded.

c. Once the file has been selected, click Upload File . The file that you uploaded appears in the Uploaded
Files window. You can repeat steps 2 and 3 if you have to upload more than one file.

d. Click the Finished button when all files have been uploaded. If you need to delete a file, highlight the file
in the window and click the Delete button. You will be returned to the Drop Box screen and you will see
all files uploaded underneath the Attachments button.

A Caution: Uploading a file does not complete the process. You must submit your assignment before
leaving the page.

4. Submit the assignment. To submit your assignment, do the following:
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Titke
K Fride

Message

Atlachments

o | ooals.dosg (9872 bytes)
[Submit] @)

o Upload Results

User Review Enabled

subsect Grade -2 Submission Successful

Your 3fnussnnn has been received successfully

(o] [LAtachments |
. —n 2
Submi

T.TJ' View Grading Rubnic

User Roviaw Enabled

submitted

1/4/2000 245:36 PN

l c;b‘.".:‘.‘tr Grace (20 pts) Comments
. Frige

L RIREE DT RN AN, spncasont ettt L
Click Submit . Click Submit to submit all files into the drop box.

Submission confirmation screen . Once the files have been submitted, the Upload Results screen
appears with a message advising you that you have successfully submitted the assignment. Click OK to
finish.

Submission Status Table . You will return again to the drop box screen, and you will see the file that you
submitted listed within a table at the bottom of the screen in the Subject column, as well as the date and
time that the assignment was submitted. When your instructor has graded the assignment, the grade will

appear in the Grade column and any comments made by the instructor will appear in the Comments

column.

1. To post to a discussion forum, begin by clicking the forum to open it.

Effective Study Habits

/ Introduce Yourself Discussion Forum
|

Orientation Assignment Drop Box

“’“"\.M‘l‘j]larww’“-\ o™

2. The following figure shows the components of the discussion forum.
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1.

.2 Introduce Yourself Discussion Forum

@l ewas e ;;%J Havigate: 14 | 4 |[anzemn

[-] Directions & Q
Post a short introduchon to yourself and reply to at least 2 other posts from your classmates,
[+] post Title @ Flag Score  Author Date Fosted
The Rickste ‘Winkler, Rick 1/4/2009
Hi everyone!

This is my Sth online course, and 1 really enjoy having the flexibity. Tam gemrq a degree in Criminal Justic

e JGREE 108,11 2,00 15 Graflichoal, bt Fm aghauce yet xihot Lwil mpinge .12,y in foren

a. Directions explain what you need to post.

b. You might be able to select how the posts will display, depending upon the settings chosen by your
instructor. There are two main view formats: Nested and Threaded. The following figure shows Nested View;

there will be an example of Threaded View later in this section.

c. All posts appear in this main window.

d. Click the New Post button to create a new post (also known as a top level or topic).

Create your post.

(-] Directions &
Post a short introduction to yourself and reply to 3t least 2 other posts from your dassmates,

New post
Post title: Al aoout Karer

ae- slzu- QRGO 8- EE-E
Fomsatv Fortw Spev W &l

(l&xs my first semester back in schaol after 6 years. 1took some time off to pursue my dancing
‘% ang at Disney and Universal Studios, plus I also veas able to do some teaching at a dance stu
want to get a degree in Dance Education so | am taking classes again.

I Just recently got married and my husband is very supportive of my returming to school. 1work p:
magiclan's assistant - but don’t ask me to reveal any secretst!! Ic¢an't even tell my husband how v

-

%
chments file)

Advanced message options

a. Add a title for your post.

b. Write your post in the large window. The HTML Editor allows you to format the text and add images and

links.

c. A spell checker is available (the "ABC" and checkmark icon)

d. Use the add afile link if you need to upload an attachment. This setting may not be available.

e. Click Save to finish.

Select the post to which you are replying and then create your message.
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FOSt @ Short Introduction t0 yOUrselr and reply o ot 1east 2 Other posts ol

.[+] Post Title Flag Score
1he Rickster! s

Hi everyone!
[-] Directions &7
This is my Sth online course, {  Post a short Introduction to yourself and reply to at least

years. Then it's on to Grad s
gssage reply

1 am originally from Oregon 3 Replying to message:
| much time for recreatio ' R
a H everyore

Print Email author| | 7 s my 505 onine course, and I really enjoy kaving the faxbilty,
Grac erhond. Bt Tm nnt sem vt whal T ol mavae i, Bt T e o <.

Post title:

FRE. The Riouter
Aml- elz/ul- 5e-@G-
o T Ou - Stvle v | Fomat~ Font~ Sze- %4 -

d

| Rick,

P~

GludI to know you. Tve never been dirt biking, but I've d
fascinating field)

/"\ttﬂCh o ts (add a file)

ed message options

Mv—wm

a. In Nested View, the Reply link will be located directly beneath the posting. Click Reply to continue.

b. The Reply screen is very similar to the New Post screen except that the message being replied to is
displayed.

c. The title field may already be populated as it is here.
d. Add the reply.
e. Click Save to finish.

2. Reply is now listed beneath the original post. The title bar for all replies from the student viewing the
discussion forum is shaded as shown in the following figure.

years. Then #'s on to Grad school, but I'm not sure yet what 1 will majyor in,

Tam oryginally from Oregon and stll go back there every surnmer. My hobbe
leave much time for recreation? [ currently work at one of the local video stor

Bsply Euint Emal

Reply Ennt Email author
RE: The Rickster} Fride, Karen

4. @

Glad to know you. Tve never been dirt biking, but Tve done some hiking. Forensics seems like

PR R e b b i 20000

S e

a. Click the reply title.
b. The reply posting is displayed.
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Nested View

The text of the posts is displayed when the discussion forum is open.

+ Sali's ntro Sparrow, Sall 1/4/2000
1

Hello everyone,

This is the first time | have taken an online course and 1 am a little scared but 850 very exoled to learn mare abo
mother of 3, 0 [ would e to be abie to take most of my courses onling, [ am dang my prerequistes and then 1
nursng program

As 150, [have 3 chidren - 3 boy 2, and 2 giis, 4 and 6. They keep me vary busy, 0 between taking care of th
1 don't have much time for hobbies! 1am eniginaly from Chacago, but T moved here 50 long 500 that I consager o

Eepy | = Salli's intro Sparrow, Salk 1/4/ 2009 2
Y

Helo everyone,

Thit (& the first time I have taken an online course and [am o Ittle scared Bt alss very éxcited to iearn more adot
mother of 3, 20 1 would like to be able to take most of my coursss onine. 1 am doing my preregastes and then [ a
nursng program,

AS ] said, 1 have 3 childeen - 3 boy 2. and 2 Qirls, 4 and 6, They keep me very Dusy, 50 Betwesn taling cae of them
1 don't hawe much bime for hobbestt [ am orginatly from Chicago, but 1 moved haee <o long ago that [ consider m
Zeply Enm Smad author
RE: Sali's intro Wiekder, Rick 17472009 o
Hi Salle fice to meet you. Lat me know If you have 2y questions about taking an onling course. Tva earnaed 2 f

hainad me o e ooling roorses Tha main thina e faond that heins is coaabion a schadda for aach week aod m)
N,M..M__‘,‘.Mw-.”, e ‘e A

In Nested View, all posts that have replies to them will have a + link next to the post title (1) that indicates they
are in collapsed mode and only the first post is displayed. Clicking the + will expand the posts so that the replies
are also displayed beneath the main post (2). When the posts are expanded, the main post will have a - link next

to the post title. Clicking this will collapse the posts so only the main post is displayed.

Threaded View

Only the titles are displayed in Threaded View.

farosa. ! Trressed View :,' Navigate: :l;l Al zors >
[-] Directions @

Post 8 short introduction to yourself and reply to at least 2 other posts from your dassmates.

[+ Fost Tale Fag _Score _Authar_ _Date Fosted v _Rep

All About Karen Fride, Karen 1/4/2009 0
+ The Rickster! Winkler, Rick 1/4/2009 1
+ Salli's intro Sparrow, Sall 1/4/2009

Iy, - “MJ e For | Trmeces View b Havgate:
[-1 Directions @
Fost 3 short introduction to yourself and reply to at least 2 other posts from your dassm

{1 post Title Flag  Score  Author
All About Knren Fride, Kare
% The Rickster!

J IS Salli's intro
(2 RE: Salii's intro
RE: Salli's intro

e NPT

In this view, clicking the + link (1) expands the display so that the titles for the replies are visible (2).

1. In Threaded View, the text of the posts is displayed by clicking the title.

2. Each post will display in its own window, as illustrated in the following figure.
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<< Retum to Fes List( d

Nea c:l:‘: ; .T—NQSDQO View :V_] ”av[gate:

[-] Directions &
Post a short introduction to yourself and reply to at least 2 other posts frem your clas

;i's intro = Sparrow

Hello everyone,

This is the first time I have taken an online course and 1 am a little scared but also very,
of 3, so I would like to be able to take most of my courses online. Iam doing my prere
program.

iAs I said, I have 3 children - a boy 2, and 2 girls, 4 and 6. They keep me very busy, so
don't have much time for hobbiest! 1am originally from Chicage, but I moved here so |

a. The text of the message displays.

| Sggg Print Emall auther 7
"“'—*"W’-‘“"“\"ﬂ~r" M-m&.q,_wmw“’g

b. Click Reply to reply to this message. The procedure is the same as when replying to a message in Nested

View.

c. The New Post button is accessible, so a new post (not a reply) can be composed. The procedure is the

same as when using the Nested view.

d. Use the Return to Post List to go back to the main discussion forum screen.

Begin by clicking the assessment.
o f—y

!. Introduce Yourself Discussion Foru
9.9

| Orientation Assignment Drop Box

4— Orientation Quiz
b =

gt masa, L b o st Bintedt L g, ~,M

The assessment will open.

An assessment might also be called a quiz, test, or exam. The assessment may contain questions that can be
graded automatically by ANGEL (multiple choice, true/false, fill-in-the-blank, matching, ordering) and/or questions
that will need to be graded by the instructor (essay, short answer). Your instructor may set up the assessment so
that you see your grade as soon as you complete the assessment or when all questions have been graded or may
set it up so that you do not see it until a later time. The type of review available at the end of the assessment is
also determined by your instructor.
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¥ Orientation Quiz 5

Instructions @ 3
o Thes assessment i worth 100 pon Q submissions have been recorded for

o Mavmum numbar of attempts: | this assignment, s

o Time limit: 30 minutes

Rerov S Submissions for this assignment will
¢ Roview mode: Summary ps | 0, B L
o Thes assgnment will open in & new wndow appear In this area,

ey M.A-.--...,w"-q_..~ e et SN -“""“""‘“""““kr"“"'“““

a. Instructions and information about the assessment will be listed, including the number of questions, the
number of attempts allowed, the time limit for the test, and the type of review. It will also advise you that
the assessment will open in a new window.

A Caution:  You must have pop-up blockers disabled to take an assessment.
b. Click the Begin Now button to start. If the button is not accessible, the assessment is not available for
you to take it.

c. Once the assessment has been submitted, the results (as set up by the instructor) will display within this
box.

3. Take the assessment.

R4 Snge T Ear ATng. comrantryia= 2BA0 7 FDOADE7AEDT 99770780 6CT0A.. =,

This assessment Is time limited. Flease pay attention to the remaining time In the upper nght
hand comeg

Continue_| Time

@ Assessment: 00:29:43
=" Most assignments will be due on

O A) Mondays at 8 am
e o0 AN ©38) Sundays at 11 pm
© C) Tuesdays at noon
O D) Thursdays at 8 am

2. You can navigate through ARGEL by using the
O A) tabs at the top of the screen
O 8) Map at the left side of the screen
© C) "Brepdorumbs” at the top of the screen
O 0) All of the above

3. What does the "Submit” button do when you are taking an Assassment (Quz/Test/Exam)?
O &) It saves your answer
(8} It completes the assessment by subm iting it to be graded

O C) It allows you to 9o to the naxt question
""' P A.%.,&r‘w.*u. . s,

a. If the assessment has a time limit, you will first see a screen advising you that there is a time limit. Click
Continue  to proceed. Otherwise, the assessment screen will appear.

b. If the assessment has a time limit, a count-down timer will display in the upper-right corner.
c. Answer all questions. This assessment has been set so that all questions appear at once.

4. Your instructor may include other settings for the assessment. For example, you might be required to answer
all questions before you can submit the assessment.
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1. Most assignments will be due on:
O A) Mondays at 8 am
O B) Sundays at 11 pm
O C) Tuesdays at noon

D) Thursdays at 8 am

] Next > |
L S

5. The assessment may also be set so that it automatically submits when the time limit has been reached. Be
aware that the clock starts ticking as soon as you begin the assessment. If you close the test or leave for any
reason, the clock will continue to count down, and the test will be submitted when the time is up.

6. When you are finished, submit the assessment.

7. What is the name of the textbook for this course
ANGEL for beginners

8. How many points is each Discussion Forum sssignment wort
£

9. How many posts do you need to respond to every week to g
oMt
®8)2
Q)3
o) 4

10. You will not see your most recent grades on the "Grades” n
refrash

hat is the name of the textbook for this course
(-
Windows Internel Explorer

tSCU,

a. Click the Submit button when you are ready to submit the assessment. If the assessment is being

delivered one question at a time, this button will appear on the screen with the last question. Remember
that ASubmit 6 means submit the assessment.

b. After you click the Submit button, a window will appear advising you that the assessment will be
submitted and requiring you to click the OK button to proceed.

7. You will return to the original assessment page and your results will be displayed according to the settings
input by your instructor.

Instructions

o This assesament s worth 100 ports Your Subresmons

o Maximum reenber of stismpts: 1 Submissions i L_.l?de i

o Time limit: Unlmasd monutes 100 ponts possbie

o Revew mode: Full LA2008 5:27:-26 PM 70 points
Average 70 points

You hove complated this fem

A A . r“"“*M"‘"‘*N"“"‘"*”-’M.‘
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The Grades nugget is often located on the Course page.

1. Your most current grades will not be visible until you click the Refresh link.

| Grades A
Your Grade ]
0% {
3
Assignment 0% i
Your Grade Class Average 1 r
Last updated: 12/13/2008 6:33:39 PM - Refresh
SRV o e e
Grades
Your Grade
90.62%
2
Discussions 100% { 3)
Homework 90%
Quizzes 85%
Your Grade Class Average
Last updsted: 1/4,2009 5:58:13 PM - Refresh
» o |~ <3 Py N
— . ~

2. This shows the most current grades. You will see a bar graph of your cumulative grade in each grading

category, as compared with the class average.

3. For a more detailed report, click one of the grade bars. The. Reports Console is displayed.

You can access the Reports Console either by clicking the Report tab or link or from the Grades nugget, as

explained previously. There are two grade reports that can be run:

1. Learner Profile > Gradebook Grades.
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| Report Settings | Saved Reports |

Choose Report

Category Report User(s) )

| Leamer Frofile ;] Geadsbook Grades | B3 [Fride Koren >l
Configure Report

Select report view | Table j']

(fun] (Lot Frenen ]

Learner Profile Gradebook Grades
User: kfride

Run by kfride at 1/4/2009 6:06:25 PM

9
Assignment Title Grade Course Average

Introduce Yourge¥ Digcussion Forum | 100 100

rientation Agsignment D X 90 90

Qrigntation Quex 85 7.5
N AN 1 e M A Ao I i g g M\-Ww“‘
Clicking any of the Assignment Title

2. Grades > Student Grades.

KEPOTT SECIRGS | S2090 HAFOmTs |

links will take you directly to that content item.

Chooss Repoct
Category Report User(s!
eyt ] Susent Geaoes (e B | Frite Karen
Conligure Repart s
Salrt ropart ey Fage L _-:

T A gt | Fﬂd., Katen (kﬁ'ld‘) @ ‘_____/
Overall: 90.62%

Descussions

Toe Crade Camments

Goad pb. Caod to ment yuu.
Ietraduece Yoursm ¥ Drscusmun Farurr

5 (100%
Category Average 20 (100%)
HOMevork
Tde Craoe Coownents
e sure that you watth your speling and grammmar
Onentason Asskgrment Drop Box (24 18 (W0%)
1
Catwgury Averane 27 (90" vy
- B L S —
a. Run the Grades > Student Grades report.

b. A detailed report opens that displays all grades as well as instructor comments.

1. Go to the Course Mail nugget.
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Course Mal
W View Inbox Quick Message
\, Ve, resd. a2 compose mensges g the nbax snd start your

S
__' Unread Messages 1
Intro course L mess j

I+ o s, AP

:/ Course Mall

Compusa Message |

Optons

y 0 ' -
[C] show Unr=ad Onty Subject
[ Group by Source i @l Sanda Welcome

Svsem Folgers

-ﬂg_ M--’*« AP MDA o, oD AR i e s O o AN

a. Click the messages link that indicates the number of unread messages.

b. The Course Mail tool will open and the Inbox will be displayed. Unread messages will be shown in bold.
Click any message to read it.

2. Read the message and then take the action needed.

<< Back to Inbox@

@eplx | RepizAll || Forward | Action: Delete |
ate:  12/18/2008 12:05:21 AM @
From: Hill, Sanda

To! All course students (633647826469335811) (Intro course - Section
Subject: Welcome

Welcome to the course

a. Use the Reply button to reply to the message.

b. The Action drop-down list has several options available: Delete , Create a Task  (to create a personal
task to associate with the message), Send to Folder (to add the message to another folder or a personal
folder), Mark as Unread (message will remain bold in the Inbox list of messages), and Message Read
By (to see a list of users who have or have not read this message). Click Go to activate the action.

c. Use the Back to Inbox link to return to the main Mail screen.

1. You can compose a message when accessing the View Inbox screen or you can use Quick Message to bypass
the Inbox screen.
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Course Mail

[% View Inbox g ick Message

Vaw, raad, and composs messages Skip the inbox and start your
message,
ﬁ Unread Messages
Intro course 0 messages
Personal 1 messages

-

2. On the next screen, click To.

ﬂ Compose Message

‘ -

Subject: |

@BH8 - 8 s Uu-98 - BC-X-0-0 - (=
CAE

A o S eahAt o, M’M. W"‘“"»'

The next screen will allow you to add the recipients for the message.

Select Message Recipients

Search: | Source:

Al Q = | [Course: 'n','ge?w,!g@
Quick Search

Ir'imunﬁl'&ilm SARCREEGHIJELMNQEORSTIUYWXYZ

_—

% Al course facuity {Intro course)
(] Mty faculy

(633647326463335611)

[ Al course ndviduals
(633647326469335811)

[0 Ak course studsnts
(632647826469335611)

i1

(_%_J

a. In the Search window, you can search by first or last name.
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b. The Source window allows you to indicate which course is to be used or even use a global search of all
ANGEL users, if activated.

c. Using the Quick Search allows for listing of all members, specific teams, or by initial of first or last name.

d. All users selected through searching will appear in the Users window to allow for the selection of the
specific recipients. The default is to list All course faculty , All course individuals , and All course
students . Check the box next to the desired recipient.

e. Click To to add the recipient(s) (in this instance, All course faculty were selected.)
f.  Click OK to finish.

4. Create the message and send it.

- Compose Message

{ Removs seledded (EUpEnls ]
Subyjel et weel

Prorgy; Mormal sl

laaw: s su- @8- BC X0 -B- & - [E=-
o T e~ Fomaty Foty Sues V5% -

‘ | 3 going 1o Da out of town nad waak and | contknow #1 will have any intemet 3CC8ss. 30 My assignments may be submitied

@eﬁ week. 1am Qoing to bry o Snish them belore | 1aave

Attachmants

Attach filas to this message

I -
L anu [ SaveDesn | [ Cancel |

L
L
1
L
4
4
:
1
1
f
E
a. Add the subject.

b. Create the message. Note that the HTML Editor is accessible here for formatting and other options.

c. Click Send to send it or choose Save Draft

Your instructor may use a course poll to survey your class. The poll is generally only one or two questions in
length. The Cour se Poll nugget is often on the Course page. It is not visible unless there is an active poll.

To respond to the poll, answer the question and then click Submit . You will be able to respond only one time. Once
you have responded, the poll will no longer be displayed.

Course Poll

How many online courses have you taken before this semester?

12 [03-5 [Oe-10 [Imore than 10

«—
By s e " LT e
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You can change the colors and text of your ANGEL environment. These settings will display throughout ANGEL

except in those courses and groups in which the instructor or editor has set up a specific theme.

1. Themes can be changed within the Preferences

Py

available. Click Theme Manager to continue.
Public Forums
| Persona Theme Selector
Theme
| Angel 7

Clatways use this theme

] [_Prewew | | cancel |

| Use this theme | rae M

N Noalian SN o sa@uite At M\;W'--ﬂ""

section or you can use the Theme Selector nugget if it is

2. You can select one of the themes already created for ANGEL. Click the drop-down list to view current themes
and then click any theme to preview it.

Personal Theme Selector

Add Thems

Available Themes

| Angel 7

lca

hay

Ki2-Elementory
K32-Elermenmary with people
K12-High Schoaol

K12-High School with people
Ki2-Middle school
K12-Middle school weh people
Large Text

Math

Molecules

Money

Music

Music 2

Nursing

Political Scence

<

[ apey |

F 2 sampls

3. The Pines theme was selected. Click the Apply button to use it.

vallable Themes

T | Aoot ) [ Ede [ Caoce | Diavays use this theme

e

3

SR ] T S -

4. The new theme has been applied.

Page Title i
e T e 9
The 16 the hody saction of & sample component. The i the Body sscoan of 3 saple The i tha bady

o e are COMPOrent o flent gne

o Eem v e %em one LU

o iteen thrse ® tem two o ftem thes
o dem tres

w cain G
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